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{ 1:42

£ Search
GT App by GT
Independence
GT Independence
GET
a1 . ‘
Dashboard
Active Timer . ’
View Participant Inf
o
de: H2015 -CLS Hourly Mon 1/22/18
=y © swom
Open Timesheets
Mon 1/22/18 - Sun 2/4/18
O 2Enth 75 Hou
© somooe ==

& gtindependence.com

Meet GT App,
an App Designed
for You

GT App by GT Independence lets you
log your care hours, get approval from
your employer, and turn in timesheets
for payment. And you can do it all from
the palm of your hand. Designed for use
from your phone or tablet, the free app
is an easy way to keep track of your time.

Download on the App Store

Download on Google Play

3 | Download



Downloading the GT App

Download the app to your phone or tablet

To download the GT App, search “GT Independence” in the App Store or Google Play.

You can also visit gtsd.org/app. Select “Download on the App Store” if you have an Apple
device. If you have an Android device, choose “Download on Google Play.” Then, install the
GT App on your device.

System Requirements

9:07

< Search

Updating your device'’s operating system (OS) GT App by GT
can help keep the app working well. Independence

GT Independence

C How to check your iOS version )

Dashboard

Active Timer

( How to check your Android version )

John Do

View Participant Info

Mon 1/22/18 - Sun 2/4
© 2Entries @ 7.5 Hour,

© sohnvoe

Open Timesheets

Mon 1/22/18 - Sun 2/4/18

© 2Entries @ 7.5 Hours

° John Doe

Needs Review

4 | Download


https://gtindependence.com/resources-and-tools/app/
https://support.apple.com/en-us/HT201685
https://www.samsung.com/uk/support/mobile-devices/how-can-i-check-what-version-of-android-i-have-on-my-device/

How to Set Up Your

=
al

2:51

@ portal.gtindependence.com

& gtindependence.com

AN )
gt |independence

SignIn

Username

Username Te rms and
Conditions

Password © GT Terms Of Use Agreement

Password

GT Portal

By clicking Sign In, you agree to GT
Independence Terms & Conditions.

Please read the terms and
. conditions of this Terms of
SignIn Use Agreement
("Agreergent") before

Account

5| Create Account



How to Set Up Your Account

How to Get a Username and Password Watch the Video

Scan or click to play

account. Your portal account syncs with the GT App.
This lets you and your participant track your latest time
entries. You can also find your pay schedule and other
important resources on the portal. E d

Before starting the GT App, you need a GT Portal Yy
ol a0

Step 1 Visit portal.gtindependence.com

You can use a phone, tablet, or computer. Type portal.gtindependence.com
in your internet browser (like Chrome, Safari, or Edge).

Step 2 Select Create Account.

Step 3 Choose your portal account type.

Since you are the person providing services, choose Caregiver.

Step 4 Fill out the required information to create your account.
To get started, fill out all the required fields. Double check to make sure everything
is correct.

You should have been given your Account ID during enrollment. If you can’t find your
Account ID, call GT at 877.659.4500.

Create a username and password that you will remember. If you ever forget either
one, you can use your email address to reset them.

Step 5 Verify your email to activate your account.

Check your email for a message called “GT Independence Portal Account Verification.”
Check your junk mail or spam folders if you do not find it.

Open the email and select the Verify Email Address button.

Verifying your email activates your GT Portal account and takes you back to the
portal. Your email address must be verified before you can sign in to the portal.

If you have trouble with the verification email, call customer service at 877.659.4500
to get your account activated.

6 | Create Account


http://portal.gtindependence.com
https://youtu.be/khOMJL9Jd4o

How to Sign In

44

[ < App Store

@ Usernam

P s

Enable Notifications
In order for EVV features to properly work

this application
to the terms and cond s

Enable Notifications
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How to

Step 1
Step 2

Step 3

Step 4

Step 5

Step 6

Enable Location @

Why are location services required?
The app needs location services to work.

The app only uses your location when clocking in, clocking
out, and getting shift approval. The app does not track your
location at any other time. Your privacy is important to us.

