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ABOUT CASHE FMS EVV

As a Minnesota-based company developed specifically for caregiving
agencies and support providers, Cashé Software offers the 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 21t Century Cures Act, EVV is a federal requirement
being implemented by the state of Minnesota in the coming months.
EVV uses GPS to record the employee’s location only at the moment of
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/30Q7ZBjy and http:/bit.ly/39zkp95.

Each employee will receive their own username and password to enter
their OWN time entries. The time entries will be electronically sent to
the support manager. The support manager will receive their own
username and password to approve the time entries. Once approved,
the time entries are sent to our Payroll Department.

Highlights of the new system:
e Mobile, tablet, and computer app that can be used for time entry
and approvals
e Ability to provide budget expense summaries for participants
e Multi-lingual translation to increase accessibility
e Ongoing, custom software updates to further improve the user
experience.

If you need assistance or have a question, please submit an email ticket
to our technical team at CasheSupport@lifeworks.org or by calling 651-
454-2732 and asking for Cashé Support.

6636 Cedar Ave S, Suite 250, Richfield, MN 55423 . p. 651-454-2732 f. 651-454-3174 . lifeworks.crg © 2022 Lifeworks Services, Inc. All rights reserved.
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When submitting an email ticket, please provide the following
information:

e Screenshot of error message (if applicable)

e Description of why you are reaching out

e Your Full Name

e Your Username

e Name of Your Employee (if applicable)

¢ Name of Participant

e Preferred contact method for the response

o If a phone call is preferred, please specify best Date & Time
for a returned call.

6636 Cedar Ave S, Suite 250, Richfield, MN 55423 . p. 651-454-2732 f. 651-454-3174 . lifeworks.crg © 2022 Lifeworks Services, Inc. All rights reserved.
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GETTING STARTED

How to Open the Service Utilization Secure Email

1. Locate the Secure email in your inbox
a. Subject Line should be ENCRYPT ENCRYPT Monthly
Utilization Summary
2. Open the email

<EXTERNAL>ENCRYPT ENCRYPT Monthly Utilization Summary Report

duplayed, click here to view it In 3

This email message originated from outside the Lifeworks organization. Do not follow any instructions or directions and do not dick on any links or open attachments unless you validate
the sender and know the is safe.

fou've received an encrypted message from w@cashesoftware.com

To view your message

3ve and open the attachmant (message.html), and folow the mstructions.
Fign in using the following email address: anegrete@lifeworks.org

vessege

IThis maszage may contain confidential information and i intended only for the indwidual(s) named. If you are not the namad addressea you should not disseminate, distribute or copy this a-mail. Please notify the sender immediately
by e-mail if you have received this e-mail by mistake and delete this e-mail from your system.

3. Select the drop-down arrow on the attachment.
4. Select Save As to save attached message

<EXTERNAL>ENCRYPT ENC(

Iw@cashesoftware.com

R To Alexis Negrete )
Dreview
. : - > o
Retention Policy Lifeworks 2 year Delete (2 & oo
If there are problems with how this mes: S Quick Pyt
@ soveas

message.html
628 KB

This email message originated
the sender and know the conte @ Copy
[N Select AN

B Seve All Attachments.

@ Upload >

X Remoye Attschment

fou've received an encrypted message fil
To view your message

Eava and anan tha attarhmant imaccang

5. Pick the location where you would like to save the attached
message

6636 Cedar Ave S, Suite 250, Richfield, MN 55423 . p. 651-454-2732 f. 651-454-3174 . lifeworks.crg © 2022 Lifeworks Services, Inc. All rights reserved.
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a. The example provided was saved to their desktop

[T SavEATEIAMET X
- v o Bl > ThisPC » Desktop v o Search Desktop 0
Organize v New folder iz - o

o Training docum ™ Name : Date modfied Type Size

» [ Microsoft Outioot
» @ OneDrive - Lifewa

v [ This PC
> B Desktop message html 3/21/20235:25PM  Firefox HTML Doc.. 523 K8

&) Documents
> & Downloads

& Music
> & Pictures
B videos
= commen (\\ifey
¥ Network v
File name: | message.html

Save astype: Firefox HTML Document (* html] v

~ Hide Folders Teck Cancel

6. Locate the saved attachment in your designated location
a. The example provided was saved to their desktop
7. Open the attachment file

