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Click on 

MENU 

 

Click on 

ATTENDANCE 

Click on 

ATTENDANCE 
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If GEOLOCATION is enabled in your browser 

settings or phone, you will see this pop-up 

asking if you will ALLOW or BLOCK the 

capturing of this information 
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Individual Attendance 

 

 

 

 

 

 

 

 

 

 

 

 

               

               

               

         

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Use dropdown 

to select 

SERVICE  

 

Use the 

calendar icon 

to select DATE 

 

Select STAFF 

name or CLEAR 

STAFF 

 

Use checkmark 

to select 

CLIENT 
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Individual Attendance (cont’d) 

 

 

 

 

 

 

 

               

               

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*The following is 

an example of an 

Individual 

Attendance Entry 

 

Select the CLIENT to 

enter the individual 

Attendance capturing 

the EVV data 

 

Click on the 

green IN ICON 

to capture EVV 

in real time 

 

 



v v 

How To Utilize EVV in Attendance 

Individual Attendance (cont’d) 

 

 

 

 

 

 

 

               

               

               

               

               

               

               

               

               

               

               

               

               

     

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Use the dropdowns to select the 

Transport, Service Location 

(Required: Home or Community), 

In Note and Category 

 

Click the SAVE 

ICON to save the 

TIME IN data  
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Individual Attendance (cont’d) 

 

 

 

 

 

 

 

               

               

               

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on the TIME OUT 

ICON to end 

Attendance                                               

 

Click the SAVE ICON 

to save the TIME 

OUT data  

 

A green attendance banner 

will display when Attendance 

Data has been successfully 

Saved 
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EDIT Individual Attendance 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on MANUALLY 

EDIT EVV to edit EVV 

Attendance Data 

 

Use the Dropdown to select 

the MANUALLY EVV Entry 

Reason, if Other then add 

note 

 

Click SAVE ICON 

to save edited 

Attendance data 
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Group Attendance  

 

 

 

 

 

 

 

               

               

 

 

 

 

 

 

 

 

 

 

Click on the SELECT ICON 

to select ALL of the clients 

in the service, unselect 

clients as needed 

Use the dropdown arrows to 

select the Transportation Type, 

Category and Service Location 

for the selected clients 

 

Click on the green 

IN ICON to capture 

the EVV data for the 

selected clients 
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Group Attendance (cont’d) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on the SAVE ICON when 

complete and all data entered at 

the top will populate to the selected 

clients and the EVV will be captured 

A green attendance 

banner will display when 

Attendance Data has 

been successfully Saved 

 

Click on the red OUT 

ICON to capture the 

OUT EVV data and 

click the SAVE ICON 

 

 

 


