Welcome to the
FMS System Employee Tutonal. To begin you will need to enter your
user name and password and click on the | agree button.

You have reached the Mains'l Financial Management Syvstem. This site is intended to provide an
electronic interface for entering Mainsl FAMS Timesheets and Invoices. All actions performed by
the logged in user are deemed to be electronically signed by the user. If vou agree to honor this
policy please provide vour digital signature -- enter your login name and password then click on
the I agree.

UzerMame
Pazzword

[ | agree [

To reset vour password please enter your user name and press Feset Password
|  Reset Password |

If vou are having technical difficulty please zend an email to . You will receive a call or email back within 24
business hours
(Monday — Friday §:30am-5: 00pm).



Main Menu Page

The Main Menu button at the top of the page is a
Navigation Bar

Enter Timesheets

Review Timesheets

Print Timesheets

Review Paystubs

Demographics

Logout I Change Password

v

“Enter Timesheets” allows you to add a late timesheet

*Per Federal regulations, time must be entered via the EVV
application

“Review Timesheets” allows you to review all paid and
unpaid timesheets by client and date

“Print Timesheets” allows you to view/print timesheet
information

“Review Paystubs” allows you to access your past
paystubs

“Documents” allows you quick access to user guides
and commonly used forms

“Send Alerts” allows you to send a message to another
user in the system

“Demographics “ allows you to see your demographic
information as well as employees you are assigned to
support



How to Enter a Late Timesheets

Add Timesheet
Current Pay pericd: 10/31/2021 - 11/6/2021 Hours worked for period .24

1. Main Menu [start shit

2. Enter Timesheets ‘ Hour |08 ¥ min: [00 ®am O Em

3. Select the start shift date from the drop [Enaenn

dOWh menu | Hour:[ 05 » Mir':lU'D " Ooasn @ e
. . |Client Service Code

4. Enter the hour and minute shift started, [Tost Tost ] G <

select AM or PM

@ " —~ Malfunctioning Meobile Application When an assigned staff iz unable to check in and
£350n Lode Jor out because the mobile device malfunciions, code 310 should be passed.

5. Select the end shift date from the drop
down menu beceien 0000000000000
Services Provided outside the home. When the GPS collected does not match the expected location, code 105 should

6. Enter the hour and minute shift ended, 105 |loe paseed.
select AM or PM

7. Select the client name from the drop
down menu

8. Select the service code from the drop
down menu

9. Select the proper Reason Code from

method for EVA for a recipient, but the phone lines are not working at check in and f or out, code 300 should be
passed.

Phone unavailable - Verified serviczs wers provided. When IVR is the method of EVW but the phone is unavailsble,
code 405 should be passed.

Pheone Lines not working - Attendant or assigned staff not able to call in. When telephony (IWR) is the designated ‘

Individual f Member refused attendant or assigned staff use of phone - verified services were delivered. When VR is
the method of EVW but the member refused 1o allow the assigned stsff to use the phone, code 410 should be psssed.

Malfunctioning Mobile Application ¥YWhen an assigned s1aff is unable 1o check in and for cut becsuss the mobile devics
malfunctions, code 310 should be passed.

Attendant or Assigned Staff failed to call in or called in 2arly/lste— verified services were delivered If the s=signed =s1sff
faile to check in with EWW or checks in late, but checks out with EWVW, and the services were delvered, code 200
should b= passed. (This is rars 3= most EVYW systems do not allow an assigned staff to check out without firsz
checking in). The reason code is necessary as the invoiced start time will be different than the acteal start time or
there is no actusl start time collected by the EVAJsystem.

Attendant or Assigned Staff failed to call gut earky/late —verfied services wears deliversd If the assigned staff fails 1o

the dropdown list. * To see the reason
check out or checks out 2arly or late, but the services were delivered, code 805 should be passed. The reason code is

code definitions please click the
magnlfylng g|aSS necessary 3= the invoiced end time will be different than the actual end time or there is no sactual end time collecied by
theEWW device.

. . Attendant or assigned staff failed to call in and cwt — or both the in and out times were |ateearly -—verified serices
10. Enter any required documentation a

were delivered If the assigned =taff fails to call both in and cut or bath the actusl start and actual =nd will be different
related to time period in check off and text
boxes.

*Required time entry notes will vary
depending on the services the participant
is receiving.

11. Select Save

from the invoiced start and invoiced end, but the services were delvered, cods 310 should b= passed

Wrong phone number — verified services were defivered If VR is the EVW method but the number collected is the
wrong number, code 815 should be passed

“Werified Edit - reduced hours to stay within the plan of care Changing the timeshest to reduce the number of hours to
fit the budget allowance, code 0 should be passed

Select one or many service activities that apply Description of the

Cither Sup=rvision

[ other (provided break to caregiver) [ are thers any iSSues or Concerns

activities provided
during the time period

|'Were thera health, safety, welfare issues/ concems during the shift

are checked off here

No concerns

Information regarding the
health, safety and welfare
should be entered here




MPW —Time Entry Rules

The Time entries must comply with the following rules:

All services combined (with the exception of respite) cannot exceed 40 hours a week between all
employees/services, Sunday — Saturday.

