AXISCARE EVV MOBILE
APP - MAINE PALCO

O O
Electronic Visit Verification (EVV) User Guide

EVV is a system which electronically verifies that home or community-based service visits occur by capturing
and documenting six points of data: type of service, individual receiving services, individual providing service,
location of the service and the time the service begins and ends. This user guide will walk you through the
functionality and features of the AxisCare mobile app which can be used on any smart device. For more
information on EVV visit our website at www.palcofirst.com.

Download the Application

Download the AxisCare App

Step 1: Go to the App Store on your mobile device.
Step 2: Tap on Search

Step 3: In the search bar, type "AxisCare"

Step 4: Download the app- "AxisCare Mobile".

Step 5: Complete the download and tap to open.

Activating your account

b B ' PALCO PA
AxisCare PAI_CO PALCO Palco Sandbox Palco Sandbox

. Check your email for the Resicertial zip code
MaineCare MaineCare verification code

code

MM / DD [ YYYY

ACTIVATE ACCOUNT

ai Verification

SUBMIT

Once downloaded, Next, you willneed  Use the email From your email, Next, you will enter
enter the Server ID  to Activate your associated with your typeinthesixdigit  your zip code and
provided to you by Account. Palco enrollment Verification Code Date of Birth and
Palco. and click Next. and click Next. click Submit.

The AxisCare server ID for Maineis “12841"
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Activating your account (cont.)

€ Goback b
PALCO

Enter the username and password
given to you by your agency

€ Go back &
PALCO

PALCO »x

Setupa PIN. You'll need this PIN
when you open the app or switch
profiles

B>

Username

PALCO

Show Your password has been set

successfully. Your username is
Password

SIGN IN

Password confirmation rontest

NEXT

PIN confirmation

On your first login,
you may be asked to
set up a four digit pin
number to easily open
the app while working
without having to put
in a password.

Use the username and
password you set up
earlier tologin. If you
forgot your password,
click “Forgot
password?” to begin
the recovery process.

Once completed, you
will receive a “success”
message, as well as your
username. Make sure to
take note of this
username for login.

Next, you will need
to create a password
and confirm that
password by
entering it again.

Employees- Clocking In/Out

=B

Home Schedule Alerts Chat

& CREATE VISIT FOR...

client, Cinici ~ test, test

No upcoming or recent visits

Check your calendar to see all your visits.

1. Click on the

Create visit
client, Cinici

<«

Choose a servicefWe'll remember your
choice next timgffor this client

SERVICES

Q Athome service in Maine

QO Inthe community service in Maine
Choose a time. You have three options: for,

until and from. We'll remember your choice
next time you create a visit for this client

DAY AND TIME

® For 1hour v Starting now
Shortcuts
16m (som | ihr (1shr (2hc (3he ehr

QO until... ex: now until 5:30p

QO From.. ex: next Friday from 3p - 5p

Q Tip: We'll remember your setings next time you
create a visit for this client

2. Choose the

Create visit
client, Cinici

(® At home service in Maine

Q' Inthe community service in Maine

Choose a time. You have three options: far,
until and from. We'll remember your choice
next time you create a visit for this client

DAY AND TIME

O For.
O until...

@ From To — 1 hour
1:30) ph | 2:30) BV

November v
Sun Mon Tue Wed Thu Fri

A ® ¢ v

19 20 21 22 23 24

Q Tip: We'll remember your settings next time you
create a visit for this client

3. Choose the Day

Within the last 14 days, have you been in direct
contact with anyone who has been diagnosed
asinfected with, or is suspected to have been
exposed to coronavirus/COVID-19?

YES

Visit created

4. Answer

CLOCKED IN since 12:33 PM (1h) >
& Visit with Cinici client

Cinici client

Wed Nov 15 12:30 PM - 5:30 PM

@® 12:33PM -

3164 PARKVIEW AVE CINCINNATI, OH 45213
@ OPEN INMAPS

@ can't clock o til 3:30 PM

Notes

Past care notes

5.Whenyou are

ready to clock out,
click on the current
visit. There will be an
option to clock out.

questions related to
the visit and you
will be clocked in.

and Time you are
wanting to start
your shift.

client you want service you are
to create a visit providing from the
for. list of Services.
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Approving and Submitting Time

All employers and employees must be registered in Palco's online timesheet called, Connect.
During Enrollment, you will be sent a link to register, or you can do so by clicking here. At the end of
every pay period, the worker must login to review the recorded EVV time and submit it to the
employer. The employer will review and submit the final approval to Palco in order for workers to
be paid. Please review our Connect for EVV User Guide located on our website for instructions.

Why can’t | clock in/out? What happens if there is a mistake
with the time entry?

Here are a few reasons why you may be having

troubleclockmgm/out: ) The Connect for EVV User Guide outlines
e You are trying to clock in/out too early.

5 Vot g e dledk iient: (e i fisin the instructions on how to manually enter a shift on
home. a timesheet and how to make changes to a shift

« You might not be enrolled properly ; originally recorded in AxisCare. Shifts with
connected to the employer. Contact Palco if ~ €xceptions/edits may be subject to auditing and
you believe this might be the issue. review before payment.

What should | do if | have issues with the application that Palco can’t solve?

Before contacting AxisCare, it might be best to use the “Reset App” option which is located
on the login screen of the app. When you click this, the app will delete all data and you will
be forced to start from the beginning to reactivate your account. If you are still having
issues, please contact AxisCare at 800-528-6201 or email support@axiscare.com.

Other Questions? Contact Palco!

Phone: 1-866-710-0456

Fax: 1-877-859-8757
=R

Mail: Palco, Inc.
| e P.0. Box 13260
A Maumelle, AR 72113
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