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Getting Started

Quick words to know
Here are some common words used in this guide.

e (Care Recipient/client: the person who receives care

Careqiver/employee: the person providing care

e Responsible party/Support manager: The person who approves your hours

e Visit: the time you work with the client

e Clock in: start visit

e Clock out: stop visit

e Time entry: the recording of your visit (start time, end time and notes)

e Rejected time: Responsible Party found a mistake and rejected the time entry so you
can fix it

e One to one services: when you provide care for only one client

e Geofence: A geofence is an invisible line around a place. For EVV, this place is the
home of the client.

Minimum System Requirements To use Cashe EVV, your device must meet the
requirements below:

For the Phone or Tablet

o iPhone: Version iOS 10 or above
o Android: Version 6.0 (Marshmallow) or above

e For the Computer (Webpage)
O Google Chrome: Version 88 or higher
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What Each Icon Means

Home (Default View)

1st Icon on the bottom of the screen

-

Care Recipients

2nd Icon on the bottom of the screen

My Profile
3rd Icon on the bottom of the screen

Notifications
4th Icon on the bottom of the screen

Refresh

Upper Right Corner of the screen
Menu

Upper Left Corner of the screen

How to Access Cashe EVV

You can use Cashe EVV on your phone, tablet or computer. Choose the way that works best
for you
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Android App (Phone and Tablet)

1. Open the Google Play Store on your android phone or tablet
Reminder: The Cashé FMS EVV app is free to download*
2. In the search bar, type Cashe EVV

3. Tap the GET button to download the app
4. Open the Cashe EVV app once it's downloaded

5. You will see a message asking: “Allow Cashe EVV to use your location?”
Tap “Allow While Using App” to stay EVV compliant

6. Choose your language from the list. A message will say the language is set. Click OK to
continue

7. You will now see the Cashe login screen - enter your login details

& cashe evv app C 9

s Cashe EVV
Pl e Install

O]
L% 4
Allow cashe-evv to access this Select your language
device's location?
'::r = ER¢ | onguage setting has been ¥
e e applied successfully
] Esf
. ok
Af Soomaali
ored Related to your - Precise Approximate L2
search o
While using the app p—
Only this time R
ho9CE
Don't allow

Tap “Get” to download Choose “Allow While  Select your language
the app Using App” and tap ok
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Apple Devices (iPad and iPhone)
1. Open the App Store on your ipad or iphone

Reminder: The Cashé FMS EVV app is free to download*
2. In the search bar, type Cashe EVV

3. Tap the GET button to download the app
4. Open the Cashe EVV app once it's downloaded

5. You will see a message asking: “Allow Cashe EVV to use your location?”
Tap “Allow While Using App” to stay EVV compliant

6. Choose your language from the list. A message will say the language is set. Click
OK to continue

7. You will now see the Cashe login screen - enter your login detail

1:59 A

Q_ cashe evv Allow “cashe-evv" to
use your location?
This app uses your location

) while the app is open to
Health & Fitness | Productivity confirm ViSit Iocations and ."
ensure service compliance. .
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Select your language
Ocus N < 'f "
\V\/ ,‘:" En¢ Language setting has been o
(5\ o | applied successfully. |
= > < =t
§ o =
Q T

s ok

2 Cashé EVV
'4 [ . . .
’ - )

Nuits: White Noi...
) = ng sleep.
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Tiéng Viét
Afaan Oromoo

ho9CE

Tap “Get” to download Choose “Allow While Select your language
the app Using App” and tap ok
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Computer
1. Open Google Chrome:

a. To use Cashe EVV, it’s best to use Google Chrome. If you don’t have it, you can
download it here: https://bit.ly/2QCJQ0p

D

=
Google

Chrome

b. Go to: https://evv.cashesoftware.com/app/

Cashé EVV X + - O X

¢« C @ (% nhttps//ew.cashesoftwarecom/app/| @ [ *) & R ®

Cashe EVV app showing the language selection screen with an OK button confirming that the
language has been set successfully

2. Choose your language from the list. A message will say the language is set. Click OK to
continue

Language setting has

been applied
sssssss fully.
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3. You will now see the Cashe login screen - enter your login details

Cashé EVV X + = [m] X

€ C A % e © F % 3 ® »

» [ All Bookmarks

Rassword .

|».Company Logo

How to Log In and Create Your Password for the first Time

1. Log in to your email, the email used with lifeworks

2. Look for an email from admin@cashesoftware.com with the title Password Reset. This
email has your login details:

a. Login ID: Your email that lifeworks has on file
b. Password: A temporary password. You'll change it after you log in.
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Password Reset =

I

Lifeworks FMS - EVV Password <sdminicashesoftware.com= 846 FM (7 minutes ago @ 4

Flease do not reply fo this email. This email was senf from an unmonitored email box. Please confact
your agency support team for assistance, if necessary.

