I}'( Oregon Department of Human Services

Express Payment & Reporting System (eXPRS)

eXPRS Mobile-EVV for PSW Providers
How to Start a Shift

(v6; 4/23/2019)

eXPRS Mobile-EVV allows PSW providers to log their time-worked immediately
when they start (and stop) working. eXPRS Mobile-EVV saves the PSW’s time-
worked information as draft to the eXPRS website so PSW providers don’t have to
manually enter that information later for EVV services. This will make entering
time-worked data much easier for PSWs.

IMPORTANT THINGS TO KNOW:

¢ eXPRS Mobile-EVV will ONLY show a PSW’s authorizations for services &
individuals that are active* on the same date you arrive to work.

* *Active means the CDDP or Brokerage has set it up the authorization in eXPRS,
it is accepted by the system, and is ready for the PSW to work & bill against.

* Be sure to login to the eXPRS Desktop website BEFORE you arrive to work to
verify you have active authorizations for the services/individuals you are
scheduled to work.

=>» BEST PRACTICE - check to see if your authorizations are active several
days before you are scheduled to work, so you have time to resolve
authorization issues before your shift starts.

e |If your authorizations are not active (they’re not showing up in eXPRS Mobile-
EVV), contact the authorizing CME to get those set up.

*  You must have LOCATION services turned ON for your mobile device AND
the browser application (/ike Chrome or Safari) that you will be using for eXPRS
Mobile-EVV.

Logging your location when you START & END your shifts is a requirement of
the federal law for EVV. eXPRS Mobile-EVV will capture a ‘point-in-time
snapshot’ of your location ONLY at the time you START & END vyour shifts; it
does not track where you go during your shift or after you work.

This guide will give you step-by-step instructions on how to use eXPRS Mobile-
EVV to Start a Shift when you arrive to begin working.
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To Start a Shift in eXPRS Mobile-EVV:

1.

2.

When you arrive to start working your shift,

use your mobile device (smartphone or tablet),
launch an internet browser (such as Safari, _
Chrome, Firefox, Edge, etc). Settings  Utilities  Clock

This guide uses Safari in its examples. . W( .

Edge Chrome Firefox

ull Sprint = 1:16 PM

In the browser app you have selected, type in | sy pro—
the website address for eXPRS into your T o ey .
browser search window.

eXPRS website address:
https://apps.state.or.us/exprsWeb/

Type the eXPRS website
address here:
hitps://apps.state.or.us/exprs\Web/

J Pro Tip: Save the eXPRS website in

your Bookmarks or Favorites so you can
select it quickly the next time you need

to use eXPRS Mobile-EVV.
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3. On the eXPRS Mobile-EVV login page, use e e
your regular eXPRS Login Name & Password e T T
to login. L

vices
ment & Reporting System (eXPRS)

This is the same login information you use to
login to the eXPRS website on a computer.

Login

Tap SUBMIT to login. Login Name:

pswuser
Password:

Submit (|

Forgot your passwor:’
eXPRS User Help Guic I
Contact Us -

4. Review the Important Messages. § silverizon = 1:a1 AM v oov mm. |

& https://apps.state.or.us/exprsWeb/ <

Information in this page includes notification

of: Hello, PSW User
° expiration date Of your PSW credentia|s Today's date is Thu Mar 21 11:41:43 PDT 2019
Credential(s) Expiration Dates
(example A),

e expiration of one or more of your SPA
authorizations (example B)
e other important Things to Know.

Tap on the BYGEVIELEE button to continue. | [RRERCIGEE

None

Acknowledge
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5. Once you have successfully logged in & T T
acknowledged your messages, you will be on R e S
the “Select the Service...” screen.

) ) ) o eXPRS =
This screen lists all the service authorizations
. Select the Service you are about to
that are active for you for the day you logged i eg;,
in (the actual day you are working). o —
Relief Care (OR507) |
You may need to swipe up to view more [ Attendant Care (OR526) |
information at the bottom of the screen. P — g

* If you do not see the service you are about s — ,
to start working, tap on the Don’t see your
& https://apps.state.or.uslexprswWeb/ C,

service? link for more information.
eXPRS =
Select the Service you are about to

begin:

|
Relief Care (OR507) |

Attendant Care (OR526) |
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6. From the list, tap on the service you are about

start a shift to work.

The service button will when
selected.

You can select only 1 service at a time.

