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Introduction

My Direct Care is a secure website that provides online payroll and budget management tools to
individuals who receive services through Consumer Direct Care Network Arizona (CDCN). Online time
entry and approval through this secure website provides an efficient and error-minimizing way to enter
time directly into the CDCN payroll system. Electronic time sheets provide information on the status of
all time and payroll entries.

WA direct care

by Consumer Direct Management Solutions

Home User Registration Jobs Contact Us

My Direct Care
”', Secure Login:

Login Name:

Password: \ |
1.
Login (

Username/Password Hel

Find a Job

Search the Job Board CHOOSE your own CARE

My Direct Care is a web portal for individuals who self-direct their services through
How Can We Help? Consumer Direct companies. The web site provides a secure connection allowing service
Request Moge [nFo.r'mation coordinators, service recipients and caregivers access to information about the services
Request Fore information they are receiving. The portal's main function is to simplify self-direction by granting
instant access to online time sheets, real-time monthly spending summaries, and a job

board to assist individuals in finding caregivers.

Figure 1. My Direct Care Home Page with Login

Note on terminology: My Direct Care uses the terms "Client" and “Participant” for Medicaid program
recipients using the site. In the descriptions below, the terms “Client” and "Participant" refer to the
Member, or the Member’s Personal Representative (PR), enrolled in Arizona’s Attendant Care Services
program. Employee refers to the Caregiver (Direct Care Worker).

Before you get started

A CDCN Support Coordinator has to load the Member’s Care Plan into My Direct Care before electronic
timesheet are activated. Your Support Coordinator will let you know, via phone or email, when this
step has been completed. At this point, Members and Direct Care Workers may be issued a temporary
password to enter the site, or they can self-register after receiving User ID numbers from Consumer
Direct. During registration, users establish their Login Name, Password and User Profile.

Registration
To register, follow these steps:

1. On a computer with internet access, open a browser and enter https://az.mydirectcare.com in
the address bar or click on the My Direct Care links on the Consumer Direct website,
www.consumerdirectaz.com . This will take you to the opening page of My Direct Care as
shown in Figure 1 above.

Rev. 02/07/2018 Page 1 of 6



My Direct Care
Instructions for Online Timesheets

https://az.mydirectcare.com

jiicunsumm DIRECT
CARE NETWORK

50 N. Alvernon Way

Tucson, AZ 85711-2801

1-888-398-8409
www.consumerdirectaz.com

2. Onthe top menu, click on the User Registration
link to open the User Registration page (Figure 2).

Wome  User Registration  Jobs

Contact Us

3. Inthe Register As field (Figure 3), select MyDirectCare - User Registration
Employee if you are a Direct Care Worker. Select e gy
Participant if you are the Member or Member’s reOrsEl
Personal Representative. res

4. After selecting a Registration Type, fill in the —

additional fields that appear (Figure 4). Figure 2. Opening User Registration Page

* State —select Arizona.
* User ID — enter the ID provided to you by CDCN. Please
call the CDCN office if you have not received your ID.

* Date of Birth — enter in the format shown.

* Zip Code — enter in the format shown. This needs to
match the zip code CDCN has on file
and should be for your mailing address,
not physical address. If an error

Register As:

[t

Please Select a Registration Type

.r_-‘ 31
Figure 3. Selecting a Registration Type

Home User Registration Jobs Contact Us

MyDirectCare - User Registration

occurs, try your 5 digit instead of 9 digit Register s: [Empiayee r ©

code or vise versa. o [ g ©

* SSN —this field only appears for i 2]
Employees. Enter the last 4 digits of Date of Birth: Eg. mavddyyyy
your social security number. 2p Code: Eg. oo0c oot

Last 4 of Sodial Security Number; * Eg. 3000 0

Note to Members/Personal Representatives: unfold R
User Registration fields are specific to the SseS 8
Member. Date of Birth and Zip Code must be ' | prvacy s rorme
those of the Member.

* Fields are Required

Figure 4. User Registration Page Fields

5. Enter the security phrase displayed and click
Continue. Type the phrase as two unique
words separated by a space. You will now be directed to a User Registration Profile page
(Figure 5).

6. Complete your User Registration Profile — This is where you will set up your Login Name (Email
Address) and Password for logging into My Direct Care. You will also provide contact
information and answer two security questions, which may be used later if you forget your
password and need to reset it. Fields marked with a red asterisk are mandatory.

Email Address: Enter your email address that CDCN can use to contact you. This is also your
Login Name. If you do not have an email account, free accounts can be set up through
numerous online providers, including Gmail, Yahoo Mail and Microsoft Live Mail.