Account Confirmation
Hi 12Pixar Animation -
Here are your account details

Login ID : ulifeworks+FMSPIXAR@gmail.com

Password : 341748
Thanks,

The Cashé Team
Please Click the below link to open the web app

hitps:/levv.cashesoftware.com/app/

Please Click the below link to download the app

3. Open the Cashe EVV app or visit the Cashe EVV webpage.

Not sure how to use Cashe EVV? See the "How to Access Cashe EVV" section to learn
how to use the app or webpage

4. Choose your language from the list (The default is English. If you prefer English, select
it.)

5. A message will say the language is set. Click OK to continue
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Language setting has
been applied

successfully.

6. You will now see the Cashe login screen, enter your email (login ID)
Reminder: This is the email lifeworks has on file
7. In the Password field enter your temporary password

Reminder: This password is temporary. You'll have to set a new password.
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8. After you have entered your email and the temporary password, click Login

—
- ord ~ -
©
O Romcmoo&e ™ -

|».Company Logo
Version: 59

9. You will be asked to make a new password. This is where you choose your own

10. Enter your chosen password in the:

a. New Password field
b. Confirm Password field

11.Click Proceed

NEW pas
(- ent Y
——

gConfirm password pow
M
B ) Enter your

nce:

12.When you see the “Password has been changed successfully” message, click Login.
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13.Now Enter the following:

a. Email (Login ID)

b. New password you just created

14.Click Login

Password has been changed

successfully

Tap “Login”

Email

‘ Enter your email

*" P——
@ Enter your password @

Forgot Password?

|».Company Logo
Version : 5.9

Enter your email and the new password you
just created, then tap “Login”

NOTE: After logging in, you’ll be taken to the Home Screen of Cashe FMS EVV.
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How to Reset your Password

If you forget your password don’t worry you can reset it. On the Login Screen:

1. Click Forgot Password

N ™ -
Enu:\ p S
~1 Enter your ema ‘..AH

J: i
T
10)

[] Remember Me =

Forgot Password?

2. Enter your email address

3. Click Proceed
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4. Check your email for the Temporary password

Temporary password e « = =
® Lifeworks FMS - EVV Password «admin w 9:08 P i i @ -
Please do not reply to this email. This email was sent from an bax. your agency suppo:

For assismance if necessary.
TEMPORARY PASSWORD
Hi 12Piar Animation -
Here are your temporary password details
LoginID : ulifeworks+FMSPIXAR@gmail.com
Here is your temporary password

87155
Thanks,
The Cashé Team
NOTE: This temporary password expires 15 minutes after it was requested.
Please Click the below link to open the web app
hitps:ifevv.cashesoftware.com/app!

Please Click the below link to download the app

5. Make note of the temporary password
6. Enter the temporary password

7. Click Validate

—
e -
Temporary password has been sent to X

ulifeworks+FMSPIXAR@gmail.com. Please stay on
this screen and enter the temporary password from your
email.

Temporar ,‘?osswo'c‘

NOTE: if you did not get the email, click Resend
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8. Enter your chosen password in the:

a. New Password field
b. Confirm password field

9. Click Proceed

New password

@ Enter your Password

T——
}onfirm posshocY -
@ Enter your Password

10.0nce your Password is successfully changed, click Login

Password has been changed

successfully

11.You will now see the Cashe login screen - enter your email and new password you just
created.
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How to use Cashé FMS EVV

How to Clock in (Start Visit)

1. Click Care Recipients, the second icon at the bottom

2. Under the clients name, click Start Visit to clock in at the beginning of your visit

= Care Recipients
NMDISMNEY AMIMATION
@ o upcoming appoiniments.
Wiew Deatails Start Viat
L = o 2

