Employee

Our system allows for the secure and centralized storage of all employee information and
documents. Accessible only to authorized personnel, this feature ensures data confidentiality and
compliance with data protection regulations.

New Employee

Employee Document

Employee Schedule

Employee Personal Time Off, Calendar & Notes

Employee Certificate, Checklist and Preferences

Employee List



New Employee

A new employee in home health care is a recently hired individual who provides healthcare
services in a patient's home. Their role includes assisting with daily tasks, medication
administration, and health monitoring.

Adding Employee Information

Note: All Fields marked with * are mandatory and must be filled out, otherwise the system
will generate an error indicating that the required information is missing.

1. Locate the +Add opntion under Employee Tab.

& EMPLOYEE w

+ ADD

= LIST

2. Click +Add option to update the Employee Information. Enter the Employee information in the
required field and Click Next option.

If the Employee Account has been locked due to Invalid password in the mobile app for more than
3 times, then the user can unlock the Employee Account using the option "Account Status".

Also, if the Patient is residing in a Big Apartment and the Employee having issues in clocking in the
mobile app at patient's residence, we can provide the option Update Location as Yes, when it is set
as Yes, the 'Employee can will get an option in the mobile to update the Location Coordinates and
Clock-in for the visits. If the Visit gets completed, we can set the option Update Location as No in
he system.
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Designation Employee ID* First Name* Middle Name
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Gender* Hire Date @ * Facility Address*
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Apartment No City* Zip Code* State®
Apartment No I City I XXXXX I Select State v

State Registration ID Professional License Number Latitude Longitude
State Registration ID rofessional License Number Latitude Longitude

Group(s) Account Status Update Location

Cancsl Next

3. The Employee details screen appears. In Employee details, update the username with the
format (first name initials and last name). Also enter the 4 digit IVR Pin which is used to login
using Mobile Application for each employee. The user can add the signature of the Employee by
using the option Upload Signature. After completing the required field, Click Next option.
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4. The Additional Contacts screen appears in which the user can update the additional contact
details of the employee by using the +Add New Contact option and Click Save button.
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Additional contacts

_ Add New Contact

Note*: Employee Address is compulsory. Please click on "Add New Contact’ button to add new contact details.

Editing Employees Information

To navigate through the process of editing Employee information, follow these steps:

EMPLOYEE

2. Select the Employee from the list to edit the information. Click the blue color Edit option under
Action on the right side of the screen for editing the Employee information or click on the
Employee name.
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LIST OF EMPLOYEES

< Refresh Active v || Select

Employee ID Name

Employee ID

Employee ID | Name A

o 008 Tanya Catts
° E01 David D
o Mariad56 Maria Garcia
o William1122 | William Garcia
o James789 James Johnson
o DEMO-12 Moshe Lubel
° 12398 fayyaz m
o James123 James Smith
e Robert321 Robert Smith
o E-Demo-001 | Alex Toth

Mobile Number

Designation Role

Designation v Select Role v Mobile Nu
Email Designation Role
101hunter101 il.com | R Nurse R Nurse
david@myezcare.com Administrator Super Admin
Maria@gamil.com Registered Nurse  HHA
William@agmail.com PCA/CNA Office Assistant
James@gmail.com Service Facilitator  Clinical Team
moshe@zrpath.com Administrative Super Admin
fahadneymarjr@gmail.com Administrator PCA/CNA
Jjamessmith@gmail.com Administrator Administrator
Robert@gmail.com Administrative Clinical Team
paymagnet@gmail.com Administrater Administrator

Mobile Number

(666) 666-6666

(343) 535-3535

(789) 787-9678

(789) 787-8778

(457) 878-7887

N/A

(031) 311-1019

(123) 456-7699

(656) 565-6665

(347) 480-9560

Group(s)
Select

+ Add Employee

3. The following screen appears to edit the required information of the Employee.

Employee

Information

Employee Information

Employee
Document

Employee
Schedule

Personal
Time Off

Calendar Notes

Certificate

Checklist

Employee Details Additional contacts Email Signature Employee Blilling Hours

Tanya Catts
Registered Nurse

EMPId: 008

Powered by & Myezcare LLC

N/

Signatue

Employee Information

Designation
Registered Nurse

Last Name*

I Catts

Gender*

I Female

Apartment No

Apartr

State Registration ID

Group(s)

