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Individual ProviderOne
Training Packet

Welcome to Individual ProviderOne (IPOne). This packet contains step-by-step instructions for
Individual Providers (IPs) on how to register and use the IPOne payment system.

One-on-one support is available in-person or via web conference. Contact the IPOne Call Center to
schedule a training.

If instructions in a language other than English is needed, contact the IPOne Call Center to
request training in a preferred language.

IPOne Call Center: 844-240-1526

Operating Hours:
Monday — Friday, 7:00 AM to 7:00 PM Pacific Time.
Saturday, 8:00 AM to 1:00 PM Pacific Time.
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Individual ProviderOne Training Manual Glossary

Glossary Term

Definition of Term

Administrative Time

One 15-minute unit of time paid to an IP each pay period for
which the IP is paid. Please note that Administrative Time
became effective with the pay period beginning 07/01/2017.

Debit Card

This payment method is available to IPs who want to
receive their pay on a debit card. If a payment method
IS not selected, then the IP will be enrolled to get their
pay on a debit card.

Application for Employment
Tax Exemptions

Under certain circumstances, some IPs are exempt from
social security and unemployment taxes (known as
FICA/FUTA/SUI). This requirement applies to all IPs who
meet specific age, student status or family relationship
criteria, including parent providers contracted through
DDA or ALTSA. This form tells IPOne if the IP meets
these criteria and must have the exemption applied to
their earnings.

Authorizations

Approval between the client, DSHS, and a provider to
provide services. An authorization includes the type
and amount of care, begin and end dates of the
service, and the maximum number of units up to
which the provider is authorized work.

BetterOnline

Public Partnership Limited’s (PPL) name for the Individual
ProviderOne Portal, the online electronic payment system
that allows IPs to sign in, submit timesheets, receive pay
for hours worked, and manage their claims.

Call Center

Multilingual staff who are available to assist IPs with
guestions about IPOne. They are available by
phone Monday through Saturday.

Case Manager

A person who authorizes services for clients. This can be a
Case Resource Manager (CRM) for Developmental
Disabilities Administration (DDA), a Case Manager (CM)
for Area Agency on Aging (AAA), or a Social Worker (SW)
for Home and Community Services (HCS).

Client

The individual to whom a provider provides care services. The
client is the IP’s employer.
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Glossary Term

Definition of Term

Client Responsibility

The portion of the payment for services that the client is
responsible to pay. This amount is deducted from provider
payments and is collected from the client directly.
ProviderOne assigns the amount of Client Responsibility
according to the highest cost of care across authorized
services. DDA clients do not have Client Responsibility.

Direct Deposit (DD)

This payment method is available to IPs who want
to receive their pay deposited directly into their
bank account(s).

Denied Timesheets

These are timesheets that cannot be paid due to a
program rule. Denied timesheets are not approved
and cannot be paid. Denial reasons are available
to view in the Portal under Pend Messages.

Department of
Health

The Washington State agency which maintains
provider credentials (for both Home Care Aide
certification and nursing licensure) and sends
this information to IPOne via electronic interface.

Distribution Percentage

For IPs who have elected to receive Direct Deposit
(DD): the percentage of an IP’s pay which gets
deposited into their bank account. Currently there is
no option to distribute pay into multiple accounts.

Electronic
Timesheet
(e-timesheets)

The online document that IPs complete and submit
for payment.

E-Timesheet Template

An electronic timesheet with some fields filled in by the IP
and saved for their use each pay period. This is a time-
saver that allows them to submit online timesheets
quickly.

Employer

The individual who receives services from the IP. For tax
and similar payment purposes, the client is the employer and
the IP is the employee.

Error Messages

The messages provide information about a problem
with a payment or an authorization. Error messages
may indicate ineligibility. Services should not be
provided when either the client or the IP are
ineligible. Contact the case manager or the call
center for resolution.
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Glossary Term

Definition of Term

Form W-4

The Internal Revenue Service (IRS) form that is used
to specify the Federal Income Tax (FIT) amount that
the IP wants withheld from their paycheck.

Health Benefits Trust

Health Benefits Trust (HBT) is the entity within SEIU 775
which administers the health care benefits available to IPs.

Individual Provider (IP)

The person who has contracted with DSHS to provide
personal care or respite care services to a client. Individual
Providers are represented by the Service Employees
International Union (SEIU) 775.

Individual
ProviderOne
(IPOne)

The payment system that IPs use to enter timesheets
and receive paychecks.

Operations Center

Offsite locations where timesheets are processed for
payment to IPs. These locations also process tax forms and
generate W2 tax documents.

Pay Period

The span of days for which IPs record their time worked on
timesheets and for which they receive payment. There are
two pay periods in each month; the 15t day through the 15%
day, and the 16™ day through the end of the month.

Payment Schedule

A list of dates for each calendar year which shows the
timesheet due dates for each submission method
(electronic and paper/fax) along with the paydays for that
year. This schedule is available online at www.IPOne.org.

Pend Messages

Messages posted on a timesheet to advise of a problem with
processing a specific date or range of dates for payment. IPs
receive an automated outbound call via phone to be alerted of
problems. The pending problem must be resolved before
payment can be issued. If a “Pend” message posts on a
timesheet and is not resolved before payroll processing is
completed, the payment is denied.

Portal
(also called BetterOnline
Portal)

The name used for the IPOne payment system; the online
electronic payment system that allows IPs to sign in,
submit timesheets, receive pay for hours worked, and
manage claims.
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Glossary Term Definition of Term
ProviderOne Identification The unique nine-digit number assigned to IPs which identifies
Number them in the payment system. This number is located in the

Welcome Letter.

Service Code A unique code linked to a specific type of service which is
authorized for the provider to perform for the client. Each
code authorized is listed on the authorization letter.
Service codes are typically a combination of letters and
numbers (example: “T1019” is a code for personal care).

Task Specific authorized activities that IPs complete for a client
as part of the clients care plan. Tasks must be recorded
on the timesheet when it is submitted for payment.

Timesheet Status An indicator of whether a timesheet met all the criteria to
be paid and where the timesheet is in the payroll process.
See Frequently Asked Questions for a list of statuses and
what they mean.

Training Partnership The education entity, overseen by a partnership between
the SEIU 775 and DSHS, which provides training and
administers training requirements to IPs.

User Account An account created when an IP has selected a User
Name and Password in IPOne. User accounts contain
personal information (such as address, phone or other
contact information), timesheets and Earnings
Statements, as well as any authorizations for services.

User Name The unique combination of letters and/or numbers
selected by an IP and attached to their account in
IPOne. IPs use their User Name and Password
each time they log in to the IPOne portal.
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What is Individual ProviderOne?

Individual ProviderOne, also known as IPOne, is the online system that enables IPs to submit
timesheets and receive payment. IPOne also provides real-time access to information regarding

hourly rate, authorization, and claims.

The State of Washington’s Department of Social and Health Services (DSHS) has
contracted with Public Partnerships, LLC (PPL) to operate and support IPOne, including:

e Multilingual Call Center staff to assist with questions about IPOne; and,

e An Operations Center to process timesheets, send payments, and mail W2s.
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How to Create an IPOne User Account

IPOne is a secure website. Only authorized users are able to view information, and
information is limited based on the user’s role. All users must have a username and password
to log in. The following instructions are for IPs to use in creating an account.

1. Go online to_www.IPOne.org and click on the BetterOnline Login link for the IPOne
web portal.

f Home Training Call Center Payments Information FAQ

Individual
ividual | b0\

Sne

LOGIN Now! Call Center

BetterOnline™ web portal « Call 844-240-1526 or click ditact phone

number in othar languac
BetterOnfine Login

= Monday - Friday, 7.00 AM 10 7.00 PM and
Saturday 8:00 AM to 1:00 PM Pacific Time.

Payments & Deadlines

ayroll cycles are the 1st to the 15th and the
I r o o @ and of the month
Tps (for more Hints & Tips, click here)
. s « Faxad imeshest dasdl the 1st and
» You can check the status of your timesheeat in the BatterOnline IPOne Web Portal. This will help you m:?:‘::?;:-:' .:,f.?fm S
r o i
confirm that your timesheat has been raceived by the imesheat submission due date on the 2017
» Online entry deadiines are the 3rd and the
Payment Schadula. Look for the timesheet status Approved to be sure your timashaat has been

18th of aach month
succassfully recelved Click hare for halpful information about viewing your timesheet status: Eleclon

» Mailed tmesheets must be receved by the

2. Select Sign Up.

Individual ™)

w/e

Individual ProviderOne
Don't forget to bookmark this page

Enter Your Login Information

‘ Username

Password

Forgot your username or password?

" Remember usemame /
Login or Sign Up
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3. This will bring the user to the New User Registration page. Choose Washington from
the drop down options under the State field.

Contact Us

New User Registration

Step 1: Select your State, Program and Role
State - Select - v
L Cancel | New Mexico -
————— | New York

North Carolina

North Dakota

Ohio

Oklzhoma

Oregon

Pennsylvania

Rhode Island

South Carolinz

South Dakota

Tennessee

Texas

Utah

Vermont
virginia

West Virginia
Wisconsin
Wyoming ¥

4. Select IPOne as the Program.

5. Under the Role drop down list, choose Provider.

Contact Us

New User Registration

Step 1: Select your State, Program and Role

State Washington v /
v /

Program |IPOne

Role Provider v /
| Cancel || Next
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6. The IP will enter their credentials.
a. The IP’s DSHS contract must
be signed by DSHS before New User Registration
registering in IPOne. If the IP
cannot register using their Step 2: Enter Credentials
ProviderOne ID, Last Name, Required fields *
and Social Security Number, .
then the PPL Customer LastName
Service should be contacted. Social Security Number *
A representative can confirm N
An SSN needs to be

if the IP is in the Portal as a entered with no

Provider. spaces or dashes:
ovide Example 123456789

Previous Next

7. The user’s First Name and Last Name will be pre-populated.

8. Username: The IP will choose a username and type it in the Username field. If a
message appears stating the username requested already exists, they should choose a
different username.

9. Email Address: The IP will enter an email address to receive IPOne notices by email.

10. Password: The IP will choose and type a password into the Password and
Confirm Password fields.

a. Passwords should not be shared with anyone.
b. IPs must reset their passwords at least every ninety (90) days.
c. Users may not reuse their previous six passwords.

d. Passwords must include:

i. A minimum of (10) characters;

ii. Have one number;

iii. Have one upper case letter;

iv. Have one lower case letter; and lastly,

v. Have at least one of these special characters: # @ $ % ! + *

11. Notes: This is not a required field.

TRAINING MANUAL-IPONE 11/30/2020 10



Individual

Provider /1€

12. Security Questions: The user will choose three security questions from the drop-
down menus and enter answers into the data fields to the right of each question.

$4(Na ‘
Security Questions:

- Select -
Select -

\’ Select -

v

—S——

These questions provide a layer of security to

protect the user’s privacy and are needed to use
the “forgot password or username” link. Only the
user can change the registration information.

~—
—

Previous

Submit

13.Click Submit. The user will review the information for accuracy, then click on the Submit

button if all information is correct. The user will receive a notice that registration was

done successfully and IPOne can be used.

14. After registration is successfully completed, the user will be prompted to login to the
Portal. The user can then log in with the username and password and immediately

start using IPOne.

TRAINING MANUAL-IPONE 11/30/2020
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How to Change a Password

There are two ways to change an IPOne BetterOnline Portal password.
e Option 1: Use the Change Password function in the Portal. After a user logs into an

account they can:
1. Click on Change Password in the top right corner; then,

Individual "‘\n e

Authorization Summary Provider W2 Data Direct Deposit Setup PTO Hours Provider Profile Invoice Timesheets
Contact Us

2. Enter a new password; then,

Reset Password

Enter and confirm the new password. Then, dlick the Submit button.

Confirm Password: ( 1

\ Submit I ‘ Reset ] \ Back ‘

3. Click Submit.

e Option 2: Contact the Call Center. The user can:
1. Call 844-240-1526.

2. A representative will verify the caller as the correct user before assisting
with changing the desired new password.

3. The representative will change the password in IPOne and confirm that the
user can successfully login.

TRAINING MANUAL-IPONE 11/30/2020 12
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How to Unlock a Password

After three failed login attempts a user will be locked out of their IPOne account for
security purposes. If this occurs, the user can use the “forgot password” link. The user

will need to verify their credentials and use the answers from their security questions to
get unlocked.

Individual ProviderOne
Don't forget to bookmark this page

Enter Your Login Information
Username
Password

Forgot your username or password?

Remember username \
m x S|gn Up

They can also call PPL’s Call Center. After a representative completes the caller verification
process, the account can be unlocked or reset.
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How to set up a Payment Preference

IPs can follow the process below to have their paycheck sent directly to a bank account,
a debit card, or mailed to them via a paper check.

Note: If an IP does not select a payment option, they will be automatically enrolled
to receive their pay on a debit card.

Step 1: Log on to IPOne.

Enter Your Login Information

This field is raguired.

FOrgol your usermams o password?

¢ Remamber usermname

Step 2: Click on the ‘Direct Deposit Setup’ tab at the top of the page.

Individual "‘\ ne

Timesheets Contact Us

Authorization Summary Provider W2 Data Direct Deposit Setup PTO Hours Provider Profile Invoice

ProviderOne Provider Direct Deposit Setup

Step 3: Click + Add New Account
Provider Direct Deposit Setup

The sslected Provider does not currently have any records, click the Add New Account link below. To select a different Provider, click hera.

Bock |  Submi |

TRAINING MANUAL-IPONE 11/30/2020
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Step 4: Choose Direct Deposit, Debit Card, or Paper Check

Direct Deposit (a safe and efficient way to receive a paycheck)

a. Start by choosing Account Type — choose Checking or Savings
from the drop down.

Provider Direct Deposit Setup

You are moditying the Payment Settings for Aguilera, Christina (204364201)

To select a different Provider, click here
elected Account Type Bank / t T t N Nick < Employer Current Effective | Distribution Action
status Date

Checking  [w] ¥| | INSERTED
\Saw_\‘a; =
+ AdQ New ‘nahn Card
,Paper Check
Back ] Submit J

b. Enter the Bank Account Number and Transit Number found on the bottom
of the personal check for the desired account. If an IP does not have a
personal check, then it is recommended that the IP visit their local bank or
call their bank and ask for this information.

e Bank Account Number: This number is usually 10-12 digits for
a checking or savings account.

e Transit Number (Also called a Routing Number): This number is a

9-digit code.
2400
- 915481221
2nte. s
ber Ba
'\' a“-"‘t g nk Account humber

c. Nickname: Choose a nickname for each account added.

d. Distribution Percentage: The amount from an IP’s paycheck that they want
to have deposited into their bank account. The percentage must equal
100%. Enter 100% as the Distribution Percentage. At this time, there is no
option to distribute paychecks into multiple accounts.
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e. Review the Direct Deposit Information to make sure it is correct. When
confirmed, click ‘Submit’. If submitted correctly, the Current Status of the line
will change to “APPROVED”.

kname Current Status Effective [

Debit Card

If the Debit Card payment option is selected, then the IP will receive the debit card
and information about the card in the mail.

To learn more about the card, read the information provided in the Welcome
Packet or go to www.IPOne.orq for a Hints & Tips reference document called
“Debit Card Information”.

1. Under Account Type, choose Debit Card.

2. Click Submit.

Provider Direct Deposit Setup

Y ou are modifying the Payment Settings fo

Selected Bank Account No Transit No Nickname Current Status
Account
v T INSERTED

+ 3:3 l':ﬁ" :‘AQCQ‘ nt

Submit |

3. After clicking Submit the IP will note that the Current Status will change to
“‘REQUESTED”.

TRAINING MANUAL-IPONE 11/30/2020
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Paper Check

If paper check is selected, a paper check will be mailed to the IP for the total amount
of his/her pay.

1. Under Account Type choose Paper Check; then,

2. Click Submit.

Provider Direct Deposit Setup

fying the Payment Settings for Agullera, Christina (204364201)

Paper Check[> »| | msERTEC - =

What’s Next?

IPOne will verify the bank account information or process the request for a debit

card.
e For direct deposit set-up, PPL will verify the IP’s bank account by completing a pre-

note process. The IP will continue to receive a paper check in the mail until the
bank account information is verified.

e For debit card set-up, PPL will submit a request to ADP Pay to have a debit card
assigned and mailed to the IP. The debit card will be mailed within 10 days of the IP’s
Payment Method Set-Up Form being processed by PPL. The IP’s payment will be
uploaded to their card after this 10-day period. If the first payday happens before or
during this 10-day period, PPL will mail the IP a paper check.

IPs should contact the IPOne Call Center to verify the status of their request if their paycheck
is not directly deposited to their bank account, or if they have not received the debit card after

one full pay period has passed.
Making Changes to the Payment Method Set-Up:

IPs can update accounts for direct deposit, stop direct deposit services, or enroll in a Debit
Card at any time by changing their options in the IPOne Portal or by calling the PPL Call
Center at 844-240-1526.

Make a mistake or want to delete
your account information? Click
on the trash can picture to delete
and start over.
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How to Update and Verify Tax Information

Withholding Federal Income Tax

If an IP wants to have taxes taken from their paycheck, change either claiming status or

number of allowances, or indicate an optional additional amount that they want to be
withheld from each paycheck, they need to complete and submit an Internal Revenue
Service (IRS) Form W-4.

An IP can get an IRS Form W-4 by:

1. Downloading it at_http://www.irs.gov/publ/irs-pdf/fw4.pdf, or

2. Calling the IRS office at 1-800-829-3676 and asking them to send a form.

The tax deductions requested on the Form W-4 remain in effect unless the IP contacts
the IPOne call center to make a change.

Filling out the W-4:

1.

2.

Complete required fields: Step 1, 2 and 3.

Step 4 is optional.

. Sign and date the form in Step 5.

Mail or fax the form to:

Public Partnerships, LLC

WA IPOne
Toll-free FAX# Q 7776 S Pointe Pkwy W, Suite 150
1-855-901-6904 i Phoenix, AZ 85044

TRAINING MANUAL-IPONE 11/30/2020
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Sample W-4 Form

Form w-4

Department of e Treasury
Intermal Aevenie Sarvioe

Employee’s Withholding Certificate OME No. 1545-0074

P Complete Form W-4 so that your employer can withhold the correct federal income tax from your pay.
» Give Form W-4 to your employer. 2 Ozo
P Your withholding is subject to review by the IRS.

R {a) First name and middle initial Last name (&) Social security numbser
Step 1
Enter Address * Does your name match the
Personal

name on your social security
card? If not, fo ensure you get

Information

City or town, state, and ZIP code credit for your eamings, contact

554 at BOD-772-121 nrqc:w
WWW.ESE DOV

e}

|| single or Married filing separately

|| Married filing jointly (or Qualifying widowier])
:| Head of household {Check only if you're unmarried and pay more than half the costs of keeping up a home for yoursslf and & qualifying individual.)

Complete Steps 2-4 ONLY if they apply to you; otherwise, skip to Step 5. See page 2 for more information on each step, who can
claim exemption from withholding, when to use the online estimator, and privacy.

Step 2:
Multiple Jobs

or Spouse
Works

Complete this step if you (1) hold more than one job at a time, or (2) are married filing jointly and your spouse
also works. The correct amount of withholding depends on income earned from all of these jobs.

Do only one of the following.
(a) Use the estimator at www.irs.gov/W4App for most accurate withholding for this step (and Steps 3-4); or

(b) Use the Multiple Jobs Worksheet on page 3 and enter the result in Step 4(c) below for roughly accurate withholding; or

(¢) If there are only two jobs total, you may check this box. Do the same on Form W-4 for the other job. This option
is accurate for jobs with similar pay; otherwise, more tax than necessary may be withheld . . . . . W []

TIP: To be accurate, submit a 2020 Form W-4 for all other jobs. If you (or your spouse) have self-employment
income, including as an independent contractor, use the estimator.

Complete Steps 3—4{b) on Form W-4 for only ONE of these jobs. Leave those steps blank for the other jobs. (Your withholding will

be most accurate if

you complete Steps 3—4(b) on the Form W-4 for the highest paying job.)

Step 3: If your income will be $200,000 or less ($400,000 or less if married filing jointly):
.. wbample-DO-NOT USE
e wnDRFRIPDEE-D N .
Multiply the number of other dependents by $500
Add the amounts above and enter the total here . . . . . Lo e e oo 3%
Step 4 (a) Other income (not from jobs). If you want tax withheld for other income you expect
(optional): this year that won't have withholding, enter the amount of other income here. This may
Other include interest, dividends, and retirement income . . . . . . . . 4(a) |$
Adjustments
(b) Deductions. If you expect to claim deductions other than the standard deduction
and want to reduce your withholding, use the Deductions Worksheet on page 3 and
entertheresulthere . . . . . . . . . . . . . . .« « « . o . |HD)S
(c) Extra withholding. Enter any additional tax you want withheld each pay period . |4(c)|$
S‘l:ep 5: Under penalties of perjury, | declare that this certificate, to the best of my knowledge and belief, is true, correct, and complate.
Sign
Here } }
Employee's signature (This form is not valid unless you sign it.) Date
Ernployers Employer's name and address First date of Employer identification
Only amploymeant numbear (EIN)
For Privacy Act and Paperwork Reduction Act Notice, see page 3. Cat. Mo. 102200 Form W=4 (2020
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Applying for Tax Exemptions:

An IP may be required to take specific employment tax exemptions for FICA/FUTA because
of age, student status, or relationship to the employer/client.

IPs can download the Application for Employment Tax Exemptions Based on Age,
Student Status, and Family Relationship form from the PPL website at:
http://www.publicpartnerships.com/programs/washington/IPOne/index.html, or call the IPOne
Call Center and ask them to send the form by mail. The IP should complete the form and
return it by fax or U.S. mail as noted at the bottom of the form. The form is followed by a
guide explaining the tax exemptions for which the IP may qualify. The IP must file one form
for each client/employer for whom they work.

