Individual/Representative App Navigation Resource
eVeroPortal

eVeroPortal
utilized by individuals and representatives to manage the Self-Direction budget. Portal access is
available on the mobile app or website; link: https://signin.evero.com/

to download the app please visit your mobile device app store (Android or Apple); link:
https://www.evero.com/apps/everoportal-mobile-app/

AIM offers training sessions available on the AIM Self-Direction Education Calendar; link:

https://www.aimservicesinc.org/self-direction/education-calendar/#rep-training

Additional AIM Supports
https://www.aimservicesinc.org/self-direction/

AIM Self-Direction Team

o Self-Direction Coordinator- Assists with general team communications, documentation, eVero questions

o Staff Supports Coordinator- Assists with general HR questions, employee benefits as applicable, leave of absence
e Accounts Payable Specalist- Assists with reimbursement requests and policies

e eVero Payroll- everopayroll@aimservicesinc.org

o Assists with payroll processing, payroll documentation, and time off (PTO)
e SD Support- SDSupport@aimservicesinc.org

e Assists with additional team supports as needed
e SD Support Team hosts weekly live staff trainings via Zoom; reach out to SD Team for more
information on scheduling

eVeroPortal Navigation Resource includes the following:
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Individual/Representative App Widget Key
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4/ Individual/Representative App Navigation
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Navigating Transportation Categories

< Menu

@

AVERAGE, JOE
28 Years, Male

Employee- this transportation is for entries made by self-
hired staff (com hab or respite) for reimbursement against -
the self-direction budget for staff portion of mileage

TRANSPORTATION CATEGORY
INDIVIDUAL

#8% EMPLOYEE

¢ Back

@

AVERAGE, JOE
28 Years, Male

TRANSPORTATION

Transportation

To View Legend: Select ‘Show legends’, to reveal
dropdown menu of the Mileage status Key

Transportation

Show Legends v

Period

Month

TRANSPORTATION

O(,) Viericomment itcaktowledged

o Rejected 0 Reject Locked

Document
w Attached

o Approved

Hide Legends /\
@ Parent Reviewed
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Rejected

This Week

Filter

Al

@ Exported

Invoice Staffpay
Generated Generated

9 Paid

™~

Total Distance: 25.85 Miles

01-03-2024

Paid to : Test, Staff

From : grandmas house To : M H Imperial Homes

Amount : $11.90 Miles : 17.77 >

Toll Fee : $0.00 Round Trip [auTo|
Mileage =
Status =9

Paid to : Test, Staff Review

From  : Dunkin' To : Ambrosia Diner

Amount : $5.41 Miles : 8.08 >

Toll Fee : $4.21 Round Trip (&)
Mileage  [=M e
Chnbiin lfﬂ

Review All

25.85 Miles

Filtering Mileage Entries-

Portal user can filter for specific
entries by indicating the following
fields:

e Period
e Month
e Filter type

Reviewing Mileage Entries-

Portal user can individually review
specific entries by indicating using
the top right-hand corner or select
the option to review all entries for
the designated period
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Navigating Staff Activity Fees

expenses and fees

Filtering Staff Activity Entries-

e Period
e Month
e Filter type

Staff Activity this reimbursement request is for entries made by self-hired staff (com
hab or respite) for reimbursement against the self-direction budget for staff portion of

Portal user can filter for specific entries by indicating the following fields:

Reviewing Staff Activity Entries-

Portal user can individually review specific entries by indicating using the top right-hand
corner or select the option to review all entries for the designated period

N\

To View Legend: Select ‘Show legends’, to
reveal dropdown menu of the Mileage
status Key

Description : Coffee
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. / -
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Navigating the Self-Directed Services (SDS) Summary

¢ Back SDS Summary

AVERAGE, JOE
28 Years, Male

SDS SUMMARY

=l | BUDGET SUMMARY

&Z) ) SERVICE PLAN

E’ BROKER AGREEMENT /

f¥l) BROKER DOCUMENTATION

% RESPONSE TO SERVICE

MONTHLY EXPENDITURE

=%

(]

