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MANUAL TIME ENTRY

QUICK GUIDE AT A GLANCE Manual Time Entry

IMPORTANT
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  QUICK GUIDE

If you need to enter time for an earlier pay period, or you need to enter time for a different participant than shown, you can do this by using the 
back arrow (1) below Pay Period or the drop-down (2) arrow below Participant.

For the day you need to enter time, select Add Entry (3).

When you first log in, you will see the Time Entries page for the current pay period. 

If you need to use the web portal to submit a manual time entry, you will use the new Time Entries page starting June 21, 2021.  

The ‘Archived Timesheets’ page will allow you to see any timesheets that you had submitted (before June 21, 2021) using the previous system setup. 

Helpful Tip: If you would like to move to a new page, you can select the options in the menu header bar just as you always have.

This is the page where you can add your time as a manual entry if you were unable to submit it at the time of your shift using  
one of the available EVV methods. . 

If you are used to submitting your time on a Timesheet, the Time Entries page replaces this functionality.  You will now need to submit individual time entries 
for each shift worked.  With this change, each time entry needs to be submitted as you add it in the system.  There is no longer a need to save time on a 
Timesheet to be submitted later.  

As of June 21, 2021, you should no longer use the BetterOnline Web Portal to submit your timesheets.  You should use the Time4Care mobile app or one of the 
other available EVV methods.  Submitting your time using the web portal does not meet EVV requirements.  You should only use the web portal on a limited 
basis if you were unable to submit your time using one of the available EVV methods.  Any time that is submitted using the web portal will be tracked and 
reported as a non-EVV manual time entry.
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For each entry, select Service, Date and Time you started working, and 
Date and Time you stopped working. Be sure to check that the “Time in” 
and “Time out” have the correct “am” or “pm” designation for a morning or 
afternoon shift. 

Select the Service Tasks you completed during the shift. 

If you are used to submitting your 
time on a Timesheet, you will notice 
that there is no longer a copy/paste 
feature. This is intentional.  On the Time 
Entries page, the intent is that you are 
recording your exact time in and time 
out as it occurs, which may not be 
exactly the same for each shift.  

You must click Submit Entries for your 
time entry details to be submitted for 
processing.  If you navigate away from 
this page before submitting, your entries 
will not be saved, and your entries have 
not been received for processing.

If you are used to submitting your time 
on a Timesheet, you will notice that 
there is no longer a Timesheet Number 
visible when you submit your time.  
This is intentional since you are now 
submitting multiple individual time 
entries in a pay period rather than one 
two-week timesheet. 

IMPORTANT

IMPORTANT

IMPORTANT

Since you are required to use EVV for time entry, you will be asked to select a 
reason that you are manually entering your time via the Web Portal. 

Once your entry is added for that day, the status will show as “Not Submitted”. 

You can add additional time entries before submitting, if needed.

Once all entries have been added, you will need to check the attestation 
box (4) at the bottom of the page. The Submit button will be disabled until 
this attestation box is checked. 

After checking the attestation box, click Submit Entries (5). This will fully 
submit any entries that were added or modified above. 
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After clicking Submit Entries, you will receive a confirmation box letting 
you know that your time was successfully submitted. 

The status of your time entry will then display as Submitted (6) on the 
same Time Entries page. 
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Your participant/employer will be able to review, and approve or reject, 
each time entry that has a Submitted status. 

You can view the current status of each time entry on the Time 
Entries page. 

You can also view the status, along with payment details, by selecting 
the Payroll sub-menu option. 

The Payroll page groups all your time entries by Pay Period. The most 
recent pay period is at the top. If payroll has not been processed yet, 
you will not see any payment details. Click on View Entries (7) to return 
to the Time Entries view to see all your time entry details for that pay 
period, including status.    

For any past pay periods, you will see payment details, including a link 
to view your Paystub. Select View Entries to see your time entry details 
for that pay period.
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