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Getting Started 

What Each Icon Means 
 

Home (Default View)  
1st Icon on the bottom of the screen 

 

Care History 
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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How to Reject Time Entries 
1. If you are choosing not to approve the employee’s time entries, Click the Reject 

 
2. Enter notes in the text field detailing why the visit is rejected 

 
3. Then click the Reject button 

 
4. Click OK in the “Timecard Rejected.  The timecard was rejected and has been sent to 

your caregiver for review.” box to continue 
 

5. The time entry has gone BACK to the employee to be corrected & resubmitted. 

 

  

 

Tap Reject button Add reason for rejecting the entry Tap OK to continue 
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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@lifeworks.org to get your login information again. 
 
When you email, include: 

• Your Full Name 

• 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 

IF YOU CANNOT LOG IN 
1. Check your email and password 

 

• Make sure they are typed correctly 

• 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  
 

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

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

 

WHAT IS MY PIN? 
You should have set up your PIN initially when you logged in.  Reference HOW TO SET UP A 
PIN FOR THE FIRST TIME if you have not done so yet.   
 
If you want to Change your PIN, Reference HOW TO CHANGE YOUR PIN. 
 
If you have Forgotten you PIN. Reference HOW TO RESET YOUR PIN.  
 
You can also submit an email ticket to our technical team at CASupport@lifeworks.org. 

Include the following: 

• Description of why you are reaching out 

• 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. 

 
WHY DO I 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: 

• You are reviewing or approving timecards for caregivers  
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• View budget details 

Need help using the responsible party role? 

Check the Cashe User Guide – Responsible Party on our webpage: 

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

 

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: 

• On the login screen click forgot password 

• Folow the steps to reset your password 

• 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: 

• 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 

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

• Click Menu 

• Click Logout 
 

To Log back in: 

• Enter your email 

• Enter your password 

• Click caregiver role 



 

 

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@lifeworks.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: 

• Screenshot of the error message or Care recipients screen showing the missing 
client 

• 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.  
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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. 

 

HOW DOES MY EMPLOYEE ENTER TIME? 
Your Employee will log in to their Cashe EVV Profile to Clock In at the beginning of their visit 
and Clock Out at the end of their visit.  They can reference the Employee User Guide for 
Cashe FMS on our website https://www.lifeworks.org/timekeeping/ for more information. 
 
If you have further questions, please submit an email ticket to our technical team at 
CASupport@lifeworks.org include the following: 
 

• Description of why you are reaching out 

• Your Full Name 
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• Your Username 

• Name of Employee 

• Name of Client 

• Preferred contact method for the response 
o If a phone call is preferred, please specify the best Date & Time for a 

returned call. 

I ACCIDENTALLY APPROVED A TIME ENTRY; HOW DO I GET IT 

CORRECTED OR DELETED?  
If you or your Employee 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. 
 
 

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

• Middle Name 

• Last Name 

• Phone Number 

• Email 

• Street Address 

• City, State, Zip

 