Demo Alex v

Employee ID*

I o008

Email*

I 101hunterl0lsam@gmail.com
HireDate © *

I 08/01/2022

City*

| Torrance

Professional License Number

Account Status

@=

Cancel

First Name*
I Tanya
Date Of Birth @ *
| 05/30/2022
Facility
Select Facility
Zip Code*
I 90505
Latitude
33.802169

Next

Preferences

e Search Reset
Group(s) App Installed
Demo AlLex x
x
x
v
x
x
x
x
x
Demo ALex v
Middle Name
Middle Nar
Associated With*
Home Care ~
Address*

I 3445 Pacific Coast Highway

State*

| California

Longitude
-118.3452008

Action
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Click Update option in Additional contact screen to update the information for the Employee.
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Additional contacts

+ Add New Contact

Note*: Employee Address is compulsary. Please click on "Add New Contact” button to add new contact details.

Contact Type Name Phone Address Email Added By Actions

Relative 2 Garcia, Henry (789) B76-5454 MIA MIA Admin, Master 2

Email signature

The user can update the email signature by using the email signature option. Update the required
information and Click Save option.

Employee Tab>>List>>Employee name>>Email signature


https://support.myezcare.com/uploads/images/gallery/2023-10/qDIimage.png

|
ég’:ﬂf’fm ;?ﬁ;‘;rﬁ: f_?r:?:gc:: Calendar Notes Certificate Checklist  Preferences
Employee Information Employee Details  Additional contacts Email Signature  Employee Blilling Hours
Email Signature
Name* | Name

Description B I

I=
iii
i

Ti= o

Employee Billing Hours

In Employee Billing Hours option, the user can update the Regular working hours, Regular Working
/ Hour Rate and Overtime Rate of the employee.

Employee Tab>>List>>Employee name>>Employee Billing Hours

Employee Employee Employee Personal - .
Ay ment schedule Time Off Calendar Notes Certificate Checklist Preferences
Employee Information Employee Details  Additional contacts  Email Signature  Employee Blilling Hours
Employee Working Hours/Rate

Regular Working Hours Regular Working /Hour Rate Overtime/Hour Rate
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Employee Document

The Employee documents may include certifications, employment contracts, and care plans,
ensuring compliance with regulations and offering a comprehensive overview of the caregiver's
qualifications and responsibilities.

Uploading Employee Document

The required documents of the Employee can be uploaded in the system by using the option
Employee Document.

Employee Tab >> List >> Select Employee >> Employee Document

[mployee  BlLAiialll Employee  Personal qggngq Notes Certificate  Checklist  Preferences
LIST OF EMPLOYEES Professional D... < =AlFitters ® Upload Documents
2} DASHBOARD
Admission
NI S Z Refresh Active v Discharge
& EMPLOYEE < E"_{';_'f"f'? ol drop box
Employee Name
= auth
& PROSPECTS < Employee ID | Nam¢
reports
& CLENT ¢ b Tany
Eot
& SCHEDULING q o . |
o Maria456 Mari¢
Ll TIME SHEET <
0 William1122 | Willig
B BILLUNG <
o James789 Jamg
= MESSAGES <
° DEMO-12 Mosk
Ll REPORTS
° 12398 fayyg
) ATTENDANCE "*@ ¢
o James123 Jame
@ SETTINGS < ° Robert321 | Robe +AddNewFold..  + Add New Sub Fo..
o E-Demo-001 | Alex

Select the type of document from the list and Click the Upload Documents option. The user can
also Add New Folders and Subfolders to upload the documents.
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Adding New Folder in Employee document

Click + Add New Folder option in Employee document. The following screen appears, update the
required information. Also in the option Show to All, if the user needs the folder name to be added
for all the employee click Yes option. If the user wants the folder to be added only for the particular
employee click No option and click Save.
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The folder Documents is added successfully to upload the required documents of the employee.