NOTE: The file will open in your default web browser

6636 Cedar Ave S, Suite 250, Richfield, MN 55423 . p. 651-454-2732 f. 651-454-3174 . lifeworks.crg © 2022 Lifeworks Services, Inc. All rights reserved.
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v
- fo  tnoypted Mezage x
_ifeworks message htm
Today | C @ D) filew//Cy/Users/alne/OneDrive - Lifeworks Services. Inc/Desktop/message.html
&) Impert bockmarks.. @ Gesting Started  1lls Pavilio @ My files - OneDrive ¢ EVV | Cashé Software
Encryp

Encrypted message

L work or school account, or Lse a ons-tme

8. Select Use a one-time passcode

NOTE: You do NOT need Sign-In information to access this

information.

6636 Cedar Ave S, Suite 250, Richfield, MN 55423 . p. 651-454-2732 f. 651-454-3174 - lifeworks.org
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x|+

D file:///C:/Users/alne/OneDrive - Lifeworks Services, Inc/Desktop/me:

111 Pavillio @ My files - OneDrive & EVV | Cashé Software

Encrypted message

From
lw@cashesoftware.com

-
O

anegrete@lifeworks.org

To view the message, sign in with a Microsoft accoun

asscode. . -
P We sent a one-time passcode to anegrete@lifeworks.org.
@ Sian in Please check your email, enter the one-time passcode and click continue. The one-time passcode will expire in 15
ign i .
g minutes.
@ | ”Onerlime passcode
Use a one-time paSSCOd [ This 15 3 privats computar. Kezp me signed In for 12 hours.
(3) Ccontinue
Didn't receive the one-time passcode? Check your spam felder or get another one-time passcode
B Message Encryption by Microsoft Office 365

9. Check your email for the one-time passcode
a. Subject Line should be Your one-time passcode to view the
message
10.0pen the email

6636 Cedar Ave S, Suite 250, Richfield, MN 55423 . p. 651-454-2732 f. 651-454-3174 . lifeworks.crg © 2022 Lifeworks Services, Inc. All rights reserved.



[ ]
8 | Page | Service Utilization User Guide for CASHE FMS EVV WORKS

A nonprofit serving
people with disabilities

<EXTERNAL>Your one-time passcode to view the message

ge Encryption <MicrosoftO E saging.microsoft.com:>

-]
Wi

AM

Retention Foliey

de the Lifeworks organization. Do not follow any instructions or directions and do not click on any links or open attachments unless you validate

This email ge origi d from
the sender and know the content is safe.

Here is your one-time passcode
25824364

To view your message, enter the code in the web page where you
requested it.

NOTE: This one-time passcode expires 15 minutes after it was requested.

his message is automatically generated. Please don't reply to it

ded only for the individual{s| named. If you are not the named addressee you should not disseminate, distribute or copy this e-mail. Please notify the sender immediately

[This message may contain ion and is
oy e-mail if you have received this e-mail by mistake and delete this e-mail from your system.

11. Write down the 8-digit numeric passcode
12. Navigate back to the website

13.Enter the 8-digit numeric passcode
14.Select Continue

We sent a one-time passcode to anegrete@lifeworks.org.

Please check your email, enter the one-ti code and click continue. The one-time passcode will expire in 15

minutes.

One-time passcode 13.

[0 This is a private computer Keep ma signed in for

14 (—9 Continue

Didn't recaive the one-time passcode? Check your spam folder or get another one-time passcode.

B Message Encryption by Microsoft Office 365

15.The Encrypted email will now display

6636 Cedar Ave S, Suite 250, Richfield, MN 55423 . p. 651-454-2732 f. 651-454-3174 . lifeworks.crg © 2022 Lifeworks Services, Inc. All rights reserved.




L]
9 | Page | Service Utilization User Guide for CASHE FMS EVV l fleWORKS

A nonprofit serving
people with disabilities

@ @3 Encrypted Message x -+ 4

— &) (A QO 8 nipsy sk office365.com/Encryption/def wsplitemID=E4E_M_741799¢4-4633-4ed6-9db0-b0bdd3achled <% S|

3] Import bookmarks... @ Getting Started 1111 Pavillio @ Myfiles - OneDrive  © EVV | Cashé Software

ENCRYPT ENCRYPT Monthly Utilization Summary Report

° Lifeworks Team <lw@cashesoftware.com> D Replyall | v
24 PN
eworks.org ¥

[Tl] FMSUtilizationSummary...

