- Oregon Department of Human Services

Express Payment & Reporting System (eXPRS)

Express Payment & Rﬁpumng System

eXPRS Mobile-EVV for Agency DSP Staff
How to End an EVV Shift

(updated 10/26/2020)

eXPRS Mobile-EVV allows DSP Staff for Agency Providers to log their time-worked
immediately when they start and stop working with individuals. eXPRS saves the
SD billing information from EVV as a draft to the eXPRS website. The draft EVV SD
billings that are created will be ready for someone else at your Agency Provider to
review & submit them for payment.

Remember, eXPRS Mobile-EVV uses the term ‘shift’ to mean the time you, as a
DSP, work with an individual receiving services. Shift does not necessarily mean
your entire day working for the Agency Provider as a DSP. These ‘shifts’ in eXPRS
Mobile-EVV create the SD billing entries that document when you worked with an
individual as a DSP for the Agency.

This guide will give you step-by-step instructions on how to use eXPRS Mobile-
EVV to tell eXPRS when you are finished working with an individual(s) as a DSP for

the Agency Provider, meaning to End an EVV Shift with that individual.

To End a Shift working with an individual in in eXPRS Mobile-EVV:

1. When you are finished working with an 4
individual from your Agency, use a mobile |’ o
device (smartphone or tablet) to launch the eXPRS
website (if you have it saved),

Clock Maps

R ... launch an internet browser (such as Safari,
Chrome, Firefox, Edge, etc.) to search for the eXPRS
website.

This guide uses Safari in its examples.
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2. If searching, in the browser app you have Y =
opened, enter the key words ‘exprs login’ in | ° 1
the search window, like shown here. |

Then tap GO to search

1 Search by using the
key words:
1 "exprs login"

here.

aiwlelrjtiyiulifolp
a s df gh j k I

B Z xlclvibln | m| s

123 @ @ space y ﬂ

/'\ !
3. From your search results, tap on the link for ; R .
eXPRS - Login to go to the eXPRS website. i' ® 1
> REMEMBER!! - eXPRS Mobile-EVV YT T
is not an app that you download to the | Q @ eXPRS login e |l
device. It the eXPRS website that has been
configured to be used on a mobile device. | | exPRSigin ~ By I

ALL NEWS SHOPPING VIDEDS IMAGE

o) hitpss/apps.state.onus « exprsed

eXPRS - Login f\\’
Login. You are in the ¥roduction environment.
Please report any IssL the Technical

Assistance Request |

-

Tap on the link for
eXPRS Login
from the search results.

'.. 7

—
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4. When you are at the eXPRS Mobile-EVV
login page, enter your eXPRS Login Name &
Password, then tap SUBMIT to log in.

If you also work as a PSW, be sure to select
the correct user type — Direct Support
Professional — for the Agency you work for
from the Organization/Program Area
dropdown.

Tap SUBMIT again to complete your log in.

wil ¥ 41 AM

astrmert of Huran Sar

) bt vices
Express Payment & Reporting System (eXPRS)

Login
You are in the Production environment.
Login Name:

userID
Password:

200000000
Submit ()

Forgot your passwors
eXPRS User Help Guia
Contact Us

/\

—

T e e r—
L Express Payment & Reporting System {eXPRS]}

Login

Pazzword accepted. Chaose your organization
andlor pragram area for this session.

You are in the Production envirenment,

Login Name:

userID
Password:

Organization/Program Area:

" Agency [Direct Support Prafessional) [~
PSW Last, First (PSW Provider )
Agency (Direct Support Professional)

Submit )

Forgot your passwore
oXPRS User Help Guides,

Contact Us

£ 1

—
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5. Once you have successfully logged in you will o
see a message screen. |’ 1

Please read the message & then tap on

YL EY to continue. | 1 .