What if | don’t have a GT Portal account?

Sign In

Open the GT App on your phone or tablet. Watch the Video
Scan or click to play
Turn on Location Services and Notifications when asked. ===
L . S
Enter the same username and password you created for the %
GT Portal. " :
[ Sy =

Check the box agreeing to the App Terms and Conditions.
Select the Sign In button.

Create a PIN (personal identification number) for the app. Make
sure it is easy for you to remember. You may also be required to
add a passcode or screen lock to your phone or tablet.

How to create a screen lock on Android

How to create a passcode on iPhone

Enable Location

Inorder to verify visit location when
tracking your time this application needs

Go to page 6 of this guide and follow the steps to create a S s

portal account.

Continue

8| Sign In


https://support.google.com/android/answer/9079129?hl=en
https://support.apple.com/en-us/HT204060
https://youtu.be/B5IgftfMP84

How to Sign In

Watch the Video
How to Reset a Password Scan or click to play
=1 a=1r=l
(L) e H L]
Step 1 Click Forgot Password, and you will be taken to the GT Portal. - AL
et T
Step 2 Fill in your username. [ o
Step 3 Select Send Reset Link.
Step 4 Check your email for a message from GT on how to reset your password.
- Select the link in the email and follow the instructions.

Locate the Forgot Password button on the lower
right of the GT App login screen.

How to Reset a Username

Step 1 Click Forgot Password, and you will be taken to
the GT Portal.

Select Forgot Username? in the bottom right.

Fill in your email.

Signln

Select Email My Username.

Check your email for instructions from GT on
how to open your account.

9| Sign In


https://youtu.be/FeEbKShpdD8

How to Create a Time Entry

{ 12:22 Wl T -

Dashboard

Clock In S
Clock In to open a new time (O Clockin
entry

Needs Review ‘
Please resolve items below before submitting ti

1/16/217:21PM - 7:22PM

Temporary Code

e Zapp Brannigan

NEEDS CORRECTION

12/13/214:25PM - 4:25PM

Temporary Code

@ Harold Farnsworth

NEEDS CORRECTION

Close

G

¥ © ©

Active Timer

00:09

MINUTES

ClockIn
3:08 pm

Expected Duration
1h30m

Participant
Harold Farnsworth

Service Code
H2015 - CLS Hourly

SECONDS
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How to Create a Time Entry

Welcome Tutorial Watch the Video
can or click to play

The first time you sign in, an app tutqrial appears. This tutorial E%E

walks you through the app and explains how the app works. 'i'ﬂi.-:l"m"i

You can view the tutorial anytime from your Account settings M S

(see page 27). A ]

[m] e it

Your Dashboard

[ —~%=—g 1 J]

Your dashboard is your main screen on the app. From the dashboard, you can start a new
time entry. You can also access the navigation menu on the bottom of your screen.

Dashboard

ClockIn
Clock In to open a new time

entry

Needs Review
Please resolve items below before submitting time

1/16/217:21PM - 7:22 PM

Temporary Code

e Zapp Brannigan

NEEDS CORRECTION

12/13/214:25PM - 4:25PM
Temporary Code

e Harold Farnsworth
NEEDS CORRECTION

12/16/2110:03 PM - 10:03 PM
Temporary Code

ﬁ Harald Farncwnrs th

Dashboard
—_—

@0 P

Goes to your Dashboard

Goes to your Timesheets

Goes to your Account

11 | Time Entry


https://youtu.be/ESVRkHonKVc

How to Create a Time Entry

How to Clock In to a Shift
Watch the Video
. Scan or click to play
You can clock in (and out) from anywhere. From your
dashboard, start a new time entry by selecting the Clock E:ﬂ@
In button. You can also start a time entry by tapping the .ﬂq:m;
round yellow circle. I’AE’HH
The Clock In screen appears. This information may I%_ﬂ.%
already be filled in. If you notice anything wrong, tap the i ELET

field to change it.

Clock In Time

This shows the exact time you selected the Clock In
button. You can change this time at the end of your
shift, if needed.