The Exemption Form looks like this:

SAVE TIME AND SUBMIT THIS FORM ONLINE AT: [WEB ADDRESS]

v A L
ion for E Tax Exemptions Based on Age, Student Status, and Family o', proceed fo Queston 6.
Relationship

_ Yes. | also provide care for my grandchild or step-grandchild in my child's home.

State Worked WASHINGTON Program__PCSS — Y&s, my grandchid or step-grandchid is v ge 13, or has & physical or mental
condition that requires personsl care of an t least four continuous weeks during
Client / Empl Name: the calendsr quarter in which services are d,
— Yes, my chid (son or dsughter) is widowed ol 4 and not remanied. of living with &
Provider / Employee Name: spouse who hes s mental or physicsl condion W prohibs the spouse from caring for
My grandchild for QQesst four contnuous weeks during the calendar quarter in which
Indnvidual Provider / Employee Date of Buth / ] serwices ar2 pert
Employees providing domestic senvices. such as personal assistance, may be exempt fom payng 8. Are you under the age of 18 you bum 18 this calendar year?
certain federal and state taxes based on the employee’s age, student status, or family relationship to

he empioyer. In some cases, Ine empioyer may aiso be exempt based on the employee's status. I a '
you and your employer qualily for these exemplions you must take them. PCG Publc Parinerships == " a:ﬂ“g::?':;” or am tuming 18 this calandar yesr.

Vil determine the tax exemplions that apply to you and to your empicyer (see enclosed guidelines)
Emgloyee - Please answer all the following guestions based on vour age. student stalu:

5._and
relationship 1o the employer
1. Are you @ non-resident alien lemporartly in (he Uniled Stales on an F-1, J-1, M-1, or Q-1 vise
admitted to the US for the purpose of providing domestic senvices? of parforming household senices (pamsonsl assistance) your pancipsl occupation?
Note: Do nof snawer “Yes' i you are » student
. Yes_that description fits my status.
. NO, that description does not # my status — Yes. parforming househokd services is my pancipal occupation
— No. performing household services is not my principle cocupation, or | am a student
2. Are you the chid of the employer (includes adopted chidren)?
IMPORTANT: You muat notify PCO Public Partnerships if your status changes.
— Yes. my employer Is my parent (mother or father) ty PRy

. NO_ my employer i not my pasent

Employee Signature
3. Are you the spouse of the employer?
Date
. YOs_my employer IS my Spouse (husband, wile)

—. No, my employer is not my spouse

Return this form by fax or mall Pt P; 8
4. Am you the parent of the em (Inchudes adopted chidren)? \:‘:cs?‘"m ue
= 77745 Pore N, Sute 150
. Yos, my employer |s my daughter) “""’,"_‘A" Phosnix AZ 5m 4
. No, my employer is not my chid, o

Verify Tax Information:

Users can view taxes deducted from paychecks by looking at:
e An IP’s electronic Earnings Statement on the IPOne portal; or,

e An IP’s paper Earnings Statement, if these are received in the mail.

An IP can contact the IPOne Call Center if they have questions about the Form W-4 or the
Application for Tax Exemptions form.

REMINDER: IPOne staff cannot give tax advice. Please consult a tax advisor for questions
on withholdings and exemptions.
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PCQ | Public Partnerships

A Public Consulting Group, Inc. Company

What are’leflcuIty of Care (DOC) Payments’P

If you and your client live together, you are eligible for the Difficulty of Care income exclusion
outlined in IRS Notice 2014-7. This means that the wages that you earn for providing personal
care to the client you live with may be excluded from your income for income tax purposes.

What’s changing in IPOne?

Effective April 2020, IPOne will be able to exclude Federal Income Tax (FIT) from payments to
an Individual Provider for personal care services provided to an eligible Client living in the same

home with the provider.

How is Residency (Home) Determined?
e Residency is the place where the provider resides and
regularly performs the routines of the provider’s privatelife,
such as shared meals and holidays with family.

e The provider and client must live together and cannot have a
separate home where either reside, even if only part-time.

Providers are Eligible If:

e The client and provider live together in the same home,
regardless of who owns or rents the property.

e Multiple Providers living in the same house with the Client
may each be eligible; for example, parents providing care for a
child.

Note:

*The provider's family relationship to the client is not a determining
factor as to whether payments qualify as DOC payments.

*Difficulty of Care payments apply to services provided as Personal
Care and Relief Care. Examples also include time spent
transporting, shopping, attending doctor appointments, and
attending community events.

*The income exclusion does not apply to payments you receive directly
from your client, which are known as “client participation” amounts.

TRAINING MANUAL-IPONE 11/30/2020

How are Difficulty of Care
Payments Treated?

The Provider Should:

Continue to withhold and remit FICA
(Social Security and Medicare) and
FUTA (Federal Unemployment Tax),
unless the Provider is exempt due to
family relationship or other reason

Remember DOC payments are
excluded from federal income

Remember that DOC is not a tax exemption

The Provider Should Not:

Withhold and remit Federal Income Tax
(FIT) from DOC payments

Report DOC payments as federal
taxable income

Choose to classify DOC payments as
federal taxable income

Consider DOC payments as income for
purposes of determining Provider’s
Medicaid/ACA tax credit eligibility

21



What does IPOne need?

Public Partnerships LLC (PPL) does not make a determination if you are eligible for this income exclusion. Upon receipt of a
properly completed form, PPL will begin to exclude Federal Income Tax (FIT) for any eligible payments. A properly completed
form includes:

» All three boxes checked, and
» signed document is received by PPL
See example form below. Please obtain a form from PPL’s website, linked below, for your official submission.

Section A: Applying for Difficulty of Care Federal Income Exclusion

Certain payments you (Individual Provider) receive for providing personal care services funded by Medicaid in the same home as your
client are considered Difficulty of Care payments and are not subject to Federal Income Tax (FIT) deductions. If you do not have to pay
federal income tax, WA IPOne through Public Partnerships will not report your pay as income, and you will not have to pay FIT on
qualifying payments.

STEP 1: Review information regarding the Difficulty of Care Federal Income Exclusion. Informa
Partnerships’ website at http://publicpartnerships.com/programs/washington/IPOR€

ion is available on Public

STEP 2: If you qualify for the Difficulty of Care income exclusion the following 3 boxes app d be checked:

O I provide services to my client in the same home where the client also

same home as the individual provider. It does not matter who ow

O 1do not live in a different home from my client.

[0 This is the home where | live and have meals, dailym
I

= All the above must apply to be eligible for the Difficulty of

Under penalties of perjury, | declare that | am | Rrovider. regeiving payments under a state Medicaid Home and
Community-Based Services program. | live in the'sa provide personal care services to, the client listed at
the top of this form.

Individual Provider Signatur@-\ \b(\/ Date:

N\

Secﬂ’oudjermlnatlng Difficulty of Care Federal Income Tax Exclusion

N
Under penalties of perjury, | declare that | no longer reside with a client that | provide personal care services to and who is
receiving services under a state Medicaid Home and Community-Based Services program.

Individual Provider Signature: Date that | no longer qualify:

For More Information Visit:

Public Partnerships LLC does not give tax
advice. If you have questions about whether
»DSHS website https://www.dshs.wa.gov/altsa/irs-notice- or not the Difficulty of Care income

2014-7-difficulty-care-payments-excludable-income . .
exclusion applies to you, please consult

»IRS website https://www.irs.gov/individuals/certain-medicaid- a tax professiona| for advice.
waiver-payments-may-be-excludable-from-income

» Public Partnerships website http://www.publicpartnerships.com

WWW.PUBLICPARTNERSHIPS.COM
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Individual
Provider “V°

Difficulty of Care Federal Income Exclusion Instructions

You may be eligible for a Difficulty of Care (DOC) Federal Income Exclusion if you meet the criteria listed in this
section. If you are eligible for this exclusion, Federal Income Tax will not be withheld from your Difficulty of

Care Payments.

Applying for a Difficulty of Care Federal Income

Exclusion

Public Partnerships LLC (PPL) does not make a
determination if you are eligible for this income exclusion.
Upon receipt of a properly completed form, PPL will begin
to exclude Federal Income Tax for any payments eligible
for the DOC exclusion. This may take 1-2 pay periods to be
applied. A properly completed form includes:

= All three boxes checked in STEP 2
= Signature and Date

In order to assist you in determining if you are eligible,
please review the information on PPL’s training website at:
http://publicpartnerships.com/programs/washington/IPOne

Section A: Applying for Difficulty of Care Federal Income Exclusion

Or IRS FAQs at: https://www.irs.gov/individuals/certain-
medicaid-waiver-payments-may-be-excludable-from-
income

TRAINING MANUAL-IPONE

Certain payments you (Individual Provider) receive for providing personal care services funded by Medicaid in
the same home as your client are considered Difficulty of Care payments and are not subject to Federal
Income Tax (FIT) deductions. If you do not have to pay federal income tax, WA IPOne through Public
Partnerships will not report your pay as income, and you will not have to pay FIT on qualifying payments.

STEP 1: Review information regarding the Difficulty of Care Federal Income Exclusion. Information is
available on Public Partnerships’ website at http://publicpartnerships.com/programs/washington/IPOne

STEP 2: If you qualify for the Difficulty of Care income exclusion the following 3 boxes must apply and be
checked:
= | provide services to my client in the same home where the client also lives. (NOTE: The client
receiving care must live in the same home as the individual provider. It does not matter who owns or
rents the home.)
O ldo not live in a different home from my client.
O This is the home where | live and have regular meals, daily life, and holidays with family.

* Al the above must apply to be eligible for the Difficulty of Care Federal Income Exclusion.

Under penalties of perjury, | declare that | am an Individual Provider receivi ts under a state

g p
Medicaid Home and Community-Based Services program. | live in the same home with, and | provide
personal care services to, the client listed at the top of this form.

Individual Provider Signature: Date:

11/30/2020
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Individual|
Provider

Application for Difficulty of Care Federal Income Exclusion

Client Name: Client ID:

Individual Provider Name: Individual Provider ID:

Section A: Applying for Difficulty of Care Federal Income Exclusion

Certain payments you (Individual Provider) receive for providing personal care services funded by Medicaid in
the same home as your client are considered Difficulty of Care payments and are not subject to Federal
Income Tax (FIT) deductions. If you do not have to pay federal income tax, WA IPOne through Public
Partnerships will not report your pay as income, and you will not have to pay FIT on qualifying payments.

STEP 1: Review information regarding the Difficulty of Care Federal Income Exclusion. Information is
available on Public Partnerships’ website at http://publicpartnerships.com/programs/washington/IPOne

STEP 2: If you qualify for the Difficulty of Care income exclusion the following 3 boxes must apply and be
checked:
O | provide services to my client in the same home where the client also lives. (NOTE: The client
receiving care must live in the same home as the individual provider. It does not matter who owns or
rents the home.)
O ldo notlive in a different home from my client.
0 This is the home where | live and have regular meals, daily life, and holidays with family.

= All the above must apply to be eligible for the Difficulty of Care Federal Income Exclusion.

Under penalties of perjury, | declare that | am an Individual Provider receiving payments under a state
Medicaid Home and Community-Based Services program. | live in the same home with, and | provide
personal care services to, the client listed at the top of this form.

Individual Provider Signature: Date:

Section B: Terminating Difficulty of Care Federal Income Exclusion

Under penalties of perjury, | declare that | no longer reside with a client that | provide personal care services to
and who is receiving services under a state Medicaid Home and Community-Based Services program.

Individual Provider Signature: Date that | no longer qualify:

Return this form by fax or mail:

Public Partnerships

ATTN: Individual ProviderOne
7776 S Pointe Pkwy W, Ste 150
Phoenix, AZ, 85044

Toll-free Fax #
1-855-901-6904

TRAINING MANUAL-IPONE 11/30/2020 24
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How to View Authorization Information

Users can view authorization summary information. IPOne will store all authorization records
for easy access and these can be viewed anytime. Review instructions below on how to
access this information.

1. Log in to IPOne; then,

Enter Your Login Information
Username

Password

Remember userngme

2. Click on Authorization Summary found on the top left of the page.

Deposi Sefup PTO Hours Pravider Profile Invoice Timesheets Contact Us
C Last Na Client F
m & o8 Al -
on ID
at Active -
Search
There are 2 Authorization record(s} on this page.
uthonzation id lient Prowder Stant Date | End Datz | Semace Jnit Type | Total Authonzed Units | Create Date Status | Business Status | System Status
0e012015 | oemazoss [ Tic Hour 1.50 | 8272015 12:21:00 AW | Active | 20 - Approved
015 | T101¢- Pers Ho 2015 12:21:00 AM | Active | 20 - Approved 30 - Ermor

3. The default view of this page will display all active authorization records. A
Provider may search for a specific authorization or use a combination of any the
following filters:

Client Last Name
Client First Name
Client ID
Authorization ID
Service Type
Status

TRAINING MANUAL-IPONE 11/30/2020 25



Individual k\n

Sene

4. Once filters have been defined to help narrow down the results, click Search.

5. When the Authorization is found, click on the blue link in the first column under
Authorization ID to review the detail within the authorization record.

There are 2 Authorization record(s) on this page
a9

Authorization Id NClient Provder | StadDate | EndDats | Service Unit Type | Total Authoriz nits | Create Date Status | Busineas Status | System Status
b + " : + " 4
| 1020011848-1-1 | CSITEST | Joha Cyrus | 06012015 | 067302015 | T1019: Personel care servics Hou 1.50 | 8272015 1221:00 AM | Active | 20 - Approved 30 - Esror
| 1020011648-2-1 l/:-“, ST | John Cyrus | 050172015 | 05312015 | T1019- Personal care ser 12 z: 21:00 AM | Active | 20- Approved | 30 - Error
| |

kg

6. This will take the user to the Authorization Detail page, which provides
information about authorized services. The Authorization Detail page shows
information found in the authorization letter that is sent to the IP each time a
change in services is made. The authorization letter includes monthly
authorization information.

Authorization Summary

Direct Deposit Setup

PTO Hours

Provider Profile

Invoice

Timeshe

eets

Authorization Details

Admin ID:
Reporting Unit 1D:

System Status:

Client - Provider
Relationship:

Authorization Detail

Authorization Header Details

206 - ADSAH
041
30 - Error

Aunt/Uncle

Client Auth Entry Date:

Reporting Unit:

Business Status:

5/15/2015
ALTCEW/ELDER
SERVICES

20 - Approved

Authorization Id:
Service Type:
Service Modifier 1:
Client Name:
ProviderOne Client ID
Provider Name:
Date Range:

Last Modified:
Date Created:
Created By:

Place of Service:

Service Reason Code:

1020011846-1-1
T1019: Personal care semvice

CNSI TEST
201446428WA

John Cyrus

6/1/2015 - 6/30/2015
8/2/2015 12:21:00 AM
8/2/2015 12:21:00 AM
PPL_SYSTEM

Unit Type:
Unit Increment:

Total Units in unit
increment:

Authorized Units:

Invoiced Units:
Paid Units:
Remaining Units:
Business Status:
System Status:

Hours
16 minutes

6.00 units
1.50 Hours

0.00 Hours
0.00 Hours
1.50 Hours
20 - Approved
30 - Error

TRAINING MANUAL-IPONE
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7. On the botto

m of the screen is a list similar to the one shown below.

Shadow Claims: Show Details
Non-Fatal Errors: Show Details
Client Responsibility : Show alls

Revision History: Show Revision

| Back || Print |

R

8. The hyperlinks lead to:

TRAINING MANUAL-IPONE

Shadow Claims: This is a section that is used by PPL’s accounting
team based on the client’s authorization information.

Non-Fatal Errors: The detail will include the dates and reasons for
the authorization error.

Client Responsibility: The amount of Client Responsibility that
applies to this authorization.

Revision History: Historic changes to the authorization are

shown here.

11/30/2020
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Where the Authorization Letter is found

1. Login to IPOne.

Enter Your Login Information
Usemame

Password

Remember username

2. Click on Provider Profile on the top of the page, and then click on Documents.

Authorization Summary Provider W2 Data Direct Deposit Setup PTO Hours Provider Profile

Invoice Timesheets Contact Us

Jane Doe

ProviderOne Provider ID: 100000000
Cumulative Career Hours (CCH): 7,930.00 CCH History

Curmrent CCH BASE Rate (Does not include any Differentials): 12.60

Associated Clients Direct Deposit Setup m Health Care Deduction W2Data ( Documents ’

3. This will lead to the Provider Forms page. Under the Existing Documents

column is a list of the authorization letters that have been generated for the
selected Provider ID number.

Authorization Summary Provider W2 Data Direct Deposit Setup PTO Hours Provider Proflie

Invoice Timesheets Contact Us

ProviderOne Pravider Forms for Jane Doe(ProviderOne |D #100000000)

All Documents | Create PDF

Existing Documents Created Date Time W2 Data Creatad Date Time
AUTHENG 1000000000 CO00001 20160408  48/2016 208 1202017
3 THENG 1 1 20160407 47772016 7 2018 1202017 |
T

Create PDF
AUTHENG 1000000000 CO00002_ 20160406

AUTHENG 1000000000 CO00002 20160407

THENG 1 4 482016
TRAIN 20150304 3412016
WELC 20160502

| Create PDF

Back to ProviderOne Provider Profile

TRAINING MANUAL-IPONE 11/30/2020



Indivi_dual gne

4. Click on the link to view a document, or check one or more of the items and click
Create PDF to create a PDF of these letters which can be printed or saved to the
user’s personal files.

5. The example below is of an Authorization Letter.

Public Partnerships, LLC

Attention: Individual ProviderOne Individual h
7776 S. Pointe Parkway, Ste. 150 o ne
Phoenix AZ 85044

04/08/2016
JANE DOE

RE: Authorization Number 1000000000
JOHN DOE Client ID: 0000000001WA

Dear JANE DOE:

This is to notify you a new authorization has been created. This information is also being provided to
the above named client regarding services authorized.

JANE DOE is authorized to provide the following service(s) for JOHN DOE.

Personal care service T1019 from 03/11/2016 to 03/31/2016 at the hourly rate of $12.60, Payment
may be made for a maximum of 315.00, 15 minute units which equates to 78.75 hours per month. You
must claim in 15 minute units.

Mileage, Personal Care S0215 from 03/11/2016 to 03/31/2016 at the rate of $0.54 per mile, when
using your personal vehicle to provide services to your client (such as essential shopping and travel to
medical services). Payment may be made for a maximum of 50.00 miles per month.

If you have questions about this authorization, please contact your authorizing worker

Cindy Smith 360-000-1234

cc: JOHN DOE

6. For questions about authorizations or workweek limits, please contact
the client’s case manager.

TRAINING MANUAL-IPONE 11/30/2020
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How to Claim Paid Time Off
PTO

Provider W2 Data  Authorization Summary  Direct Deposit Setup  CPTOHours ) Provider Profile  Invoice  Timesheefs  Contact Us

Create Timeshest ~ Search Timeshest  Timesheet Templates

1. Log in to IPOne with the IP’s username and password.

2. Click on the PTO Hours link to go the page to view the available PTO and enter
the number of PTO hours to claim.

3. On the screen shown below:
a. Look at the number of PTO hours available to claim.

b. Use the drop down menu arrows to view and select the number of PTO
hours and minutes to claim. Minutes will show in 15 minute increments.

c. Click on the Save button.
4. PTO hours will be paid on the next scheduled payroll.
5. The bottom part of the screen allows the user to:
e View a summary of the PTO hours just submitted and the balance of PTO

hours still available.

e View a yearly summary of the total PTO hours submitted thus far in the
calendar year.

e Click on the History button to view a list of PTO Hour Claims.

PTO Hours:
ProviderOne Provider 1D ]

Current PTO Hours

Reques! Date 10/8/2015

FTO Availabie Hours 0.16
PTO Claim Hours Hours  Minutes
— CIE
Reset

PTO Claims  History

Action Date Submitted Available PTO Claimed

Delete 9/29/2015 0.30 0.15

TRAINING MANUAL-IPONE 11/30/2020 30
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How to read an Earnings Statement

Below is a sample Earnings Statement and helpful information.

Public Partnerships, LLC

7776 S. Pointe Parkway, Ste. 150
Phoenix, AZ 85044

&

W

Attention Inchvidual ProviderOne Phone. w@%%c*

Earnings Statement

Page 1 0f 1
Advice Date:

PTO Balance
CCH Balance

John Smith
1234 Main St
Seattle, WA 98105

¥YTD Amount

Description Amount
Personal Care Service PcsS $681.75
Modicare-Employee MED -$9.89
Social Becurity~Employee 585 TAX -542.27
Health § Welfare Deduction -5§25.00
Net Pay $604.59
ELarnings

Date Description Hours
Test Consumer

| 01/01/2016-01/15/2016 | PCS

Client Specific Deductions

Description Amount YTD Amount
Test Consumer

Wages $681.75 $681.75
MED -59.89 -$9.89
88 TAX -542.27 -542.27

$681.75

-$9.8%
-842.27
-§25.00

Rate Amount

§681.75
$681.75

$681.75

Note: If Client Responsibility is owed by the client, this amount can be found in the
authorization letter and appears on the Earnings Statement in the Description section

under “COPAY”.

TRAINING MANUAL-IPONE
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Administrative Time

e Administrative Time is taxable, paid time allotted to each Individual Provider.

¢ Individual Providers will automatically receive one fifteen (15) minute unit of Administrative
Time for each paid pay period they worked and submitted a timesheet in Good to Pay
status, after July 1, 2017.

e |Ifthe IP is not paid in the pay period, or the timesheet is not in Good to Pay status, the
IP will not be paid Administrative Time.

e Administrative Time is paid per the current hourly rate and is included in taxable wages.

e Administrative Time is subject to overtime calculations, and accrues both CCH and PTO.
Administrative Time is included in the sum of the IP’s total hours worked for the period.

e Administrative Time will not be affected by Client Responsibility and is not estate
recoverable.

e Administrative Time applies to all timesheet submission formats including faxed, mailed-in
paper timesheets and electronic submitted timesheets online.