BUDGET LIST

[

DAILY NOTES

BROKERAGEBILLNG SUMMARY | oo =

=
il ) YEARLY EXPENDITURE | <=

E— ‘\>

» © 0 O

SDS Summary Invoice Attendance

SDS Summary-

Budget Summary navigates to active
expenditure report on current budget
and available funding

Service Plan navigates to active self-
hired community habilitation staff
action service plans and record keeping
of previous documents

Broker Agreement navigates to active
support broker agreements and record
keeping of previous documents

Monthly Expenditure navigates to active
monthly reports on expenses
reimbursed through the budget year
and record keeping of previous
documents

Broker Billing Summary navigates to
active broker billing invoices submitted
for supports and services provided
during the year

Yearly Expenditure navigates to active
yearly reports on expenses reimbursed
throughout the budget year

Monthly Summary List navigates to self-
hired com hab documentation
submitted monthly tied to active staff
services and record keeping of previous
documents
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Navigating the SDS Budget Summary

Budget Summary navigates to active expenditure report on current budget and available funding

Budget Effective Date- populates the current budget from the annual effective date

Note: budget funds annually reset on the effective date outlined

Reviewing Budget Categories-

Portal user can individually review budget categories by selecting the arrow on the right-hand side
of screen for specific expenditure reports and the status of budget funding in programs such as
Individual Directed Goods-Services (IDGS) and Other Than Personal Services (OTPS)

{ Back Budget Summary

AVERAGE, JOE
28 Years, Male

BUDGET SUMMARY
Balance Balance Balance
O NoBalance 0% L} poioy 209 T Beiow 40% L Below 60%
Balance Balance
Below 80% Over 80%

Effective Date 04-01-2023

SELFHIRED - Self-Hired Supported Employment (SEMP)
Amt Allowed :$2,600.00 Amt Spent  :$0.00

Pending Pay : $17.58 Pending Exp :$0.00

Balance :$2,600.00 Projected Bal. : $2,582.42

COMMUNITY HABILITATION

Amt Allowed : $400.00 Amt Spent  :$0.00
Pending Pay :$0.00 Pending Exp :$0.00
Balance :$400.00 Projected Bal. : $400.00

Fiscal Intermediary

Amt Allowed :$7,800.00 Amt Spent : $0.00
Pending Pay :$0.00 Pending Exp :$0.00
SDS-Self-Hired Community Habilitation

Balance :$7,800.00 Projected Bal. : $7,800.00
Amt Allowed : $104,200.00 Amt Spent  :$0.00
Pending Pay :$7.78 Pending Exp :$0.00

Balance :$104,200.00 Projected Bal.:$104,192.22

SDS-Self-Hired Respite

Amt Allowed :$2,210.00 Amt Spent  :$0.00
Pending Pay :$0.26 Pending Exp :$0.00
Balance :$2,210.00 Projected Bal. : $2,209.74
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Navigating the SDS Service Plan

& Back Service Plan

. ] ] ] AVERAGE, JOE
Service Plan navigates to active self-hired 28 Years, Male
community habilitation staff action service
plans and record keeping of previous

d ocume nts E:; Sign @ Approved Eo Reviewed
DAY HABILITATION

SERVICE PLAN

Reviewing Service Plans -
Portal user can individually review service

SDS-Self-Hired Community Habilitation

Type : Annual Plan
plans by selecting the desired document R g o o
for details on staff methods that have been e AR
outlined during person-centered planning Eff Date  : 03-05-2020 End Date  :09-05-2022 =
Type : Annual Plan
Eff Date :02-01-2020 End Date :03-04-2020 E@,

Navigating the SDS Broker Agreement

Broker Agreement navigates to active
support broker agreements and
record keeping of previous documents @ AVERAGE, JOE