Expected Duration (Optional)

Clock In

This is how long you expect your shift to last. A
notification will remind you to clock out when your

Clock In 3:08PM o
|||. shift is over.
Expected Duration 1h 30m IIH
Participant Harold Farnsworth IIM Name Of Participant
Setvice Cade H2015 Il This is the name of the person you are serving
(your employer).
Set as default clock in selections °
If checked, clock in information will default to Seerce COde
above selections. You will be able to set a new L. . . .
default should you change a selection. This is the official code for the service you provide.

Choose the service code that matches the support
you're providing during this shift.

Toggle: Set as default clock in selections

If you work a typical shift (same service code and
same hours), you can toggle this setting on. This
saves your clock-in settings to just two clicks.

Clock In

Clock In Button

This gets your shift started. The Active Timer will
appear on your dashboard.

12 | Time Entry


https://youtu.be/oU67_77ypuA

How to Create a Time Entry

Watch the Video
TempOI"ary Code @ Scan or click to play

=1 i 1 1

O350
Wait until your official start date to begin work. But if — — %‘H#:E_
you still haven't received your service codes by your start N - -
date, you may be assigned a temporary service code. Use — [m] A 2=
the temporary code until your service codes are available 2015 cLsrouty i
in the app. Temporary Code

Time entries with a temporary code can’t
be submitted to GT for payment.

Time entries made with a temporary code will be o

marked as Needs Correction on the Dashboard. Make e | DE )
sure to update the temporary code to the service code b |

before submitting the time entry to GT for payment. (o
Learn how to edit time entries on page 15. =

Code

Tem
[

12/16/2110:03 PM - 10:03 PM
Temporary Code

Dashboard

Active Timer

05:40 Active Timer

After you clock in, the Active Timer appears on your
© Expected Duration: 1h30m dashboard. The timer will run for your entire shift,

A Sevce Codes H2015-CLS Houry even if you close the app.

You can close the app and start your shift. The app
will not use your phone battery when closed, even

though your timer keeps running.
Needs Review
Please resolve items below before submitting time

1/5/23 2:07 PM - 2:07 PM
H2015 - CLS Hourly

e Harold Farnsworth

NEEDS APPRE

13 | Time Entry


https://youtu.be/7D0lavF8wM0

How to Create a Time Entry

How to Clock Out of a Shift Watch the Video

Scan or click to play

Step 1 When your shift is over, open the app. The Active Timer will =1 I=1
still be counting on your dashboard. "oy,

Step 2 Tap the View More button. This opens the Active Timer. m| e,

Step 3 Tap the Clock Out button. The app will ask you to confirm your clock
out. If you're ready to clock out, select Proceed.

90843
I;'_HF
H

Step 4 Review your shift details. If everything is correct, tap Sign and Submit.

Date | This will display the service date you clocked in.
If it is incorrect, tap it to adjust. If you adjust the date,
Cancel Time Entry select Done to save it.

3:44

Visit Details

Time In | This is when you clocked in. If the time is
Date 102023 incorrect, tap it to adjust. Select Done to save the
Time In 3:08PM new time.

Out at Midnight

—— Out at Midnight | This is used if you end your shift at
midnight.

Participant Harold Farnsworth

EonlenBode — Time Out | This is the time you clock out. If the time

. ‘ _ is incorrect, tap it to adjust. Select Done to save the

Services Provided Optional new time.

Health Screening Optional

@ Helpful Tip

Optional
When clocking in or out, be mindful of your AM and

PM settings. This will help prevent unintentional
overlaps in shifts.

14 | Time Entry


https://youtu.be/kZbD-wlQs5U

How to Create a Time Entry

How to Clock Out of a Shift (continued)

Name of Participant | Check to make sure that the name
you entered at the start of your shift is correct.

Time Entry
Service Code | Add the official code for the service
Participant you're providing. Make sure the number you entered

at the start of your shift is correct. You may clock out
with a temporary code, but you cannot receive payment
for a time entry with a temporary code.