Sample Earnings Statement with Administrative Time
Earnings Statement

Page 10of4
Public Partnerships, LLC Advice Date 08/01/2017
1 CABOT RD STE 102 Advice Number RA000001
MEDFORD. MA 02155 Amount $1,694.59
Phone: 1-844-240-1526 PTO Balance 5:00
CCH Balance 3,897.00
Jane Doe
123 Street
Seattle, WA 98101
\ Description Amount ¥TD Amount Contact Number
| Administrative Time ADMIN $3.54 | $7.08
Fersonal Care .00
Personal Care OT Third Party 0.00
aid Time Off (PTO) 50
Mileage, PFPersonal Care 3.50
ipe ) PA $0.00 C
T = 3. 3(
> 8 ! o,
ar $0.00
Hea 1fa §0.00
SEIU ues 56. <
Net Pa $1694.5
Earnings
Date Description Hours Rate Amount

JOHN DOE

PTO 0.33333 $14.15 $4.72

/ =-02/15/2¢

/ 1-02/28/2017 PTO 0.33333
01/2017-03/15/ PTO ).33333

/ 1-03/31/72¢

017 PTO 0.33333
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Administrative Time Frequently Asked Questions (FAQS)

Q: What is Administrative Time?
A: Administrative Time is taxable, paid time allotted to each IP.

Q: When will IPs become eligible for Administrative Time?
A: Administrative Time takes effect with the pay period beginning July 1, 2017. Pay periods
worked on or after July 1, 2017 are eligible to receive Administrative Time.

Q: Will Administrative time be paid retroactively?
A: Administrative Time will not be applied to pay periods prior to July 1, 2017.

Q: How much will IPs be paid for Administrative Time?
A: Administrative Time is paid as one 15-minute unit per paid pay period. Administrative Time
is paid according to the IP’s current hourly rate.

Q: How do IPs claim Administrative Time?

A: IPs do not claim Administrative Time. IPOne will automatically generate a timesheet to pay
Administrative Time for each paid pay period the IP worked and the timesheet is in Good to
Pay status after July 1, 2017.

Q: Can IPs edit Administrative Time timesheets?
A: No. Any attempt to edit an Administrative Timesheet in the portal will result in an error
message being displayed, and no edit will be processed.

Q: Can IPs be paid for additional Administrative Time?
A: No. IPs will be paid for only one, 15-minute unit of Administrative Time for each payroll
period in which they are paid.

Q: Where can Administrative Time payments be viewed?
A: Administrative Time is displayed on Earnings Statements at the Description section near
the top of the page.

Q: Is Administrative Time taxable?
A: Yes. Paid Administrative Time is included in taxable wages and will be taxed with other
wages according to the IP’'s W-4 on file.

Q: Will Administrative Time paid count towards an IP’'s CCH/PTO balance?
A: Yes. Paid Administrative Time is included in calculations for both CCH and PTO accruals.

Q: Who can an IP contact if there are questions regarding Administrative Time?
A: Please call the SEIU Member Resource Center at 1 (866) 371-3200.
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IP payment schedule

Paychecks are sent/deposited twice a month.

Assuming that each payroll period is submitted separately and on-time, IPs receive payment
for the first half of the month’s payroll (15t — 15") in one paycheck and payment for the
second half of the month’s payroll (16" — 31%!) in a second paycheck.

The current payroll schedule can be found at www.IPOne.org.

Things to Remember...

0]

To ensure being paid on-time, submitting shifts (EVV providers) via the Time4Care app or
e-timesheets (Live-in Exempt providers) is recommended. IPOne will give system feedback
if there are any issues with the shift or e-timesheet. Users will get a confirmation
immediately when a shift or e-timesheet has been successfully submitted.

If a manual time entry (EVV providers) or a timesheet (Live-in Exempt providers) is
submitted after the scheduled payroll period due date, it will be processed and paid out in
the next available payroll, which could result in over a two-week delay in receiving payment.
Users can check the status of a shift, a manual time entry or an e-timesheet in the
Individual ProviderOne Web Portal. Please check the status regularly to ensure the shift/
manual time entry/timesheet has been received and is ready to be processed for payment.
You must submit a shift, a manual time entry or a timesheet in order to receive payment.
For Live-in Exempt providers
» Timesheets can be submitted earlier if you're done working, but you will still be paid
according to the payroll schedule. You cannot submit a timesheet for hours not yet
worked.

» Keep holidays in mind when submitting paper timesheets.

» If paper timesheets are received with errors, they will be submitted for processing in
the next available pay period after the issues are corrected.

TRAINING MANUAL-IPONE 11/80/2020 88



ELECTRONIC VISIT
VERIFICATION
(EVV) IN THE IPONE
PAYMENT SYSTEM

Washington will be implementing EVV for Individual Providers
as of December 16, 2020 with a new mobile app called
Time4Care™. This means all Individual Providers will submit
their hours worked in this new way, to receive payment.

However, if you are an Individual Provider who lives with your
client, there is a Live-In Exemption available to you. This exemption
means that you are not required to use the Time4Care™ mobile
application to clock in and out for your hours worked.

You will continue to submit your timesheets per pay period

using the IPOne portal.

To qualify for this exemption, you must live together with the client
to whom you provide personal care services. You cannot have a
separate home where either you or your client resides. You have
to tell IPOne that you live with your client by 12/16/2020 to apply
the exemption to your profile.

If you do not take this
action step you will have
the EVV solution

on 12/16/2020. This is a
different time entry
method than you have
been using. If this applies
to you and your client,
follow these steps:

@ Please visit the PPL IPOne EVV
Training Page at: https://
www.publicpartnerships.co
m/programs/washington/
individual-providerone-
ipone/evv-training-and-
resources/#content

Click on the “Step by Step
Instructions for Live-in
Exempt” flyer to walk you
through the process.

Then click on Tell Washing-
ton IPOne that I live with
my client. This will take you to
the IPOne Portal log-in page.
Follow the steps outlined

in the instruction flyer. You
must complete this task by
December 16th, 2020




EVV SELF-IDENTIFY LIVE-IN EXEMPTION
A Step-By-Step Guide

Login or Sign up Individual

e

01. Navigate to ipone.publicpartnerships.com
02. For IPOne Web Portal users, log in with Individual ProviderOne

Don't forget to bookmark this page
your current user ID and password.

If you do not have an existing IPOne Web Portal
account, you can create one by clicking "Sign
Up" on the login page.

Enter Your Login Information

Username

Password

This field is reguired.

** Note: The Self-Identify Live-in Exemption Forgot your usemame or password?
through IPOne portal will be available on | Romembersenee

11/19/2020. or Sign Up

Access the EVV Live-In Exempt Self-
Identify Section

01. Click on the “Provider Profile” link in the main ribbon

| Logout Change Password Program Selector

Individual

e

Provider W2 Data Authorization Summary Direct Deposit Setup PTO Hours Provider Profile Invoice Timesheets Contact Us

02. Click on the “Associated Clients” button

Individual "‘\ne

Provider W2 Data Authorization Summary Direct Deposit Setup PTO Hours Provider Profile Invoice Timesheels Contact Us

ProviderOne Provider ID:
Cumulative Career Hours (CCH). 2,134.50 = CCH History
Current CCH BASE Rate (Does not include any Differentials) 14.45

guemmt————
PTO Hours Health Care Deducion m m

ed Clients )| Direct Deposit Setup
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03. Click the “Checklist” link for the client you wish to select a Live-In Exemption for.

ProviderOne Client ID City
ISSAQUAH

04. View “Live-in Exemption from EVV” Section

r—Live-In Exemption from EVV

Do you live with your client? There is a Live-In Exemption (LIE) available for providers who live in the same home as your client. This
exemption means you will not have to use the EVV application (“app”) to clock in and out for each shift. Instead, you can continue to
submit timesheets in IPOne for the hours worked each pay period. To be LIE eligible, you and your client must live together in the
same home. You or your client cannot have a separate home where either lives.

YES, the provider gualifies for the Live-in O

Exemption

Live-in Exemption Start Date (m/d/yyyy)

Live-In Exemption End Date (m/dfyyyy)

Live-in Submit | | Live-in Exemption History |

How to self-identify Live-in Exempt

O1. under “Live-In Exemption from EVV” section, check the box for “YES, the provider qualifies

for the Live-in Exemption”
— Live-In Exemption from EVV

Do you live with your client? There is a Live-In Exemption (LIE) available for providers who live in the same home as your client. This
exemption means you will not have fo use the EVV application (“app”) to clock in and out for each shift. Instead, you can continue fo
submit timesheets in IPOne for the hours worked each pay period. To be LIE eligible, you and your client must live together in the
same home. You or your client cannot have a separate home where either lives.

YES, the provider qualifies for the Live-in

Exemption

Live-in Exemption Start Date (m/d/yyyy)

Live-In Exemption End Date (m/d/yyyy)

Live-in Submit | | Live-in Exemption History |
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02. Once the box is checked, the "Live-In Exemption Start Date" sections will be fillable. It
will be default to the current date. Fill in the date you qualified for the Live-In Exemption. Click
the “Live-in Submit” button.

— Live-In Exemption from EVV

Do you live with your client? There is a Live-In Exemption (LIE) available for providers who live in the same home as your client. This
exemption means you will not have to use the EVV application (“app’) to clock in and out for each shift Instead, you can continue to
submit timesheets in IPOne for the hours worked each pay period. To be LIE eligible, you and your client must live together in the
same home. You or your client cannot have a separate home where either lives.

YES, the provider qualifies for the Live-in
Exemption

Live-in Exemption Start Date (m/d/yyyy) "

Live-In Exemption End Date (m/dfyyyy) _
| ——————
1. | Live-in Exemption History |

** Note: The "Live-in Exemption Start Date" cannot be prior to the current date and will
apply to the next earning period following this date

How to terminate an existing Live-In Exempt

O1. To terminate your existing Live-In Exemption, enter the date you stopped living with your
client in the “Live-In Exemption End Date” field. Click the “Live-in Submit” button.

— Live-In Exemption from EVV

Do you live with your client? There is a Live-In Exemption (LIE) available for providers who live in the same home as your client. This
exemption means you will not have to use the EVV application ("app”) to clock in and out for each shift Instead, you can continue to
submit timesheets in IPCne for the hours worked each pay period. To be LIE eligible, you and your client must live together in the
game home. You or your client cannot have a separate home where either lives.

YES, the provider qualifies for the Live-in
Exemption
Live-in Exemption Start Date (m/d/yyyy) 09/30/2020

= oo =
Live-In Exemption End Date (mvd/yyyy) 100 #l

e — -
1 ’ Live-in Exemption History |

** Note: "Live-in Exemption End Date" cannot be prior to the current date or the "Live-
in Exemption Start Date" and will apply to the next earning period following this date

02. Once atermination date is entered, the Live-In Exemption section will change back to
blank, you can submit a new Live-In Exemption if needed.

— Live-In Exemption from EVV

Live-In exemption submitted successfully

Do you live with your client? There is a Live-In Exemption (LIE) available for providers who live in the same home as your client. This
exemption means you will not have fo use the EVV application (“app’} to clock in and out for each shift Instead, you can confinue to
submit timesheets in IPOne for the hours worked each pay period. To be LIE eligible, you and your client must live together in the
same home. You or your client cannot have a separate home where either lives.

YES, the provider qualifies for the Live-in 0O

Exemption

Live-in Exemption Start Date (m/d/yyyy)

Live-In Exemption End Date (m/d/yyyy)

Live-in Submit | ‘ Live-in Exemption History |

TRAINING MANUAL-IPONE 11/30/2020
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Check the Live-In Exemption History

O1. cClick the “Live-In Exemption History” button to check your Live-In Exemption submission
history

r— Live-In Exemption from EVV

Do you live with your client? There is a Live-In Exemption (LIE) available for providers who live in the same home as your client. This
exemption means you will not have to use the EVV application (“app”) to clock in and out for each shift. Instead, you can continue to
submit timesheets in IPOne for the hours worked each pay period. To be LIE eligible, you and your client must live together in the
same home. You or your client cannot have a separate home where either lives.

YES, the provider qualifies for the Live-in 0
Exemption

Live-in Exemption Start Date (m/dlyyyy)

Live-In Exemption End Date (m/d/yyyy)

Live-in Submit < Live-in Exemption History )
—_— [

Live-In Exemption History Details:

Start Date [End Date
09/30/2020(10/30/2020

Tell Washington IPOne that | live with my client.

TRAINING MANUAL-IPONE 11/30/2020
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https://ipone.publicpartnerships.com/login.aspx

> INSTRUCTIONS

TIME4CARE™ EVV MOBILE APP

A Quick Guide

Download the Time4Care™ App

@ Go to the App Store on your Android or iOS device. ’

@ Tap on Search.
. -
@) In the search bar, type in: Time4Care.

~ .
@) Download/Install the Time4Care app.

@ Once the application has downloaded, tap the app icon

to open.

LOG IN OR SIGN UP

If you already have
a user account for
Time; the IPOne Portal, you
4@ are all set to go! Just
log in to the app with
the same username
and password you
already use.

& Provider

If you do not have
an account, you can
create one by tapping

Sign up on the app
login page.

www.publicpartnerships.com
TRAINING MANUAL-IPONE

IMPORTANT POINTS

’;) Provider clocks in and out in real-time
\ to record time worked.

7, Timesheet submission is no longer
V)
needed.

7, Location is only captured at clock in
)
and clock out.

/; Location is not tracked during visit or
\) any other time.

MENU AND FEATURES

Hours - manage your daily
entries and add your time
DEO

eyt 2020 Pay Periods - view all entries
o e grouped by pay period

23 24 25 2 @) 28 29

\id ime o ge . . .
Ca Notifications - view important

August 27 messages
Total: 0h00m .-~

Saved Entries - view entries
recorded if offline

More - access

Your #1 choice for seif-directed care™ @
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PROVIDER | CLOCKIN TO RECORD YOUR TIME
02

s 01 . 5 ; _#Click on the service types
Add Time Tap Add Time from Add Time -~ you will be providing to
the Hours screen. Dave Mustaine this individual.

Who are you working for?

@ Daresane Select the client yO u work for What service will you be providing?
@ Robert Plant d U ri ng th at S h ift. Respite Services

© oo

04

¢ Tap End Time at
" end of visit

03

»Another option to log hours:
Manually Enter Time.

Dave Mustaine Dave Mustaine

i *Location will not be displayed pa—

). or captured. & clockin___ Today

00:00:00 _..~»Tap Start Time to record your 01:00:15  /
— isit in real time

*Location will be captured.

05 06

T e Tap Submit once you reviewed » Your entry will be

< / your visit information. ¢ submitted to the pay

i period and will show on

& Clockin Todey . pr— Hours screen. Tap entry

o clockout Todey il to edit or view.

00:00:23 _u Go tp Pay Per!ods screen
s to view your timesheet.
Bl * Timesheets do not have to
be submitted
www.publicpartnerships.com Your #1 choice for self-directed care™
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PROVIDER | PAY PERIODS CALL FOR ASSISTANCE

» Tap arrow next to name If you need any assistance or have any questions while
i toview time entries for using Time4Care, please call our call center at the
i another member. following numbers for your preferred language needs:
© ov e ... » Tap the right or left Arabic: 1-844-885-6915

Y= - (J3f) 2rrowsnexttocalendar  cambodian: 1-844-240-1524
— date to select another

. > .......... . pay period. Cantonese: 1-844-240-1525
English: 1-844-240-1526

Korean: 1-844-240-1527

Loatian: 1-844-240-1528

Mandarin: 1-844-240-1529

Russian: 1-844-240-1530

Somali: 1-844-240-1531

Spanish: 1-844-240-1532

Tagalog: 1-844-240-1535

Ukrainian: 1-844-240-1533

Vietnamese: 1-844-240-1534

For deaf and hearing impaired (TTY): TTY 1-800-360-5899

» Tap entry to view or edit.

OTHER FEATURES
Touch ID
Notifications More
s Tap . S » Tap on Touch ID on i
! Notifications e " the More... screen ool

on the base m Ml toenable ordisable
. Feature Guide

menu to view ' :

notifications.

Log In using Touch ID

Touch ID login. T e sty ot gprton
@ FaQs

e e Touch ID allows you e Toueh 0
to securely login

& Qo )+ using your fingerprint
= Change Program (if available on your
PUBLIC PARTNERSHIPS d eVi Ce)‘

%% About Us

# Tap on More... on

the base menu,

© Logout ‘M toview additional
information.Tap on

each item to view

details

&l Contact Us

PP

Your #1 choice for seif-directed care™

PONE 11/30/2020



EVV TELEPHONY ENTRY WITH
INTERACTIVE VOICE RECOGNITION (IVR)

A Quick Guide

If you do not have a personal smart phone or tablet, do not have access to a smart phone or
tablet, you have the option to use your client's telephone to submit your time. Follow the below
steps to log your hours via PPL’s IVR system.

Clock In via IVR System

1. Use your client’s registered phone to dial the IVR Time Entry Number 888-805-1089

2. Select 1 for individual provider

3. The system will ask you to enter the following information:

a. Your eight-digit date of birth.
b. The last 4 digits of your Social Security Number.

4. The system will read the list of your associated clients for you to select. Select the client

who you want to enter time for. (Note: If your client and you live together and you have a live-
in exemption, the system will end the call automatically.)
05. The system will read the list of available services that you can claim for this client. Select the
service which you want to claim.
a. If you select any hour-based service. The system will state the start time for you
to verify.

i. If you respond “Yes”, the system will commit the time and end the call.

ii. If yourespond “No”, the system will allow you to manually enter the start
time.

b. If you select mileage service. The system will prompt you to enter mileage
iii. The system will ask you to verify if the entered mileage is correct.

iv. If you respond “Yes”, the system will commit the mileage and end the call.

Clock Out via IVR System

1. Use your client’s registered phone to dial the IVR Time Entry Number
888-805-1089.

2. Select 1 for individual provider

3. The system will ask you to enter the following information:

a. Your eight-digit date of birth.

TRAINING MANUAL-IPONE 11/30/2020
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b. The last 4 digits of your Social Security Number.
c. The client who you want to end time for.

04. The system will ask you if you want to end your current shift.

a. If you respond “Yes”, the system will read the end time for you to verify if the end

time is correct.
i. Ifyourespond” Yes”

1. The system will ask if you want to enter any tasks
completed during the shift or to skip this step.
2. The system will ask you to enter any mileage that was

driven during the shift or to skip this step
b. If you respond “No”, the system will disconnect the call.

05. The system will read all details about your shift back to you to verify.

a. If you respond the shift details are correct, the system will submit your shift and

end the call.
b. If you respond the shift details are incorrect, the system will ask you to manually

enter the shift information.

*Note:

1. The IVR option does not allow you to clock in or clock out from a phone that is not the

client’s registered phone.

2. You will not be able to enter training and travel time through the IVR.

TRAINING MANUAL-IPONE 11/30/2020
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ELECTRONIC VISIT
VERIFICATION (EVV)

Frequently Asked Questions (FAQ) for Providers

What Is Electronic Visit Verification (EVV)?

EVV is a federal requirement to electronically capture
specific components of in-home care service delivery

to a Client as a verification that the care services were
provided. DSHS will use the Time4Care™ app from PPL as
the solution for Individual Providers to clock in and clock
out when you provide care to your Client(s) and receive
payment for time worked.

Why do | need to use EVV?

The 21st Century Cures Act passed by Congress set new
rules requiring states to use an Electronic Visit Verification
(EVV) system to ensure services paid by the state are
provided to the clients who need them. This requirement
applies to all Home and Community Based Services. As an
Individual Provider, you will need to follow the new rules to
provide services for your Client(s).

Will I have to use EVV when DSHS transitions to
the Consumer-Directed Employer?

Yes. DSHS is still transitioning personal care services to
a Consumer Directed Employer. When this transition

is completed, the CDE will also have an EVV technology
requirement. DSHS is implementing EVV with IPOne to

meet the federal timeline and avoid significant financial
penalties to states for non-compliance.

I live with my client. Do | have to use the
Time4Care™ app?

No. There is a Live-In Exemption available for providers
who live in the same home as your client, which means you
do not have to use the Time4Care™ application to clock in
and out. You will continue to submit your timesheets on
the IPOne portal.

How do | use EVV?

Individual Providers will use the Time4Care™ app on a
smartphone or tablet to clock in and clock out each time
you work a shift providing care to your Client(s). The

app will record the required EVV components. You can
download the Time4Care™ app from the Apple™ App Store
or Google™ Play Store.

www.publicpartnerships.com
TRAINING MANUAL-IPONE

How does it work?

Time4Care™ uses a clock to record your start time and end
time for each shift worked. The app uses GPS to also record
your location at clock in and clock out only. It does not
record your location during your shift or at any other time.

What information will be captured in the
Time4Care™ app?

The following information will be captured electronically for
each session of personal care:

@ Type of service performed
@ Who received the service
@ Date of service

@ Who provided the service

@ When and where the service begins and ends

How does the app work if | do not have internet
access?

The mobile app continues to work offline and will still record
your time and location when you clock in and clock out

for your shift. When your device is in an area with internet
access, your offline entries will upload automatically.

Are instructions available for how to use the
Time4Care™ app?

Yes. Instructions and training videos are on the PPL IPOne
website at https://www.publicpartnerships.com/

programs/washington/individual-providerone-ipone/
training/#content - Click on the Training section.

Do | need to use the Time4Care™ app?

Yes. Time4Care™ is Public Partnerships’ mobile EVV
application. You can download Time4Care™ from the
Apple™ or Google™ play store.

Your #1 choice for seif-directed care™ @

11/30/2020 45



What are the benefits of Time4Care?

Easy time entry - Enter your time on the go as your
shift is occurring.

Saves Time - Quickly record your time and service details
directly on your smartphone or tablet without the need for
a computer or fax machine.

Can a provider use an iPhone or other smart-
phone to enter a work shift?