Tap the second icon from the left. Under the client’'s name tap start
visit to begin your visit

Please Note: You will see a message showing how many total hours you have entered for the
current week. Click OK to continue

You have worked 2.00 hours this week
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3. Select your job by clicking on the drop down menu if not auto selected
4. Confirm Visit Location

e The location will usually show as Care Recipient's Home
e |f you are not at the client’s home, click the drop-down menu and select Community

S0 11DISNEY ANIMATION
Select Job
Other Staffing v
B b
Service Start Visit Location
Care Recipient’s Home v
re recording it u
1. Ple isit t \
N, C nt
1] 4 e a

Note: If you select Care Recipient’'s Home but you are more than 500 feet away, you will see

message:
"You are recording your visit outside of your selected location. Please Start Visit

to continue or change your location to Community.

5. Click Start Visit

= Care Recipients

V o TIDISNEY ANIMATION

) o intments.

! 4 st M

View Details
fr < (5] a
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6. Start visit your with the client

Note: After you clock in, you don’t have to keep the app open. You can close it or let it run in
the background. Open the app again when you are ready to clock out.

How to Clock out (Stop Visit)

1. Click Care Recipients, the 2" icon located at the bottom

= Care Recipients
1IDISNEY ANIMATION
@ No upcoming appointments.
Started at 6:44 AM
View Deas
f =~ e A

2. Click the Stop Visit button

Do you want to end this visit?

Service Stop Visit Location
Care Recipient’s Home A

You are recording your visit outside of your selected location.
I\. Please Start Visit to continue with the current selection, or
Change your service location to Community

- Stop Visit
1 = (2] a
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3. Confirm Visit Location

e The location will usually show as Care Recipient’s Home.
e |f you are not at the client’s home, click the drop down menu and select Community.

Note: If you select Care Recipient’'s Home but you are more than 500 feet away, you will see
message:

"You are recording your visit outside of your selected location. Please Start Visit to continue
or change your location to Community."

4. Optional: In the Notes section, add any details you want to share about the visit with the
Responsible Party

Note: You may need to scroll down on your device to see ALL the details.
5. Check that the following are correct:
e Service Type
e Time In
e Time Out
6. Click sign and submit

L 11disney Animation

SERVICE DETAIL

Service Type Other Staffing
ACTIVITIES

Other Staffing

NOTES

SERVICE TIME Edit Time

Time in November 13, 2025 1:01 AM

Time out November 13, 2025 1:05 AM
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7. Use your touch screen or your mouse to sign your name in the box in the signature
verification screen.

Note: If you make a mistake, click Clear Signature at the bottom of the box to start over

Cancel Signature Verification

Sign your name using your finger.

Clear Signature

8. After you sign at the end of your visit, you will either:
A. Have the Responsible Party sign and enter their PIN if they are present OR

B. Submit the time entry directly
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A. If the Responsible Party IS present:

1.

A

3.

4.

Note

Click Responsible Party Signature box

Cancel Signature Verification

Sign your name using your finger.

Clear Signature

If a list appears, select the Responsible Party’s name:

e C(Click their name
e C(Click OK

Hand your device to the responsible part

The Responsible Party will sign their name in the box using the touch screen or mouse.

: If they make a mistake, they can click Clear Signature at the bottom of the box to start

over.

5

. The Responsible Party enters their 4-digit PIN
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6. Click the Submit Time Entry

Cancel Signature Verification

12Pixar Animation is signing this timecard
on behalf of 11Disney Animation.

Sign your name using your finger.

Clear Signature

‘ Enter your own PIN [

@ PIN HAS BEEN SUCCESSFULLY VERIFIED

an & e MNI - 15 2558 O :_u&‘E. 1S, 2568 002, and ZSEE.40. - -
Submit Time Entry

A & (2] J

7. Click OK when you see the message:

“Thank you! Your Signature was accepted, and your visit details have been
submitted for processing.”

Thank you!

Your signature was accepted -
and your visit details have been

submitted for processing.

-
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B. If your Responsible Party is NOT present:

1. Click Submit Time Entry
2. Click OK when you see the message:

“Thank you! Your Signature was accepted, and your visit details have been submitted
for processing.

Cancel Signature Verification

Thank you!

Your signature was accepted
and your visit details have been
submitted for processing.