Service Code Temporary Code

Services Provided Optional

Health S i Opti | . . . .
cath>ereening e Services Provided | Select all the services you provided

during your shift from the list. In some states, this is an
optional field.

NOTES

The shift went smoothly. There were no issues,
problems, or barriers with PDCS.

Health Screening | Use this feature to help agencies
make sure the participant is staying safe and healthy.
This field is optional.

Discard Time Entry
Notes | Write any important notes about your shift here.
(You can also use voice to text.) You, your participant,
and your agency can read the notes on the portal. In
some states, notes may be required.

Sign and Submit

Discard Time Entry | Select this button if you need to
discard your time entry because of an error or other issue.

After tapping Sign and Submit the app will ask you to review with a participant. See page 20 for details.

How to Edit a Time Entry @

You can only edit your time entry if your participant has not approved it yet. Simply tap the time entry on
your dashboard to make changes. Scroll to the bottom of the time entry screen to see this option.

You can’t edit your time entry if your participant has already approved it.

This is because approved time entries are automatically sent to GT. To make changes to submitted time
entries, call GT at 877.659.4500.

15 | Time Entry



How to Create a Time Entry

How to Create a Manual Time Entry Watch the Video
Scan or click to play
If you forgot to clock in for a shift, you can manually add a time entry.
DOReAD
Step 1 On the Timesheets page, tap the + Add Entry button in ;ﬂ-;ﬁﬁ .E
the top right corner. The app will ask you to confirm LB e
your new entry, then select Proceed. =1L
(LI 1 =y
Step 2 The Time Entry page opens. Fill out the Time Entry
details, including:
e Date
e Timeln
e Time Out

e Participant

e Service Code

e Services Provided (if applicable)
e Notes (if applicable)

12/16/2110:03PM - 10:03 PM

Step 3 Select Sign and Submit. Then choose to Reviewwith ~  |(lewes
Participant or Review Later. Go to page 21 of this guide
to learn how to review a time entry.

When to Use Data or Wi-Fi @

You need Wi-Fi or data to... You don’t need Wi-Fi or data to...
e Signin to the GT App e Open your app
e Get participant approval on the portal e Save your location
e Sync approved time entries to GT e Clockin

for payment e Clock out

e Get participant approval on your device

To sync with GT, tap the Account button on the navigation menu at the bottom of your screen. Scroll down
and tap the Sync with GT button.

16 | Time Entry


https://youtu.be/MIIbbMx1YI4

How to Create a

Mileage Entry

Tue,Mar26 © 2Entries @ OHours & 2

2 Miles
T2003 Trip NE Transport - DDS

NEEDS APPROVAL

2:479 al T @) \
4 TimeEntries  + AddEntry
e ————
Mar 24, 2024 - Mar 30, 2024 f %07 CNA
® 4Entries © 3Hours a2 S DIERCEER)
Date 4/29/2024
@ 2 Need Approval Reviev Starting Location Capital Hotel A...
Sun, Mar 24 © NoEntr Ending Location McDonald’s, Wes.
. Total Miles 21
Mon,Mar25 © 1Entry @ OHours & OM
Participant Snow White
12:00 AM - 12:00 AM Service Code Temporary Code
T2003 Trip NE Transport - DDS Notes
Noprabiems

17 | Mileage



How to Create a Mileage Entry

You can use the GT App to track mileage that you drive for participants you serve. Watch the Video
Please note that this feature will only appear in your app if you have a mileage- Scan or click to play
related service code.
How r Mil Entr 5 =]
ow to Create a Mileage Entry B Her
From your Dashboard, start a new mileage entry by selecting the Add .i. : ¥ 0
Mileage button. You can also start a mileage entry from the Timesheets L] P o g =

tab. Tap Add Entry in the upper right-hand corner, then select Add Mileage.

The mileage screen appears. From here, you can add in your trip.

Date | This will always display the date you created the
mileage entry. If the date is incorrect, tap it to adjust. Select
Cancel Mileage Entry Done to save the new date.