Employees are not allowed to have overlapping hours across all clients that employee provides
for

If employee contract is outdated, employee can’t enter time
Service Documentation-required to provide the following four responses to each service
provided

» Brief description of the activities provided

* Information regarding the health, safety, and welfare of the consumer

* Concerns/issues that may have occurred

* Progression, regression, maintenance-drop down box

* Comment section for progression, regression, maintenance

AM and PM are required for all shifts entered
Representative must review all time and service documentation prior to approving time
Support Broker must review all time and service documentation prior to approving time



HCB2 — Time Entry Rules

The Time entries must comply with the following rules:

1. All services combined (with the exception of respite) cannot exceed 45 hours a week between
all employees/services, Sunday — Saturday.

2. Employees are not allowed to have overlapping hours across all clients that employee
provides for

3. If employee contract is outdated, employee can’t enter time

Service Documentation-required to provide the following four responses to each service
provided

* A brief description of the activities provided
*  What choices of activities made
* Issues or concerns regarding the wellbeing of the participant

5. AM and PM are required for all shifts entered
Representative must review all time and service documentation prior to approving time
7. Support Broker must review all time and service documentation prior to approving time



How to Review Timesheets

1. Main Menu

2. Review Timesheets If & visit is completed in the ::I ;:niﬁ;;;;e;iﬁ::

3. Select the client from the drop down menu EVV app the verified column Edit Button. Please note
will say True. If @ visit is approved entries cannat
entered in the website or be edited

4. Select the date range from the drop down menu edited the column will say
False.

i,

Edited shifts or shifts that cross midnight may appear differently in
the mobile app

Clentid Begin Date End Date Service Last First Description Hours Paid Broker Approved Hep Approved Paid YisiiD Timeshe =80 Verified
Time Tme Code MHame Mame Dt

120872020 1218/2020
1 60612 G061 ac
- PM PM L Care

Test-

Client/A1tendant iy 66 Ino INo No 1057467876 (True | View/Edt || Delete

12/8/2020 [12/8/2020
|1 60553 60600 |ac 1€ lclientAllENdANt, 00 o INo No 1056467875 [True | View/Edt DeleieH-
oM =Y ! Care

120872020 127872020

1 55533 55542 lac [ oS iclientf lendantly o5 INo No No 1055467874 (True | View/Edk || Delete |
1 Care
l _PI." _PI-I | l 1 _____.j_ 1
e — —'_'_‘_'_'_‘_ — -
Approved time entries status  |— Time entered
will say Yes, Not Approved in error cam be

time entries will say Mo deleted




View of Timesheet Visits In FMS Website

Empieneni 1 emaienee e w6 ONCE USET clicks edit

they will now see a full

view of the timesheet

visit information which
includes the GPS

s | ocation Map, Activities

selected and

Comments entered

Fers Fars ‘e bl wwYw Brse creaT g e o8




How to Edit a Timesheet

1. Main Menu

2. Click Review Timesheets
3. Select the client from the drop down
menu

4. Select the View/Edit button

5. Edit the hour and minute shift started,
select AM or PM

6. Edit the hour and minute shift ended,
select AM or PM

7. If a shift is being edited the user must
select a Reason Code from the provided
drop down menu. When a code is selected
the definition of the reason code will
appear.

8. You will be able to edit service
documentation for the visit by clicking the

checkboxes under Activities.

3. You will also be able to edit or enter
Comments for the Visit

10. When finished click the Save Button

Add Tamesheet T ———l
%R 2y o4 Moy werkat b oaed o O
S Shk
120200 v wowr 10V e |24 LE
£nd Shi )
12102000 v sour 10 v e |30 | 8¢ Ore
e Cade |l v SEVORE Povdd Sude e hone TWhen the GFS coleing 000 20 Nt D RSN Beacn ook U5 58000 De passed

v

SEVCE L%

IYaHCmv |x v I

St 008 OF MINY SRFCR ACTNIDRS That 35ely

LJ Mararag 2 safe erveonme ) Siowpen

VTR THere NAITA. 53%ety. Weitare IS50e CONCAMS Curag e AR

Comments Can be entered here.]




