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ABOUT PAVILLIO EVV  
 

As a Minnesota-based company developed specifically for caregiving 

agencies and support providers, Cashé Software offers Pavillio EVV app 

– a robust, software solution for complying with federal regulations and 

mandates, including the Americans with Disabilities Act (ADA), the 

Health Insurance Portability and Accountability Act (HIPAA), and 

Electronic Visit Verification (EVV).  

 

Included in the 21st Century Cures Act, EVV is a federal requirement that 

begins December 1, 2021. EVV uses GPS to record the employee’s 

location during clock in and clock out times. For more information, visit 

the Minnesota Department of Human Services and Medicaid.gov’s EVV 

webpages: http://bit.ly/3oQZBjy and http://bit.ly/39zkp95. 

 

Highlights of the new system:  

• Mobile, tablet, and computer app that can be used for time entry 

and approvals  

• Ability to provide budget expense summaries for participants  

• Multi-lingual translation to increase accessibility  

• Ongoing, custom software updates to further improve the user 

experience. 

 

If you need assistance or have a question, please contact our technical 

team by sending an email to CasheSupport@lifeworks.org or calling 

651-454-2732 and asking for Cashé Support. 

 

Please have the following information available:  

• Screenshot of error message (if applicable) 

• Description of why you are reaching out 

• Your Full Name 
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GLOSSARY OF TERMS 
 

 

MINIMUM SYSTEM REQUIREMENTS  
 

For Pavillio EVV to work properly on your device, please be sure you 

have the minimum system requirements as listed below. 

• Phone/Tablet 

o iPhone (iOS) – Version - IOS 10 or above 

o Android – Version – Android 6.0 Marshmallow or above 

 

• Website URL – Computer  

o Google Chrome Version - 88.0.4324 or above 
 

Pavillio Term(s) Lifeworks Term(s) Definition 

Client 

Recipient of Care 

Care Recipient(s) 

Participant 
Individual who 

receives services  

Caregiver Employee 
Individual who works 

with the participant 

Responsible Party 
Support Manager 

Authorized Representative 

Individual 

responsible for 

managing the 

participant’s services 

Visit Shift 

Time spent working 

one to one with or for 

the participant 

Session Shared Services Shift 

Time spent working 

with more than 1 

participant at a time  
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Include the following information: 

• Your Full Name 

• Your Username 

• Preferred contact method for the response 

• If a phone call is preferred, please specify best the Date 

& Time for a returned call. 

 

CANNOT LOG IN  
 

1. Confirm that your username and password have been entered 

correctly. 

2. If you still cannot to log in, restart the device by turning it 

completely off and then turning the device back on.  Attempt to 

log in again. 

3. If restarting the device does not work, if you are on your phone or 

tablet uninstall and reinstall the Pavillio EVV app. If you are using 

your computer, use the Google Chrome browser to type the 

website https://evv.cashesoftware.com/app/.  

4. If you still cannot log in, please submit an email ticket to our 

technical team at CasheSupport@lifeworks.org.  

Include the following information: 

• Screenshot of the error message 

• Your Full Name 

• Your Username 

• Preferred contact method for the response 

• If a phone call is preferred, please specify best the Date 

& Time for a returned call. 
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• Preferred contact method for the response 

o If a phone call is preferred, please specify the best Date 

& Time for a returned call. 

 

HOW DO I ENTER TIME IF I AM A LIVE-IN CAREGIVER?  
 

As a Live-In Caregiver, you do NOT need to clock in and out in live time.  

However, you do need to submit manual timesheets for EACH shift 

DAILY. 

 

Still Reference HOW TO CLOCK IN AND HOW TO CLOCK OUT to assist 

with entering past time.  

 

NOTE: This method of time entry is temporarily allowed for NON Live-in 

Caregivers.  You can disregard that label. 