PEe 360Kk8

Please see the attached service utilization report that shows the participant's spending for the current
service agreement period.

The MN Department of Human Services requires the FMS Agency to provide a monthly utilization
report. All reparts identify spending usage as of the date the report was generated. In addition, the FMS
Agency is required to provide notification when one of the following exceptions occurs:

1. Consumers who are over-spending total budget amounts by more than 15%.
2. Consumers who are over-spending staffing amounts by more than 15%.

3. Consumers who are under-spending total budget amounts by more than 50%.
4, Consumers who are under-spending staffing amounts by more than 50%.

5. Any overtime paid to staff.

Please reference the attached report and review for any of the above reasons, including over/under
spending identified in the summary section of the report.

Thank you

find Cashs S e 0

16.Select the dropdown next to the PDF attachment
17.Select Open or Download

— C @ O B hitpsjjoutiook.office365.com/Encryption/default aspi?itemID=E4E_M 74179964 -4633-4edb-9db0-bObdd3ackled % § =

) Import bookmarks... @ Getting Started 11/ Pavillio @ Myfiles - OneDrive & EUV | Cashé Software

crypted Message

ENCRYPT ENCRYPT Monthly Utilization Summary Report

¥ Download X  Hide email fm]

ENCRYPT ENCRYPT Monthly Utilization
Summary Report

Lifexorks
° Lifeworks Team <lw@cashesoftware.com>
Spending Summary as of : 03/21/2023 S |v
Yesterd, M
Sally Self aneqrate@lifewcdks.org ¥
6636 Cedar Ave s
Richfield, MN 55423 N
pdf FMSUtilzationSummary... v
Authorized Budget Year: 12/01/2022 - 0%/30/2023  SA Number: 78901234567 =Gl= 360 kB
Contact Information
Support Coordinator: ‘Alexis Nearete . 6514542732 F‘Iea.se_ see Fhe at!ashed service utilization report that shows the
participant's spending for the current
Social Worker: Spencer Social : 651-454-3174 service agreement period.
Samantha Responsible : -712-
Responsible Party: P : 651-712-3456 The MN Department of Human Services requires the FMS Agency
Support Planner: Stephen Support :  612-456-7890 to provide a monthly utilization
repaort. All reports identify spending usage as of the date the
Budget Summary report was generated. In addition, the FMS

Agency is required to provide notification when one of the
following exceptions occurs:

d / Auth d Budget A $44,235.00

Allocated Budget Amount: $39,292 .92
1. Consumers who are over-spending total budget amounts v

18.Review your Service Utilization

6636 Cedar Ave S, Suite 250, Richfield, MN 55423 . p. 651-454-2732 f. 651-454-3174 . lifeworks.crg © 2022 Lifeworks Services, Inc. All rights reserved.
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GUIDE TO SERVICE UTILIZATION REPORTS

Service Utilization Budget Summary Report

All data shown/reported is based on the date report was generated.

GLOSSARY
Terminology Definitions
Approved/Authorized Budget Total amount listed on the Service
Amount Authorization
Total amount that has been allocated in
Allocated Budget Amount
the budget
Th fall f h
Remaining Allocated Budget Amount © a.m-ount of allocated funds that are
remaining

Total amount that has NOT been
allocated in the budget

Insight into the rate of spending with
your budget throughout the budget
span. ;For instance, if you spend evenly
YTD (Year-To-Date) Expected Spent throughout the year, it would be the
amount of money you would have been
expected to spend up to the current
month.

Total allocated budget amount used
year-to-date

The purpose of this is to help you manage
On track to Under/Overspend your funds by providing information
about your current rate of spending
Green: You are spending your funds Current rate of spending is on track for

at a rate consistent with your the budget span

prorated year-to-date budget and
are in good standing.

Yellow: You are 5%-14% over or 26%- An alert to inform you that the current
49% under what your prorated year- | rate of spending is slightly over or under

Unallocated Budget Amount

YTD (Year-To-Date) Actual Spent

6636 Cedar Ave S, Suite 250, Richfield, MN 55423 . p. 651-454-2732 f. 651-454-3174 . lifeworks.org © 2022 Lifeworks Services, Inc. All rights reserved.
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to-date budget should be. You are where it should be to stay on track for the
approaching the limit of allowable budget span.

spending. Please evaluate your
usage to come back in line with your
year-to date allocation.