Employee Employee Employee Personal ae +
REaraHan SEHEALIE Time Off Calendar Notes Certificate Checklist  Preferences

Professional D.. ¢ ZAllfilers @® Upload Documents

Admission

Mo records found.
Discharge
drop box

auth

reports

Documents I

+ Add New Fold... + Add New Sub Fo..


https://support.myezcare.com/uploads/images/gallery/2023-10/fInimage.png
https://support.myezcare.com/uploads/images/gallery/2023-10/y5Qimage.png

Adding New Sub Folder in Employee
Document

Select the folder name and click the option +Add New Sub Folder option. The following screen
appears, update the required information. Also in the option Show to All, if the user needs the Sub
folder name to be added for all the employee click Yes option. If the user wants the folder to be
added only for the particular employee click No option and click Save.

Employee Employee Emp X
Information [T Schi Add Sub Section

Documentation Type * @® Upload Documents
Admission Internal v
Discharge Sub Section Name*
drop box I Name

auth Is Time Based © *

Select
reports

Attached Template Form
Documents Show To All
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The Sub folder 2023 is now added under folder name Discharge to upload the required documents
of the Employee.
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Uploading Documents

To upload the documents, select the folder name and click Upload documents.

Notes

Certificate

Checklist Preferences

No records found.

When we click the option Upload Documents, the following screen appears,

] Upload Documents
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The Scanned documents can be uploaded using the option Upload Scanned Document option. The
forms in the system can be uploaded using Fill New Form option.

For each scanned document under action we have the following options.

Employee Employee Employee Personal . .
Information EaTTITEEAR Schedule Time Off Calendar Notes Certificate Checklist Preferences

Employee Documents ¢ FAllFilters @ Upload Documents

Disciplinaries Created Updated Updated

# Doc Name Created By Date A By Date Actions
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Master -
1 ollo-1.png Master Admin 13/04/2024 agmin 13/04/2024 IACtIDn‘I‘
Leave
2 () Employee_Checkiist Master Admin 1anizo24 M2 @ archive
Adm
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& Edit
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= Email ==
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Archive option

Click the option Archive to delete the uploaded scanned document. The following pop-up appears.
Click Yes Continue option.
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The document is now deleted from the Active documents list. To view the deleted document, Click
All Filters option and select the Status Archive.
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Click Edit option to edit the required information in the uploaded forms. Also we can edit the
Document name of the uploaded scanned document using the Edit option.
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Email Option

The uploaded scanned document can be sent through Email using the Email option. Click Email
option under Actions of the scanned document. The following screen appears, update the Email
address, Subject and content of the Email and click Send option. The Email will be sent along with
the scanned document.

We can also create templates for the Email under Settings >> Email Template option. The user can
use the created email template by using the option Templates in the Email Screen.
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The user can send the forms in the system to get the Electronic Signature from the Employee by
using the option Send for Signature under Actions.
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Click the option Send for Signature, the following screen appears,
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To: | Add recipient
Subject:

B| I | U| &E&=|i&E| T~ >

Access Document

Close = Send

Update the required details and Click Send option. Now the email will be sent with the Document
for signature. When the employee click on the Access Document, the following screen appears. On
clicking the Send option, the employee will receive a 5 digit OTP for verification. Once the
verification is completed, the Document automatically opens in which the employee can update
their signature and save the document. The Signature updated document will be visible under the

folders.