{ Back Broker Agreement

28 Years, Male

Reviewing Broker Agreements-
. .. . BROKER AGREEMENT
Portal user can individually review
agreements by selecting the desired [£0 Aoproves 2o revewes
document for details on the supports Broker, AIM Test o
. . Ty : S rt Brok Effective D . 04-01-2023
and services provided by brokers ype - Sippor BroKarmee cctive Date
Rate : $40.00 Amount : $800.00
. . Broker, AIM Test o
Note: brokers will use this agreement
L . Type © Support Brokerage Effective Date ; 01-01-2023
to submit invoices for person-centered e - $40.00 ot 800,00

supports and services provided to the
individual during the current budget
year
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Navigating the SDS Monthly Expenditure Report

Monthly Expenditure navigates to
active monthly reports on expenses
reimbursed through the budget year
and record keeping of previous
documents

Reviewing Expenditures-

Portal user can individually review
expenditure reports on paid items line
by line for the selected month

Note: document can be downloaded
to assist with managing the budget

< Back

Monthly Expenditure Report

@

AVERAGE, JOE
28 Years, Male

MONTHLY EXPENDITURE REPORT

EHQ Approved

Aug 2023 - Jan 2024

Month Total Amount

Nov 2023 $0.00 e
Oct 2023 $110.00 e
Sep 2023 $0.00 Z®
Aug 2023 $0.00 ®

Navigating the SDS Brokerage Billing Summary

{ Back

Broker Billing Summary navigates to active
broker billing invoices submitted for
person-centered supports and services
provided to the individual during the
current budget year

Note: brokers will use the broker
agreement to identify current supports and
services in billing summaries

Reviewing Mileage Entries-

Portal user can individually review broker
billing by selecting the desired document
for details on broker methods outlined
during person-centered planning

@

Brokerage Billing Summary

AVERAGE, JOE
28 Years, Male

Payment Status

: Verified
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BROKERAGE BILLING SUMMARY

@ Signed E\Q Approved E\O Reviewed

Billing Period : 03-16-2023 - 03-31-2023

Broker Name : AlM Test Broker

Actual Duration  : 0 hrs 46 mins

Billable Duration : 0 hrs 45 mins ::o
Hourly Rate : $40.00

Invoice Amount  : $30.00

Payment Status  : Verified

Billing Period : 03-01-2023 - 03-15-2023

Broker Name : AlM Test Broker

Actual Duration  : 2 hrs 0 mins

Billable Duration  : 2 hrs 0 mins e
Hourly Rate : $40.00

Invoice Amount  : $80.00



Navigating the SDS Annual Expense Summary

Yearly Expenditure navigates to active yearly reports on expenses reimbursed
throughout the budget year

Reviewing Expenditures-

Portal user can individually review expenditure reports on utilized funding for the
selected budget year to see details of paid items for the overall year

Note: this can be used as a planning tool for budget changes or updates to maximize
funds used during future budget years

¢ Back Annual Expense Summary

AVERAGE, JOE
28 Years, Male

Annual Expenditure Summary

I Discontinued in the latest amendment Not included in budget totals

Budget: | 04/01/2023 >

Total Budgeted Amt  : $133,810.00

100.00 Spent Year-to-Date  : $0.00

% Remaining Remaining/Overspent : $133,810.00

Annual Expenditure Individual  Program

COMMUNITY HABILITATION

Total Budgeted $s : $400.00
$s Spent Year-to-Date : $0.00
$s Remaining/ Overspent : $400.00

Total Budgeted $s : $7,800.00
$s Spent Year-to-Date : $0.00

$s Remaining/ Overspent : $7,800.00
SDS-Family Reimbursed Respite
Total Budgeted $s : $3,000.00
$s Spent Year-to-Date : $0.00