Red: You are 15%+ over or 50%+ under | An alert to inform you that the current

what your prorated year-to-date rate of spending is significantly over or
budget should be. We are required to | under where it should be to stay on track
report this level of over/under for the budget span.

spending to your Lead Agency and
corrective action may be taken.
Please adjust your usage at this time
to come back in line with your year-
to-date allocation.

How totals are calculated within the Budget Summary

Approved / Authorized Not calculated but comes from the Total
Budget Amount: Amount listed on the Service Authorization

Not calculated but comes from the Total
Allocated Budget Amount: = Amount of dollars that have been allocated
in the budg_;et
Remaining Allocated Allocated Budget Amount - YTD Actual
Budget Amount Spent

Example:  $16,000.00 $86,000.00 —$70,000.00

Approved/Authorized Budget Amount —
Allocated Budget Amount

$85,000.00 - $86,000.00

Unallocated Budget Amount

Example: - $1,000.00

Allocated Budget Amount x (Today's date —
Start Date) + (End Date — Start Date)
$86,000.00 x (03/09/2023 — 06/01/2022) =+
05/31/2023 — 06/01/2022)

On track to Under / Overspend Total = YTD Expected - YTD Actual

YTD Expected Spent =

Example:  $66,390.11

6636 Cedar Ave S, Suite 250, Richfield, MN 55423 . p. 651-454-2732 f. 651-454-3174 . lifeworks.crg © 2022 Lifeworks Services, Inc. All rights reserved.
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Example: - $3,609.89 $66,390.11 - $70,000.00

On track to Under /Overspend _  (YTD Expected - YTD Actual) + YTD
Percentage (%) Expected

Example: -5434 (~-5%) = ($66,390.11 - $70,000.00) +$66,390.11 x 100

Staffing Summary

Only Payroll Lines are listed. Records are grouped by Categories as they are listed
on the Community Support Plan (CSP), or the Consumer Support Grant (CSG)
written plan. Within each category, records are listed by Budget Line items

How the totals are calculated within the Budg_;et Line Items

Personal Assistance Category Example:

Not calculated but comes from the Total Amount
listed in the CSP or CSG written plan

$4,200.00

Allocated Amount

Example:

Not calculated but comes from the Total Amount
Used per FMS Budget Line Item

Example: = $500.00

Amount Used =

Amount Remaining = Allocated Amount - Amount Used

Example:  $3,700.00 = $4,200.00 - $500.00

Not calculated but comes from the Total of all
FMS Budget Line items

Example: = $82000.00

Total Allocated Amount =

Not calculated but comes from the Total Amount
Used all FMS Budget Line items

Example: = $2600.00

Total Amount Used =

Total Amount Remaining = Allocated Amount — Amount Used

6636 Cedar Ave S, Suite 250, Richfield, MN 55423 . p. 651-454-2732 f. 651-454-3174 . lifeworks.crg © 2022 Lifeworks Services, Inc. All rights reserved.
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Example: $79,400.00 = $82,000.00 - $2,600.00

6636 Cedar Ave S, Suite 250, Richfield, MN 55423 . p. 651-454-2732 f. 651-454-3174 . lifeworks.crg © 2022 Lifeworks Services, Inc. All rights reserved.
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Service Utilization Detail Report

All data shown/reported is based on the date report was generated.

GLOSSARY

Terminology Definitions

Authorized | Total Amount listed on the Service Authorization
Budgeted | Total Amount of dollars that have been allocated in the budget
Unallocated | Total Amount of dollars that have NOT been allocated in the budget
Used | Total Amount Used per FMS Budget Line ltem
The intention is to provide insight into the rate of spending with
your budget throughout the budget span. For instance, if you
Expected | spend evenly throughout the year, it would be the amount of
money you would have been expected to spend up to the current
month.
Variance | Used amount / Expected amount

How the totals are calculated within the Detail Summary

Not calculated but comes from the Total Amount

Authorized Budget Amount = listed on the Service Authorization

Example: = $86,000.00

Not calculated but comes from the Total Amount
of dollars that have been allocated in the budget

Example: = $86,000.00

Budgeted Amount =

Unallocated = Authorized Budget Amount - Budgeted Amount
Example: $0.00 = $86,000.00 - $86,000.00

Allocated Budget Amount x (Today's date — Start

E ted =
xpecte Date) + (End Date - Start Date)

6636 Cedar Ave S, Suite 250, Richfield, MN 55423 . p. 651-454-2732 f. 651-454-3174 . lifeworks.org © 2022 Lifeworks Services, Inc. All rights reserved.




