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Set up User Account

o To

eset Password

CFS will request the email and phone _

number for each staff to set up a
Need to reset your

User account in EVERO. Once this is password?
done, EVERO sends the staff an email No problem. Click the bution below o
to establish a password (see email eset

below). Staff will need to reset
password, following password policy.

Then, log in with your

User name is not email address, usernarme: Icloss@cfsny.org
typ|ca | |y fl rst |n |t|a| |aSt Name ex If the button above doesn't work, you can

also paste the following address into your
I C I 0SS browser:

https:/icfsny.evero.com/

o



Download Mobile App

Staff can download the Mobile app — see attached instructions for
Android and Iphone. Note that the app is not in the app store, but is
native to EVERO so follow the link on EVERO.com, Our App to complete
download process. You will need to trust the app in your device
settings. The app is called Digital Agency.

**Some individuals and parents prefer that staff not use the Mobile
App. If thatis the case, do not download app and follow instructions to
enter service delivery documentation on myevero.com



digitalAGENCY™ MOBILE INSTALLATION GUIDE

This installation guide will provide you with step-by-step instructions on how to install
digital AGENCY™ Mobile to your personal device. Since our app is not available through the App
Store (i0S) or Google Play, additional steps are required for installation.

First, download the app from our in-house app install system, located at:
ITMS-SERVICES:/[?ACTION=DOWNLOAD-
MANIFEST&URL=HTTPS:/APPS.EVERO.COM/MOBILEAPP/IOS/MANIFEST.PLIST

When prompted, click Install to begin.

apps.evero.com would like to
install "digitaAGENCY"

Cancel Install




To complete the additional steps required for Apple installation, please go into your Settings menu
from the Home screen.

Then, under General, tap Device Management.
You will see Evero Corporation listed under ‘Enterprise App’. Tap on Evero Corporation.

< General Device Management

ENTERPRISE APP

@ Evero Corporation

Click on Trust “"Evero Corporation” as shown below.

( Device Management Evero Corporation

Apps from developer “iPhone Distribution: Evero
Corporation” are not trusted on this iPhone and will not run
until the developer is trusted

Trust “Evero Corporation”

APPS FROM DEVELOPER “IPHONE DISTRIBUTION: EVERO
CORPORATION"

53 digitalacENCY Verified

This will allow your mobile device to install digital AGENCY™ Mobile through a source outside of the
App Store (i0S).



digital AGENCY™ MOBILE INSTALLATION GUIDE

This installation guide will provide you with step-by-step instructions on how to install
digital AGENCY™ Mobile to your personal device. Since our app is not available through the App
Store (iOS) or Google Play, additional steps are required for installation.

First, download the app from our in-house app install system, located at:

As part of the Android operating system, installations of apps obtained outside of the Google Play

store (such as digital AGENCY™) will be restricted. You may be prompted with a notification about
this.




To enable your phone to install digita AGENCY™ Mobile, you will need to allow Unknown Sources
through the Settings on your device.

Open up your Settings, and tap to access the Security section.
Then, under Device Administration, you should see an option to allow Unknown sources. Tap this,
and hit OK when prompted.

Settings < Security

SYSTEM

Device administrators
Ee .

Language and  pee anditime e Unknown sources
installation of
an the Play

& [ ] fy apps

Accessories Battery Power saving

Security policy updates
= a (2]

on on your phone by updating

Storage Security

o @

Developer e
options About device

This will allow your mobile device to install digita AGENCY™ Mobile through a source outside of the
Google Play store.



Log into Mobile App

Once App is downloaded and password created, staff can now
successfully log on to the app. Do not save password, be sure to have
the lock screen on your device. Do not let anyone else use this. Refer

to our Mobile Device Management Policy.



Enroll Signature

* Enroll signature to capture your electronic signature. To do this click
on the top left (hamburger menu) and select Enroll Sign. Select your
name and use your finger to sign your name and Save. This only has
to be done once.