2:509

Date 4/29/2024

Starting Location | This is where you begin your trip. After
selecting the field, fill out the description or address. The
Ending Location McDonald's, Wes... app syncs with Google Maps to offer autofill options as
Total Miles . you type. Select Done to save the starting location.

Starting Location Capital Hotel A...

Participant Snow White
Ending Location | This is where you end your trip. After

selecting the field, you can fill out the description or
Notes address. The app syncs with Google Maps to offer autofill
Lorem ipsum dolor options as you type. Select Done to save the ending
location.

Service Code Temporary Code

Total Miles | This will autofill based on the most direct
route between your starting and ending locations. If you
need to adjust the total miles, tap the field.

Participant | This is the name of the person you are
serving (your employer).

Sign and Submit

Service Code | This is the code for the service you
provide. Choose a mileage service code.

Notes | This is a place to write any notes about your shift.
(You can also use voice to text.) You, your participant, and
your agency can read the notes on the portal. In some
states, detailed notes may be required.

18 | Mileage


https://youtu.be/cJpGnO7r5sc

How to Create a Mileage Entry

How to Edit a Mileage Entry (D

You can edit your mileage entry only if your participant hasn't approved it yet. Simply tap the mileage entry
on your dashboard to make changes.

You can’t edit your mileage entry if your participant has already approved it.

This is because approved mileage entries are automatically sent to GT. To make changes to submitted
mileage entries, call GT at 877.659.4500.

Learn how to get participant approval on pages 20-22.

19 | Mileage



How to Get Participant
Approval

Participant Verification
Please enter your verification PIN

3489

Cancel Approve Visit

Participant Verification

Review Visit

Please review visit details with the participant

Forgot PIN? Verify

Tue 1/10/23

Time
3:08PM - 3:44 PM

Oh 35m

Participant
Harold Farnsworth

(O]
0 Duration
@®

* Service Code
H2015 - CLS Hourly

20| Approval




How to Get Participant Approval

Watch the Video
Scan or click to play

How to Get Participant Approval for Time and Mileage Entries

After submitting your time or mileage entry, your participant needs to =lafmir=]
approve it. You have two options for getting your entry approved. My i

Option 1 Review with Participant (] Syt o

If you have time and your participant is available, select
Review with Participant.

m Review Later

If your participant is not available, select review later. Next
time you are with that participant, please have them approve

3449

How to Review with Participant or
Authorized Representative

Cancel Approve Visit

Review Visit

Pass your phone or tablet to the participant. The
participant reviews the visit details, then taps
Approve or Needs Correction.

Step 1

Tue 1/10/23

Time
3:08 PM - 3:44PM

Step 2 After tapping Approve, the participant taps Sign
off on Approved. The participant may then need
to enter their PIN.

Oh35m

Q]
0 Duration
®

Participant
Harold Farnsworth

* Service Code
H2015 - CLS Hourly

Step 3 The participant taps the attestation checkbox.
This confirms that they received your support
and approve your time or mileage.

Step 4 The participant signs their name or initials with
a finger or stylus. After signing, they tap the
Done button. (Only the participant should sign
the screen.)

C X NeedsCorrection) C +/ Approve )

21 | Approval


https://youtu.be/3pQd343McJU

How to Get Participant Approval

How to Review Later

If you select Review Later, your shift will end without
needing the participant’s signature. The shift will be marked

Dashboard

as Needs Approval on your dashboard. 12/22/223:55PM - 3:56 PM
H2015 - CLS Hourly

You can meet with your participant later to review these © rroaramasorn

shifts. Or your participant can review and approve your

shifts from their GT Portal account. 12/27/22 9:10 AM - 9:10 AM

H2015 - CLS Hourly

e Harold Farnsworth

12/27/2210:15 AM - 10:16 AM
H2015 - CLS Hourly

Timesheet Submission

!

° Harold Farnsworth
All time entries must be approved by your participant or authorized 5125206 - 208 0
representative. Unapproved time entries and time entries made e
with a temporary code can’t be submitted to GT for payment. @ rorosramswortn

You must connect to Wi-Fi or data for your time
entries to appear on your participant’s portal.