$s Remaining/ Overspent : $3,000.00

SDS-Individual Directed Goods & Services
Total Budgeted $s : $17,600.00

$s Spent Year-to-Date : $0.00

$s Remaining/ Overspent : $17,600.00

SDS-Other Than Personal Service Items
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Navigating the SDS Monthly Summary List

Monthly Summary List navigates to self-hired com hab documentation submitted
monthly tied to active staff services and record keeping of previous documents

Reviewing Monthly Summaries-

Portal user can individually review summaries by selecting the desired document for
details on the staff methods, supports, and services provided by self-hired com hab
staff during the month

Note: this can be used as a planning tool for service plan changes or updates to staff
methods outlined during person-centered planning

< Back Monthly Summary

@ AVERAGE, JOE
1]
£ 29 Years, Male

MONTHLY SUMMARY
@ Signed E:\o Approved E\o Reviewed O Individual Re...
e Jun 2024 - Nov 2024

SDS-SELF-HIRED COMMUNITY HABILITATION

Summary Month ; 10-01-2024
Plan Date : 08-01-2024 @
Facility Name 1 AIM Services Inc S

Summary Month ; 07-01-2024

Plan Date : 01-01-2024 >

Facility Name  : AIM Services Inc =@

Summary Month ; 06-01-2024
Plan Date : 01-01-2024 >
(]

y

Facility Name * AIM Services Inc

R. Oct-25



Additional Settings

¢ Back Settings

SETTINGS

> Z) MANAGE SIGNATURE

MANAGE FAVORITES

Settings-

X@

Manage Signature
Manage Favorites

AGENCY PROTOCOL

E}

/

Change Password CHANGE PASSWORD

ONONMC.O

Logout \ () TEXT (SMS) CONSENT
@ ) Locout
Invoice- To submit Individual-
reimbursement demographic info
using active specific to the
budget/availability individual and their
of funds self-direction services

©

SDS Summary Invoice Attendance Individual More
SDS Summary- Attendance- For More- Additional
used to navigate Individual/Rep eVeroPortal menu
active self- approval of shifts selections for the
direction services worked by Self- Individual/Rep.
available in the Hired Staff
budget
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How to Manage Sighature

Select ‘Manage Signature’ option
under settings

1. Add Signature using the signature pad
2. Select ‘Save’ to save signature

3. To cancel select ‘Cancel’

{ Back Settings

SETTINGS

#5) MANAGE SIGNATURE @
@) MANAGE FAVORITES >
1l ) AGENCY PROTOCOL >
{5} ) CHANGE PASSWORD 5
(89 TEXT (SMS) CONSENT >
& ) Locout >

Manage Signature Cancel

A
2
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How to Change Password

¢ Back Settings

Select ‘Change Password’ option
under settings

SETTINGS
&) MANAGE SIGNATURE >
Z) MANAGE FAVORITES >
1l | AGENCY PROTOCOL >
{7) | CHANGE PASSWORD >
(69) TEXT (SMS) CONSENT >
& ) LoGout >
v

Change Password

1. Enter Current Password
2. Enter New Password
3. Confirm New Password
4. Select ‘Ok’ (bottom right-hand corner)
Password Requirements
Please Note: * Password has no repeating characters.

* Password has at least one lowercase character

Password requirements must be met to move
forward

* Password has at least one uppercase character
* Password has at least one numeric digit

* Password has at least 8 characters and max
16 chars

* Password does not contain your username or first/
last name

* Password is not the same as a previously
used password
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How to Log Out

{ Back

Settings

SETTINGS

&) MANAGE SIGNATURE
#3) MANAGE FAVORITES
1l | AGENCY PROTOCOL

5] CHANGE PASSWORD

Select ‘Log Out’ option under
settings

Answer prompt by selecting ‘YES’
(bottom right-hand corner) to fully

log out

\ (%) TEXT (SMS) CONSENT

& ) Locout

\

Do you

No

Logout
want to logout ?
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