Yes. A provider can use any GPS-enabled smartphone or
tablet which has the Time4Care™ app installed to enter a
work shift.

What do | do if | don’t have a smartphone?

Electronic Visit Verification (EVV) requires the use of a
smartphone or tablet equipped with GPS to clock in and
out with the Time4Care™ app. Individual Providers are
expected to download and utilize the Time4Care™ app after
December 16, 2020.

An exception may be available to use a call-in system from
your Client's landline to verify services. Please visit our
training page and look for the ‘IVR Quick Reference’ flyer.
This is located under EVV training.

If you need further assistance, contact Customer Service.

What happens if the Client wants to go to a
different location during my shift?

For example, we often visit with friends or family right
before my shift ends.

No problem! You are able to clock in at one location and
clock out at a different location using the Time4Care™ app.

Does Time4Care™ include alerts for missed visits
or a scheduled shift?

No. The app does not provide schedule alerts or warnings
of missed visits because it does not link to a set schedule.

Does Time4Care™ support multiple languages?

Not at this time. However, some information and training
materials will be available in other languages. Please visit
the PPL IPOne website linked below.

www.publicpartnerships.com
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Is there a way to see all the hours | have worked
during a certain time frame?

Yes. You can review total hours worked within a pay
period by going to the Pay Periods menu option on the
Time4Care™ app (refer to the Time4Care Quick Guide for
details). You may also review hours worked by going to the
IPOne web portal.

May | customize the application?

No, the setup of the Time4Care™ app is determined by
DSHS program needs and is the same for all providers.

Will | still be able to submit paper timesheets
after the Time4Care™ mobile app is available?

The payment system will not accept paper timesheets after
12/16/2020 unless you are a Live-In Exempt provider.

Why can’t | submit a paper timesheet?

In order to comply with the federal requirement referenced
previously in this FAQ document, after 12/16/2020 DSHS
introduced the Time4Care mobile app for Individual
Providers to use for submitting time worked for payment.
The Time4Care™ app is very user friendly and there is lots
of support available to help with this transition. The PPL
IPOne Training page at https://www.publicpartnerships.
com/programs/washington/individual-providerone-
ipone/training/#content has a Quick Reference sheet and
training videos available to help you learn how to use the
app. You can also call the Call Center to be scheduled for a
one on one training.

If you live in the same home as your client, you do not have
to submit your time via the EVV-compliant Time4Care™app.
You can indicate your Live-In Exemption in your provider
profile on IPOne. The exemption means you will not use the
EVV application (“app”) to clock in and out for each shift.
Instead, you can continue to submit timesheets in IPOne for
the hours worked each pay period. To be Live-In Exemption
eligible, you and your client must live together in the same
home. You or your client cannot have a separate home
where either lives. You can call the IPOne Call Center for
assistance with how to tell IPOne you live with your client.

What if | need to submit for times that | worked
before 12/16/2020 that | never claimed?

If you are a Live-In Exempt Provider, you are still able to
submit a timesheet through the IPOne portal for past pay

periods, or you can call the IPOne Call Center who will assist
you to submit your timesheet.

If you are not a Live-In Exempt provider, please contact the
IPOne Call Center for assistance with timesheet submission

for a past pay period.
Your #1 choice for seif-directed care™ @
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For a variety of reasons, | would rather submit
paper timesheets. Can you accommodate this?

After 12/16/2020, unless you live with your client and
have indicated in your IPOne profile that you are a Live-
In Exempt provider, you will not be able to submit paper
timesheets. You will need to use the Time4Care app to
submit your hours worked for your client.

The Time4Care™app is very user friendly and there is lots
of support available to help with this transition. The PPL
IPOne Training page at https://www.publicpartnerships.
com/programs/washington/individual-providerone-
ipone/training/#content has a Quick Reference sheet and
training videos available to help you learn how to use the
app. You can also call the Call Center to be scheduled for a
one on one training. We do offer a telephony (IVR) option
that allows you to call in and submit your time worked, as a
secondary option.

If | submit a paper timesheet for pay period
after 12/16/2020, what will happen?

After 12/16/2020 the system will be unable to process
paper timesheets unless you are a Live-In Exempt provider.
Your timesheet will not appear in your profile, and you will
receive an automated Blaze call to inform you to submit
your shift via the app, call center, or by phone. Please
contact the call center to receive assistance. An agent can
locate your timesheet and help you with next steps for
timesheet submission to ensure you are paid for your
hours worked.

What happens if | forget my smartphone or it
dies/runs out of battery?

If you are unable to clock in or out because you forgot, or
misplaced your phone, or the battery dies, you can create
a manual entry for a past shift worked, either using the
Time4Care™ app or the IPOne web portal. This should be
used on an exception basis only. Manual shift entries will
be reported as non-EVV compliant and tracked by DSHS.
If your phone dies during your shift, the clock will keep
running until you clock out. You would have to manually
enter the correct ending time of your shift at a later

time. For any manual entries, keep the regular timesheet
submission due dates in mind in order to avoid any
payment delays.

Is it going to cost me anything to use this system?

No. There is no cost to use the EVV system or the
Time4Care™ app.

www.publicpartnerships.com
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How much of my smart phone data does
Time4Care™ use?

If connected to WIFI, the app does not use any plan data.
If not connected to WIFI, and connected to your service
network, data usage will be minimal - only the amount of
data typically used to view a web page.

What happens if | forget to turn on the location
services on my phone? Can I still clock in/out?

If location services are not turned on, you will not be able
to clock in or out. You will see a message advising you to
turn on your location services for this entry. If this happens,
turn on location services in your device settings. You will
then be able to clock in or out in the app.

Can | turn off location services during my shift if
I turn it back on to clock out?

Yes. As long as you turn on location services when you
clock in and when you clock out, the system will record
your shift data in compliance with EVV requirements.

Is my personal data secure on your app?

Yes. We take your data security very seriously. Your data
is always sent using 256-bit AES algorithm - the highest

standard communication security. We never share your

information with third parties.

My tablet has Wi-Fi but no cell service. Can | use
it for the Time4Care™ app?

If the tablet has GPS enabled, then it can be used to clock in
and out in the Time4Care™ app.

Can | use the web portal to clock in and clock out?

Electronic Visit Verification (EVV) requires the use of a
smartphone or tablet equipped with GPS to clock in and
out with the Time4Care™ app. Individual Providers are
expected download and utilize the Time4Care™ app after
December 16, 2020.

An exception may be available to use a call-in system from
your Client's landline to verify services. Please visit our
training page and look for the ‘IVR Quick Reference’ flyer.
This is located under EVV training.

A work shift can be recorded as a manual entry for a past
shift worked. This should be used on an exception basis
only. Manual shift entries will be reported as non-EVV
compliant and tracked by DSHS. For any manual entries,
keep the regular timesheet submission due dates in mind
in order to avoid any payment delays.

Your #1 choice for seif-directed care™ @
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If a landline is used most of the time, can
the app be used when out at appointments
during the day?

We recognize that providers and clients may go to various
places in the community during a work shift. IPs are
expected to use the Time4Care™ app to clock in and clock
out even if these occur at different locations. Use of a
landline for EVV entries should not be the primary method
used to submit time worked. With the app installed on your
device, you will not need a landline to submit work shifts.

What if the provider does not know what service
they will provide when they clock in, or what if
they work part of a shift under one service code,
then switch to a second service code?

Beginning a shift with the Time4Care™ app requires that
you define the service being provided, i.e. “Personal Care
Services - T1019". Providers should consult the client to
identify what service will be provided before beginning
the shift, if you are authorized for more than one type of
service. If two different services will be provided during a
shift (i.e. Personal Care Services under T1019 and Respite
Care Services under T1005), you will need to clock out, and
clock back in under the other service code.

What happens when there are
overlapping caregivers?

While Providers can only work for one Client at a time, a
Client may occasionally have more than one Individual

Provider scheduled. Each provider will enter their work shift

in the Time4Care™ app.

WHERE CAN | LEARN MORE?

WASHINGTON | IPONE

If my shift is 10:00AM to 4:00PM, what happens if
| clock in at 9:50AM, or clock out at 4:10PM?

Use the Time4Care™ app to clock in when you begin
working, and to clock out when you finish working. The
exact minutes do not need to align with the planned shift.
Ensure you communicate with your Client and/or your
client's Case Manager regarding your work schedule. Again,
there is no system requirement that you clock in or clock
out at an exact time. The Time4Care™ app will keep track
of all the minutes you work for your shift and process your
payment according to your current authorization and DSHS
program rules.

Please note that if you exceed the amount of time for a
scheduled shift in the Time4Care™ app it will count against
your overall authorized hours. For example, if you were
scheduled to work a 6 hour shift from 10:00AM to 4:00PM
but you did not clock out on the Time4Care™ app until
4:10PM; you will have used 6 hours and 10 minutes of your
authorized hours. You are still responsible for managing
your time. You must not work more than your authorized
hours or more than your work week limit.

Instructions and training videos are on the WA IPOne website at

the Training section.

- Click on

Instructional videos at www.publicpartnerships.com

www.publicpartnerships.com
TRAINING MANUAL-IPONE

public partnerships @

Your #1 choice for seif-directed care™
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Indivisiual \k!\ne

How to submit a Timesheet online
Applies to Live-in exempt providers

Entering E-Timesheets
1. Log in to IPOne with the IP’s username and password.

2. Click on the Timesheets tab.

3. Click Create Timesheet to enter a new timesheet.

Authorization Summary Direct Deposit Setup PTO Hours Provider Profile Invoice Timesheels Contact Us

reate Timesheg Search Timesheet Faxad Timesheets Timesheet Templates

4. Choose the client for the timesheet being submitted.

o |If the IP works for more than one employer, a list of all of the clients
to whom the IP provides services will appear.

Create Timesheet
If you provide
services for more iadvanced sparch
than one client, all of

those clients will be — [

5. Click on the Create Timesheet link for the client for whom time worked is
being submitted.

6. Click on the calendar picture to select the first date for which to submit time.

Authorization Summary Direct Deposit Setup PTO Hours Provider Profile Invoice Timesheets Contact Us

Create Timesheet

Provider AccountCode1 Timesheet for Consumer AccountCode1
ProviderOne Provider 10: 407560001 ProviderOne Client ID : £G75600
1433

Client Phone No:

Time Period: Please click on the calen: Teiagt the first date for which you wish to submit time. The system will automatically show the entire
pay period that corresponds to that dat = |

The calendar pops
out like this.

Time Period: Please click on the calendar to selecyhe firsida
the entire pay period that corresponds to that date

aCh you wish to submit ime. The system will automatically show

U September, 2016

[78] 3¢ 15 15 22 13
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7. After selecting the Start date, a blank timesheet will appear for the entire pay

period.

Create Timesheet

Provider AccountCode1 Timesheet for Consumer AccountCode1 ose wrong
ProviderOne Provider ID: 867560001 ProviderOne Client ID : 8975600 i you ch 2 the
: AR date at this step, you
Client Phone No: 617433000 = =
Service Selact a common service s ad,us!: forlhe "ght
Load Templat Sebec plat Manax date by cli g the
oad Template Select » temy - anage ' .
. i 3 calendar icon here and
choose a new date
Time Period: Begin: Wednesday 07/01/2015. Click on the calendar to select different dates a
H vorked  |Agditional Service !
- Ta o [=] MNT‘ [ v [ Ald & @von Copy Faste Cuar
vorked Adanona! Se e Miles
v [Ta o [=l[ool=] | ol Addaservce | Copy || Paste || Ceer
1S Frday s Worked Acgdtonal Servce Viles
v [mss | PR f T T asaseve | oy | rase ][ Gear
rked Acdtional S¢ « Milos
v . ° "l}'M"\ i ~ Add a servee Copy Pante Ceor

8. Select the service provided.

e If only one service was provided during this pay period, select the Service

dropdown at the top of the page where it says Select a common service.

e The user will see the service codes and descriptions authorized by the
client's Case Manager. All dates in the timesheet will be pre-populated

with these service codes.

e |f more than one service was provided during this period, select

the service codes for each date worked.
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If you use service
a'opdownoptlonatmetop

Provider AccountCode1
ProviderOne Provider 1D: 897560001

Create Timesheet
choose will through

Timesheet for Consumer AccountCode1
ProviderOne Client ID : 8975600

Set all ime penods shown below to service T1005 - Respite care service
Senlmpenodsm below to sarvice T1019 - Personal care service,

Service

Hours Worked ACOIONS Servee e

> Treds | RO ] 7T [ Addnsewn | [coor | Pome | Ge

Begi

Date

n: Wednesday 07/01/2015

e If you use the drop

om0

07/012015 Wednesday |——" q Hours Worked |4 down service menu
[0 ~][o0 within the timesheet,
T1016 - Personal care service = = II each line can be a

e T e different type of

07/02/2015 Thursday Hours WOnes

l v Tade ml@l] soeeRe.

32015 Friday Hours Worked

Locate the line for the first date of service provided. If listing tasks are required
for the service code selected, the Tasks button next to the service will be
clickable and required. Click on the button for a pop up of tasks to choose from.
Check off the tasks performed during this shift. Click OK when complete.

e |If the Tasks button is grayed out and not clickable, there is no need
to check off tasks.

- Walk/Loco| - Bed Mo/Pos| &

! Eating ¥ Hygene

10.

Lotion Bandage

Select the amount of hours and 15 minute increments of time worked by using
the drop down menu under Hours Worked. For example, if the IP worked two
hours and 15 minutes the user would select 2 hours in the first drop down and
15 minutes in the second drop down menu.
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e Note: If the user has selected a common service to populate each
line with a service code, for any days that were not worked the
user should enter 0 hours.

Time Period: Begin: Tuesday 09/01/2015. Click on the calendar to select different dates =

Date

0901/2015 Tuesday \dditional Service Miles
T1005 - RespRe caresenice ¥ | | Ta) v \ i Add a service | | Copy || Paste || Clear

11.1f the IP provided more than one type of service in a day, click the Add a Service
button and another line will appear below the one already created for the same
day. Enter the other service code(s) provided in the second row, and make sure
that the hours worked by each service are separately entered.

Time Period: Begin Tuesday 09/01/2015. Click on the calendar to select different dates fi

Hours Worked Additorg Service Miies

2 vlis v v | '@Cop. Paste || Clear

T1005 - Respite care service
T1019 - Personal care service

. s r > " N -
Time Period: Begin: Tuesday 09/01/2015. Click on the calendar to select different dates it
Date
01 VOrké Additior
viis v v Remove Time Copy Paste
0 Y||00 Y A Add a senvice Copy Paste |

12.1f the IP worked the same time and jobs on multiple days in a pay period,
IPOne makes e-timesheets easier by allowing the user to copy and paste.
e Enter one line into the timesheet and click the Copy button.

110172014 Saturday Hours Worked | Agaitional Service
T100S - Respite care service ¥ Tosks 4 Y 15" ¥ | Aocaue

Clear
11022014 Sunda Hours Worked | Adations Senvice Miles
v acks | (0 vi[oo ¥ ¥ | Addaservice | Copy | Paste || Clear
v [Tasks | [0 *][00 ¥ ¥ | Addaservke | Copy || Paste | Clear
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13. Find the date(s) worked where the same services and hours were provided

each day and click Paste. In this example, a copy of the Saturday line is pasted

into Monday.

11/01/2014 Saturday Hours Wo

T1005 - Respite care service ¥ Tasks 4 v|3i5'"¥ v Add a senvice

S - Respite care serwe ¥ Tasks | |4 Y |15 ¥ v

Add a serve

Add a serwce Copy

Transportation

If the IP provided personal care service and also provided transportation on the same
day, add the mileage reimbursement to the timesheet. IPs must have an authorization
for mileage reimbursement to claim miles on their timesheet.

1. Click in the field called Additional Service and choose the service code for
mileage (S0215-U1).

2. In the next field called Miles, enter the miles of transportation provided. Note: the
user will only be able to submit for mileage reimbursement if personal care service
was provided on the same day.

T1019 - Personal care service ¥ Tasks 2 50215 - Non=merg transp mileage ) 20

rs Worked Additional Service Miles

3. Follow the steps previously described to complete an e-timesheet and select the
appropriate code from the Service drop down.

4. Once the timesheet is completely filled out, click the Next button at the bottom
of the screen.

| 0173072014 Thursday | Service

Hours Worked

Addtioral Service

| 0113142014 Friday | service

it

fo Worked Addgional Service

Next

Linits
3| Addaservice | | Copy | Paste |

Units

= s To = oo = ||

=1 Addaservica | Copy | Paste |

S ——

5. At this time, IPOne determines whether there are any errors on the timesheet. This
allows the user to immediately correct and resubmit the timesheet, and avoid

delays in getting paid.
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6. If there is an error on the timesheet, a message will appear at the top of the page in
red, and also next to the line where the error is found.

Create Timesheet

Error on 09/01/2015 Tuesday with service T1019 : A task must be selected

010 Tuesea = v Acdtona Serace Miles Atask must be selecied for service T1019

7. Once the error is corrected, click the “Next” button at the bottom of the screen.
Please call the IPOne Call Center for assistance in correcting any remaining errors.

8. If the entire timesheet is correct, IPOne will take the user to the Confirm
Timesheet page.

9. From this confirmation page, the user has the following options:
a. Edit — Will return the user back to the Create Timesheet
page to make any desired changes.

b. Save My Work — The user can save entries to be submitted
later. To find saved timesheets, search for them using Timesheet
Search.

e Itis recommended that the user SAVE entries and not
submit them until the timesheet due date or until the last
day worked for the pay period. Submitting a timesheet
multiple times before the end of the pay period may cause
system slowness.

c. Submit — Review the timesheet for accuracy, confirm the
Attestation Statement, and submit the timesheet for
payroll processing.
e Note: the IP must agree to- and check off- the
Attestation Statement in order to submit the timesheet
for processing.

d, all of the information | have provided on this timesheet is
Edit  Save My Work Oonm Timesheet

e Do not Submit until the timesheet is complete.
e After timesheets are Paid, the user can adjust the
timesheet to add any services or units as needed.
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d. Print Timesheet — Allows the user to print the timesheet.

10. Once the user clicks Submit and the e-timesheet has been successfully
submitted, the user will see confirmation of the receipt of the e-timesheet in

IPOne.

Your timesheet has been submitted.
rHcttrs Summary

Create and Use Timesheet Templates

The IP can enter an e-timesheet quickly by creating a Timesheet Template. This is an
option in IPOne to help those IPs with a regularly scheduled work week to save even

more time when submitting e-timesheets.

1. On the Create Timesheet page, instead of entering a timesheet, click in Manage

Templates.

Create Timesheet

Provider AccountCode1
ProviderOne Provider ID: 897560001

Timesheet for Consumer AccountCode1
ProviderOne Client ID : 8975600

Client Phone No: 6174330000
Service:

Select a common service

Select a template ~

Load Template:

2. Click Create New Template.

Create mesheet Searcl

Timesheet Templates

You do not

(_Create New Temp late

currently have any timesheet templates.

Timesheet Templates

3. Find the Client for whom the user is setting up this Timesheet Template.
Click on the Create Timesheet Template link next to the client’'s name.
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Client Search

Advanced Search |

Chemt Client City Client Last-4 SSN

ACCOUNTCODE1, CONSUMER BENTON 9000

4. On the Submit Timesheet Template page, enter the regularly scheduled shift

for that employer/client.

5. Enter a Template Name at the bottom of that page to name this template. This

helps the user to easily identify it every time.

6. Click Next after having entered the details of the regularly scheduled

workweek.

Coniacl Us

Authorization Summary Direci Depesit Setup PTO Hours Provider Frofile Invoice Timesheets

Submit Timesheet Template

Christina Aguilera Timesheet template f¢
ProviderOne Provider 1D: | ProviderOne Client 1D :
Client Phone No:
Service: Select a common service
r A L
v||msds |0 YO0 ¥ v Add 3 senvice
\dia )
T1013 - Personalcoreservice ¥ | | Tagks [ /(S Y 30 ¥ v Add a sanvce
= A !
T1019 - Percoralcareservce ¥ | | Tosks | (S Y 30 ¥ v Add & senice
onesaa, S WOk Ak \les
T1013 - Persondicoresenvce ¥ | [ Fasks [ |2 vl 0o v S0215 - Mo v] Bs Add s senace
r arkose 4 oS
T1019 - Personalcareservce ¥ | [ Tasks | |5 Y30 v v Add 3 se~ice
= ) - tiles
T1019 - Perscralcarmservee ¥ | | Tasks | (S Y | 50 ¥ S0215 - Nonemerg ranspmikage ¥ | 10 Add 2 senice
Saturday Hours Worka Adatona Service Miles
T1019 - Persoralcareservice ¥ | | Fasks [ (2 Y 00 ¥ v Add = secwe

Copy

Copy

Copv

Copry

paste | Ciac

Paste || Clear

Paste || Clear

Paste || Cleor

Paste || Clear

Paste || Clear

Paste || Clear

7. The user will see a Confirm Timesheet Template page appear. Review the
information and click Submit if correct. This will be a template to use going

forward for entering e-timesheets.
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 Agusibere . Timseshent twerplate for]
roviderOne Provide IN): £ ProviderOne Cliont ID
Client Phono No

Hours Neizs Tasks

EdR || Subme | Template Name: Spang 2016 Schedule

Totat Howrs Total Mies

8. To use the timesheet template, chose the template from the Load Template

dropdown at the top of each e-timesheet.

Create Timesheet Search Timesheet Faxed Timesheets Timesheet Templates

Create Timesheet

Christina Aguilera Timesheet for
ProviderOne Provider ID: Lo____ )1 ProviderOne Client ID :/

Client Phone No:
Service:

Load Template:

J

A

Select 3 common service

Select 3 template

Select 3 template 7
Time Period: Begin: Sunday 08/16/2015. Click on the calendar to select difierent-dales &=l

Manage Templates

9. Make any needed changes in the times and services to the timesheet after

the template is loaded. Submit when ready.
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Benefits of Submitting Timesheets Online

In the IPOne payment system, timesheets can be submitted electronically (e-timesheets) by
using a computer, laptop, or tablet. The advantages of electronic submission are shown below.

e-timesheets

Computer

paper timesheets

LS

-
}_‘
>

IPOne tells the user immediately that the e-
timesheet has been successfully submitted,
or if there are corrections needed.