L ]
15 | Page | Service Utilization User Guide for CASHE FMS EVV l fleX/ORKS

A nonprofit serving
people with disabilities

$86,000.00 x (03/09/2023 — 06/01/2022) +
05/31/2023 - 06/01/2022)

Example: $66,390.11 =

(Variance) On track to
Under/Overspend = Used + Expected x 100
Percentage (%)

Example: 99.4123 (#99%) = $66,000.00 +$66,390.11 x 100

Overall Stoffing

Only Payroll Lines are listed. Records are listed by Budget Line items as they are
listed on the Community Support Plan (CSP), or the Consumer Support Grant (CSG)
written plan

How the totals are calculated within Overall Staffing

Not calculated but comes from the Total Amount
listed in the CSP or CSG written plan

Budgeted

Example: = $86,000.00

Not calculated but comes from the Total Amount Used
per FMS Budget Line Item

Example: = $62000.00

Used =

Balance = Budgeted - Used
Example: $24,000.00 = $86,000.00 - $62,000.00

Not calculated but comes from the Total of all FMS
Budget Line items

Example: = $82,000.00

Total Budgeted =

Not calculated but comes from the Total Amount Used
all FMS Budget Line items

Example: = $2,600.00

Total Used =

6636 Cedar Ave S, Suite 250, Richfield, MN 55423 . p. 651-454-2732 f. 651-454-3174 . lifeworks.crg © 2022 Lifeworks Services, Inc. All rights reserved.
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Allocated Amount - Amount Used

$4,200.00 - $2,600.00

Total Balance

Example: $1,600.00

Budget Time Entry Details

The records listed are each time entry (shift) entered & approved. Records are listed
by Employee, 2-week period (Sunday to Saturday), Budget Line item

How the totals are calculated within Budget Time Entry
Details

Hours/Units Hours worked during 1 shift

Example: = 10

Rate Hourly Rate
Example: = $17.80
Amount Hours/Units x Rate

Example: $178.00

10 x $17.80

Total Hours/Units

Total Hours worked for ALL shifts

Example: = 130
Rate = Hourly Rate
Example: = $17.80

Total Amount

Total Hours/Units x Rate

Example: $2314.00 = 130 x$17.80

6636 Cedar Ave S, Suite 250, Richfield, MN 55423 . p. 651-454-2732 f. 651-454-3174 . lifeworks.crg © 2022 Lifeworks Services, Inc. All rights reserved.
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Budget Line-Item Transaction Details

Records grouped by expense Budget Line Item. Each group shows the detailed
transactions by Budget Line Iltem. The amount at bottom of each Section is the
total used for the expensed Budget Line Item.

COMMONLY ASKED QUESTIONS

UPDATING CONTACT INFORMATION

Please submit an email ticket to our technical team at
CasheSupport@lifeworks.org if you need to update your contact
information (email, phone number, etc.). Include the following
information:
e Your current information and the new information you need
updated
e Your Full Name
e Your Username
e Name of Your Employee (if applicable)
e Name of Your Participant
e Preferred contact method for the response
If a phone call is preferred, please specify the best Date
& Time for a returned call.

WHO CAN | CONTACT TO ANSWER CASHE EVV
RELATED QUESTIONS?

Please contact our technical team by sending an email ticket to
CasheSupport@lifeworks.org or calling 651-454-2732 and asking for
Cashé Support. Please have the following information available:

6636 Cedar Ave S, Suite 250, Richfield, MN 55423 . p. 651-454-2732 f. 651-454-3174 . lifeworks.crg © 2022 Lifeworks Services, Inc. All rights reserved.
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e Screenshot of error message (if applicable)
e Description of why you are reaching out
e Your Full Name
e Your Username
¢ Name of Your Employee (if applicable)
¢ Name of Participant
e Preferred contact method for the response
o If a phone call is preferred, please specify the best Date
& Time for a returned call.

Note: For the most recent version go to the following website
https://www.lifeworks.org/timekeeping/.
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