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Introduction 
The Dignyfi Evvie Mobile application is a software application that allows for Self Directed 
Services (SDS) Worker to capture Electronic Visit Verification (EVV) data to ensure 
compliance with New York State. This application provides an easy, quick and secure way to 
capture information remotely using a variety of devices. Once an SDS Worker captures the 
information, participants (managing employers) can electronically manage EVV visits in the 
Evvie Portal application and submit the approved visits to the Fiscal Intermediary (FI) for 
payment. 

Evvie Mobile Application 
The Evvie Mobile application is an interface that SDS Worker will use while at a remote site 
that can be accessed using a mobile phone or other portable device.  

Log In 
1. Click the Annkissam icon to open the Evvie Mobile application 

 

 
If this is the first time you are accessing the application, you will be asked to 
allow Evvie to access your devices location. Click Allow. This will only capture 
your location information while logging your shifts. 

2. Click the FMS ONE button. 

3. You will be prompted to allow to be redirected to a website. Click Continue.  

 

4. The FMS One Log in window displays. Type your email and password that you 
created during set up. 

5. Click Log in. The Evvie Mobile application opens. 
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Log a Visit 
Log a visit either with or without an internet connection. 

 

Evvie supports offline visit capture, but the SDS Worker must log in while 
connected to the internet at least once before logging visit data. This will 
allow the system to populate the data relevant for the SDS Worker and their 
Participants. 

 

6. Open the Evvie Mobile Application (app). 

7. Click the FMS ONE button. 

8. The FMS One Log in window displays. Type your email and password that you 
created during set up. 

9. Click Log in. The Evvie Mobile application opens. 

10. The Participant page displays.  

 
If the SDS Worker is already signed in from a previous session, they will be 
presented with the screen from step 3 as soon as they open the app. 

 

11. Select the Start Shift button next to the Participant you want to log a visit for. 

 

12. Click Yes to confirm that the selected Participant is accurate. The app is now 
tracking your shift time. 
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13. When time permits, fill out the fields on the  
shift tracking page before completing the 
shift. For example: service type, location  
(home vs community), ADLs, progress  
notes, etc.  
 
The SDS Worker can update 
these fields at any point in the visit  
but must do so before ending the visit. 

14. To end the visit, click the End Shift button 
(top right corner). 

Select End and Complete Shift or whichever 
action you would like to do from the 
pop-up window. 
 
If the visit was started in error, the SDS Worker  
can click the Cancel button in the top left  
corner to cancel the visit. No EVV data will  
be tracked or saved.  

 

 

 

 

 

 

 

 

 

15. Click OK. Your shift has been saved successfully.  

 

 

 

 

 

If the SDS Worker is connected to the internet at the end of the visit, the visit will be 
automatically sent to the Evvie web app within the next 30 seconds.  
 
If the SDS Worker is not connected to the internet, the visit will be saved until an 
internet connection can be established.  
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Offline Shift Submission 
When an SDS Worker is not connected to the internet when they end a visit, the visit will not 
be sent automatically to the Evvie application. Instead, all of the visits are saved and as soon 
as an internet connection is established, saved shifts can be transmitted. 

1. Open the Evvie Mobile Application (app).  

2. Click the FMS ONE button. 

3. The FMS One Log in window displays. Type your email and password that you 
created during set up. 

4. Click Log in. The Evvie Mobile application opens. 

5. Click the Person icon.  

 
6. The Account screen displays. Below the Evvie Worker title will show the number of 

Shifts to be transmitted. If any visits are waiting to be transmitted, click the blue 
upload button. All queued visits will be submitted and both the SDS Worker and the 
managing employer will receive a notification email once the visit data is 
successfully transmitted to the Evvie Portal. 

 

7. Next, select the eTimesheet Link to log in to Evvie Portal web application to approve, 
make adjustments or make a manual visit to submitted visit data. 

8. This will redirect you to the Time Sheets Log In. 

9. Type your user name and password that you created during Evvie set up. 
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Evvie Portal 
 

Introduction 
Evvie Portal is a web-based application for approving, denying, adjusting, and creating 
manual visits. Each user associated with the visit will need to approve it before it can be 
submitted for payment. 

Log In 
1. If you have just submitted shift data and selected the eTimesheet Link (Evvie Portal) 

from the Evvie Mobile application, click Sign in with FMS One. 

2. The FMS One Log in window displays. Type your email and password that you 
created during set up. 

 
If you have forgotten your password, click Forgot your password? and follow 
the instructions.. 

3. Click Log in. The Evvie Portal window displays; or 

4. From the notification email, click the link to log in and view the details of the shift. 
This method is further explained below. 