Approval PIN

Verification

!

For an extra level of security, the participant can create
a PIN. The participant will need to enter this PIN before
signing to approve the time entry.

reby
verify that | am Harold Farnsworth,

To create a PIN, the participant can call
GT at 877.659.4500.

Prevent Fraud

!

Your participant or authorized representative must
approve and sign all time and mileage entries. You cannot
sign for the participant. This could be considered fraud,
which is a federal crime.

22 | Approval



ow to View Timeshee

articipant Info

4:50
< Time Entries

Feb 19,2023 - Mar 4, 2023

SUN  MON  TUE WED  THU

7N\
19 20 21 (22) 23
N’

26 27 28 1 2

© OEntries

Sun, Feb 19
Mon, Feb 20
Tue, Feb 21

Wed, Feb 22

wl T @) A\
+ AddEntry
4:329 R A
< Participant Info
FRI Si
o e
3 4 Zapp Brannigan
2692216212
@ 0H({
9 | 215Broadus Street
© NoEntr|
Q’) No Entr PARTICIPANT NOTIFICATIONS
Notify me when arriving
Q’) No Entr Remind me when arriving at participant's location
Notify me when leaving
@ No Entri Remind me wi ving participant's location

ts and

23| Timesheets



How to View Timesheets and Participant Info

Viewing Your Timesheets

To see your timesheets, tap the Timesheets button
on the menu at the bottom of your screen. : i s - |

Timesheets

The page lists each participant you work for. Swipe e

Zapp Brannigan

left to view each participant. Under the participant,

Watch the Video
Scan or click to play

‘]
Hi

s Ty
AL BT
g

—d =S r I L I

?‘=_

Timesheets + Add Entry

. ..%

it lists your timesheets for each pay period. e o

If your participant has not approved a time entry 12/22/22 3:55 PM - 3:56 PM

H2015 - CLS Hourly

on that timesheet, a red label appears. It says, © rwsrems

Outstanding Item. You can tap any timesheet to

see more details.

Time Entries

The Time Entries page lists each day in the

12/6/219:48 AM - 9:50 AM
Temporary Code

o Abe Lincoln

12/16/2110:03PM - 10:03 PM

month and how many entries you made on each

day. Scroll down to see each time entry.

12:33

Cancel Time Entry

o Needs Correction: Need to select a non-temporary
service code.

Visit Details

Date 1/16/2021
Time In 7:21PM
Out at Midnight

Time Out

Service Code Temporary Code

Services Provided Optional

Health Screening Optional

NOTES

Signand Submit

Status Labels

Each time entry is labeled with its current status. This lets
you know where your entry is in the payment process.
Needs Correction

An error preventing payment has been found on your
timesheet. Make the correction and get updated approval
from your participant.

Needs Approval

Your participant needs to review and sign the time entry
before you can submit it to GT.

Approved

Your participant has approved the time entry, but it hasn’t
synced with GT yet.

Received by GT

Your time entry has been successfully submitted to GT.
We're processing it for payment.

24 | Timesheets


https://youtu.be/3G2nY3mv3F0

How to View Timesheets and Participant Info

W T -

Timesheets + Add Entry

12/22/22 3:55 PM - 3:56 PM

H2015 - CLS Hourly

© rsarammonns

12/6/21 9:48 AM - 9:50 AM
(

© soeivan

12/16/2110:03PM - 10:03 PM
Temporary Code

Contact Information

Select the phone or email to contact the
participant immediately.

Address

Tap the address to open the default maps app
on your phone.

Location Alerts (iOS only)

Get a notification alert to clock in or clock out
when arriving at or leaving the participant’s
location.

Viewing Participant Info

Zapp Brannigan To see your participant’s info and set location alerts, select the
|| I ||| View Participant Info button. This button is on the Timesheets
screen below the participant’s name.

Participant Info

Zapp Brannigan

2692216212

Q  215Broadus Street

PARTICIPANT NOTIFICATIONS

Notify me when arriving

Remind me when arriving at participant's location

Notify me when leaving

Remind me when leaving participant's location w.