Document Access

We'll send you a one-time password (OTP) to your email address (a*****i@myezcare.com)
This OTP helps protect your account by adding an extra layer of security. Please check your inbox and enter the OTP below to verify your account

You can send the OTP by clicking the button below
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The Signature updated document will be visible under the folders.
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Patient Signature: Date:
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& Save Cancel &= PDF
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Employee Schedule

An employee schedule in home health care is a structured plan outlining staff work hours and

compliance with regulations. It ensures continuous patient care, staff well-being, and

communication to ensure quality care delivery.

Adding Employee Schedule

The user can update the Employee Schedule for their visits by selecting the +Add Employee

Schedule button.

Employee Tab >> List >> Select Employee from List>> Employee Schedule or
Employee Tab >> Schedule

N/
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Employee Employee Personal
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Start Date End Date

Notes
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Certificate

o
i+

Slots #

found.

Checklist

preferences

Information

Action

Click +Add Employee Schedule button, the following screen appears. Update the Start Date and
End Date (optional) of the Schedule and Click Save & Add Time Slot button.
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The Time Slot of the Employee Schedule is created successfully with the required details.
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Employee Personal Time Off,
Calendar & Notes

Employee Personal Time Off

The Employee PTO ( Personal Time Off ) can be updated by selecting the Personal Time Off Tab.

Employee Tab >> Personal Time Off (PTO)

UmyEzcara Empk Empls Employ Pel 1]
S bt e mp oyes Himm Tiroe orf Calendar Notes Certificate  Checklist  Preferences

Information  Document  Schedule

LIST OF EMPLOYEES R

Employes  StartTime  EndTime  Submitied By  Submitted Date  Status Typs Comment!Reason Action

DASHBOARD

< Rofresh || Active v

& EMPLOYEE - Employee ID Narme

& PROSPECTS P2

Mamm v s3] " = [:] Search Resat

Employee ID ]

& CLENT

B4 SCHEDULING
Lad TIME SHEET
B BILLNG

B MESSAGES o MYEZCAREDID |
|4l REPORTS o 0aTas4 #
2] INVOICE o 584741231352 5
%) ATTENDANCE b o exgriek 1

r SETTINGS

Select the + Personal Time Off option. The following screen appears, update the required
information of the Employee Time Off and Click Save.
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Employee Calendar

The user can view the Employee calendar for their scheduled visits. The Employee calendar has the
details of the client name, Care type and the scheduled time.

Employee Tab >> Calendar

) DASHBOARD Garcia, William S 10/08/2023 i)
FEATURES
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Employee Notes

The Notes Tab is used to add notes of the employee in the system. Click the option +Add Note.
Select the required fields and update the notes of the employee and Click Save option.
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Employee Certificate,
Checklist and Preferences

Employee Certificate

The Employee Certificate can be uploaded in the system by using the Certificate Tab. Click + Add
Certificate option, update the required information and upload the Certificate.

Employee Tab >> List >> Employee Name >> Certificate

Employee Employee Employee Personal L

Information  Do——=—=t P e e man Calendar Notes Certificate Checklist  Preferences w
Add Certificate

Certificate Name* Certificate Authority*
I | select b
Valid From* Valid To*
| e | =
® upload Certificate

Note*:Preferable file ratio: k4 (80 X 320) and maximum allowed file size: 2MB.

=

Employee Checklist

The user can check the documents in the checklist and update the Expiration date and Date of
Completion in the checklist.

Employee Tab >> List >> Employee Name >> Checklist
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marry Delna delnamarry@gmailcom 06/07/2023 = Aathir Ladies Hostel
Cell Mobile Phone
~ell Mobilke Phone
Identification Requirements Expiration Date Date of Completion
Driver's License  State ID  Alien Card Passport f— : T
Copy of one, but f ALIEN, copy of Alien Card is required
Copy of SS Card MM/DD : = —
Competency and Continued Competency Requirement
RN LPN LSW CNA. | Other MM/DDAYYYY =] — e
Current Ceriificate of Confinuing Education or Training MMDDAY =) MMDDN e
Current Resume MMDI y ) MM/DE M

Employee Preferences

The user can update the Employee Preferences by using the Preferences option. Check the
Preferences from the list and click Save Notification Preferences option.