Sign your name using your finger.

Clear Signature

f an e a
Tap Submit Time Entry A message showing your time was sent

successfully. Tap OK

3. Your time has now been sent to the Responsible party for approval.

REMINDER: Repeat all steps for each visit you work on the same day.
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How to fix Rejected Time Entries

What is a rejected timecard?
A timecard is rejected when the responsible party checks it and finds a mistake. If there is an

error, they will send it back for you to fix.

Important:
Watch for any “Incomplete Timesheets” alerts on your dashboard. This message means a
timesheet needs your attention. If it was rejected, you can make corrections and send it back

to the responsible party for approval.

1. On the Home Screen click View

— Cashé EVV =
Hello, 12Pixar Animation
. 1 Timesheets to submit
@ . Incomplete Timesheets
.
VIEW
* s (2] A

2. On the Missing Visits & Timesheets screen, find the time entry that was rejected by the
Responsible Party

flissing Visits & Ti

© 0 Timesheets to submit
It looks like you have some timesheets to complete and submit.

o Incomplete visit record (Rejected by Client/RP)
For Wednesday, November 12, 2025.

Complete it now

f st e a
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3. Click on complete it now next to that entry
4. In the Complete Visit screen, look at the Rejected Notes to see why it was rejected
Note: You may need to scroll down on your device to see ALL the details

5. The following can be corrected:
a. Timein
b. Time out

6. Optional: In the Notes section, add any details you want to share about the visit with the
Responsible Party

7. In the Service Time section, click on edit time

11disney Animation

SERVICE DETAIL

Service Type Other Staffing
ACTIVITIES

Other Staffing

NOTES

REJECTED NOTES

End time should be 6:30am
/4

SERVICE TIME Edit Time

Time in November 12, 2025 6:44 AM

Time out t November 12, 2025 7:02 AM
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8. To change the Time In:
e Click the clock icon to change the time

e C(Click Save

9. To change the Time Out, repeat the same steps:
¢ Click the clock icon to change the time

e C(Click Save

Cancel Complete Visit

Time In
11/12/2025 0O

06:30 AM O

Time Out
11/12/2025 0O

07:02AM O

A 2

Tap the clock icon in the time fields to fix

e

the time then tap Save

Changes Updated

The timecard was updated and
has been sent to your caregiver
for review.

A message telling you the time was changed
successfully then tap ok

10.0Once you're back on the Complete Visit screen, click on sign and submit

Cancel Complete Visit

End time should be 6:30am

‘SERVICE TIME
Time in

Time out

pre——pv—
16 Gathem Wy, 55391, Woyzata

LOCATION VERIFICATION

Edit Time
November 12, 2025 6:30 AM

November 12, 2025 7:02 AM

Note: You may need to scroll down on your device to see ALL the details.
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11.Use your touch screen or your mouse to sign your name in the box in the signature
verification screen.

Note: If you make a mistake, click Clear Signature at the bottom of the box to start over

12. Go to section “How to clock out, Parts A and B” to see what to do next to send your
time.
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Other Helpful Features

How to Change the Language

1. Click Menu in the upper left corner of the Home Screen

2. Click Language

@© Language .

He¢ (O Launch Page I
G Logout -
# 2 (2] a

3. Click on the language you want to use

4. Click OK when you see the message "Language setting has been applied successfully."

Language setting has
been applied

successfully.
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5. Click the white arrow in the upper left to return to the Home Screen

How to Review Submitted Time Entries

1. Click Care Recipients, the 2" icon located at the bottom

2. Click View Details (to the left side of the clients name)

= Care Recipients
TDISNEY ANIMATION
@ Ho upcoming sppointments.
Wiew Details Start Visit
1) - (2] A

3. Click Time Entries

< Recipient Details Add Visit(s)
Phone
(651) 454-2732

Email
202505040333MW@lifeworks.fake

Address
16 Gothem Way, Wayzata, MN, 55391

> Scheduled Appointments

» Time Entries
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4. Click the month you want to review

Add Visit(s)

November 2025 » 5 Timesheet

S —|

5. Click on the day you want to view

November 13 Not Approved

November 12 Not Approved

November 12 Approved

f -~ e a

Note: Not approved means the Responsible party has not reviewed your visit yet. Approved
means the Responsible Party has approved your visit.