Timesheets

25| Timesheets



ow to View or Edit
ccount Settings

Account

Hermes Conrad

Timezone

Language

NOTIFICATION SETTINGS

Select your Timezone

Alltime en ill be created relative to the
zone you select.

Active Timer Reminder

Notification when timer exceeds 8 hours

Time Entry Warning

Displays a warning when creating a time entry Timezone Detroit
manual

Cancel Confirm
GET HELP
Request Support

View Tutorial

26 | Account Settings



How to View or Edit Account Settings

Watch the Video

To see your account settings, tap the Account button on the navigation menu Scan or click to play

at the bottom of your screen. To edit a setting, tap the field you want to edit.

m]i e

LIp el L
9E. A1 -I:-l-.:::
Sy
Py p

Account ] "Bl ol *
Hermes Conrad Timezone | Check that the correct timezone is set.

Timezone Detroit

Language - Language | Choose your language preference for the app.

NOTIFICATION SETTINGS Notification Settings | Use the toggle to choose notifications

Active Timer Reminder about your active timer and manual time entry.

Notification when timer exceeds 8 hours

Time Entry Warning

Displays a warning when creatin,

manually

GeT HELP Request Support | Tap to fill out a form to send to customer service.

Request Support

View Tutorial View Tutorial | Tap to view animated screens that show how the

Syncwith GTI Lastsynced a few app works.

seconds ago

Sync with GT | Check the most recent time GT received
information about your time or mileage entries.
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https://youtu.be/z4DfD1yqKPs

How to Fix

Unexpected Issues

10:07

Cancel Time Entry

Visit Details

Date

Time In

Out at Midnight

Time Out

Forgot Password

Please enter your username and we'll send

you an email link to reset your password.

Participant Harold Farnswort|

Username

Username

Service Code

Services Provided Send Reset Link

Forgot Username?

Back to Sign In

Health Screening
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How to Fix Unexpected Issues

How to Select a Device

The GT App is built to work on Apple iOS and Android operating systems. This means that it
should run on most mobile phones and tablets, even older ones that aren’t connected to an
active service plan. If you are an employee who does not have a device, your employer should
contact their case manager. The case manager can check to see if getting a device is an option
for them under their program.

Forgot to Clock In: Realized During Shift

Go ahead and clock in as soon as you remember. When you end your shift and clock out, you can
manually adjust the time to when you actually started the shift. You can also set up notifications
to remind you to clock in when you arrive at the participant’s home. Note that adjusting your
time manually could flag the shift as not being EVV-compliant. In some states, non-compliant
shifts could cause disruption in your pay.

Forgot to Clock In: Realized After Leaving Participant’s Home

Open the GT App and select Timesheet in the app’s menu. Then, manually add an entry for
participant approval later (page 16). Note that adjusting your time manually could flag the shift as
not being EVV-compliant. In some states, non-compliant shifts could cause disruption in your pay.

Forgot to Clock Out

Open the app and select the running time. Then clock out and adjust back to your actual clock-
out time. Note that adjusting your time manually could flag the shift as not being EVV-compliant.

If it's hard to remember to clock out, the app has features that can help.

e When you clock in, add the expected duration of your shift (page 12). The GT App will
remind you to clock out when your shift duration is over.

e In Participant Info, you can turn on notifications that will pop up to remind you to clock
in when arriving and to clock out when leaving (page 25).

Accidentally Clocked In

Open the GT App and select the Clock Out button. Scroll down to the bottom of the Visit
Details page and select Discard Time Entry (page 15).

Phone Ran Out of Battery During Shift

The GT App keeps track of your time even if your phone is shut down or out of battery.
Charge your phone, then reopen the app. The timer will still be running.
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How to Fix Unexpected Issues

No Cell Data or Wi-Fi at Participant’s Home

The app does not need a network connection to open the app, clock in, clock out, or get
participant approval on the app. The app does need data or Wi-Fi to:

e Signinto the app
e Get participant approval on the GT Portal
e Sync approved time entries to GT for payment

To sync with GT after connecting to Wi-Fi or data, tap the Account button on the navigation menu
at the bottom of your screen. Scroll down and tap the Sync with GT button (page 27).