7. With the service you are to work selected,

tap the button to move to the
next screen.

on F 10:55 AM 88%

& https:/lapps.state.or.us/exprsWeb/ (:,

eXPRS =

Select the Service you are about to
begin:

| Relief Care (OR507) |

Attendant Care (OR528)
||

1"t see your service?

e I

10:55 AM

& https://apps.state.or.us/exprsWeb/ C

eXPRS =

Select the Service you are about to
begin:

| Relief Care (OR507) |

Attendant Care (OR526)

Don't see your service?

|
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8. You’re now in the “Select the Individuals...” [ il Verizon = 10:65 AM p—

screen. @ https://apps.state.or.us/exprsWeb/ <
In this screen, you will see all the individuals eXPRS =
who have active authorizations for the service

) Select the Individuals you are about to
you selected on the previous screen. begin a shift for:

Salact all that apply

* If you do not see an individual listed for
the service you need to work, tap on the
Don’t see your individual(s)? link for more
information. eXPRS =

10:55 AM g5 ) |

& https://apps.state.or.usiexprsWeb/

Select the Individuals you are about to
begin a shift for:

Select all that apply
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9. From the list of individuals, tap on the - 10:55 AM pr—
individual’s name to start a shift working with B httpe: sy state Sralexprawebll

them.
_ _ o eXPRS —
If you are working with a group of individuals, .
. Select the Individuals you are about to
tap on names for all in the group. beglnashiftfor:

Select zll that apply

| DACTYL, TERRY ‘

Don't see vour Individual{s]?

10. Once you’ve tapped on an individual’s
name, the button for them will
when selected.

Tap on the (®6i1ilR[¥[= button to move to the
t Select the Individuals you are about to
next screen. begin a shift for:

Select all that apply

If needed, use the JJ:EId button to return to oottt |
the previous “Select the Service...” screen.

wil Verizon F 10:55 AM

& https:/lapps.state.or.uslexprsWeb/

eXPRS

Always use the button to go back. Do
not use your browser app’s back button.
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11. You will now see the “Please Confirm...”
screen, showing the Service & the
Individual(s) you selected to begin working
for (starting your shift).

10:55 AM e

& https:/lapps.state.or.us/exprsWeb/ &5

eXPRS =

Please confirm the following:

You are about to provide the following service:
Attendant Care (OR526)

You are about to provide this service for:
JUSTIN THYME

Begin Work

Please review this information

CAREFULLY!

If the service & individual information is

Correct, tap the T4 R L13l button to start
your shift.

If the service or individual(s) listed are
Incorrect, use the J:EM button to return to
the previous screens & make the correct
selections needed.

Use steps #6 - #9 above in this guide to come
back to this screen.

12. Depending on how the Location preferences
are set on your mobile device AND browser
you are using, you might receive a pop-up
message asking you to confirm your location
where you are starting your shift.

10:55 AM

https://apps.state.or.uslexprsWebl

If you get a pop-up message, tap OK to

continue. | "https://apps.state.or.us/

exprsWeb/"
eXPRS Mobile-EVV will capture a ‘point-in- Would Like To Use
time snapshot’ of where you are ONLY at the LGS
time you START & END vyour shift, which is a OK

requirement of the federal law for EVV.

Don't Allo
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13. Once you have started your shift in eXPRS
Mobile-EVV you will see a ‘dashboard’
screen.

This shows you who you are working with,
the service, and the Start Time & Date your
shift started.

From here you can:

e Start a New Shift for another individual,
(see the guide How to Add a New Shift for

instructions), OR ...

* Logout of eXPRS Mobile-EVV & work your
shift.

14. To logout of eXPRS Mobile-EVV, tap on the
3-lined Menu Icon in the top right corner of
the screen to activate the menu.

will Verizon = 10:55 AM < B8% HE

& htt ps://apps.state.or.us/exprsWeb/ C

eXPRS —

You have been working for:

THYME, JUSTIN
Attendant Care (OR526) 10:55 AM 3/13/2019

Start New Shift

wil Verizon = 10:55 AM *

ﬂhﬂps:ﬂapps.state.or.u ‘axprsWeb/ C

You have been working fo' /

THYME, JUSTIN
Attendant Care (OR526) 10:55 AM 3/1. /

Start New Shift
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15. From the Menu, tap on Logout to logout of
eXPRS Mobile-EVV; your shift will continue
running on the eXPRS website.

wil Verizon = 10:55 AM 4 53% .

& https:/lapps.state.or.us/exprsWeb/ (&5

Work your shift. SXPRS

eXPRS Help Guides

Contact Us

eXPRS Desktop

Yo. *=ave been working for:

ME, JUSTIN
Attendan.__4@R526) 10:55 AM 3/13/2019

Start New Shift End Work

16. See the How to End a Shift guide for step-by-step instructions on how to use
eXPRS Mobile-EVV to End your shift when you are finished working.
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