Employee Tab >> List >> Employee Name >> Preferences

Employee Employee Employee Personal e ;
Cee | aeE e schedule Time Off Calendar MNotes Certificate Checklist EEGIEIENTEE
Notification Preferences

Send Email
Send SMS
Web notilication

Mobile-app notification
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Employee List

An employee list in home health care is a record of staff providing in-home clinical and non-clinical

services.

Bulk update Employee Group

The Employee Group information can be bulk updated for the list of employees in the system. Click

the check-box before the Employee ID in employee list and click Update Group.

Employee Tab >> List

LIST OF EMPLOYEES
i Refresh || Active ~ || G Delete Selected || Select ~ || Update Group
Employee ID Name Email Designation Role Mobile Number Group(s)
Employee ID Name Emai Designation ~ Select Role 2 Mobile Number Select e Search Reset
Employee ID Name A Email Designation Role Mobile Number Group(s)

008 Tanya Catts 101hunter101sam@gmail com Registered Nurse Registered Nurse (666) 666-5666 Demo ALex
EO01 David D david@myezcare.com Administrator Super Admin (343) 535-3535
Mariads6 Maria Garcia Maria@gamil com Registered Nurse HHA (789) 787-9878

William1122 William Garcia Wiliam@agmail.com PCAICNA Office Assistant (789) 787-8778

!.

James789 James Johnson James@gmail.com Service Facilitator Clinical Team (457) 878-7887

DEMO-12 Moshe Lubel moshe@zrpath com Administrative Super Admin N/A

James123 James Smith jamessmith@gmail.com Administrator Administrator (123) 456-7899

Robert321 Robert Smith Robert@gmail.com Administrative Clinical Team (656) 565-6665

E-Demo-001 Alex Toth paymagnet@amail com Adminisirator Administrater (347) 480-9560 Demo ALex

E00100 irtaza waris irtazawarishussain@yahoo.com Administrative Super Admin (897) 876-6565

The following screen appears, select the Group from list and click Save option.

App Installed

x

x

+ Add Employee

Action
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LIST OF EMPLOYEES
& Refresh || Active ~ || 38 Delete Selected || select
Employee ID Name Email
Employee ID Name Email
Employee ID Name A
° 008 Tanya Catts
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o DEMO-12 Moshe Lubel
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Update Bulk Employee Group

Select Group(s)*

| Select

Email

101hunter10 il.com

Designation

Nurse

david@myezcare.com

Maria@gamil.com

William@gmail com

James@gmail.com

moshe@zrpath.com

jamessmith@gmail.com

Robert@gmail.com

paymagnet@gmail.com

inazawarishussain@yahoo.com

Delete Employee

The Employee can be deleted from the system by using the option Delete in Employee List. Select
the Employee name by using the check box and click delete option.

Employee Tab >> List

LIST OF EMPLOYEES

£ Refresh || Active ~

Employee ID Name

Employee ID Name

Employee 1D

008

2]

Mariad56

William1122

JamesT39

DEMO-12

12398

James123

Robert321

E-Demo-001

E00100

3 Delete Selected | Select

~ | Update Group

Email Designation Role
Ema Designation | | SelectRole
Name A Email

Tanya Catts

David D

Maria Garcia

William Garcia

James Johnson

Moshe Lubel

fayyaz m

James Smith

Robert Smith

Alex Toth

irtaza waris

101hunter101sam@gmail com

david@myezcare.com

Maria@gamil.com

William@gmail.com

James@gmail com

moshe@zrpath com

fahadneymarir@gmail.com

jamessmith @gmail com

Robert@gmail com

paymagnet@gmail com

irtazawarishussain@yahoo.com

Adminigtrator

Registered Nurse

PCA/CNA

Service Facilitator

Administrative

Administrator

Administrative

Adminigtrator

Adminisirative

Mobile Number

~ Mobile Number

Designation

Registered Hurse

Administrator

Registered Nurse:

PGAICNA

Service Facilitator

Administrative

Administrator

Administrator

Administrative

Administrator

Administrative

sile Number
bile Number

Role

Registered Nurse

Super Admin

HHA

Office Assistant

Clinical Team

Super Admin

Administrator

Clinical Team

Administrater

Super Admin

Group(s)
Select ~

Role
Registered Hurse
Super Admin
HHA

Office Assistant
Clinical Team
Super Admin
PCAICNA
Administrator
Clinical Team
Administrator

Super Admin

Group(s)
Select

Mobile Number

(666) 555-6655

(343) 535-3535

(789) 767-9878

(789) 7878778

(457) 8787887

NiA

(123) 4567899

(656) 565-6665

(347) 480-9560

(897) 876-6565

search

Mobile Number

(666) 556-6866.

(343) 535-3535

(789) 747-9878.

(789) 7878778,

(457) 8757887

NiA

(031) 311-1018

(123) 4567899

(656) 565-6665

(347) 480-9560

(897) 876-6565

Activate Deleted Employee

Search

Reset

Reset

Group(s)

Demo Alex

Demo ALex.

Groupis)

Demo ALex

Demo ALex

App Installed

x

x

App Installed

x

x

o]

DoooooDDoDoOOO

Action

Select Deleted from the dropdown box. The Deleted employee can also be activated in the system
by using the option Active.
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aﬁ = Clock-In-Out onn 00:00 9 @ HOME CARE v MASTER ~

LIST OF EMPLOYEES

 Refresh | Active v | Select v + Add Employee

All Rex
¥ EMPLOVEE employee 1D . Email Designation Role Mobile Number Group(s)
nployee ID wa Designation  ~ | | SelectRole v | | Mobile Number Select v seareh Reset

{2 DASHBOARD

& PROSPECTS ™ < Employee D Name A Email Designation Role. Mobile Number Groupls) App Installed Action
& CUENT P © - Tanya Catis 10thuster101sam@gmal com Registersd Hurse Regitersd Nurse 8661 566-6056 DemoALex x B0
& scHEDULNG . o €01 David D david@myezcare com Admmstiator Super Admin (343) 5353535 x B0
Mariad56 Maria Garcia Maria@gami.com Registered Hurse. HHA (789) 7679878 %

L TIME SHEET < o @o

Q o= Willam Garcia wiam@gmi som PoacHA Ot Asssant sy 7a877s v B0
B ewune <

o JamesTas James Johnson James@gmail.com Senvice Faciitator Clnical Team (457) 8787887 % B0
= MESSAGES <

o DEMO-12 Moshe Lubel moshe@zrpath com Administrative Super Admin A x @0
Ll REPCRTS

o Jamesi23 James Smith famessmith @gmail com Adminisirator ‘Administrator (123) 4567809 x B0
#) ATTENDANCE "t < B

e Robert321 Robert Smith Robert@gmai com Administrative Clniesl Team (656) 565-6665 x B0
8
@ SETTINGS < ° £-Demo-001 Alex Toth paymagnet@gmail com Administrator Administrator (347) 480-8560 Demo ALex v B0

o Eo0100 irtaza waris intazawarishusssingyahoo com Adminisirative Super Admin (837)876-6565 v B0

Click the check box for the employee to be activated and click Active option. Now, the deleted
employee is successfully restored.

LIST OF EMPLOYEES
£ Refresh || Deleted v || X Active Selected || Select ~ || Update Group
Employee ID Name Email Designation Role Mobile Number Group(s)
Employee ID Name Email Designation select Role v Mobile Number select v Search Reset
Employee ID Name A Email Designation Role Mobile Number Group(s) App Installed Action
v ° 12398 fayyaz m fahadneymarjri@gmail. com Administrator PCAICHA (031)311-1018 x

a E009233 Vijay Saini viiaysainisemi@gmail.com Administrative. Super Admin (546) 474-2342 v
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