Password: Must be at least seven characters, contains at least one special character (#,%,&,*,
etc.) and at least one number. It’s a good idea to write your password down and keep in a
secure location. You will enter your email address and password every time you login to
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My DlreCt Ca re. DO NOT share your password! Home User Registration Jobs Contact Us
PIN: Personal Identification Number. Numbers L RLDE e = (s B el
only, four digits. The PIN is used with the mobile Emll Addrecs:™  [osemoamompcom P
phone application as a verification feature. Fassword:= [sesesseses
Note to Members/Personal Representatives: If Confim Possward:™ [asaassssee =
a Personal Representative will be managing the P Jneee ?
My Direct Care account on behalf of the Security Question 1:~ | Favorite pet's name? - @
Member, enter all profile fields with the Personal |pog
Representative’s name and contact information. Securty Question 2:* [Wratwas e mame o your ret oo o [ ©
Do not enter contact information for the [bear
Member' First Name:* |Jane 8]
o . . Last Name:™ |Cnnsumer’
7. Finish the Registration Process — When you have i [T
completed all the profile fields, check the “I oy: [same
agree to the Terms of Use” checkbox at the S Free
bottom of the page. After checking the box, a Home Fhone |
“Register” button will appear. Clicking the otber hone: |
button will complete the registration process e it i
and direct you back to the home page.

Updating account information: Account information Figure 5. User Registration Profile

can be updated at any time by selecting Settings from the main menu, and then Update PIN, Update
Password or Update Profile.

Logging In

You will need to login every time you use My Direct Care. The login area is in the upper left corner of
the home page next to the padlock (Figure 1). Enter your email address (Login Name) and password
into the fields and click on the Login button. Once logged in, your name will appear in the login area
along with additional options (Figure 6).

Logging Out

Click the “Logout” option under the padlock to close your My Direct Care session (Figure 6).

Using eTimeSheets
Overview of the Time Entry and Approval Process
e Upon completion of a scheduled shift, the Direct Care Worker will log into My Direct Care and
enter the shift worked in a time sheet calendar. Time entry for each shift will include the

Member’s name, the service provided (Service Code), and beginning and ending shift times.
Shifts must coincide with the Member’s Approved Tasks and Hours.

e The Employee submits their shifts for Member approval.
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e When the last shift for the work week has been completed, the Member or their Personal
Representative will log into My Direct Care to review and approve the Employee’s time.

e Once the time has been approved Home | Jobs Settings Planof Care eTimeSheet = Message Center  Dashboard
by the Member/PR, entries can be

processed and paid by Consumer [l Welcome:
. Ted Caregiver
DI reCt' You last visted: 03/22/2013
e Timesheets submitted online are A
due each Monday by midnight. \ogeu

Figure 6. Employee Main Menu
Employee Time Entry
Select eTimeSheet from the top menu (Figure 6) to open the Time Sheet Calendar (Figure 7). The
calendar will display one full work week — Sunday through Saturday. The current work week will
display as a default. You can navigate to other work weeks by using the scroll buttons at the top of the
calendar. Date and Day of Week will display across the top of the calendar, while one-hour time slots,
beginning at midnight, display across the left edge of the calendar. If the Employee works for more
than one Member, they will need to select which Member they are entering time for in the “Client
Filter” at the top of the page.

Ted Caregiver: 1018945

Select Date: | Client Filter

[Select All — -
[Tom Simpson Submit time entries for approval
[Jane Member

--Select week needing submission-- |+ | EEEGLELE TSRS T

“ & today = Jun 09, 2013 - Jun 15, 2013

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Jun 09, 2013 Jun 10, 2013 Jun 11, 2013 Jun 12, 2013 Jun 13, 2013 Jun 14, 2013 Jun 15, 2013

12AM

1AM

3AM
4AM
SAM
6AM
7AM
8AM

9AM

Figure 7. Employee Time Sheet Calendar

Create a New Time Entry by clicking in the calendar on the date and shift starting time. This will bring
up a New Calendar Service Task window (Figure 8), where you will enter the information for the shift
worked. Select the following:

e C(lient —from the drop down, select the Member worked for.
e Service Code — from the drop down, select the code for the service provided and authorized on
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the Member’s Approved Task and Hours.
e Start Time — the starting shift time should

correspond to where you clicked in the calendar.
If needed, change the shift start time by clicking
on the time displayed, and then selecting a time

from the drop down.

e End Time: Select the shift ending time from the

drop down.

Save or Save and Submit the entry by clicking the appropriate

button.