Hello, DSP Staff user

Today's date 's Thu Mar 05 11:04:20 FST 2020

A By clicking this bax, | acknowledge that the stark
and end times recorded by the EVV system
accurataly reprasent times that | start and end
providing services/supports for the recipient. |

1 certify that | will previde services/supports for the
recipient for the entire time between the startand
and times, and that the sarvice,/supports will ba
del d Ing ta the reclplent's service plan
and the provider/recipient service agreement. |
acknawledgs that failure te da so may be
considered Medicaid fraud.

Things to Knaow,

HNona
Acknowledge
D
e

< m
|_
6. You will now see the EVV ‘Dashboard’ / s
screen with the open SD billing entries, or f L 1

EVV ‘shift(s)’, you currently have running.

2:47 AM

To tell eXPRS you are finished working with || exPrs
an individual and to close the SD billing You have been working for:

entry, tap on the m button. : =

BRANCH, OLIVE
Aftendant Care (OR526) 11:08 AM 382020

Start New Shift (m
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7.

In the next screen, tap the name(s) to select
the individual(s) you are finished working

with.

If you’ve been working with multiple
individuals, you can scroll down through the
list or use the quick search field to find the

name of the individual(s).

You can select multiple individuals, if

needed.

Once you’ve tapped on an individual(s)
name, the button for them will

when selected.

Tap on the button to move to

the next screen.

If you need to change the individual that you
are closing the SD billing entry, use the
button to return to the previous

screen.

ALWAYS use the button to go back.
Do not use your browser app’s back button.

exXPRS =

Select the Individuals you are
ending your shift for:

Type Client Name

Select all that apply

| BRANCH, ou\rE(‘b

Dan't see your Individual( 3

A

< M (N D
- i
[ ] b \
: _
|
| eXPRS ==

Select the Individuals you are
ending your shift for:

Type Client Name

Select all that apply

Dot see your Individual(s)?

3 B
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9. You will now see a confirmation screen
showing the selected individual(s) you’ve °
said you’re finished working with & need to
close their SD billing entries, meaning end

241 AM

their EVV ‘shift(s) in eXPRS. Rl =eRs =
Please confirm the following:
Tap the button to te” eXPRS you are N You are about to end the following services:
. . 1 BRAMCH, OLIVE
fl n I S h e d . Allendant Care [OR528) 1108 AM 352020
If you are not finished working or need to i F

make corrections, tap the No button to
return to the previous screen.

10.Depending on how the Location preferences
are set up on the mobile device AND the ®
web browser you are using, you might

receive a pop-up message asking to confirm oRs _
your location where you end working. ) .
Please confirm the following:
If you get a pop_up message tap A"OW Or You are about 1o end the following services:
?
" BRANCH, OLIVE
OK to continue. Atte o
The website "apps.

. . . 1 state.or.us/exprsWeb/"
eXPRS Mobile-EVV will capture single, would like to use your
‘point-in-time’ coordinates of where you are el pii sl
ONLY when you START & END working with C hilow “‘@'
individuals, which is a requirement of the Don't Allot
federal law for EVV.

¢ N
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If you do not have the Location preferences
set up correctly for the device AND the web
browser you used to login to eXPRS Mobile-
EVV, you will receive an error message like
shown here.

REMEMBER ...

Location services must be turned ON &
enabled for BOTH your Device AND the
Web Browser you are using.

11.I1f you have successfully closed the SD billing
entries & are finished working, eXPRS
Mobile-EVV will confirm by showing you a

El¢:ldsreen check mark.

Tap on the blue m button.

Please enable location
access in order to continue
with your shift,

eXPRS —

Shift(s) Successfully Ended
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12.Now that you have finished working, the
updated SD billing information is
automatically saved as a draft in the eXPRS
website. You will be returned to the main

EVV ‘Dashboard’ screen.

From here, you can now select a SERVICE to
report you are starting to work with another

individual(s),

OR...

Logout of eXPRS Mobile-EVV.