No Cellular Data Remaining

The app works without cellular data. You just need Wi-Fi to sign into the app, get participant
approval on the GT Portal, and sync your time entry to GT Independence for payment.

Participant Temporarily Unable to Approve Shift at Time of Clock Out
This could happen if the participant is sleeping, sick, or absent at clock out. If this happens
during clock out, select the Review Later button. Once you sync with GT, the participant will be

able to review your time on the GT Portal. You can also review the shift with the participant
next time you see them (page 21).

Forgot Password to Sign In to the App

You can reset your password at any time from the app sign-in screen (page 9).

Verifying That the Participant Is Actually Approving the Shifts
Participants must sign off on every time entry. They can do this through the employee’s device

with a signature and a secure PIN or on their secure GT Portal account. EVV data, such as location
and method of signature, are provided in shift reports.

Serving Two Participants in the Same Home
All participants are listed in the GT App. You must select each participant and clock in for each

one. In some cases, you may be able to use shared codes to allow you to select “additional
participants” that you are serving.
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How to Fix Unexpected Issues

Traveling During the Shift

It doesn’t matter if you travel during your shift, since you don’t need to start or end shifts

at the participant’s home. If you are approved for mileage, you will have a mileage-related
service code to use. If your state government mandates EVV, your location will be captured
during clock in or clock out. So you can start or end the shift anywhere (page 18).

When to Record Services Provided or Add Notes

Each agency and/or state has different requirements for recording services provided or adding
notes. Check in with GT or your agency about what you're required to do (page 33).

Temporary Service Codes

If you still haven't received your service codes by your start date, you may be assigned a temporary
service code. Use the temporary code until your service codes are available in the app. Time
entries made with a temporary code will be marked as Needs Correction on the Dashboard.

Time entries with a temporary code can't be submitted to GT for payment. Make sure to
update the temporary code to the real service code before submitting the time entry to GT
for payment (page 13).

Device Stolen or No Longer Usable After Clocking In

If you're an employee and your device is lost, stolen, or broken, you can sign in to the app on
another smart device. Your data is always saved, and the active timer will run for your account
even if your phone dies or is not available.

The app is also HIPAA compliant, so it keeps participant information secure. If you're an
employee and signed in, then the app will time-out after one minute. Anyone who tries to
reopen the app will need your secure PIN, biometric thumbprint scan, or facial recognition.

Two Employees Sharing a Smartphone or Tablet
To share a device, you need data or Wi-Fi. The first employee signs in with their unique

credentials, clocks in or out, then signs out of the app. Then the second employee can sign
in to the app with their unique credentials to clock in or out.
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https://www.medicaid.gov/medicaid/home-community-based-services/guidance/electronic-visit-verification-evv/index.html

Request Support

{ 1:55 T

Cancel Request Support
L
What do you need help with? f s wiz e W
| have a question about my services Account
How would you like us to contact ' °
Phone Prince Charming
. Charmingprinceoftheland@gmail.com

Email

Timezone Indianapolis
Don't Contact Me

Language English
What is the best time for us to co

?

YO Notification Settings
Morning Active Timer Reminder

Notification when timer exceeds 8 hours

o Afternoon Time Entry Warning

Displays awarning when creating a ime entry

manualy
Evening

Get Help
Message Request Support
- o View Tutorial
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Request Support

Contact Support

For more information or support, get in touch with us at
GT Independence.

Toll-free: 1.877.659.4500
Email: customerservice@gtsd.org

Visit online: gtsd.org/app

Request Support

What do you need help with?

| have a question about my services

How would you like us to contact you?

Phone v
Email

Don't Contact Me

What is the best time for us to contact
you?

Morning
Afternoon

Evening

Message

I would like to add a service code
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tel:+1-877-659-4500
mailto:customerservice%40gtsd.org?subject=
http://gtindependence.com