When a user faxes a paper timesheet there
is a chance that mistakes were made or the
fax may not be readable when received.
When a user mails a paper timesheet they
are dependent upon the U.S. Mail service
for delivery to get the timesheet to IPOne
on time.

When a user enters an e-timesheet, they
can save their entries and fix mistakes or
make adjustments before they submit the
timesheet for payment. The system will tell
the user immediately of a mistake or if there
are authorization errors that may need
action by the client’'s case manager.

If a user submits a paper timesheet
containing a mistake or if there are
authorization errors, problems may not be
discovered and corrected. The IP may
not get paid on time.

If an IP provides personal care and another
type of service to the same client (such as
transportation), the user can submit all
service types on the same e- timesheet.

If an IP provides personal care and another
type of service to the same client, the user
must submit a separate paper timesheet for
each type of service.

If an IP works the same days of the week
each week, they can create and save an e-
timesheet template that will save the type
of service, tasks, and number of hours
entered. Using a template takes less time
than creating a new e-timesheet every time.

If an IP works the same schedule each pay
period and uses a paper timesheet, they
have to fill out the number of hours and
tasks every time for each service provided.
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Error Messages potentially seen when submitting an Electronic Timesheet

E-timesheet will reflect a red error message when there is a problem that needs to be resolved
before the hours can be paid. Below are some common problems of why an e-timesheet might
display an error message and what a user can do or whom they can contact.

An example of an error message:

ask must be selected for service T1012

T‘ {7 ® Add a service Copy Pasta Cear P

Below are some of the most common error messages and how a user can fix
them in order to successfully submit an e-timesheet:

Error Message

Steps to Fix the Issue

One or more of the days claimed are
older than one year. The IP will only
be paid for units claimed in the last
365 days.

Delete the dates that are older than
one year and resubmit the timesheet or
contact the call center if work was
provided outside of 365 days.

Time entries are not within the
timesheet period.

Delete the dates outside of the pay period.

Submit dates for days 1-15 OR 16-31.

Entries cannot be in the future.

Delete dates in the future from the
timesheet prior to submission or wait
until that day has actually occurred
before submitting the timesheet.

You are not authorized to provide
<service name> service, please see
your Authorization Letter for details.

Review the authorization letter.
Contact the case manager if there are
any questions.

You have claimed more <hours> than
have been authorized.

Review the amount of hours available
on the authorization and revise the
timesheet hours.

Mileage can only be submitted for
days you are providing Personal Care
Services.

Remove mileage reimbursement
on days the IP did not claim
personal care.

You did not check a task for one or
more days that you entered units
worked.

For services that require a task, enter
at least one task for each day worked.
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Timesheets Edits and Adjustments

Applies to Live-in exempt providers
You may find that you need to make a change to a timesheet for a date in the past, even if you have
already received the paycheck for a past pay period. Changes to a timesheet that has been paid or
unpaid are called edits and adjustments.
This training manual provides detailed, step-by-step instructions for Individual Providers (“IPs”) to
follow, for edits or adjustments to submitted timesheets. You will find the steps needed to complete
these tasks, along with some specific examples of common edits and adjustments at the end of this
manual.

A timesheet edit is a change to a timesheet that has not been processed for payment. You can make
changes to your timesheets until payroll begins processing. See the 2020 Payment Schedule for
payroll processing due dates for each pay period in 2020. Updates to this schedule are posted
annually.

A timesheet adjustment is a change to a previously paid timesheet. This change can either add hours,
units or mileage, or remove hours, units or mileage.

SECTION 1: HOW TO EDIT A TIMESHEET

IMPORTANT INFORMATION BEFORE MAKING EDITS:

e  Only unpaid timesheets in Approved, In Process, Pending, or Good to Pay status can be
edited on the IPOne portal — Denied timesheets must be recreated.

e The date that you edit your timesheet will be the new submission date for thattimesheet.

e Be aware of the date you are editing. A delayed payment could happen if you edit your
timesheet after the timesheet submission deadline date (3™ or 18").

e Please contact WA IPOne Call Center (844-240-1526) for assistance with timesheet edit(s).
e |fyou see the following message, a timesheet edit cannot be completed. You must wait until

after payroll processing is completed and adjust the paid timesheet. Please see the
adjustment section later in this manual for more information.

ipone.publicpartnerships.com says

This timesheet cannot be edited

e You cannot edit a timesheet if it has been Denied. Please contact the Call Center and we can
assist you in creating a new timesheet for the applicable pay period.
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1. Loginto IPOne using your Individual Provider login and password.

Individual ProviderOne
Don't forget to bookmark this page

Enter Your Login Information

Username

Password

[] Remember username

2. Click the Timesheets menu to open Search Timesheet.

Individual "\ne

Authorization £ e Setup  PTOHours  Provider Profile
Create Timasheet Searcl heet Faxed Timesheets Timesheat Templates

Timesheets

Timeshoet Status

Timesheet Start Date Range: [any 18 - Gy 1@
Timesheet Submitted Date Range: [any 1| - G ‘m

Check Number
Search_

Unpaid Timesheets (3 results)

Action Timesheel | ProviderOne Provider Timesheet Start Timeshee! End Submitteq Ciealed | Submitted By |  ProviderOne Client Status
] Name Date Date Dale Date Name
View. -]( Edit -J 750403380 | Deana Crawley - Test 091872015 003072015 1002622015 1012672015 | derawley Hugh Jackson - Test GOO0D TO
. . PAY
I’v‘; bt || Delete | | 790492381 | Deana Crawley - Test 08162015 087312015 ‘ 101262005 10/26/2015 | dorawtey Hugh Jackson - Test SAVED
] T50495293 | Deana Crawtey - Test 0THER015 07222015 | o1rie2016 01202016 | QATestAdmin | Hugh Jackson - Test APPROVED
|[ view || Edt | |
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3. Find the timesheet you want to edit from the list provided with the Timesheet statusUnpaid.

Individual "‘\ne

Invoice
Create Timesheet Search Timesheet Faxed Timesheets Timesheet Templates

Timesheets

Timesheet Status:
Timesheet Start Date Range: any | . [ - |
Timeshest Submitted Date Range fr A - G iz ]
Check Number \:’

[[searn |

Unpaid Timesheets (3 resuits)
Action Timeshest ProviderOne Provider Timesheet Stan Timesheel End ‘Submitted Createg ‘Submitted By ProviderOne Ciient Status. Check Check Amount (net Timesheet Amount (before
D Name Dale Date Dale Dale Name Number pay) tax)
VoW, Edit TS0493380 | Deana Crawley - Test 031672015 057302015 1072672015 1012672015 | derawdey | Hugh Jackson - Test S;):)D TO $41847
TS0493381 Deana Crawiey - Test 081672015 083172015 10i2672015 10/2672015 derawiey Hugh Jackson - Test SAVED
[vew ][ | o "
‘ View ] Edit i TS0495293 | Deana Crawley - Test 0THER015 0712212015 01192016 01/202016 | QATestAdmin | Hugh Jackson - Test | APPROVED

4. Locate the timesheet you would like to edit, for the applicable Client and Pay Period. Clickthe
Edit button on the timesheet that needs editing.

Individual ’;\ne

ummary Direct Deposit Setup P urs e Invoice imesheets Contact Us

Create Timesheet  Search Timesheet  Faxed Timesheets  Timesheet Templates
Timesheets
Timesheet Status:

Timesheet Start Date Range:

Timesheet Submitted Date Range*

Check Number | | |pevied

Unpaid Timesheets (3 results)
Action Timesneet |  ProviderOne Providar Timesheet Stat | Timesheet End Submitted Crealed | Submitted By |  ProviderOne Client Status Check Check Amount (net | Timesheet Amount (before
) Nams Dato Date Dale Dale Name Number pay) tax)
WJEI TS0483380 | Deana Crawiey - Test 091162015 09/3012015 102672015 102672015 | desawley Hugh Jackson - Test 600D TO 541847
PAY
vien || Ede | [ Detete || 750493381 | Deana Crawley - Test 081672015 087312015 102672015 | 102672015 | dosaudey Hugh Jackson - Test | SAVED
[El TS0495293 | Deana Cravley - Test 07/16/2015 071222015 01192016 | 01202016 | QATestAdmin | Hugh Jackson - Test | APPROVED

Action Expanded View of
‘Action’ column

| Review || View || Edit | pend History
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5. Click the line(s) with the service code, units and tasks (where applicable) that you would like to
change, to make the requested change to the timesheet, as you would on a regulartimesheet.

a. Verify the date of service, service codes, tasks, and units for each day you would like to
edit and enter your change on the timesheet. See the IP Training Manual section How
to Submit a Timesheet Online for additional information.

b. Check your work! Take care to review the edit to ensure the change being made does
not create an unintended effect, such as removing hours or units already claimed on
the timesheet under a different service code for which you are expecting payment
when the timesheet processes. If you need assistance, call the IPOne Call Center.

C. Ensure that the edit being made creates an accurate account of hours you actually
worked either providing personal care to your client(s), or taking training, or miles
driven. Remember, you must attest to the accuracy of your claim, as stated below.

6. Make sure to double check the date of service, service codes, tasks, and units for each date of
service (day worked) that you want to edit. (See items 8 and 9 in the Training Manual for more
detailed information on How to Submit a Timesheet.)

7. Please read the Attestation that appears on the screen, and is also shown below, before
agreeing to submit or not submit the edited timesheet.

-.

bt | Friok Tesheel |k it

Attestation Text: “By signing this timesheet, | am certifying that: | provided the service identified in the
header of this timesheet during all of the hours that | entered on this timesheet; | understand that | am
not authorized to be paid for personal care tasks that are not assigned to me on the client’s service plan;
the personal care tasks which | indicated as performed on this timesheet were assigned to me and |
provided them in accordance with my contract and the client’s service plan; and, all of the information |
have provided on this timesheet is true and accurate.”

o If you agree, then check the box to agree to the corrected entries and click the Submit
button. Please note: You cannot submit an edit/adjustment without checking the box and
agreeing to the timesheet attestation above.

e paid for personal care fasks that are not
vice plan; and, all of the information | have

Print Timesheet || Edit Adjustment

y signing this times

e |fyou do not agree, do not check the box to agree to the corrected entries and do not hit the
Submit button. You can click on the ‘Timesheets Menu’ in order to return to the home
screen.
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SECTION 2: HOW TO ADJUST A TIMESHEET

IMPORTANT INFORMATION BEFORE MAKING ADJUSTMENTS:

e Adjusting a timesheet allows you to add to or remove units from a timesheet that has already
been Paid.

e When adjusting a timesheet, be sure that the hours/units you are claiming reflects the total
number of hours you actually worked either providing personal care to your client(s), or taking
training, or miles driven during that pay period for each date of service (day worked). Your

timesheet is a complete picture of your work week and the hours worked during the pay period.

Any adjustment made should only be done to make a correction to ensure your timesheet is an
accurate reflection of the hours you worked, spent in training, and/or miles driven during the
applicable pay period.

1. Loginto IPOne using your Individual Provider login and password.

Individual ProviderOne
Don't forget to bookmark this page

Enter Your Login Information

Username

Password

D Remember username
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2. Click the Timesheets menu to open the Search Timesheet page.

Individual "\ne

Timeshawt Tomplawes

| arast ! Skatiny st W]

Tirarthe! Srat Ot Hasge Lo -] - 18

Teraihent Subrited [atn Rasge I i | =3 18

Cluieiil, et

[ |

Uinpald Temeshests (3 results) .
A Immingl |  ProvoeOo Frevide Tmmsbest Siarl | Dol End Sbmed | Cone | Dubedied By (O ProvierDes Cied Hafan G Crech Ao rd | T hamoond [berkare

o s 2] | D [+ -] (] PEma | Wemba | EH (MH]

s || B TEuile0 | Dearn Cowsiery - Tost Lol ] [ gt TS WAOES | Aoy g Jacees - Tewl D00 T BaLar
- Y

T (o] D] | T8 | Do vy Tl | SWIBHIS| MABZETE | T | WOMTS |pameey | Hagejeen Te | SAVED

L"!"_I_‘_._J -IBNHHI Dt Covirliy - it Al [l fuiseH P00 | OATevthdnen | Pt Atase - Ted AFFRCWED

3. Use the drop-down menu in the Timesheet status box to select and show all Paid timesheets.
You can also select a pay period start and end date in the Timesheet Start Date Rangefields.

Individual "‘\ne

Authorization Summary Provider W2 Data Direct Depo etup PTO Hours Provider Profile Invoice t Contact Us
Create Timeshest Search Timeshest Timesheet Templates

Timesheets

Timesheet Status:

Timesheet Start Date Range: [any | B [any |ﬁ

Timesheet Submitted Date Range: |any | B - |any |ﬁ
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4. Locate the desired timesheet for the correct pay period and client that you would like to adjust.

Click on the Adjust button to adjust the desired timesheet. Please make sure that you double
check the appropriate timesheet to work from by confirming the correct pay period andclient.

Wolcome Deana Crawloy - Test (Exienal 10: 900112301} | nbox | Logout Change Password

Individual "‘\ne

ate Timeshest  Search Timesheet  Faxed Timesheets  Timesheet Templates
Timesheets
Timesheet Status = i~
Timesheet Start Date Range [ 13 - Gw 1@
Timesheet Subrmitted Date Range any 1 =
Check Number | )|
= (4 resuits]
Action Timestest | ProvderOne Provider | TimeshestSian | TimeshestEnd | Submited | Crested Submitied By ProviderOne Client | Statvs | Check Check Amaunt (nel | Timesheet Amount (before
] Name Dale Dale Date Dtz Name Number w0
[ [ | (50495260 | Deana Cravtey - Test 100172015 10152015 01492016 | 01492016 | QATestAdmn Fugh Jackson - Test | PAID. | 238496 s43120 71296
1 3378 | Deana Crawdey - Test 0012015 084152015 10726/2015 102672015 ‘Maobile Web Site, Hugh Jackson - Test PAID | 238460 $80.66 $90 48
Lo [[ s | derawiey
e || Tsosssze wue,.mv Tomenos Torzan01s 011972016 | DV12016 | QATestAgmin Hugh Jackson-Test | PAID | 238896 sa1.20 526579
| view [ At | | 780492377 | Deana mw 0752015 102672015 | 10262015 | QATestAdmin | Hugh dackson - Test | PAID | 238468 Feven YT
Sk ||l |

\ Action

[ View || Adjust |

Action Column

5. The screen below is the Adjust Timesheet screen where you can make changes to the service
code(s) and/or unit(s) claimed for the appropriate date of service (date worked).

The information in the gray line shows the
Original Claim.
The line below contains a drop-down menu
with service codes you have been authorized
to claim. These are the items you can adjust.

Date ] Service

| o6HeI2018 Saturday [ Hours Worked |Additional Service
| el |

| DB/17/2018 Sunday 2 Worked |Additional Sery)

| | N | Tasks i

| 0611872018 Monday 2 al Service
Original :T1019-U3 - Skills Acqui Training Monthiyss NO Additional Service
[T1019-U3 - Skills Acqui Training Monthly [ Tasks | 00 v ||

L s |

| 06/19/2018 Tuesday 10 Worked |Additional Service
Original :T1019-U3 - Skills Acqui Training Monthly E NO Additional Service
[T1019-U3 - Skills Acqui Training Monthly | Tasks ||;3 |[00 ]|

?.. 1 14 Al -

| 06/20/2018 Wednesday 15 [Vorked Additional Service
Original -T1019-U3 - Skills Acqui Training Monthly |16 NO Additional Service
[T1019-U3 - Skills Acqui Training Monthly || Tasks | |17 |[00 ]|

| | 18

| 08/21/2018 Thursday 19 Worked |Additional Service
Original -T1019-U3 - Skills Acqui Training Monthly EE NO Additional Service
|T10i‘)—U3 - Skills Acqui Training Monthly ~~ || Tasks | 2 00 ||

1 3 |

| 06/22/2018 Friday 24 |Vorked |Additional Service
Original -T1018-U3 - Skills Acqui Training Monthly 500 No Additional Service
[T1013-U3 - Skills Acqui Training Monthly ~ || Tasks | [o0 ]I

0
[ [(2dd asenvice || copy ][ paste ][ e ]

Miles

| [z e o] o | ]
Miles

B |0_| Add a service || Copy || Paste || Clear |
Miles

i |0_| Add a service | | Copy || Paste || Clear |
Miles

0
"I |Addaservioe|| Pm‘te|
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6. Select the desired drop-down options for the service code you wish to change or adjust. See the

7.

Examples beginning on page 13 for common adjustment scenarios.

o Verify the date of service, service codes, tasks, and units for each day you would like to
adjust and enter your change on the timesheet. See the IP Training Manual section How to
Submit a Timesheet Online for additional information.

e Check your work! Take care to review the change you are making, to ensure this change
does not create an unintended effect, such as removing hours or units already paid on the
timesheet. If you need assistance, call the IPOne Call Center.

e Ensure that the adjustment being made creates an accurate account of hours you actually
worked either providing personal care to your client(s), or taking training, or miles driven.
Remember, you must attest to the accuracy of your claim, as stated below.

When finished, click Next.

Hours YWorked | Additional Senice villes
Dniginal “T1015-U3 - Skalis Acgul Training Monthly 800 1 Mo Additionsal Senvica o
mmmp | [71015-U3 - Sklls Acqui Training Monthly Tasks | [& [ [T | add e service || Copy || Paste || clear
Hours Worked |Additional Senice e,
shz | [0 -] Add aservice || Copy || Paste -_ Clear
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8. The next screen will display your completed timesheet with the service code(s) claimed and the
hours/units claimed along with the corresponding tasks.

NOTE: The line items seen below show both the Original and Adjusted hours
claimed and will show the new entry for each service code.

00 o

T1019-U3 - Skills Acqui Training Monthly 8:00 hours

— | T1019-U3 - Skills Acqui Training Monthly 6:00 hours
r— 2 w 0

Adjusted Total : 78:00
Original Total : 30:00 | =
Total Difference : -2:00

‘Expanded View’

9. Please read the Attestation below before agreeing to submit or not submit the adjusted
timesheet:

=)

Subet | Prot Tiewsheel || EdE Afjustmet

i

Attestation Text: “By signing this timesheet, | am certifying that: | provided the service identified in the
header of this timesheet during all of the hours that | entered on this timesheet; | understand that | am
not authorized to be paid for personal care tasks that are not assigned to me on the client’s service plan;
the personal care tasks which | indicated as performed on this timesheet were assigned to me and |
provided them in accordance with my contract and the client’s service plan; and, all of the information |
have provided on this timesheet is true and accurate.”

o If you agree, then check the box to agree to the corrected entries and click the Submit
button. Please note: You cannot submit an adjustment without checking the box and
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agreeing to the timesheet attestation above.

e |fyou do not agree, do not check the box to agree to the corrected entries and do not hit the

Submit button. You can click on the ‘Timesheets Menu’ in order to return to the home
screen.

10. After agreeing to the attestation, a pop-up window will appear to ask how you would like to
handle any overpayment created by the timesheet adjustment. If the adjustment being
submitted will create an overpayment (money owed back to DSHS), you have two options for
how to repay this overpayment amount.

i. You can elect to have the overpayment deducted from your next paycheck. This is called
an “offset.”

e |f you consent to the offset from your next paycheck, select Yes.

You can elect to have the overpayment sent to the Office of Financial Recovery (“OFR”)
for collection, and you will receive a Notice of Debt letter at a later date.

e |f you would prefer to work with OFR for repayment, select No.

NOTE: The pop-up window below will appear whether hours are added or
deducted.

Potential Overpayment Notice

You have made a change to a timesheet for a previously paid pay

period.
f this change results in an overpayment, you must make a choice regarding how it will be repaid. it can be repaid
ction) from your next payment, or it can be ed to the DSHS Office of Financial

JCth
Re which has the legal authority t

verpayments from providers

If your change resuits in an overpayment:

OFFSET NON-OFFSET

I your change does NOT resuilt in an overpayment:

« Vi

ed with the next regular payrol

you, the payment will be made on the next regular payday

Yes No

Please read the pop-up window and next section thoroughly before you make your selection.
You can also call the IPOne Call Center at 1-844-240-1526 if you have questions. While we are

unable to advise you on your choice or potential interactions with OFR, we are happy to help
explain this pop-up to you.
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Important things to know about agreeing to this statement from the DSHS Office of Financial
Recovery (OFR):

o Selecting Yes means that you consent to have the adjustment applied to your next paycheck.

0 If the adjustment results in more money being owed to you, you will be paid on the next
paycheck.

0 If the adjustment results in money being owed to the State, the overpayment will either
be deducted from your next paycheck or you will receive a Notice of Debt from OFR.

0 If the full repayment amount cannot be deducted from your next paycheck, the full
amount will be sent to OFR for recoupment efforts. You will receive a Notice of Debt
from OFR with further instructions for repayment.

o Selecting No means that any overpayment created will be referred to OFR for collection. If the
change you made will create a payment that is owed to you, you will receive this payment in the
next available payday. This timesheet will be processed in the next available pay cycle.

11. Select either Yes or No as appropriate. Next, the following message will appear in the top-left
section of the completed Adjustments page. You are done!

Your timesheet adjusted successfully.
Hours Summary
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Examples of Common Adjustments

Adding hours/service code:

Example 1
A provider wants to add six (6) hours. They have already been paid a certain service and hours on that

day. The additional hours are for the completion of Continuing Education Training.

1. Here we are adjusting a timesheet you have already been paid for. Make sure that you have
selected the correct Timesheet Start Date Range for the timesheet that you would like to

adjust. Click ‘Search’.