When you Save the entry, it will display in the calendar as a blue
rectangle representing the time the shift was worked. The service
code, Member’s name and gray “scheduled shift” status icon @ will
display (Figure 9). Your shift has been saved, but you will need to

End Time: New Calendar Service Task ®
08:30 AM
- Date: Jun 10, 2013
08:30 AM
09:00 AM . .
0930 AM Clients:
10:00 AM Tom Simpson [ID: 1092409] v
10:30 AM
11:00 AM .
11:30 AM Service Code:
12:00 PM
12:30 PM S$5125 U7 U5 w
01:00 FM
01:30 PM Start Time:
02:00 PM
nz:30 Py 08:00 AM Use drop down menu or
click in and manually enter
End Time: your time.
08:30 AM
Comments:

‘ save ‘ ‘ save & submit H cancel ‘

submit the entry for the Member’s approval at a later time. This Figure 8. Calendar Service Task Window

would normally be done at the end of the work
week, at which time you can submit all your shifts
at once by clicking the blue “Submit time entries
for approval” button, located on the right side of
the page above the calendar (Figure 7). A final
popup will ask you to verify the hours worked and
ask if the “client” experienced a decline in health
(Figure 12). Upon verification, the gold “Employee
Submitted” status icon [|= will appear in each blue
shift rectangle, indicating the shift was submitted
for approval by the Employee.

When you Save and Submit an entry, you also
trigger a popup verification window (Figure 12),
where you must verify the hours worked and
answer the client health question. Click the “OK”
button to approve the entry. The blue rectangle
appears as described above, with the gold
“Employee Submitted” status icon indicating
the shift was submitted by the Employee and is
awaiting approval.

Note: If you accidently save wrong information,
click on the blue outlined entry in the calendar to
edit and resubmit the information.

« # today * Jun 09, 2013 - Jun 15, 2013

12AM

1AM

3AM

4AM

5AM

GAM

7AM

BAM

9AM

10AM

11AM

12PM

Sunday Monday Tuesday
Jun 08, 2013 Jun 10, 2013 Jun 11, 2013

Tom Simpson
| Ln osiviesa wngoing
Joseph Simpson

Figure 9. Shift entered by Employee displays as blue line
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Note: Time entries can only be made after a shift is completed. Trying to enter a
date or start/end time in the future will be denied and return an error message.

Note: A legend at the bottom of the calendar defines the pay status icons

displayed in each shift rectangle (Figure 10).

Member/PR Time Approval

When a Member/PR logs into My Direct Care and selects eTimeSheet from the
top menu, the time sheet calendar will open and display shifts the Employee has
submitted for approval (Figure 11). If the Member/PR has more than one
Employee, they will need to select the correct Employee from the dropdown

E3 peleted/ unavailable
scheduled

m Held

[2 Employee Submitted
E Client Approved

n Internal Approved
B Paid

|:| Over Budget

E Collected Data

[ scheduled data

Figure 10. Payroll
Status Icons

above the calendar. The Member/PR must review all entries and verify the times are correct. Each
shift (blue rectangle) needs to be selected with the green check mark [¥| for an action to be applied

(approve or not approve
the shift). By default, all
shifts will be selected, as
shown in Figure 11. To
approve selected time
entries, click on the
“Approve time entries”
button above the calendar.
A “Time Approval
Verification” window will
appear, as shown in Figure
13. Answer the questions
and click the “OK” button
to complete the approval
process.

The green colored “C”
payroll status icon Ewill
now appear in each blue
shift rectangle, indicating
the shift was approved by
the “client” (Member/PR).

Home  Service Card Jobs  Settings

Reports

Plan of Care  eTimesheet

pashboard

Message Center

Tom Simpson 1092409
Select Date: =
Ted Caregiver [ID: 10189451 v
Check shifts you wish to approve below
- Jun 09, 2013 - Jun 15, 2013
Sunday Monday Tuesday Thursday Friday Saturday
Jun 09, 2013 Jun 10, 2013 Jun 11, 2013 Jun 13, 2013 Jun 14, 2013 Jun 15, 2013

1241

1AH

a2

IAM

AAM

SAM

EAM

TAH

RAM TPTFER Servces Gngorg | [FTeee serres ringoing ToT#ra Sonares fngang |

Caregiver, Ted Caregiver, Ted Caregiver, Ted
SAM
Figure 11. Client Time Sheet Calendar

Time Approval Verification X Time Approval Verification X

My Client experienced adecline in health during this time period. *

QO Yes ®No

Please enter comments for YES

By clicking OK, | certifythat | have worked the above hours listed for this
Member and that_serviceswere provided in accardance with the ACW
Schedule/Member Care Plan. | understand that falsification of this
timesheet is considered Medicaid Fraud and may resultin dismissal from
the program and criminal prosecution. Further | understand that
Consumer Direct will not pay for any services provided by a Care Giver
that does not have up-to-date CPR, First Aid, TB Test or Continuing
Education

If your contact infarmation has changed recently, please update your
Online profile through Settings in the Portal

Figure 12. Caregiver Time Verification Popup

| experienced a decline in health during this time period. *
O Yes ®No

I was in the hospital during this time period®

QO Yes @No

I had an ACW call off during this time period*

O Yes ®No

By clicking OK, | verify each statement above is correctand that time
Entry for this Care Giver is correct.

If your contact information has changed recently, please update your

Online profile through Settings in the Portal

Figure 13. Client Time Verification Popup
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