List of Reason Codes

0d Descripbon

105 Sennces Prov:dedoutsndcmehom When the GPScolecteddoesnolmatchmeexpectedlocauon code IOSshouidbepassed

hone Lines not working - Attendant or assigned staff not able to caill in Whenlelephony(NR)usmmqnahedm\hodlorEmea
Yecptent.bmmephoneMesaremtwwkmgatchecknmdloroutcodewOshouldbepassed

05 Pm unavailable - Venfied services were provided When IVR is the method of EVV but the phone is unavaiable, code 405 should be
passed

indmoual/Memberr\efusedattendamo«assugnedstaﬂuseolphone venfied services were delivered. When IVR is the method of EVV

*“L(f}e membe: refuscd tc allow me assagned staﬂ lo use lhe phone code 410 should be passcd

fMalhmcnonmg Mobile Apphcawn When an asstoned staff s unable to check in and /or out because the mobde device malfunctons, code
pw should be passed

Attendant or Assigned Staff failled to call in or called in early/late- verified services were delivered If the assigned staff fails to check in with
EVV or checks in late, but checks out with EVV, and the services were delivered, code 900 shouid be passed. (This is rare as most EVV
'aystemsdomtalowanassignedstaﬂtomeckmnmmwmecbngin) The reason code is necessary as the invoiced start time will
bedvﬂetemmanmeacmalstanm\eorthefensmactualstanmcouectedbytheEWsystem

Anmdanto:Amgned Staff failed to call out early/late —verified services were delivered If the assigned staff fails to check out or checks out
905 eadyorme but the services were delivered, code 905 should be passed. The reason code is necessary as the invoiced end ime will be
ddletennhan!heactualmdumeorMrensnoacmalendnmecolectedbymeEWdem

Pttenduﬂorassugnedmﬂfaudwcalmandoul or both the in and out tmes were late/early --verified serices were dekvered If the
910 sgned staff fails to call both in and out or both the actual start and actual end will be different from the invoiced start and invoiced end,
t the services were delivered, code 910 should be passed
N'Vrongphonenumber-vemedservvceswefedelwetedMIVRcs!heEWmemodbutU\enumbercolectednsthroognumber code 915
phouldbepassed




How to Print an Employee Timesheet

1. Main Menu

2. Print Timesheets

3. Select the client from the drop down menu

4. Select the date range from the drop down menu

5. Print Timesheets
*** Please note, you are not required to print and submit your timesheet, this is simply a function available to you if you
want a paper copy for your records ***

05/05/19 - 05/111/19 v Test, Client

Print Timesheet




Example of a Printed Timesheet

Documentation/Information Must Be Printed & Service Documentation Must Accompany Timesheet

Consumer Name/ID # Jones, John/1001 Pay Period 5/12/2019 to 5/18/2019
[Employee Name/TD # Employee!l, Test1/1000 Employee Address/Zip Not Selected, Not Selected
Date Of Service " Service Provided " Service Provided " Service Provided " Service Provided |
[ o] || || |

(Time IN||Time OUT||Hours|[Time IN|[Time OUT|{Hours|[Time IN||Time OUT||Hours||Time IN|[Time OUT|(Hours|
2019515 [13:30eM[[ 6:00pM | 250 || | | | | | |

Subtotals Wk || 23| 0.00] 0,00 0.00]
Total hours || 2.50)] 0.00]| 0.00]] 0.00|
GROSS TOTAL AMOUNT FOR PAY PERIOD |
Service & Billing Code || Hours " Rate || Total |
Attendant Carel| 2,50 1150 275
Totals:|| 2.5 | 28.75|
|
Employee Signature Date Consumer/Representative Employer Signature ~ Date
|
Support Broker Signature Date

PARTICIPANT DIRECTED SERVICES SERVICE DOCUMENTATION

Documentation/Information Must Be Printed & Service Documentation Must Accompany Timesheet

Consumer Name & ID #: Jones, John/1001 Employee Name & ID Employeel, Test1/1000

For each date of service please outline: 1) A brief description of the activities provided; 2) Information regarding the health, safety, and welfare of
the consumer; 3) Concerns/issues that may have occurred; and 4) Progression, regression, or maintenance of goals.

Date Service Provided " Hour(s) " Notes |
3152019 2.50 Notes, Notes, Notes, , Progression

Totall| 25 |




How to View Documents

1. Main Menu
2. Documents
3. Select the type of documents you wish to view from the specific buttons

MAIN MENU

Resource Folder - Forms Folder Commonly Used Forms Tutorials
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How to Send Alerts

Main Menu

Send Alerts

Select the user from the drop down menu
Select the Program from the drop down menu
Type the Message in the text box

Send

Test, Employee Provider

Typethe messaseyou
would liketosendto
anotheruserinthetest
box

Mot Selected v

e

‘ Send |

‘ Cancel ‘




How to Log Out

Sorry, your session has timed out
Click hera to log |
2010 Mains Senvices. All ignis Feserved.

To properly logout the user can click the Logout Button
located on the bottom of every screen the user has access to.
If there is inactivity, the system has an automatic log out

feature built in that will logout the user after 15 minutes of
inactivity.



How to Change Password

J Save U | Cancel |

Pas=sword must be at keast eight
characiers in l=2ngth and contain at least
one of these special characters (EF587)
and at least one Capital l=etter one lower
cass lketter and one number.

1. The user can click the Change Password Button

2. The user will enter the Old Password

3. The user will enter the New Password

(Password parameters will be located at the bottom of
the screen)

4. The user will confirm the New Password

5. When finished the user can click the Save Button



1 MAINST
—_— —™”

This will conclude the Employee Tutorial
Thank you!