6. Review the details of the Time Entry
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How to Review Total Weekly Hours Worked
1. Click My Profile (this is the 3™ icon at the bottom of the screen)

2. Scroll down until you see Hours Worked

12PIXAR ANIMATION
Caregiver

O )
Personal Information

Phone

A

MNov 8th 2025 - Nov 15th 2025

v ‘

‘ 11Disney Animation

v ‘

Hours Worked

—

(651) 454-2732 2.00 vours
Email
ulifeworks+FMSPIXAR@gmail.com -
11/09/2025-11/15/2025
3 2o e ‘ (11/09/ /15/2025)
] 2 (2] a

Tap the 3™ icon at the bottom Scroll down until you see hours worked

Here is what you will find:
e This shows your total hours for the current week (Sunday to Saturday)
¢ The system counts all your entries, including:
o Approved and unapproved time
o Incomplete entries

o Forgot to clock out

¢ |f you notice any entries that need to be deleted please contact us for help.

Looking for an older week or specific client?

e To view a different week, click the date dropdown and choose the week you want
e |f you work with more than one client, and want to see hours for just one:

o Click the drop down found in the clients name field

o Select the client you want to view
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Common Problems and Simple Answers

WHAT TO DO IF YOU DID NOT GET YOUR LOGIN INFORMATION

1. Check your email for a message from admin@cashesoftware.com

Look in your in your inbox, spam or junk folders. If you use gmail, also check the
promotions tab.

You can also look at the section " How to Log In and create Your Password for the first
Time" for an example of the email.

2. Still can’t find the email?
Please send an email to CASupport@Ilifeworks.org to get your login information again.

When you email, include:

e Your Full Name
e Email (login ID)
e Your preferred contact method (email or phone)
o If aphone call is preferred, let us know the best time and date
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IF YOU CANNOT LOG IN

1. Check your email and password

e Make sure they are typed correctly
e Verify password is correct click on the eyeball on the right to reveal password to
check

2. Turn your device off and then back on

e On your phone or tablet, delete the app and redownload it (if you need help look
at the “How to access Cashe EVV” section)

e On your computer, phone or tablet, open Google Chrome and go to
https://evv.cashesoftware.com/app/

3. If you still can’t log in, email us at CASupport@lifeworks.org.

When you email, include:

Screenshot of the error message
Your Full Name
Your email (login ID)
Your preferred contact method (email or phone)
o If a phone call is preferred, let us know the best time and date

WHY DO | HAVE TO CHOOSE A ROLE?

You are listed as both a caregiver and responsible party for the client.

This means you have two different roles and the system needs to know which one you are
using

Use the Caregiver role when:
¢ You need to clock in and out for your visit

Use the Responsible Party role when:
e You are reviewing or approving timecards for caregivers
¢ View budget details

Need help using the responsible party role? Check the Cashe EVV Support Manager User
guide on our webpage: https://www.lifeworks.org/timekeeping/
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IS THE PASSWORD THE SAME FOR THE RESPONSIBLE PARTY
ROLE?

Yes, the password is the same for both the caregiver AND the Responsible Party role.

If your password doesn’t work, try resetting your password:
e On the login screen click forgot password
¢ Folow the steps to reset your password
e For help, see the section “how to reset password”

Still need help?

Please send us an email to CASupport@lifeworks.org

When you email, include:
e Screenshot of the error message
e Your Full Name
e Your email (login ID)
e Your preferred contact method (email or phone)
o If aphone call is preferred, let us know the best time and date

HOW TO SWITCH FROM CAREGIVER TO RESPONSIBLE PARTY
To switch roles, you will need to Log Out of the Cashe EVV app and then Log back in.

To Log out:
e (Click Menu
e (Click Logout

To Log back in:
e Enter your email
e Enter your password
e (Click responsible party role
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LANGUAGE PREFERENCE NOT UPDATING

After you change the language, it should update right away. If it doesn’t click the meu icon in
the top left and choose log out. Then log back in. The language should now be updated.

If the language still doesn’t change, please email us at CASupport@Ilifeworks.org

When you email, include:

Screenshot of where the language is not updated
Your Full Name
Your email (login ID)
Your preferred contact method (email or phone)
o If a phone call is preferred, let us know the best time and date.

Client IS NOT LISTED

If your client is missing, some information may be missing from your account.