Create Timesheet Search Timesheet Timesheet Templates
Timesheets Ensure the drop-
down selection is
‘Paid®
Timesheet Status: Paid el
|rimesheet start Date Range: | [771/2018 |2 - [7/15/2018 | B
Timesheet Submitted Date Range: [any |:_§fl - [any |:_'_1-j

Check Number [ |

Search

2. You will see all paid timesheets for the date range you selected above. Now, you will want to
‘adjust’ your non-administrative timesheet to add your Continuing Education. Be sure you select

the line for the correct client, if you have more than one. Select ‘Adjust’.

Paid Timesheets (2 results)

Action Timesheet ID ProviderOne | Timesheet | Timeshest | Submitted Created Created By
Provider Start Date End Date Date Date
Name

Review || view || Adjust | Pendistory || TS1234567 |YOURNAME|CT/01/2018 | 07/15/2018 | 07/16/2018 | 07/18/2018 | PPL_SYSTEM

Review || view | [ Adust |[ Pend tistory || Ts1234567ADM| YOURNAME| 07/01/2018 | 07/15/2018 | 071202018 | 07/20/2018 | PPL_SYSTEM
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3. Now, itis time to add your Continuing Education hours. To do this, please select the optionto
‘Add a service’.

07/02/2018 Monday Hours Worked | Additional Service Miles

Original :T1019 - Personal care service  5:30 50215-U1 - Mileage, Personal Care (Original) 3
[ T1019 - Personal care service ¥ | | Tasks | [5 ¥ |[30 ¥ | |[50215-U1 - Mileage, Personal Care ¥ 3 | copy | paste || Clear

1

4. After you click ‘Add a Service’, a second line will appear.

e Service
06/30/2018 Saturday Hours Worked Additiona S{‘f‘u‘ié Miles
Originl T1019- Personal cresenvice 610 No Addtional Senvice ]
T1019-Personal carecenice ¥ | | Tagks | (6 Y (00 Y v Addaservice | | Copy || Paste || Clear
07/01/2018 Sunday Hours Worked Addtoral S'E'f's':f: Miles
Origingl T1019- Personal caresenvice 600 No Addtional Service 0
019 - Personal care service ¥ | | Tasls | (6 Y/ 00 ¥ ) Addasenvce | | Copy || Paste || Clear
07/02/2018 Monday Hours Worked Additional Service Miles
Origial T1019- Person caresenvice 400 o Additonal Senvice 0
TI019- Personal care service ¥ | | Tasls [ (4 V|00 Y A Remove Tme | | Copy | Paste
-’ I | v [ [ addasene | | Copy || Paste || Clear

5. Below is an expanded view. Notice the second line that appeared below the personal care
service line.

Hours Worked

Original :T1019 - Personal care service
T101 - Personal care senvice ¥ | | Tasks

Y| | Tasks ﬁm'|
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6. Now, select your Continuing Education Training from the drop down to the second line and add
the 6 hours of the training you completed.

Hours Waorked

Criginal :T1019 - Personal care service 400

T1019 - Personal cars semice ¥ |T.35k5| g Y007

2 ‘Expanded View’

SA529 - Training; Continuing Education ¥ |T35k:,| & ¥ (00 '

7. Please review the entry to make sure you are adding the correct number of hours to ensure
your timesheet is adjusted properly. In this scenario you are adding six (6) hours of Continuing
Education training. Then click ‘Next’.

5A529 - Training; Continuing Education ¥ | | Tasks | [6 ¥ |15 T

07/02/2018 Monday Hours Worked | Additional €
Original :T1019 - Personal care service 5:00 No Addition:
T1019 - Personal care service b f Tasks ‘ 5 Y||0DY

SAS529 - Training; Continuing Education ¥ | Tasks | 6 Y| 00Y

| Next |

8. This step is the most important part of this adjustment. The next screen you see with give you
the summary of your adjustment. Review it carefully to make sure it is correct. In the below
scenario it shows that after you added hours to the paid timesheet, your ‘Adjusted Total’ isnow
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86.00 instead of 80.00. The next line verifies that your ‘Original Total’ was for 80.00 hours. The
‘Total Difference’ shows that you added 6 hours.

rileting, 9-Med Mgt, 10-MealPrep 8:00 0
300 13

. B-Med Mgt, 10-MealPrep B:00 13
G200 0

000 0

Adjusted Total : S6:00 25

Original Total : S0:00 25

Total Difference : 6200 0

9. Now itis time for you to submit your adjustment. Again, please verify your summary before you
‘Submit’ this adjustment for processing. If everything is correct, please click ‘Submit’. Please
read the statement very carefully. It is important that you only adjust a paid timesheet to reflect
hours actually worked, training taken and/or miles driven.

¥l By signing this timesheet, | am certifying that: | provided the service identified in the header of this timest
which | indicated as performed on this timesheet were assigned to me and | provided them in accordance wi

| Submit ||”Pn'nt Timesheet || Edit Adjustment |

10. You are finished! The image below is your confirmation that your changes were accepted into
the WAIPONE portal.

Your timesheet adjusted successfully.
|—HDur5 Summary
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Day Correction for Hours/Miles

Example 2

A provider wants to move hours/miles from one day of the week to another within the same pay period

without changing the total amount of hours/miles claimed during that pay period.

1. Here, we are adjusting a timesheet for which you have already been paid. Make sure that
you have selected the correct Timesheet Start Date Range for the Timesheet that you
would like to adjust. Click ‘Search’.

Create Timesheet Search Timesheet Timesheet Templates

Timesheets

Timesheet Status:
Tinesree Satoateonge] [ ] - [ ]2

Timesheet Submitted Date Range: [y |8 - [y |29

Check Number ‘

[ Search

2. You will see all paid timesheets for the date range you selected above. Now, you will want
to adjust your non-administrative timesheet to make this adjustment. Be sure you select the
line for the correct client, if you have more than one. Select ‘Adjust’.

Paid Timesheets (2 results) i , = B
Timesheet | Timesheet | Submitted Created Created By

Action Timesheet ID ProviderOne
Provider Start Date End Date Date ate
Name

11/16/2018 11/30/2018 12/01/2018 12/01/2018 PPL_SYSTEM

Review || view || Adjust ||| pend History || TS1234567 |vourname
] e Pend Fistory | vournaME| 117162018 | 11302018 | 12/03/2018 | 12/03/2018 | PPL SYSTEM

i

3. Remove the hours from the wrong date and add them into the correct date. In this scenario,
you claimed eight (8) hours and ten (10) miles on 11/23/2018, when in fact, you intended to
claim these hours and miles on the next day, 11/24/2018.

e You can click on the Copy button to copy all services and tasks claimed on
11/23/2018, and then click the Paste button to apply these hours and miles tothe
desired date - in this case, 11/24/2018.
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Date

11/16/2018 Friday

11/17/2018 Saturday

11/18/2018 Sunday

11/18/2018 Monday

11/20/2018 Tuesday

11/21/2018 Wednesday

11/22/2018 Thursday

Senvice

Hqus Worked  Additional Service
Oralnal T1012 - Personal care service

Hours Worked  Additional Service

Miles

S0215-U1 - Mileage, Personal Care (Original} 10

[T1013 - Personal care service ¥ | [ Tasks | B ¥ |[00 v | [S0215-U1 - Mileage, Personal Care ¥ |

o Cosdacemie | g e | e

Miles

[ V] [Tasks] [0 )00 v] |

Hours Worked  Additional Service

. 1 [0 ¥lav]

HoJr‘s Worked Additional Service

Orriginal -T1018 - Personal care service Mo Additionsl Service

9 77 (o s ] o] o] (]
Miles

1 77 (o] (] ] (]
'\r‘llES

o = e | | — R T [T T

Originzl :T1018 - Personal care service

1019 - Personal care service ¥ | | Tasks | IEI- [

Originzl -T1018 - Personal care =i

ervice
\MIEI? '-I

Original :71018 - F'Btsenalcaresewlcz

[T1013 - P

Personal cars sevice Tasks IE [00 7] |
e ———

12372018 Friday

HQJr‘S Worked  Additional Service Miles
Mo Additional Service ]
) () Castammin] g ot o
Hours Worked  Additional Service Miles
No Additionsl Service o
TI[ | [ addazenice
HQJr‘S Worked  Additional Service Miles
No Additional Service ]
] | Add a service | | Copy |[ Paste || Clear
Hch‘s Worked Additional Service Miles

Original -T1018 - Persﬂnah:anesernne

[T1013 - Personal care senvice 7| | Tasis | B ¥ [00 ¥ (5021501 - Mileage, Personzl Cars ¥

S0215-U1 - Mileage. Personal Care (Original} 10

[0 | [dd 2 erviee | [ copy | paste | ier |

11/24/2018 Saturday Hours Worked  Additional Service Miles
T1013 - Personal care service ¥ 8 v]oov] | ] [ ][ adda servce | [ copy || Peste | clear |
11/25/2018 Sunday Hours Workdll  Additional Service Mils

/26/2018 Monday

12772018 Tuesday

/28/2018 Wednesday
11/28/2018 Thursday

11/20/2018 Friday

2 P L2 2

HoJr’s Woried

Original :71018 - Persanal care service

=
%1 77 [acda servie ] [ cony ][ poste | lear ]

T1019 - Personal care service

e e 7 "o 7] |

Hchs Wefeed  Additional Service
Criginal -T1018 - Personal care service

Ti018 - Personal care sevice V| | Tasks | |7 7 v

HoJr’sV pried  Additional Service
Criginal :T1010 - Personal care service

(71018 - Personal care semvice v [ Tasks | m |7 Yoo v

Hours Norked  Additional Service
Original -T1018 - Personal care service 7:00

[T1018 - Personal care service ¥ | [ Tasks | (7 Yl[00 V] |

Hourf Worked  Additional Service
Oniginal :T1010 - Persenal care service 8:0

[ T1015 - Personal care service Y (8

Additional Service Miles
No Additional Service ]
¥] (| (addasmen] Lcopy ] o] Lo
Miles
Mo Additional Service o
V[ | (adta e Lo L re | L]
Miles
No Additional Service ]
7 ] amn
Miles
No Additional Service o
a|m|rrr—s|rarrs
Miles

S0215-U1 - Mileage. Personal Care (Original) &

[00 ¥ | [50215-U1 - Mileage, Personal Car= ¥

E_ Chdsmn | [ ] oin | ]

1172302018 Friday

Qriginal 71019 - Personal care senvice 00

Hours Worked | Adional Senvice

Wies ‘Expandefl View’
S0215-U1 - Mileage, Personal Care (Original) 10

1172472018 Safurday

\TLOLQ-Personal J— v| \ 502051 - Mileage, Persanal Care "‘ E!F -~

Hours Worked | Adeiional Senvice

pa [

"] L] [0 "][uv] |

1| l_ Add a seni Clear

4. Click on the Clear button to remove all services claimed on 11/23/2018. Then, click Next
(at the bottom of the page).

12302018 Friday

(riginal 71019 - Personal care senvice 800

Hours Worked | ddtional Senice

50215-U1 - Mieage, Personal Care (Original) 10

Wiles

|TL019-Persnna| fale senice '| E| | §0215-U1 - Mileage, Personal Care "’|
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5. Now itis time to submit your adjustment for processing. Again, please verify the summary is
correct before you click ‘Submit’. Please read the statement very carefully. It is important
that you only adjust a paid timesheet to reflect hours actually worked, training taken and/or
miles driven. If everything looks correct, check (M) the Attestation box and click‘Submit’.

‘Expanded View’

Crginal | T1018 - Personal care serace B howr  SO215L1 - Weeage Parsonal Care 10
o - ; T Arustad [
[+ Sarecy L e S ']
TI18201 Frdey Origeal 1170 Pecwcal copienice. K00hours  SOTSAN - M 4 hours
Adjusted T8 - Porsonal care service £l bours - SOH50M . il

124018 Sahunday T8 - Personal cans service EdQhors  S0215-U1 - Wisage Personal Cara 10

Cegeal | 71016 Forsonsl core sarven 700 hours 143l Eateg Transer (g Eand Motk Possion Hyg
Adunted | THHQ - Peraooa care srvice 1500 bty 1 WabLoco, & Lating, 2 Trammber, 7 Dressng. 3 Ded
201 Tuesty Orgeal 19079 Peal cowsenice 100 hours Lo it Do Bisd WotacRy
e Motk Pioaition, & Hygiens, 15.Pass ROM, 4. Todeting, $-Med Mgt 10 MleslPrrs T30

Tadering Mod Mgt Transpor MeaErip

fiPostion, &-Hrghems, 4 Todvsng. § Med M, 17 Trasaport, 10 MeslProg ) 0
! Pion My peen Pass ROM. Fosetng Mod Mgt Vel ren o

Adjusted T8 - Porsonal care service 700 bours. 1-Wiatkd oco, 6-Fatieg, 2. Transter, T-Dressg

Orgeal | THHE - Pervnal cies serva T 00 hewrt &-Latng Transfer Deszang Dect bobl Piggfon Hygrns Pais ROU Toketirg W gt Battwrg Masfres T

Acyurted | 11079 - Persons care senice 8 Esng. 2 Transhes, I Onessieg, Jafect Mot Posion. & Mygrene, 18 fass HOM. L Todetig, 540 ML, 5. 10 [

Cegeal | 1016 Fersn rvc Eatng Housss: s Dy e Wb asition Hypend Pass A0M Toseng et 780
T I

0

0 hours
WA Saramy TINE-Pemos cramnke  BODNOwE  SONSUT-Maice PeiesiCan 10 SEang 2Tester T-Deisng 12-5hopng Hied MookPooton, BHpen. 15-7am ROU. & Taliteg. et Vgt S-Eatey 10-MeaFre )
11212014 Monday Orgeal | THHG . Perconal corm sarvcn. 700 howrs 1V oo Eatng Tranetes Diessing Fand Mobi S pstion Hypient Piess M Tolorng Med Mgs MesiFrog 70

Adpuried THG - Personal care sanics 700 hours 1 Walnioco, 6 Dating, 7 Traswler, 7 Dressing. 3 Ded Mobid Poamon, 5-Hygiens, 15 Pass ROM, 4 Toleang, 7 Med Won 10 MaalPres 0 e

o 100 pours 1. iy B Mot Soc o Mygpena Pusis FIOM Toeng & et ro0
. 2 Tramster, 7 Oresaing, -led MohilPosision, 2. Hygéene, 15.Pass ROM, 4. Toledng, $-bed Mgt 10 MealPris 100 o
Mag Mgt Eamvng M e i
Adusied | 11019 - Personsl care sanvice e MM, £ Tolletisg. 3 el MgL, 5 Hathing, 10:MeaiPren 1 0
Origeal | T4 - Persanal care senics jens 55 FHOM Tokvang Mest W% Mg o
Adpuvied THHO - Personal care sanics MopiPesition, § Hygiens, 15 Pass ROM, & Teileting, 5-bed Mgt 10 MeaiPeen T a

Orgead | 11070 Personal coresenics. S00ous  SI21601 . Masage. Persondl Care e Parin, ROM ndstiy Med Mgt T anoor Mestren

Adfusied TH19 . Prrsonal care senvice EDShowrs - SOHSAN . Mivage. Prrsonal Carm |6 Mobd Posston, &-Hygieas. 15favs ROM, 4. Tolieeng, S-Med g, 17 Trateport, 10MeatPrre:

I By signing this timesheet, | am certifying that: | provided the service identified in the header of this timest
which | indicated as performed on this timesheet were assigned to me and | provided them in accordance wi

[ submit || Print Timesheet || Edit Adjustment |
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Removing Mileage
Example 3

You claimed ten (10) miles instead of five (5) miles on a certain date on your timesheet. You’ve realized
you need to remove the additional five (5) miles claimed.

1. Here, we are adjusting a timesheet you have already been paid for. Make sure that you have
selected the correct Timesheet Start Date Range for the Timesheet that you would like to

adjust. Click ‘Search’.

Create Timesheet Search Timesheet Timesheet Templates

Timesheets

Timesheet Status:
Timesheet Start Date Range: 11/16/2018 i i

Timesheet Submitted Date Range: B - i

Check Number [ ]

| Search |

2. You will see all paid timesheets for the date range you selected above. Now, you will want
to adjust your non-administrative timesheet to remove mileage. Be sure you select the line
for the correct client, if you have more than one. Locate the correct timesheet and select

‘Adjust’.

Paid Timesheets (2 results)

Action Timesheet ID | ProviderOne | Timesheet | Timesheet | Submitted | Created Created By
Provider Start Date | EndDate Date Date
Name

S ” View |I Adjusti l, d History | 151234567 | YOURNAME 11/16/2018 | 11/30/2018 | 12/01/2018 | 12/01/2018 | PPL_SYSTEM

m—— T Pend History | | 751234567ADM| YOURNAME| 111672018 | 11/30/2018 | 12/03/2018 | 12/03/2018 | PPL_SYSTEM
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3. Click on the number in the Miles box and type in the desired number of miles. For this
example, type 5 (five) miles. Then click Next.

Date
1116/2018 Friday

111772018 Saturday

1118/2018 Sunday

11/18/2018 Monday

11/20/2018 Tuesday

11/21/2018 Wednesday

11/22/2018 Thursday

Senvice

Hours Worked  Additional Service
Original :-T1018 - Personal care service 8:00

Miles

S0215-U1 - Mileage, Personal Care (Original) 10

T1019 - Personal care service b -

Hours Worked  Additional Service

[50215-U1 - Mileage, Personal Care ¥ |

Miles

[ v (=] 0 v]ioo v] |

S ey

Hours Worked  Additional Service

[ V] [fase ] [0 v[oo ] |

Hours Worked  Additional Service
Mo Additional Service

Original :-T1010 - Personal care service

T1019 - Personal care service v - oo ¥] |

Ho urs Worked  Additional Service
Onginal :T1018 - Personal care service No Additional Service

Mlm@-|

Hours Worked  Additional Service
Original :-T1018 - Personal care service 7:00 Mo Additional Service

71019 - Personsl care service ¥ | [ Tasis | loo v ]|

Hours Worked  Additional Service

Original :-T1010 - Personal care =4 Mo Additional Service

ervice
T1019 - Personal care service v 7 v|[oov|

11/23/2018 Friday

Hours Worked  Additional Service
Original :-T1018 - Personal care service 8:00

S0215-U1 - Mileage, Personal Care (Origina§ 10

Miles

¥ [ [(add a sevie |
Miles
o

v ||| addasenics
Miles
o

V[ | (el
Miles
o

Y[ |[Addasenice |
Miles
o

v Add a service | | Copy || Paste || Clear

Miles

T1019 - Persanal care service ¥ | [ Tage 00 ¥ | [S0215-U1 - Mileage, Personal Carz ¥ T

11/24/2018 Saturday

11/26/2018 Sunday

11/26/2018 Monday

11/27/2018 Tuesday

11/28/2018 Wednesday

11/20/2018 Thursday

11/30/2018 Friday

Hours Worked  Additional Service

s o |
Miles

[o v]feo v] |

Y ree—

Hours Worked  Additional Service Miles
| ¥] (s [0 v][oo v]| T (st a servee | [ cony |
Hours Weorked Add tional Service Miles
Crnginal :T1018 - Personal care service i Service o
T101% - Persanal care sarvice m 7 v |- | v l:l L dd a service
Hours Worked  Additional Service Miles
Original :T1018 - Personal care service No Additional Service o
T1013 - Personal care service v [ v |:| A a sarice
Hours Worked  Additional Service Miles
Original :-T1018 - Personal care service 7:00 Mo Additional Service o
T1013 - Personal care service v 7 v[oo ]| "\l:llm:laservicel
Hours Worked  Additional Service Miles
Original -T1018 - Personal care service 7:00 Mo Additional Service o
T1019 - Personal care sarvice "| [N v l:llﬂ a sanice
Hours Worked  Additional Service Miles
Original :T1018 - Personal care service 8:00 __ S0215-U1 - Mileage, Personal Care (Original) 5
T1019 - Personal care service v 8 v|[[00 ¥ | [S0215-U1 - Mileage, Personal Care ¥ | D Add a service

112312018 Friday

Hours Worked | Addiional Senvice
(riginal -T1013 - Personal care service 300 S0215-U1 - Mileage, Personal Care (Origi

|T1019- Personal care service '| M || §0215-U1 - Mileage, Personal Care '|

Add a senice ‘ ‘ Copy H Paste H (lear ‘
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4. Now it is time to submit your adjustment for processing. Again, please verify the summary is
correct before you click ‘Submit’. Please read the statement very carefully. It is important
that you only adjust a paid timesheet to reflect hours actually worked, training taken and/or
miles driven. If everything looks correct, check (M) the Attestation box and click‘Submit’.