 

Approve Visits 
All visits submitted through the Evvie Mobile application will appear in the Evvie Portal for 
approval by all users associated with the visit. Both the SDS Worker and the managing 
employer will receive a notification email once a visit is successfully transmitted to the Evvie 
Portal and an email notification alerting them that there is a visit awaiting their approval. They 
can click the link in the email to be taken to the visit. 

The visit will have a status of Submitted. The Managing Employer will review and approve the 
visit, and the SDS Worker will then lock the visit as approved. If any adjustments are made to 
the visit during the approval process, both parties will need to approve the visit again before 
it can be submitted to payroll for payment. 

5. From the Evvie Portal homepage, click View all Shifts. 

 

 
Although both the SDS Worker and the managing employer will receive the 
notification email, only the Managing Employer will be able to approve the 
visit and the SDS Worker will need to wait for the approval before being able 
to continue. 
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The Listing Shifts page will display all shifts the SDS Worker has completed. 

 
 

6. Utilize filters to get to the shifts you would like view; i.e. participant, date range, 
status. 

7. To approve a shift, select the magnifying glass icon to the right of any shift that has 
an Approved by Participant status.  If the shift displays a status of Submitted, you 
need to wait until the employer has updated the status. 

8. The Displaying Shift page will display with the details of the shift. Scroll down and 
select Lock as Approved bar. 

 

9. The Lock Shift page displays. If desired, add your phone number and comments. 
Check the box attesting to your signature, and click Lock as Approved. The visit is 
now locked and the status is updated to reflect this. The visit is submitted to the FI 
for payment at the end of the pay period.
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Denied Visits 
Participants (Managing Employers) may need to deny a visit if the visit was created in error or 
disagrees with the shift details. For example, if the SDS Worker accidentally completes a visit 
for an incorrect participant, it needs to be denied. If the managing employer proposes a 
denial to the visit, the visit will have a status of Denied by Participant and the SDS Worker will 
receive an email that the Participant (Managing Employer) has proposed to deny one of the 
visits.  

10. Log in to review the visit and view the denial code that the participant (managing 
employer) selected. 

11. If you disagree with the denial, select Challenge Denial. If desired, add comments 
regarding why this shift is accurate and should be paid. The Participant (Managing 
Employer) and SDS Worker have the option to deny and challenge twice before they 
will need to determine whether the visit is denied. 
 
If you agree with the denial, click Lock as Denied. 

 

12. If you disagree with the denial, check the box attesting to your signature, and click 
Lock as Denied. The visit is now locked and cannot be adjusted again. 

 

 



10 4/16/2021 SDS Worker 

Adjust Visits 
SDS Workers may need to adjust a visit for a few reasons, such as if they arrive at their shift 
but cannot clock in because their phone battery is dead. They would then clock in late once 
the phone is charged and the start time would need to be adjusted. 

 
Please minimize edits unless absolutely necessary. A high volume of edits in 
the EVV system means a high volume of emails will be sent to the other party 
alerting them each time visit is edited and awaiting approval. 

 

1. From the Evvie Portal homepage, click View all Shifts. 

 

2. The Listing Shifts page will display all shifts the SDS Worker has completed. 

 
3. Utilize filters to get to the shifts you would like view; i.e. participant, date range, 

status. 

4. Click the view shift icon next to the visit you wish to adjust in order to go to the 
visit’s show page 

5. Scroll down and click Propose Adjustments to Shift. 
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6. The Propose Adjustments Shift page displays. Select an Exception Code and a 
Reason Code. The Exception indicates why an adjustment is being made. The 
Reason indicates why the Exception occurred. In this example, an SDS Worker 
clocked in late because their mobile phone had died and it needed to be charged: 

• The Exception is a forgotten or missed clock in 

• The Reason is the mobile device battery died 

 
7. Adjust the start and end time information by clicking into the field and changing the 

data using the calendar and time tools within the field.  

8. Type the required comment explaining the changes. Comments are visible when the 
Participant (Managing Employer) is prompted to approve the visit. 

9. When the adjustments are complete, check the box attesting to your signature, and 
click Submit Adjustment. The Managing Employer will receive an email that 
adjustments were proposed to a shift and require their review. The SDS Worker and 
Participant (Managing Employer) are allowed to adjust and deny adjustments twice 
before they will be required to either approve or deny the visit.  

10. Follow workflows outlined previously in this guide for Approving and Denying visits. 



Enter Manual Visits 
If there is no way to capture shift details for a visit electronically, a visit will need to be entered 
manually into the system. 

 
Please avoid manual visit entry unless absolutely necessary. Manually 
entered visits are not EVV compliant and will be reviewed. 