@
|
XPRS { R )  —
Select the Serviceyou are about
to be z

-

o

| Relief Care {ORS07)
Attendant Care Group [OR526 RH)

Attendant Care 2:1 (OR526 ZE)

Attendant Care (OR526)

Don't ses your sarvice?

O

< b ua]

/—\

Unable to use eXPRS Mobile-EVV to report you are
finished at the time you stopped working?

There may be times that you are not able to use eXPRS Mobile-EVV at the time
you stop working to close your SD billing entry, meaning the EVV ‘shift’.
For example: there is no internet or cell service available at the time/location
you stopped working, your device’s battery has run out, etc.

In those situations:

e Follow steps #4 - #9 in outlined above to use eXPRS Mobile-EVV to report you

are finished working as soon as you are able.

OR

e Report the end-time information & reason you couldn’t/didn’t use eXPRS
Mobile-EVV to someone at your Agency Provider. Someone at your Agency
can then manually update the SD billing entry in eXPRS to show when you
actually finished working. They will also need to report the reason why you
weren’t able to use eXPRS Mobile-EVV when you were finished working.
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Forgot to Report you were finished in eXPRS
Mobile-EVV at the time you stopped working?

There may be times that you are not able to use eXPRS Mobile-EVV at the time
you stop working or you forget.

If you forget to use eXPRS Mobile-EVV to report you finished working and it’s
been 24-hours or more from the time you started working, eXPRS Mobile-EVV
will prompt you to add that End Time information for your open ‘shift’ the next
time you log in.

**You will not be able to use eXPRS Mobile-EVV to report you’ve started
working for an individual until you have added the End Time information for
‘shifts’ that have been open longer than 24-hours.

To add End Time information to a work entry that has been running
longer than 24-hours:

1. With a mobile device, log in to eXPRS
Mobile-EVV. Enter your eXPRS Login Name | Ps
& Password, then tap SUBMIT to log in. |

il F 941 AM

) Oreuen Depariment of Human Sarsices
N Express Payment & Reparting System (eXPRS)

Login
You are in the Production environment,
Login Name:

userID
Password:

(ITIITTY Y]
Submit ()

Fargot your passwor”

eXPRS User Help Guia

Contact Us

/‘\

o
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If you also work as a PSW, be sure to select
the correct user type — Direct Support
Professional — for the Agency you work for
from the Organization/Program Area
dropdown.

Tap SUBMIT again, to complete your log in.

2. Once you have successfully logged in you will

See a message screen.

Please read the message & then tap on

iVe LGP to continue.

e e —
L Express Paymant & Roporting Systam [2XPRS)

Login
Pazsword sccepted. Choose your organization
andfor program area for this session.

Wou are in the Production environment.
Login Name:
userlD
Password:

Organization/Program Area:

“Agency {Direct Support Protessional) |-
PSW Last, First (PSW Provider)
Agency [Direct Support Profossional)

Submit ()

Forgot your passworg
aXPRS User Help Guides__-
Caontact Us

e |

el

eXPRS =

Hello, DSP Staff user
Today's date 's Thu Mar 05 11:04:20 FST 2020

By clicking this bax, | acknowledge that the stark
and end times recorded by the EVV system
accurataly reprasent times that | start and end
providing services/supports for the recipient. |
certify that | will provide services supports for the
recipient for the entire time between the startand
and times, and that the sarvice,/supports will ba
del d Ing ta the reclplent's service plan
and the provider/recipient service agreement. |
acknawledgs that failure te da so may be
considered Medicaid fraud.

Things to Knaow,

[i[4]

HNona
Acknowledge
D
e
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3. If you have a ‘shift’ or SD billing entry that

has been open & running longer than 24-
hours, you will receive this message once
you log in.

Tap the m button to add the

correct End Time information for that work
entry.

3. Depending on how the Location preferences

are set up on the mobile device AND the
web browser you are using, you might
receive a pop-up message asking you to
confirm your location where you are ending
your shift.