‘Expanded View’

1123NE Frday {Onginal ' T1019 - Personal cara senice BD:IWD'X. (215U1 - Migage, Personal Cae 10

s Sy —————— Adjusied T019 - Personal care service 800 hours  |50215-U1 - Mileage, Personal Care 5

Ceate Janvce Fiars. Acabonal Servce s Tagis Totd Hours Total Mies
TSRS Tncay Orgral | Tolld-Pesons comparacs  R00mows | S0205U0-Missge Pescra ey 00 G-Emtng Tramater Drssaing Shapon Das bobi Prsstion Hygeens Pass ROM Tbating Med Mgz Bating Meafres o ]
Agjunied THA19 Parsonal carssenics  E00hours SIS U1 Misage. Peronal Care  #0 6-Casng. 7 Transter, T Oressing. 12 Shopping. 3 Ded Mobil Fosition, B ifygiene. 15 Pass ROM, 4 Tollung, & § Dathing, 12 MeatPrep 2] "
a0l 8

a0

Ongral | 70015 - Personal care sendce 700 hours *¥akLooo Eatng Transter Dressing Bed MoblPostion | rpene, Todeting Med 50 Masireo T
Adpesied  TH19- Personal core service 100 hoary talLoco, 6-Eatng, 2Transter. T.0vessing. 1Bed Mob Posa iene. 4-Todeang. 9.A8d Mgt 17-Transpon. 10-MeaiPrep e L]
Orgral | Ti0t9-Personalcorezanacs T00R00 gL ocs sty Trensie: Crassing Bed MobiPoaton 1590 Pass b Tosetiyg hed higt Meairep 08 0
Adovied TH019 . Personsl core senvice  T00 hours 1l Loco, 6-Caung, 2-Transfer, 7-ressing Jefd Mobl Posinon, 84 yiene, 15-Pass ROM, 4-Tofleting, 3-Med MgL 10-MeaiPreg e L]

212018 Wednesay Orgral | Trlt3- Parsona cere 3anice 700 heury f-Eng Transfer Cressng Bed M Higene Pas ROM Toleng Med Mot Bating Meaisep m
Agjusted  THTS - Personal core senvice 700 hours. 6-Lating, 7 Transter, T. 1Bed Mobi Powson, Bifygiens, 15-Pass ROM. 4-Tolleting, 9-Med Mgr, 5-Bathing, 10-MeaPrep T8 L
2204 Thursday Orgral | 74013 - Persongl care yenice T00 houry +WarLnce Spmflviousensenng Trangter Dressis] Bid MobiToston Hygent Pass ROM Toletng Mes Wot MeetPrey m v
Numd T8513  Personal cove service 700 boury Loco, §-Lating, 11-Househerpmg, 2-Tranaler, T-Dresaing, 3-Bed Mobil Position, 3-Ibygiene. 15.-Paxs ROM, & Toileting, 3-Med NgL, 10-MealPrep e L]
IL2Y204 Fiday Oeigrad | 74015 - Prersonal care senice E00Soury | SR -Miesge Persoral Care w g Teanshe Drevsing, Shooong Ded MobiTostion Hrgene, Pais ROM Tolebng Ued Mot MeeFreg am ]
Adprstod TH13 - Personal core service. B00hows  SO205.U1 - Miloage, Personal Care § L2 5

o

(1]

sy Ceigint | TH1 Porsorcd cre sy 7 b Wk iz Pt Thorr S Crerar et Mo B By Bz RO Todetg Mo Wit MsaPross 08
Adjusteed | A5 Prersonad core service 1400 howrs 8Bt s, 8- Eating, 3 Teamades, T-Diressing, % Per] MobilTiesition, & Hygiene, 15 Plass ROM, 4-Toiketng, 5 Med Mgt, 10 MealPro T ]
1NTII0N Tuestbey Digrsd | T1905- Persorul crm spvcs. 00 b " g Trarsdes Dz Rod Mot oo Byggeme Barz, ROM Tofing Mesd Mg: MinaPro T 8
Adfusirdd | T4 Prvsonal core savice 1400 hors 1 -Falirg, . Teansho, T Mvtesnitig, % Bec MlsliTreifion, & Hygiene, 15 Porss RO, 4 Toileting, 0] Mgt 80 MesiPyey e [
WWedwdy | Orgred THN. Pesowlcresmie 0o & Fabrg Tramstes ez Bt M Poriion o Pz, FEOM Toiefrg Mend Mgt Bty MestPorys 10 8
Acfpustee] | T4 Prrsorial cove sorvicy 1480 hewrs -Fating, . Teanafer, TTiessing, % Blecl Meksll P, B.Hygiene, 15 Pass ROM, & Todlsting, 04! Mgt, S Bathing, 10.MeaPrep T &

TR0 Thureatey Orgead | THS . Personal cresonacy. 1,00 b WLz Fatg Honssssowing Trare s Dricang Buet ot Frsion Hygaeens Purss IOM Tt Mod Mgt MealPrep T
Adpstent | 19919 Personsl capesonion 1400 hos Saesid e, B-Eating, 11 e — , B-Hygaene, 19.1ss HOML, £ Toseting, S0t MgR, 10.Meatire e )

TWANIE FRay Oegest | 11015 Forsony coresanace. BODRANS | SOTSLT-Mindgs Fomsorsi Gt & G-baing Transtir Fessng APttt iyguasst Fass HIM Todetog Trnsgor D 8m
Adueled 19019 Parsonal cars teonce  ROhors | S715LH . Misage, PeexonsiCars & Fading 7 Traneler, 1 Dnecang, 17 Shoppang, 1 fed Moba Praition, 1 Hygiens, 15 Paas RUM, 4 Todeting, 9 Med Mgt, 17.Transport, 10 MeaSrsp £m 5
Adjected Tokal: 5105 »
Original Total - 8170 ]
Total Diffence - 000 5

[#] By signing this timesheet, | am certifying that: | provided the service identified in the header of this timest
which | indicated as performed on this timesheet were assigned to me and | provided them in accordance wi

I Submit || Print Timesheet || Edit Adjustment |
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Removing Hours

Example 4

You claimed seven (7) hours worked, but you actually worked four (4) hours on a certain date. You want

to remove the additional hours claimed to correct the error.

1.

Here, we are adjusting a timesheet you have already been paid for. Make sure that you have
selected the correct Timesheet Start Date Range for the Timesheet that you would like to

adjust.

Create Timesheet Search Timesheet Timesheet Templates

Timesheets

Timesheet Status:

. .
11/16/2018 j - 11/30/2018 o]

Timesheet Start Date Range:

Timesheet Submitted Date Range:

Check Number [ ]

| search |

You will see all paid timesheets for the date range you selected above. Now, you will want
to adjust your non-administrative timesheet to remove hours. Be sure you select the line for
the correct client, if you have more than one. Locate the correct timesheet and select_

Adjust.

Paid Timesheets (2 results)

Action Timesheet ID ProviderOne | Timesheet | Timesheet | Submitted Created Created By
Provider Start Date End Date Date Date
Name
Review View I AdeS'E I pPend Hi T‘\l 2 ::71(—“.;]7 YOURNAME 11/16/2018 11/30/2018 12/01/2018 12/01/2018 PPL_SYSTEM
P | $ Pend History | | T51234567ADM| YOURNAME| 11/16/2018 | 11/30/2018 | 12/03/2018 | 12/03/2018 | PPL SYSTEM
TRAINING MANUAL-IPONE 11/30/2020
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3. Click on the drop-down arrow under the Hours Worked field for the date you want to
change. Select the correct number of hours for that date —
click Next.

Date

1111672018 Friday

111772018 Saturday

111872018 Sunday

1171972018 Monday

Service

Hours Worked Additional Service
S0215-U1 - Mileage, Persenal Care (Original) 10

Original :T1010 - Personal care =

ervice
T1013 - Personal care service B -- [ S0215-U1 - Mileage, Personal Care ¥ |

Miles

[0 | [add 2 service | [ copy | [ pacte |

Hours Worked  Additional Service

| v [ga] o V)@ |

Hours Worked  Additional Service

v

[0 v|loo

Hours Worked  Additional Service

Original :T1018 - Personal care service 700

T1019 - Personal care sarvice ¥] [ Tasks | [7_¥ ][00 ¥] I:l | add 2 service |

Mo Additional Service

Miles

[T [addaservies
Miles

3| I Add a service
Mllas

11/2072018 Tuesday

QOriginal :T1012 - Personal care service

7
Ti019 - Personal care service V| | Tasks [j[4_¥ ][00 V]

B

—
1172172018 Wednesday

11/2272018 Thursday

11/237201% Friday

11/24/2018 Saturday
11/26/2012 Sunday

11/28/2018 Monday

112772018 Tuesday

11/28/2018 Wednesday

11/2872018 Thursday

11/20/2018 Friday

Original :T1010 - Personal care service 700

T1019 - Personal care service v 7 [oo ¥] |

Hours Worked dditional Service

in this example, select 4. Then

HD.JI"S Norked  Additional Service

Original :T1018 - Personal care service

T1013 - Personal cara sarvice ¥ [ Tasks | B 7 vioo ¥] |

Miles
o Additional Service o
v] [ | [ ddasenice
lour CIL dditional Service Miles
Mo Additional Service o
v | || addasenies
Miles
Mo Additional Service o
v ||| addasenics
Miles

Hours 'Worked  Additional Service

Original :T1012 - Personal are service 8:00 50215-U1 - Mileage, Personal Cars (Original) 10
T1019 - Personal care service ¥ | [8 v oo v [5021501 - Mieage, Personal Carz ¥ | Add a senvice

Hours

| ¥ [T b ¥

orked  Additional Service

Miles

] |

7 | [ Add a service |

Hours Whrked  Additional Service Miles

[ V] [Fesks| [0 ¥i[pov] | o | Add a service
Hours Wekked  Additional Service Miles

Original :T1018 - Perzanal care service m00 | Mo Additisnal Servies o

[T1019 - Personal care service ¥ 7 v ]| v| | || addaseniea
HoJrs Woled Additions! Sarvice Miles

R | No Additional Service 0

T1013 - Personal care sarvice Y] [ Tesks | 7 viof v v [ [ addaservies |
Hours Wor§ed  Additional Service Miles

Original :T1018 - Perzonal care service 700 Mo Additisnal Servies o

T1013 - Personal care service v 7 v |[oofv] | v| [ [ addasenvica
Hours Wordd  Additional Service Miles

Original :T1018 - Personal care service 700 | Mo Additional Service o

TI019 - Personal careservice ¥ | | Tasis | 7 ¥ |[o0 ] | v | | addasenvies |
Hours Workell  Additional Service Miles

Onginal “T1018 - Personal care service 8:00
Ti019 - Personal care service

v] [Tasa] © "m0 {

S0215-U1 - Mileage. Personal Care (Original) 5

| [s0215-U1 - Mileage, Personal Care ¥ |

] o) el e

‘Expanded View’

|

111202018 Tugsday

(rigingl 71019 - Personal care service

Hours Worked
7.00

Additional Senice Miles
No Additional Service 0

‘TLUIEI - Personal care senvice ¥ ‘ ‘ Tasks

4 7]

1Ir| ‘Addasewice ‘ ‘ Capy H Paste H Clear ‘
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4. Now it is time to submit your adjustment for processing. Again, please verify the summary is
correct before you click ‘Submit’. Please read the statement very carefully. It is important
that you only adjust a paid timesheet to reflect hours actually worked, training taken and/or
miles driven. If everything looks correct, check (M) the Attestation box and click ‘Submit’.

‘Expanded View’

1123NE Frday {Onginal ' T1019 - Personal cara senice BD:IWD'X. (215U1 - Migage, Personal Cae 10

s Sy —————— Adjusied T019 - Personal care service 800 hours  |50215-U1 - Mileage, Personal Care 5

Ceate Janvce Fiars. Acabonal Servce s Tagis Totd Hours Total Mies
TSRS Tncay Orgral | Tolld-Pesons comparacs  R00mows | S0205U0-Missge Pescra ey 00 G-Emtng Tramater Drssaing Shapon Das bobi Prsstion Hygeens Pass ROM Tbating Med Mgz Bating Meafres o ]
Agjunied THA19 Parsonal carssenics  E00hours SIS U1 Misage. Peronal Care  #0 6-Casng. 7 Transter, T Oressing. 12 Shopping. 3 Ded Mobil Fosition, B ifygiene. 15 Pass ROM, 4 Tollung, & § Dathing, 12 MeatPrep 2] "
a0l 8

a0

Ongral | 70015 - Personal care sendce 700 hours *¥akLooo Eatng Transter Dressing Bed MoblPostion | rpene, Todeting Med 50 Masireo T
Adpesied  TH19- Personal core service 100 hoary talLoco, 6-Eatng, 2Transter. T.0vessing. 1Bed Mob Posa iene. 4-Todeang. 9.A8d Mgt 17-Transpon. 10-MeaiPrep e L]
Orgral | Ti0t9-Personalcorezanacs T00R00 gL ocs sty Trensie: Crassing Bed MobiPoaton 1590 Pass b Tosetiyg hed higt Meairep 08 0
Adovied TH019 . Personsl core senvice  T00 hours 1l Loco, 6-Caung, 2-Transfer, 7-ressing Jefd Mobl Posinon, 84 yiene, 15-Pass ROM, 4-Tofleting, 3-Med MgL 10-MeaiPreg e L]

212018 Wednesay Orgral | Trlt3- Parsona cere 3anice 700 heury f-Eng Transfer Cressng Bed M Higene Pas ROM Toleng Med Mot Bating Meaisep m
Agjusted  THTS - Personal core senvice 700 hours. 6-Lating, 7 Transter, T. 1Bed Mobi Powson, Bifygiens, 15-Pass ROM. 4-Tolleting, 9-Med Mgr, 5-Bathing, 10-MeaPrep T8 L
2204 Thursday Orgral | 74013 - Persongl care yenice T00 houry +WarLnce Spmflviousensenng Trangter Dressis] Bid MobiToston Hygent Pass ROM Toletng Mes Wot MeetPrey m v
Numd T8513  Personal cove service 700 boury Loco, §-Lating, 11-Househerpmg, 2-Tranaler, T-Dresaing, 3-Bed Mobil Position, 3-Ibygiene. 15.-Paxs ROM, & Toileting, 3-Med NgL, 10-MealPrep e L]
IL2Y204 Fiday Oeigrad | 74015 - Prersonal care senice E00Soury | SR -Miesge Persoral Care w g Teanshe Drevsing, Shooong Ded MobiTostion Hrgene, Pais ROM Tolebng Ued Mot MeeFreg am ]
Adprstod TH13 - Personal core service. B00hows  SO205.U1 - Miloage, Personal Care § L2 5

o

(1]

sy Ceigint | TH1 Porsorcd cre sy 7 b Wk iz Pt Thorr S Crerar et Mo B By Bz RO Todetg Mo Wit MsaPross 08
Adjusteed | A5 Prersonad core service 1400 howrs 8Bt s, 8- Eating, 3 Teamades, T-Diressing, % Per] MobilTiesition, & Hygiene, 15 Plass ROM, 4-Toiketng, 5 Med Mgt, 10 MealPro T ]
1NTII0N Tuestbey Digrsd | T1905- Persorul crm spvcs. 00 b " g Trarsdes Dz Rod Mot oo Byggeme Barz, ROM Tofing Mesd Mg: MinaPro T 8
Adfusirdd | T4 Prvsonal core savice 1400 hors 1 -Falirg, . Teansho, T Mvtesnitig, % Bec MlsliTreifion, & Hygiene, 15 Porss RO, 4 Toileting, 0] Mgt 80 MesiPyey e [
WWedwdy | Orgred THN. Pesowlcresmie 0o & Fabrg Tramstes ez Bt M Poriion o Pz, FEOM Toiefrg Mend Mgt Bty MestPorys 10 8
Acfpustee] | T4 Prrsorial cove sorvicy 1480 hewrs -Fating, . Teanafer, TTiessing, % Blecl Meksll P, B.Hygiene, 15 Pass ROM, & Todlsting, 04! Mgt, S Bathing, 10.MeaPrep T &

TR0 Thureatey Orgead | THS . Personal cresonacy. 1,00 b WLz Fatg Honssssowing Trare s Dricang Buet ot Frsion Hygaeens Purss IOM Tt Mod Mgt MealPrep T
Adpstent | 19919 Personsl capesonion 1400 hos Saesid e, B-Eating, 11 e — , B-Hygaene, 19.1ss HOML, £ Toseting, S0t MgR, 10.Meatire e )

TWANIE FRay Oegest | 11015 Forsony coresanace. BODRANS | SOTSLT-Mindgs Fomsorsi Gt & G-baing Transtir Fessng APttt iyguasst Fass HIM Todetog Trnsgor D 8m
Adueled 19019 Parsonal cars teonce  ROhors | S715LH . Misage, PeexonsiCars & Fading 7 Traneler, 1 Dnecang, 17 Shoppang, 1 fed Moba Praition, 1 Hygiens, 15 Paas RUM, 4 Todeting, 9 Med Mgt, 17.Transport, 10 MeaSrsp £m 5
Adjected Tokal: 5105 »
Original Total - 8170 ]
Total Diffence - 000 5

[#] By signing this timesheet, | am certifying that: | provided the service identified in the header of this timest
which | indicated as performed on this timesheet were assigned to me and | provided them in accordance wi

I Submit || Print Timesheet || Edit Adjustment |
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Substituting Service Codes

Example 5

You claimed eight (8) hours of Personal Care Service instead of eight (8) hours of Continuing Education

Training on a certain date in their timesheet, and you want to correct this error.

1.

Paid Timesheets (2 results)

Here, we are adjusting a timesheet you have already been paid for. Make sure that you have
selected the correct Timesheet Start Date Range for the Timesheet that you would like to
adjust. Click ‘Search’.

Create Timesheet Search Timesheet Timesheet Templates

Timesheets

Timesheet Status:

.
]

|11;15,‘2013 j - | 11/30/2018

Timesheet Start Date Range:

Timesheet Submitted Date Range:

Check Number ]

Search

You will see all paid timesheets for the date range you selected above. Now, you will want
to ‘adjust’ your non-administrative timesheet to substitute a service code. Be sure you
select the line for the correct client, if you have more than one. Select ‘Adjust’.

Action Timesheet ID ProviderOne | Timesheet | Timesheet | Submitted Created Created By
Provider Start Date | End Date Date )ate
Name
Review JI View Hl Adjus‘t | Pend Hi J Tgl ? 34567 YOURNAME 11/16/2018 11/30/2018 12/01/2018 12/01/2018 PPL_SVSTEFA

TRAINING MANUAL-IPONE

11/16/2018 11/30/2018 12/03/2018 12/03/2018 | PPL_SYSTEM

T51234567ADM| YOURNAME
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3. Locate the line for the date you need to change. Click on the drop-down arrow under_
Service. Select the correct service code for that date. In this example, the “T1019 — Personal
Care Service” code is the code originally claimed. Select the service code that you need to
change for that date of service. In this example, select “SA529 — Training; Continuing
Education.” Note that you must have an authorization for a service on that date or it will not

appear as a valid selection in the drop-down box. Click Next.

Date Service

07/01/20128 Sunday

Hours Worked  Additional Service

Miles

¥ [ b YIm ] |

07i02/2018 Monday

Original :-T1018 - Personal care service

1 I

HOJI"S\H‘OI'{EU Additional Service
Mo Additional Service

[ T2015 - Personal care service

Miles

) [ruta] (s vlloo+]|

T [ Labiasmen | | L sn | e

07/03/2018 Tuesday

Orglnal :T1018 - Personal care service 8.00

Hours Worked  Rdditional Service

lo Additional Service

Miles

o
] | Add a sarvice | | Copy || Paste || Clear |

07/04/2018 Wednesday

Original\ﬂ 018 - Personal care service

Hours Worked  Additional Service
Mo Additional Sarvies

07/05/2018 Thursday

nal care service

[Ti033-
Original -

018 - Personal care semvice

Miles

'IBI_WII

Hours Worked  Additional Service
Mo Additional Service

T1049 -

07/06/2018 Friday

Original -T1P18 - Personal care service

zonal care service

o
v Add 2 serice

Miles

8:00
") [ru) [+ vI(e0 v

o
v) [ | [adda sorvies

Hours Worked  Additional Service

07/07/2018 Saturday

Miles

S0215-U1 - Mileage, Personal Care (Original) 12

.

LTQQ;_EFBLEE_?E_NE_'_' [Tasks | Lﬂ J 00 ¥ 50215-U1 - Mileage, Personal Care

Hours Werked  Additonal Service

] [Tass] [0

07i08/2018 Sunday

Hours Worked  Additional Service

] [Tase] [0 ¥][oo v] |

07/08/2013 Monday

Orlglnal T1 OI

Hours Woerked  Additional Service
|- Personal care service 8:00 Mo Additional Service

07/10/2012 Tuesday

Original :-T1018 YPersonal care service

\a(e service m r ’EI L

Hours Worked  Additional Service
Mo Additional Service

LT!EI].B Personaljrare sarvice

07i11/2018 Wednesday

Original :T1018 - i§

" s (5 VIl ] |

Hours Worked  Additional Service
care service

| T1019 - Personal dpre service ¥
HOJI"S Worked  Additional Service
Original :-T1018 - Pqrsonal care service Mo Additional Service

07i12/2018 Thursday

| Mo Additional Service

07/13/2018 Friday

| T1013 - Personal a‘ service

Original :T1018 - Pergonal care service

'IBI_WII

HO.Jr‘S\ufOHEd Additional Service

T1019 - Persanal card sarvice

07i14/2018 Saturday

B I (i) (o 6]

N () [ ]
Miles

T || liimamnin | Lo ptn || o]
Miles

T | |akiasmvin | | gy osn | i
Miles

71 [ s | [y | asn | i
Miles

T [ [akasva

Miles

S0215-U1 - Mileage, Personal Care (Original) 13

m 8 ﬂ 00 ¥ | [£0215-U1 - Mileage, Parsonal Cars

v i3 | [+basnim] (o] oo Ge]

Hours Worked  Additional Service

Miles

v (e | [0 ][00 7] |

07/15/2018 Sunday

1 I

\
\ Hours Worked  Additional Service
\

Y] [Tasks| [0 ][00 7] |

- il ST

Miles
iz ] [y |

07/03/2018 Tuesday

TRAINING MANUAL-IPONE

Original :T1019 - Personal care service

‘Expanded View’

Afditional Service
NeAdditional Service 0

Iiles

|SA529 Training; Confinuing Educatlon'| Tasks -- |

'| l_ | Add a service | ‘ Capy || Paste || Clear |
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4. Now it is time to submit your adjustment for processing. Again, please verify the summary is
correct before you click ‘Submit’. Please read the statement very carefully. It is important
that you only adjust a paid timesheet to reflect hours actually worked, training taken and/or
miles driven. If everything looks correct, check (M) the Attestation box and click‘Submit’.

