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Colorado Consumer-Directed Attendant Support Services (CDASS)
Electronic Visit Verification (EVV) User Guide
This user guide will walk you through the functionality and features of the

mobile app which can be used on any smart device. For more information on
EVV visit our website at www.palcofirst.com

Before you can use AuthentiCare's mobile app, you need to register your smart
device. To get started, fill out Palco's EVV Registration Form.

You'll need to include:
e Your name, Palco ID, and email address
e The name of your CDASS member, their Palco ID, and their email address

You won't be able to set up the mobile app on your device until Palco

processes your completed registration form. This takes up to three business
days.

Download the App:

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

Step 3: In the search bar, type AuthentiCare.
Step 4: Download the app - AuthentiCare 2.0.
Step 5: Complete the download and tap to open.
Step 6: Tap Allow to access this device's location
Step 7: Tap Allow to make and manage phone calls.
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Initial Set-Up
Step 1: Once downloaded, enter the Setup Code PALCOCOPRD.

Step 2: Click Settings at the bottom right of the login screen.
Step 3: Click See Device Identifier from the menu options.

Step 4: Write down your Device ID as shown on the screen on Palco’s EVV
Registration Form.

10:357

¢ Back Settings

Settings

See Device |dentifier

See Device ldentifier

Reset and Change Setup Code Reset and Change Setup Code

Rate Us Rate Us

End User License Agreement

Privacy Policy
Device ID
Tap to copy:

45C6DBBC-0MEA-498E-
B624-554E2C93F00B

Please write your device ID exactly as shown on your screen, including
any dashes. If you don't provide the correct Device ID, your hours will be
rejected, which could delay your payroll.
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Login to AuthentiCare

Login using the AuthentiCare Worker ID and temporary password Palco emailed
you. The app will prompt you to set your own password.

Menu and Features

See device identifier: Displays the Device ID
specific to your device. It must be entered on

Settings
the Worker record.

See Device Identifier

Offline Reminder: Allows you to turn on/off a
notification that tells you when you lose

service or WiFi connection. The alert is Call Office
displayed on your screen until you reconnect.

Offline Reminder

Force Check-Out

Change Password

Force Check-Out: This can be used to
automatically check-out if the worker forgets. Reset and Change Setup Code
The shift must be corrected in Palco's
Connect portal.

Enable Face Id

Rate Us

Change Password: Navigate here to change
your password.

End User License Agreement

Privacy Policy

Reset and Change Setup Code: You would
only use this if you are changing programs and
need to enter a new set up code.

Logout

GPS coordinates are collected only when you check in and
check out. They are not collected at any other point during
your visit.
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Workers - Clocking In

Step 1: Click on
New Check-In.

You have ne appointments

New Check-In

Step 3: Click on
Service and select

the service you are
| providing for that
shift.

Select Services

CDASS Rate 1

CDASS Rate 2

LRP Homemaker

WWW.PALCOFIRST.COM

Lookup Client

Enter Last Name or Enter Client Id

Lookup

LMONICA, MONICA
Home: 1012 Participant Address
C0 80222

Imanica

MONICA, MONICA

Location Mot Availatle

MONICA LMONICA

Home: 1012 Participant Address
Denver CO 80222

000-000-0000

Service CDASS Rate 1

Delete

Submit Check-In
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Step 2: Choose
the client from
the list of
clients.

If the client is
not found, click
Lookup Client
and follow the
steps.

Your client is
the CDASS
member.

Step 4: Once all
the details are
complete, click
Submit Check-
in.
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Workers - Clocking Out

Step 2: Click
Check-Qut Su b m it
Cient2 Powers Check-Out at

Step 1: At the
end of the shift,

January 19, 2023 (Today)

456 Test St.
APT C101

DENVER, CO 80123 again and SeleCt

(%) Pending Check-Out

eck-Oul 0:42 am -
ELIZABETH LELIZABETH l_og i N to t h ea p p Home: 1012 Participant Address e

perverosezz < the bottom of

o . Service CDASS RATE 1, the Screen.
the visit

indicated as
Pending Check-
Out.

(@) Actual Check-In

Submit Check-Out

Step 3: The
check-out
success screen

Visit Detail

Client2 Powers

© Actun Checicn will appear.
Click Done to
clear the
Locaton -o6.038722 screen.

Check-0ut Time 1:43 pm
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Calendar Tool

The calendar tool can be used to verify a Check-In/Check-Out was completed
and view any past completed shifts. If a shift is missing, use Connect to record
it. To open, click the down arrow (v) in the top right corner. To exit the calendar,
click the X in the top right corner of the calendar.

12:10 pm - 4:28 pm
Edna Mode Chris Part

[?: Completed 'E: Completed

Edna Mode
OCTOBER 2022 =
()

Completed

MOM TUE WED THU

Edna Mode

Fa
() Completed

4:29 pm - 4:31 pm
Chris Part

(%) Completed

&!58 pmi - 457 pm
Edna Mode
™

(») Completed

4:59 pen - 5:00 pem
Edna Mode
;\'_'_r': Completed

]
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Frontier Mode (for limited service areas)

In a limited service area, all Check-In/Check-Out data is stored in the mobile app
until the mobile device enters a location of internet service. Once that occurs, all
data is then pushed to AuthentiCare. This is called Frontier Mode. It is indicated by

the red bar at the top of the screen that says No Data Connection.

MONICA LMONICA

Home: 1012 Participant Address
C0 80222

Step 1: Create a
new check-in by
clicking New
Check-In and
choosing the
client. See page 2
for more clocking-
in steps.

Step 3: Once all
the details are
complete, click
Submit Check-in.

Step 2: Select
the correct
service from the
list of services.

This list might have
services that are
not approved.
Make sure to
choose a service
that is approved to
avoid any mistakes

with EVV data.

Step 4: Connect
to cellular data
or WiFi.

When a shift is
completed, it will
appear as Not
Synced.

This message will
go away when
the device
connects to the
internet.

These shifts are stored for seven days. Your device must connect to the internet

WWW.PALCOFIRST.COM

within those seven days.
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Approving and Submitting Time

All employers and their workers must sign up on Palco's online time portal called
Connect. When you sign up, we'll send your login details by email. At the end of
each pay period, workers need to log in to check their recorded work hours and
send this information to their employer. The employer will then review and
approve these hours to ensure workers get paid. For more guidance, please read
our Connect Online Portal User Guide on our website.

What should | do if | need more What happens if there is a

help or do not understand how to
use the mobile app?

You can attend one of the monthly
trainings Palco offers by visiting
our website and clicking the
registration link under the EVV
section. You can also contact our

mistake with a time entry?
The Connect Online Portal User
Guide explains how to enter time
manually or adjust already entered
time. This should only be done in
special cases, not as a regular

practice. Shifts that require
exceptions or edits will be audited
and reviewed before payment is
approved.

customer service team for help.
Contact us or visit our website for
more information.

What should | do if | have issues that | am unable to resolve with my FMS?

If you have any issues or feedback related to EVV, enrollment, taxes or other
topics that you need to escalate to the Department to get a resolution, you
can send a report using Participant Directed Programs Unit Issues &
Feedback Report Form or email HCPF_PDP@state.co.us

Phone: 1-866-710-0456
Fax: 501-821-0045

Email: customersupport@palcofirst.com
Mail: Palco, Inc.
P.0. Box 13260
Maumelle, AR 72113
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