If you get a pop-up message, tap Allow or
OK to continue.

eXPRS Mobile-EVV will capture single,
‘point-in-time’ coordinates of where you are
ONLY at the time you START & END your
shift, which is a requirement of the federal
law for EVV.

2471 AM

You have a shift that has been open

longer than 24 hours. Please click \
"End Now" button to end this shift.

2:41 AM

eXPRS =

Service: Attendant Care (ORS26)
Start Time: 3/6/2020 4:36:00 PM

£n
The website "apps.

state_or.usf/exprsWeb/"
would like to use your
' current location.

.

Don't Allow

I

£n
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4. You will now see which individual(s) have o = =

/
‘shift(s)’ or SD billing entries, that are open ‘ ° \
& have been running for more than 24- _

hours. eXPRS =

You may need to swipe up on the screen to

see more information hidden at the bottom. ] !
' Service: Attendant Care (OR526)
Start Time: 9/25/2020 2:25:29 PM PDT

End Date & Time

L4 October 2020 >

Su Mo Tu We Th Fr Sa
30 1 2 3

8 9 10

oy
(¥, ]
=)
-

1 12 13 14 15 16 17
18 19 20 21 22 23 24
25 QeE 27 28 29 30 3

5. NEW FEATURE: Use the calendar to o . ",
select the END DATE the shift should have [ o \
ended for the individual.

Tap on the date to select it. eXPRS =

Service: Attendant Care [OR526)
Start Time: 9/25/2020 2:25:29 PM POT

End Date & Time
4 September 2020 >
Su Mo Tu We Th Fr Sa
1 2 3 4 5
6 7 g 9 10 11 12
13 14 15 16 17 18 19

20 21 22 23 24 q} 26

27 28 29 30 1
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6. NEW FEATURE: Use the time wheel to 7= .
enter the END TIME the shift should have " |
ended for the individual. You may need to
swipe up on your screen to see the time

wheel. End Date & Time T
< September 2020 >

Tap on the arrows to move the time wheel | Su Mo Tu We Th Fr §
up or down to the correct HOUR & MINUTES e L 2 & 5
. . . ¥ 6 7 & 9 10 11 12

for the End Time desired. Selecting a value o e e e e
for SECONDs is not required. 20 21 2 23 24 2%

27 28 29 30
NOTE: The time wheel uses 24-hour,
military time. For example: 16:00 = 4:00 PM

+ + +
16 ? 00 ,34
@ + =
/-\
7. Select the END REASON from the dropdown . *

for why the shift was not ended when it |' |

should have. You may need to swipe up on j m

your screen to see the End Reason _ T
dropdown. , & 7 & 9 10 11 12
J 13 14 15 16 7 18 18
F- 20 21 22 23 24 Rl 26
27 28 29 30
+ + +
16 00 34
+ + +
Reason
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8. With the DATE & TIME, and the END
REASON for the shift now selected, tap on

the m button to end the EVV

‘shift’ and close the SD billing entry.

9. If you have successfully ended your shift &
closed the SD billing, eXPRS Mobile-EVV will

confirm by showing you a large

Tap on the blue m button.

-

13 14 15 16 17 18 19
20 21 22 23 24 QEEW 26
27 28 29 30 3

+ * +

16 : 00 : 34

+ + +
&

Reason

Forgot to clock out at the end of shift |~

eXPRS =

Shift(s) Successfully Ended
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With your EVV ‘shift(s)’ now ended, youcan .
Start an EVV Shift to report you are now "" ®
working with someone else as a DSP,

OR ... ‘ eprs a e ‘

Select the Servicelyou are about

Logout of eXPRS Mobile-EVV. | lobegih I

" | Relief Care [OR507) |

Attendant Care Group [OR526 RB)

Attendant Care 2:1 (OR526 ZE)

Attendant Care [OR526)

Don't see your sarvica?
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