Please email us at CASupport@lifeworks.org

When you email, include:

e Screenshot of the error message or Care recipients screen showing the missing
client
e Your Full Name
e Your email (login ID)
e Your preferred contact method (email or phone)
o If aphone call is preferred, let us know the best time and date.
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GEOFENCE INFORMATION
Since December 1, 2023, DHS changed the geofence rule for EVV.

A geofence is a circle around the person’s home. It helps the system know if you are close
enough when you clock in or clock out. The rule now says you must be within 500 feet of the
client’'s home.

The system only checks your location when you start and end a visit. It does not track where
you are while working.

To follow the new rule, the EVV app and webpage were updated on November 15, 2023.
This update is only for caregivers; nothing changed for responsible parties.

You can still give care in the community. This change does not stop services from happening
outside the home.

WHO IS A LIVE IN CAREGIVER

Live in Caregivers may qualify for an exemption from real time EVV requirements. If eligible
and properly documented, they must enter required data once per day instead of clocking in
and out per visit. More details about required documentation and process eligibility will be
shared via Paylocity in the next few weeks.

For more about EVV, visit the DHS EVV webpage.

If you have additional questions, please reach out to your Lifeworks service coordinator.
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CHECK THE STATUS OF A TIME ENTRY

You can check your time entry status in three ways:

1. See sections "How to Review Submitted Time Entries" and "How to Review Total
Weekly Hours Worked"
2. Reach out to your Responsible Party.
3. Send us, at CASupport@lifeworks.org, the following details:
e Time entry details
e Your Full Name
¢ Your email(login ID)
e Preferred contact method (email or phone)
o If aphone call is preferred, let us know the best time and date.

RESPONSIBLE PARTY REJECTED MY TIME

To fix this, follow the steps in “how to fix rejected time entries.” If you need more help, email us
at CASupport@lifeworks.org

When you email, include:

Screenshot of the time entry details
Your Full Name
Your email (login ID)
Preferred contact method (email or phone)
O If a phone call is preferred, let us know the best time and date.

DELETE A TIME ENTRY

If you or your Responsible Party want to delete a time entry, please email our Timekeeping
team at EVVTimeSupport@lifeworks.org

WHEN IS PAYROLL DUE?

Go to our website https://www.lifeworks.org/fiscal-support/forms/ to reference our most recent
Payroll Calendar.

LIFEWORKS.ORG
6636 Cedar Ave S, Suite 250, Richfield, MN 55423 | 866-454-2732

Lifeworks Services, Inc. is a 501(c)(3) private, nonprofit organization and an equal opportunity employer.
This information can be provided in an alternative format upon request.



UPDATING YOUR CONTACT INFORMATION
Login to Paylocity to update the following:

e First Name e Email

e Middle Name e Street Address
e Last Name e (City, State, Zip
e Phone Number

THINGS TO KNOW

EVV COMPLIANCE REQUIREMENT

Important update regarding Electronic Visit Verification (EVV). As part of the 215t Century
Cures Act, the Minnesota Department of Human Services (DHS) will start full enforcement of
EVV beginning January 1, 2026.

What This Means for You

All employees must clock in and out of visits in real time - that is, at the actual time they begin
and end their services.

Employees and Responsible Parties will continue to use their current designated EVV
timekeeping system (Cashé or Pavillio).

Live in Caregivers may qualify for an exemption from real time EVV requirements. If eligible
and properly documented, they must enter required data once per day instead of clocking in
and out per visit. More details about required documentation and process eligibility will be
shared via Paylocity in the next few weeks.

Responsible Parties must review and approve time entries at least weekly; daily review and
approval are recommended.

Benefits to You

Improved Issue Resolution: Real-time data allows Lifeworks and Responsible Parties to
address concerns more quickly.

Improved Accuracy: Ensures services are recorded in real time, reducing errors and
discrepancies.

You don't need to wait until January 1%t to get started; you can begin today by clocking in real-
time. Thank you to everyone who is already following this requirement.
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We have updated our email system to better support you:

Contact EVVTimeSupport@lifeworks.org for questions related to hours worked.

Contact CASupport@lifeworks.org for questions related to using the Cashé/Pavillio apps.

Contact Payroll@lifeworks.org for questions regarding paychecks.
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