Service Delivery

. . wl Verizon 11:25 AM o 93%; -
* From Home Screen click — Service '1_ y
. = ome
Delivery. Select Program, SDS Self bunch i
Hweo! Comm Hab or SQS Self legd rogram
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screen Click Ok. (Fields are DT
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Direct Service

Individual

Selact

Comments

Dec 19, 2019 Linda C)



Complete Session Notes

* Follow all steps to complete the session and 1) Click the name and hit Start to start the
the notes. You can turn location off as this is session.

not currently a requirement. Warnings will : : : .
appear that you need to enter session notes — %()aﬁlfitceer each service delivered, go in and hit

very important that this is done.
* 3) Enter response for each service worked on
(minimum of 1 or follow frequency in plan).

* 4) Indicate the number of each staff support
provided.

* 5) Individuals Response to the service

* 6) Location where service was provided
(home/community)

* 7) Comments — give a quick note on the
overall service.

* 8) Save
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{ Programs  Individuals Done

SDS-SELF-HIRED COMMUNITY HABILITATI...

0SS, LINDA

[ TESTGIRL, CASEY on (i)

h = Jan 08, 2020 Linda C)
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{ Session  Services

g Testgirl, Casey

D View all sessions

Jan

Services
08

1 Casey would like to learn
" money management

Service Type: Habilitative Goal
Frequency: On Going
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< Back Session -+
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lTESTGIRL, CASEY on (D
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< Services ‘ 1/1 ' Save

STAFF SUPPORT

Physical : 0
Verbal : 0
Gestural : 0
Partial Physical o)
Supervision : 0

INDIVIDUAL RESPONSE

SERVICE LOCATION

Select \

will Verizon & 12:18 PM

< Back Session

7 78% @m)

= |ndividuals

TESTGIRL, CASEY

Count

on (@

Total Duration Billing Unit

00:00:00 o

Time to Next Unit

il Verizon & 12:20 PM ¥ 75% @)
< Services ‘ 1/1 ’ Save
ALLOWABLE SERVICES +
COMMENTS
CAsey did well with managing change at
the store
PHOTOS @
SIGNATURE
Signed By
Title
Date / Time
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< Back Session +

= |ndividuals Count
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Total Duration Billing Unit Time to Next Unit

TESTGIRL, CASEY

Start Stop
12:18:51 PM
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{ Session  Services

g Testgirl, Casey

D View all sessions

Services

1 Casey would like to learn
* money management

Service Type: Habilitative Goal

Frequency: On Going



Finalize Session

e At the end of the session, return
to session, and click STOP. These
services are Quarter Hour so
EVERO will remind you the time
left until the next full unit.

* Once you hit STOP, you will then
need to review & complete the
session by having the individual
sign or indicating Unable to Sign
during session. Click Done to
finish




Myeveroportal.com

or enter sessions that have
occurred. The app is for real
time service documentation.

* To enter services or edit, visit
myeveroportal.com

e Click on Attendance Roster
* Select Date/Program/Individual

* Click Refresh to review sessions
and edit




Add session
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* You are not done, follow
next step to add
response to service




Response to Service

* Once session has been
entered, refresh
screen and click on
blue number service
count.

* Enter each session and
Save.
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Attendance

FromDate 01/01/2020 75

No. Date I

1 01/01/2020 Tes
2 01/03/2020  Testl
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image Testgirl, Casey ( 13823 )

preview 02/21/1880, 39 yrs, Female

Staff/Service Action

Service . Casey would like to learn money management - On Going

hethod . 12345

Response/Location

Individual Response - Fully Engaged

Staff Support
Staff Support Type Prompt
Physical 1
verbal 0
Gestural 0

Partial Physical 0

Service Location

Comments

Comments:

Comrments by

AL home

Casey did really well with making change. |
assisted Ner with physical prompts to select the
correct dollars.

Icloss

| ©

Review
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