Confirm Timesheet

r=Hours: Smeary

Nadehda Zarashy

Date
ETRN91E Sy
OTR2218 Monday

, ek .
ProviderOe Provider I0; 113440101

FaniE

Crignal ' T1049- Personal care sanice

SN Tussda
limeshest for AN
ProwiderOne Cli
ProviderOne Cli

Lo

ATRAS Tumday

ockremiay

WS Thasday

L=

TIEIIE Wethesday

(TR0 Thurssy

71302018 Fridey

Crigrsd T1010  Pamserual o sy

Agpested  SA509 - Traming: Conbumng Educabion

Crignal 11078~ Parsonal care sanice
Adpsted  T101 - Personad cave sormcn
Crignal | 11078 Parsons! care sanige
Adpested  TAS - Pessonad cave servioe

Crgral TH119 - Persoral care semvicn

Adprated 11083 - Personal care serice

Crigrad 71019 - Pezoral cae senvice:

Apewted  TA019 - Personal core sanvice

Crignal - 1107~ Pareonal cane sanade

Adpested  TARY . Personad cave sorvice

Crighal 1012 - Personat care sendce

Adjsted  T1019 - Personal cave servicy

Crignal ' T1049- Personal care sanice

Adpsted 11078 Persondl care servica

BOUROSE
B0 hoors.
LT
B3 hours.

FOTHU - Wiea0e, Persona Cane 17
SOFSLH - Misage, Possonal Care 17

B0 hours.
800 bouws
00 hoars
B00Rou
B0 hours.

e
B0 howrs
o
B0 hours

SO215-U1 - Miege. Persorsi Care: 1
SRS - Mieage; Personai Cae 10

rgeal | TN - Perponal o perace 590 hours

Adursled | $457 - Traming Coatimung Esucation

B0 howws

ko kal Howrs:
(1]
1-WaloLooe Eatrg Drassng Bad WohPostion Hygiens Faes ROM Todeting Med gl Masieep 1]
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¥l By signing this timesheet, | am certifying that: | provided the service identified in the header of this timest
which | indicated as performed on this timesheet were assigned to me and | provided them in accordance wi

| Submit |

Print Timesheet || Edit Adjustment |
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Timesheet Edit and Adjustment Conclusion

IPOne gives you the ability to manage your timesheet claim submissions in a new way. Providers can
now edit and adjust timesheets to correct a mistake, to add missing information, or make changes
necessary to ensure your timesheets correctly reflect your important work. It is IPOne’s goal to make
the timesheet edit and adjustment process as easy as possible for providers. We are committed to
ensuring you are paid in a timely and accurate manner.

Again, if you need assistance, please contact WA IPOne Call Center (844-240-1526) to complete any

needed edit or adjustment to your timesheet. Our Call Center Agents are ready to assist and support
you, and we look forward to your call!
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—— How to submit a Paper Timesheet

Applies to Live-in exempt providers

IPOne will send IPs client-specific paper timesheets in the mail for their use for the first six (6)
months only. After the first six-month supply is used, if they still want to submit paper timesheets
they must call the Call Center to request another six-month supply. If they have not received
their timesheets when they are ready to claim they can contact the IPOne Call Center. See “Who
to Contact” on the last page of this manual. Before mailing in a timesheet, be sure to review the
next unit on this training: “How to Avoid Making a Mistake on My Paper Timesheet” to reduce the
risk of submitting a timesheet with an error.

Reminder: Users can go to IPOne to submit an e-timesheet!

Individual ProviderOne Timesheet FEEFPLO P Tale
Use black ink, print one character per box, and try not to touch the lines. PTO Hours Only
PTO hours can be claimed
@ Jones, Fred Smith, John Sy at any time.

Tlient (Last Name, First Name)  Provider (Last Name, First Name) 1ure

4
B aann] el L 683

Client 1D Provider ID Task Legend
1 Walk/Loco 7 Dressing 13 Lotion
Month Year Service Code 2 Transler 8 Hygiene 14 Toe Nails
L S T, S ! 3 Bed Mobsl/position 9 Med Mgmit 15 Pass ROM
WE|EARE tiose |-[[] i Ao
S Bathing 11 Housekasping 17 Transpert
[] payso1-15  [[] pays 156-31 & Eating 12 Shopping

Client Name: The name of the client you are providing
services o (last name, first name)

Example: Jones, Fred (should already be filled in)
n Provider Name: YOUR name - the IP providing the

services and getting paid (last name, first name)
Example: Smith. John (should aiready be filled in)

All 5 of these fields should Client ID: Client's Medicaid number
already be filled in for you T T
on your paper timesheets. | Example: gooooooonog (should already be filled in)
If not, contact the IPOne
Call Center to get your Provider 1D: Your IPOne Provider ID
personalized timesheet.

exampie: L'L'L 'L [*]"] (anouid aiready be fiied in)

n Service Code: The code describing the type of service
| that you are authorized to provide to the client

Example: nunnn (should already be filled in)
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. Client ID

ﬂ Month Year
bSHZOIS I

—vl | ovs01-15 [X] Dovs 16

Provider 1D

“ S 6

7

9 10 11 12 13 14 15 18 W

15 3 &

Task Legend
1 walk/Loco 7 Dressing 13 Lotion
Service Code 2 Transter 0 Hygane 14 Toe Nalls

3 Bed Mobil/position 9 Mad Mgmt 15 Pass ROM
4 Toleting 10 Meal Prep 16 Bandage
S Bathing 11 Housekeeping 17 Transport
6 Eating 12 Shopping

Day | Tasks X authorized tasks performed and Hours : Minutes  Mileage

i H )
B vooooooooooooooow oo (00

. Fill in the two digits of the month and the four digit year in which

Example: June = m

an_EeumLThls is the period of time that you will be paid on a single
check Check the first box for the 1st pay period OR the second box for the
2nd pay period of the month. (See Payroll Schedule)

- TR

u worked.

2vs- NI

D ay: Fill out the two digit day of the month according to the day you worked within this
payroll period. You can use the same timesheet for any days worked within the same

payroll period.

Example: 25 =

The task legend provides the service and the task number to

ter onto your timesheet. Please see the client care plan to ensure you are submitting

e

for the tasks that you are authorized to provide. You must place a check mark under the

corresponding task code for each day of work your timesheet is covering.

Task Legend

1 Walk/Loco

2 Transfer

3 Bed Mobil/position
4 Toileting

S Bathing

6 Eating

7 Dressing
8 Hygiene
9 Med Mgmt

10 Meal Prep

11 Housekeeping 17 Transport

12 Shopping

13 Lotion
14 Toe Nails
15 Pass ROM

16 Bandage

TRAINING MANUAL-IPONE
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2 3 4 3 © 7 0 2 K U @D 4 13 16 3 W«
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[(MNooooooooooooooooo[:ooa (11
HNooooooooooooooooo):ooo (L1
[ ooooooooooooooooo looo
[ ooooooooooooooooo ll)ooo
[Hooooooooooooooooo [ Lliooo [T
cooooooonoooooooool Tlooo
(Tooooooooooooooooo[:oon [T
DoooooooooooooooooJ:ooo
[Hooooooooooooooooo yooo [
Ul oooooooooooooooooll:ooo
[ ooooooooooooooooolll:ooo
I ocoooooooocoooooooolll:ooo
Moooooooooooooooool:ooo

| ]001' 15 0005
- Total Hour Total Miles

Hours & Minutes: In the hour box, enter the two digit number of hours oompleted per
task and check the box for the minutes in 15 minute increments of work performed.

Day  Tasks rmmmmmumu Houre t Minutos -.qsu

15 30 45

Example: 1 hour and 15 mnules = m

- Mileage. Enter the number of miles you drove the client on the day you
claimed hours within the 3 boxes below.

Example: 5 miles =

Total Hours: 12a) Add the number of hours together within all of the above boxes and
place the total for the full pay period in the first 3 boxes.

12b) Add the number of minutes together that are in 15 minute increments
and place the total number of minutes worked into the next 2 boxes.

Exampie: 1 hour and 15 minutes = :

Total Miles: Add the number of miles within all of the above boxes and place the
total for the full pay period in these 3 boxes. Example: 5 miles = D 0 0

12
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By signing this timesheet, 1 am certifying that: 1 provided the service identified in the header of this imeshect during all of the hours that |
entered on this tmeshest; | understand that | am not suthorized to be pald for personal care tasks that are not assigned to me on the dient’s
service plan; the personal care tasks which | indicated as performed on this timesheet were assigned to me and | have provided them in
accordance with my contract and the dient’s service plan; and, 3l of the information | have proviged on this timesheet i true and scourate.

Your signature will be
Provider Signature required in order for your

timesheet to be paid!

Please remember that e-timesheets are a simpler, faster, and easier way to submit
claims. For more information on submitting e-timesheets, please review the earlier
sections of this guide.

Mail timesheets to:
Public Partnerships, LLC
Individual ProviderOne
PO Box 98698

Seattle, WA 98198

If faxing a timesheet, make sure all of the boxes and numbers are filled in with dark ink
so the fax machine can read the scanned version.

\

ﬂ
Individual ProviderOne Timesheet (EAX: PP 0 184448 1426
Use black ink, print one character per box, and try not to touch the lines. [PTO Hours Only
|PTO hours can be claimed
lat any time.
Client (Last Name, First Name)  Provider (Last Nam‘em M

Paid Time Off (PTO)

PTO can be marked on the paper timesheet here: It's the same as filling in paper timesheet

hours:
15 30 45

o Example: 6 hours and 15 minutes =
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How to avoid making a mistake on

a Paper Timesheet

Applies to Live-in exempt providers
When submitting timesheets on paper, review the below Dos and Do Nots.

DO

DO NOT

Do fill in the timesheet carefully and
clearly. Remember it is being read by
a machine. Write neatly so that the
timesheet can be read.

Do not cross out any information or write
within the margins. Instead use a new, clean
timesheet. If the timesheet cannot be read
properly, the payment may be delayed.

Do fill in all required fields. The IP
will not be paid on time unless all of
the required fields are completed.

Do not submit a timesheet via email or fax
to any fax number other than the one on the
timesheet.

Do use separate timesheets for each of
the Clients/Employers. If the IP works with
more than one Client/Employer, make
sure to use separate timesheets for each.

Do not use lightly colored ink or a pencil to
fill out a timesheet. Use a black pen only.

Do submit a timesheet the day after the
pay period ends in order to get paid on
time. Submit the timesheet by the 16"
and the 15t of each month worked.

Do not enter dashes into blank boxes.

Do check a task for each line item of time
completed. Each day worked requires
that the user checks authorized task(s)
the IP completed during that time.

Do not write additional items if they are not
the tasks listed within the client support
plan. The tasks designated are the ones the
client is approved to receive.

Do use dates that are within the payment
pay period.

Do not submit for future dates of service —
payment is based on work already done.
The IP will not be paid for future dates.

Do ensure the timesheet is signed by the IP
prior to sending in a paper timesheet.

Do not overlap pay periods or this may cause
delay in payment for one or both pay periods.

TRAINING MANUAL-IPONE
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How to look up payment information

Applies to Live-in exempt providers

Users can look up several pieces of information related to paychecks using IPOne, including
the status of a timesheet, paychecks by date range, and Earnings Statement(s).

1. Loginto IPOne.

2. Once logged in, the Search Timesheet page will open. The page will default to
all timesheets with the Timesheet Status: Unpaid.

Timesheots

1 Click on this drop down to
choose other timesheet status
options; the page will default to

e unpaid.

Unpald Timesheets (2 resuits)

Ww | om

Vew | B

3. Onthe Search Timesheet page, search for a timesheet or a group of timesheets
using any combination of search criteria. To search for all of one IP’s timesheets in
any payment status, choose All for Timesheet Status and click on Search.

ashe search Timesheet

Timesheets

¥
)

t

3
:

T

“
L
o
L

&=

4. Under the ‘status’ column, the current status of each timesheet is viewable. Statuses
are: GOOD TO PAY, PAID, SAVED, IN PROCESS, SUBMITTED, PENDING, or
DENIED (Timesheet Status terms and their definitions can be found at the end of this
unit).
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All Timesheets (4 results) = i 3 = i B .
Aczon Togsent® | Provos dame Timeshest Start Dte | Trmiesheet £na Oate JW P [ csent teame —

| v J ATestAde Conumer A Paid
™ £t 089001 ¥ sy Acount ‘ S, DA TEStAGTIN Consamer ALCunt 1% Unpaid
Vew | Adpst K Ser ALC t 1 J RN QATestAdTN Consamer Actount 10X D .
{ st 4 enied
| Vew | w w ¥ oo M 10c ] ‘ W2 A Tes AN Consumer AcCount oo | =
loms fev R fetden i E 1 ” r (0 r g PO N

5. To search for a timesheet within a certain date range, click on the calendar icon for

Timesheet Start Date Range or Timesheet Submitted Date Range and select the
desired date range. Then click Search.

Case Manager Search Direct Deposit Setup BPM PTO Hours Accoul
Timesheets Client Timesheets Support Tickets Reporting Manage U

Create Timesheet Search Timesheet Faxed Timesheets Timesheet Templates

Timesheets Use the ‘timesheet start date range’ if you know the
work dates that you are searching for.

Timesheet Status
Timesheet Start Date Range any \m any \
Timesheet Submitted Date Range any {EM - |any | &
ProviderOne
'F’Drovider ‘ | Use ‘timesheet submitted date range’ to find
Check your timesheet by the date which you sent or
Number | ‘

submitted your timesheet to IPOne.

+ Search By Provider Name. ..

L Search

———

6. To view an Earnings Statement, search for a paid timesheet and look for the Check
Number in blue hyperlink. Click on the blue hyperlink and the Earnings Statement
will open up for viewing. Users can download or print the Earnings Statement.
Earnings Statements are stored in IPOne for an indefinite period of time.
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Statt Check Number Check Amount (net Timesheet Amount
pay before tax)
500D TO PA $19.64
DENIED
PAI $869.00 57.95
Timesheet Status Terms and Definitions
Status What It Means
Paid Payment is on its way or the IP has been paid for
a timesheet period in the past.
Saved A timesheet entry has been saved, but not yet

submitted for payroll processing.

Approved (applies to Online
Timesheets)

An entered timesheet has been reviewed and
is approved to be processed for payment.

In Process (applies to paper
timesheets only)

A paper timesheet has been submitted and received,
but it has not yet been tested or reviewed for payroll
processing.

A timesheet that has passed all of the payment rules. It is

Good to Pay ready to be paid on the next scheduled payday.
A timesheet is not approved and requires further
Pending action. Refer to the “Error Message(s)” you may see IF
you submit an electronic timesheet.
Denied A timesheet is not approved and cannot be paid.
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Frequently Asked Questions (FAQS)

Applies to Live-in exempt providers

Below is a list of FAQs for quick reference. For more detailed information, please review this
training manual and/or contact the IPOne Call Center.

Authorizations
Q:

A: Users can log in to IPOne to see how many hours an IP is authorized to provide to each
client. IPs also receive an authorization letter in the mail which informs them of how many
hours they should work each pay period. The authorization amount does not reflect workweek
limits. Please contact the client’'s Case Manager with any questions or concerns about
authorized hours.

IPOne System
Q:

A: Users can log into IPOne and review their personal information online. They can change
this information online or contact the IPOne Call Center for information and assistance.

Q:
A: Users can reset their password using the link on the login screen for “Forgot Username or
Password”. If this does not work, contact the IPOne Call Center to ask for agent assistance

with unlocking an account.

Payments

Q:
A: The IP should log into the IPOne system and:
e Review their personal information to make sure that their address and/or
bank account information is correct.

e Check to see if their timesheet has a status of “Paid”. Paid means they should have
received or will be receiving a payment shortly. If there is another status listed, there
could be an issue with the payment. Contact the IPOne Call Center if the paycheck
is not in the bank account within 48 hours after payment is issued via Direct Deposit,
or within 3-5 business days if the IP is paid with a paper paycheck.

e Review the payment schedule. The current payment schedule can be found at
http://www.publicpartnerships.com/programs/washington/ipone/index.html

Q:

A: To update or change Federal Income Tax withholding information, submit a new W-4
form. This form can be downloaded at_https://www.irs.gov/uac/about-form-w4 or call PPL
to have the current W-4 mailed. Completed tax forms can either be faxed or mailed to

PPL.
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Q: How can IPs update their employment tax withholding?

A: To request an exemption to employment taxes the IP will need to submit a new
Application for Employment Tax Exemptions Based on Age, Student Status, and Family
Relationship form. This form can be downloaded at
http://www.publicpartnerships.com/programs/washington/ipone/documents/training/IPOn
e%20Application%20for%20Tax%20Exemptions.pdf or call PPL to have the current form
mailed. Completed tax forms can either be faxed or mailed to PPL.

Q: How can IPs change their direct deposit set-up?

A: IPs can log into IPOne to change their Direct Deposit setup. They can also
obtain a direct deposit form by contacting the IPOne Call Center team to request a
paper form.

Q: How can IPs view or print Earnings Statements for each payday?

A: Log into IPOne to view Earnings Statements online. If the IP does not have access to a
computer and would like their Earnings Statements mailed to them, they can check the
box to request this on the Electronic Payment form in the Welcome Packet. If they would
like to obtain past Earnings Statements without logging into the IPOne portal, they can
contact the IPOne Call Center to make this request.

Q: How can IPs request wage verification?
A: IPs must request wage verification by sending a written request by fax or mail to
IPOne. The fax number is 1-855-901-6904 or the request can be mailed to:

Public Partnerships, LLC

WA IPOne

7776 S Pointe Pkwy W, Suite150
Phoenix, AZ 85044

Deductions

Q: What is the difference between the ‘Health & Welfare Deduction’ and ‘Health and Welfare,
Var' description lines on my Earnings Statement?

A: The ‘Health & Welfare Deduction’ is the amount deducted for the health insurance option
selected during enrollment. This monthly premium amount is collected in full by IPOne.
‘Health and Welfare, Var’ is the variable cost-share health benefit amount that is determined
by the Health Benefits Trust (HBT). It is deducted by IPOne based on the data IPOne
receives from HBT about the coverage selected.

Q: Who can an IP contact to change or correct the amount for ‘Health and Welfare, Var’ or
‘Health & Welfare Deduction’?

A: IPs can call the SEIU 775 Benefits Group at 1-866-371-3200 or visit their website at
http://www.myseiubenefits.org. Agents there can assist the IP with the deduction amount and
provide them with information about how to change the amount deducted.
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Timesheets

Q:
A: With IPOne, there are three ways to enter hours worked: online using a computer or tablet,
by faxing, or by mailing paper timesheets.

Jane Doe Timeshe
Q Do .

et for JOHN DOE
ProviderOne Provider |D: 1000 Client 1D 00000

it Phone No

A: The best way to submit hours
worked in IPOne is to electronically

submit an e-timesheet with the use of N o — 7 ) (o [

a computer or tablet. IPs can also fax
or mail paper timesheets if they do
not have access to a computer.

Q:

A: The IP can log onto IPOne and
search for the timesheet status to see if it shows as ‘Paid’. They can also call the IPOne
Call Center and the automated system will inform them of the status of the last submitted
timesheet.

Q:
A: There are seven and each serve a different purpose to help an
Individual Provider understand where their timesheet is in the payment process. Below

are the statuses and their meaning.

1. Saved: A timesheet entry has been saved, but not yet submitted for
payroll processing.

2. Approved (applies to electronic timesheets): A submitted timesheet has been reviewed
by the system and is approved to be processed for payment.

3. In Process (applies to paper timesheets only): A paper timesheet has been submitted
and received, but it has not yet been tested or reviewed for payroll processing.

4. Pending: A timesheet is not approved and requires further action. Refer to
the “Error Message(s)” you may see IF you submit an electronic timesheet.

5. Denied: A timesheet is not approved and cannot be paid.

6. Good to Pay: A timesheet that has passed all of the payment rules. It is ready to
be paid on the next scheduled payday.

7. Paid: Payment is on its way or the IP has been paid for a timesheet period in the
past.

If a timesheet is not in one of these status, the provider should contact the Call Center for
more information.
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Training Materials/Guides

Q: Where can IPs get help or more training?
A: For additional training on IPOne, please reference the written training manual. IPs can
also call the IPOne Call Center for additional information.

Q: Are there instructions available in other languages?

A: Yes, there are instructions on how to complete timesheets and how to log on to IPOne

available in languages other than English. Visit the below website and click on Contact Call

Center for the Multilingual Telephone list.
o_http://www.publicpartnerships.com/programs/washington/IPOne/index.html
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Still have questions?

Please contact the IPOne Call Center for assistance.

Multilingual, IPOne Call Center staff are available to assist with payment questions and the
use of IPOne.

e Open Monday - Friday, from 7 am to 7 pm PST; and Saturday from 8 am to 1 pm PST.

e Toll-free phone numbers available for the top 12 language needs in Washington; other
languages will be supported by alternative option.

I - wi v we R . . ! e 4
VY LA NOTMON S£449 ‘24" | ‘1 !
% 1% 1L4) i 5 i ! B \5\

MULTILINGUAL TELEPHONE LIST
TTY 1-800-360-5899

Arabic A el A3 Juaiy) ela Il IPONE (e Jealitll 43 jaal 844-885-6915
Cambodian ies SN RIMNIHAMIUTIMYGIAID IPOne: 844-240-1524
Cantonese fiE & {1l 1Pone FIRSRE, FRIBITERE " 844-240-1525
English (English) For questions about IPOne call: 844-240-1526
Korean k=0f IPONE Of 23t 2o|™ 3} 844-240-1527
Laotian 290 $9506MIL NyoHUMBCSL IPONe: 844-240-1528
Mandarin il iE {1 X I1POne (1IO)ER, {§ IR T EMBIE 844-240-1529
Russian pyCcCKui ITo Bonpocam IPOne 3BoHNTE: 844-240-1530
Somali Somali Wixii su'aalo ah oo ku saabsan IPOne wac: 844-240-1531
Spanish Espaniol Para preguntas acerca de IPOne, llame: 844-240-1532
Tagalog Tagalog Para sa mga katanungan tungkol sa IPOne Tumawag sa: 844-240-1535
Ukrainian VKP3IHCbKUIA 3 nuTaHb IPONe A3BOHITS: 844-240-1533
Vietnamese tigng Viét Ngu quy vi cé cau héi vé IPOne vui long gQi: 844-240-1534
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