 

If you are unsure you if you are a Live-In Caregiver connect with your 

Responsible Party or Service Coordinator. 
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CHECK THE STATUS OF A TIME ENTRY   
 

There are 3 ways to check the status of your time entry: 

1. Follow the steps within HOW TO VIEW APPROVED AND 

UNAPPROVED TIME ENTRIES within Commonly Asked 

Questions. 

2. Reach out to your Responsible Party. 

3. Send an email ticket to the technical team at 

CasheSupport@lifeworks.org. 

Include the following information: 

• Details of the time entry 

• Your Full Name 

• Your Username 

• Preferred contact method for the response 

o If a phone call is preferred, please specify the best Date 

& Time for a returned call. 

 

  







 

 

62 | P a g e | Employee User Guide for Pavillio EVV 

6636 Cedar Ave S, Suite 250, Richfield, MN 55423 • p. 651-454-2732 f. 651-454-3174 • lifeworks.org  Lifeworks is an Equal Opportunity Employer.  

 

 

WHY DO I HAVE TO SELECT A ROLE?  
 

This means you are listed as both a Caregiver AND Responsible Party 

for the Participant.  When working with the Participant you will choose 

the Caregiver role to Clock In and Clock Out.  When approving 

timecards for your Caregivers you will choose the Responsible Party 

role.  For assistance with the Responsible Party role reference the 

Support Manager User Guide for Pavillio EVV located on our website 

https://www.lifeworks.org/timekeeping/. 

 

IS THE PASSWORD THE SAME FOR THE RESPONSIBLE 

PARTY ROLE?  
 

Yes, the password is the same for both the Employee AND the 

Responsible Party role.   

 

If your password is NOT working for either login, please submit an email 

ticket to our technical team at CasheSupport@lifeworks.org. 

Include the following information: 

• Screenshot of where the language is not updated 

• Your Full Name 

• Your Username 

• Preferred contact method for the response 

• If a phone call is preferred, please specify best the Date 

& Time for a returned call. 
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PARTICIPANT IS NOT LISTED  
 

1. If your participant is not listed, it could mean that some 

information is missing from your Employee Profile. Please submit 

an email ticket to our technical team at 

CasheSupport@lifeworks.org  

Include the following information: 

• Screenshot of error the message on the Care Recipients 

screen showing the participant is missing 

• Your Full Name 

• Your Username 

• Preferred contact method for the response 

• If a phone call is preferred, please specify the best Date 

& Time for a returned call. 

 

WHATS THE BEST PRACTICE FOR ENTERING TIME?  
 

Best practice for recording your time is to clock in at the beginning of 

your shift and clock out at the end your shift. Once EVV is 

implemented, it is Lifeworks’ understanding that the edit feature will 

no longer be allowed.  For more information about EVV, please refer to 

About Pavillio EVV.   

 

WHEN IS PAYROLL DUE?  
 

Go to our website https://www.lifeworks.org/fiscal-support/forms/ to 

reference our most recent Payroll Calendar. 
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HOW DOES MY TIMECARD GET SIGNED?  
 

Once you SIGN AND SUBMIT your timecard, your Responsible Party is 

notified.  Your Responsible Party will then Review, Sign, and Approve 

your timecard so it can processed for payroll. 

 

If you are NOT sure, reference HOW TO VIEW APPROVED AND 

UNAPPROVED TIME ENTRIES within Commonly Asked Questions. 

 

WHAT ACTIVITY SHOULD BE CHOSEN?  
 

The Pavillio Timekeeping System caters to multiple programs.  The 

activity section is customized to each Participant. 

 

 

 

 

 

 

 

If you are not sure what to select, please connect with your Responsible 

Party. 

 

If you need further assistance, please submit an email ticket to our 

technical team at CasheSupport@lifeworks.org.  

Include the following information: 

• Screenshot of the what Activities are listed 

• Your Full Name 

• Your Username 

• Preferred contact method for the response 

For example: 

Service = Respite Activity =  Respite 

Service = Home making Activity = Light Housekeeping 

Service = Personal Support Activity =  Personal Support 

Service = Night Supervision Activity = Night Supervision 