 

1. From the Evvie Portal homepage, click View all Shifts. 

 

2. The Listing Shifts page will display all shifts the SDS Worker has completed. 

 
3. At the top of the screen, click the Create a new Shift bar. 

 

4. Select the PROGRAM associated with the shift 

5. Select an Exception Code. The Exception indicates why a visit is being manually entered. 

6. Select a Reason Code. The Reason indicates why the Exception occurred. 
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7. Select the Participant associated from the shift in the Participant dropdown. This will 
prompt a worker field to display. 

8. Select the Worker from the list. 

9. Enter in the Start Date & Time.  

10. Enter Starting Time Zone. 

11. Enter the End Date & Time 

12. Enter the Ending Time Zone. 

 

13. Type in the Comments box an explanation of why the visit was captured manually rather 
than in an EVV compliant method.  

 

14. When the details of the visit are entered completely, check the box attesting to your 
signature, and click Create Shift. An email will be sent to the Participant (Managing 
Employer) alerting them that a shift has been manually created.  

15. The visit will display with a status of Submitted. Follow workflows outlined previously in this 
guide for Approving and Denying visits. 
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Using WrenPAY 
 

The WrenPAY home page displays any pending reimbursement requests, the status, associated 
people records, and their data.  

Click the View button in the request row to access more details of the request.  

To view any reimbursements that have already been submitted for processing or denied, click the 
View tab on the top navigation bar. 
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Entering a General Reimbursement as SDS Worker 
1. To submit a new general reimbursement as a SDS Worker, navigate to the Create 

tab on the top navigation bar and select New General Reimbursement.  

2. On the general reimbursement form, you’ll be prompted to indicate from the 
Participant dropdown whose budget this reimbursement request should be 
applied to. 

3. Enter in the required information and attach a receipt to the request. a.  
Note: Once you enter in the Date of Purchase, you’ll be prompted to select the 
valued outcome that the reimbursement request supports. This dropdown is 
scoped only to active valued outcomes during the date of purchase.  

4. Click Save 
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Entering a Mileage Reimbursement as a SDS Worker 
1. To submit a new mileage reimbursement as a SDS Worker, navigate to the Create 

tab on the top navigation bar and select New Mileage Reimbursement.  

2. From the dropdown menu, select the Participant whose budget this 
reimbursement should be applied to. 

 
3. On the mileage reimbursement form, complete the required fields. a. Note: Once 

you enter in the Date of Travel, you’ll be prompted to select the valued outcome 
that the trip supports. This dropdown is scoped only to active valued outcomes 
during the date of travel.  

4. To add another trip, click the Add Trip button.  

5. To remove or duplicate a trip, click the three dots in the top right corner.  

6. Once you’ve entered all trips, click Save. 
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Approving a reimbursement as a SDS Worker 
1. Upon creating a new general and mileage reimbursement, click the Approve request and share 

updates with Participant for their approval button.  

2. The participant will receive an email and review the request or delegate to a designated 
representative to review on their behalf.  

3. If for any reason the request has been edited, you will receive an email that the request was 
edited and needs your review.  

4. Upon reviewing the edits, you will have the option to make additional edits and send to the 
participant once more their review or approve the edited request and submit to the 
participant for their final review.  

 

The approval process will continue until both parties agree upon a single version. 
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Editing a Reimbursement 
1. To edit a reimbursement, navigate to the request view page and click Edit. The 

Reimbursement form will display. 
2. Make any necessary adjustments. Click Save. 
3. Depending on your role, once a reimbursement is edited, you’ll be prompted to either 

submit those edits for participant approval, or if you have approval power, to approve and 
submit the request for processing 
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Denying a Reimbursement 
To deny a reimbursement: 

1. Navigate to the reimbursement view page. 

2. Click the Cancel and Deny request button. The status of the reimbursement will change to 
Denied and indicate by whom (e.g. Denied by Participant) and no further action can be taken 
with that request. Once a request has been submitted for participant approval, you’ll no longer 
be able to cancel that request 
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Viewing Your Historical Reimbursements 
To view a list of all reimbursements, click View on the navigation bar. In addition to any pending 
requests, this index will list any reimbursements that have already been submitted for processing.  

You are able to filter requests by request status by using the top dropdown and clicking Apply. 
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DIGNYFI Tutorial Videos 
YouTube Links to Tutorial Videos 

• Getting Started: External User Account Set Up and First Time Log In 

• Evvie Mobile App: Logging In, Logging a Visit, and Offline Submission 

• Evvie Web App: Logging In, Denying a Visit, Adjusting a Visit, and Entering a Manual 
Visit 

 

https://youtu.be/BvQh548h8h4
https://youtu.be/ZRuDwV3qtWA
https://youtu.be/MM-_ZkMjFOA

