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REFERENCE:   ALL COUNTY LETTER 18-59 (July 6, 2018); ALL COUNTY LETTER 

19-115 (December 17, 2019); ALL COUNTY LETTER 20-04 
(January 6, 2020) 

 
 
The purpose of this ACL is to inform counties of the Timesheet Signatory identification 
process in the Electronic Services Portal (ESP) and to provide instructions on county 
action needed for a successful implementation. Counties are to review and make 
corrections to the Timesheet Signatory entries listed at the Contacts Screen in the Case 
Management Information and Payrolling System (CMIPS) by September 1, 2020.  The 
implementation of the timesheet signatory feature in ESP is scheduled to be released 
September 25, 2020. 
 

BACKGROUND 
 
ACL 18-59 provided guidance for In-Home Supportive Services (IHSS) applicant or 
recipient designation of an authorized representative for purposes of the IHSS program 
including signing timesheets on behalf of an IHSS recipient. When a recipient or their 
legal representative decides to designate an individual to sign a provider’s timesheet on 
their behalf, the recipient or their legal representative must complete and submit the 
SOC 839 Form Part C. Upon receipt of a completed SOC 839 Form, county IHSS 
program staff are required to enter the Timesheet Signatory information in CMIPS.  
 
With the required implementation of the Electronic Visit Verification (EVV) program, 
CDSS and counties continue to work with providers and recipients to enroll them in ESP 
or the Telephone Timesheet System (TTS) so that they can submit, verify and approve 
EVV information electronically. If the recipient has an active timesheet signatory entered 
in CMIPS, TTS will contact the Timesheet Signatory listed in CMIPS for timesheet 

https://www.cdss.ca.gov/Portals/9/ACL/2018/18-59.pdf?ver=2018-07-10-083701-323
https://www.cdss.ca.gov/Portals/9/Additional-Resources/Letters-and-Notices/ACLs/2019/19-115.pdf
https://www.cdss.ca.gov/Portals/9/Additional-Resources/Letters-and-Notices/ACLs/2019/19-115.pdf
https://www.cdss.ca.gov/Portals/9/Additional-Resources/Letters-and-Notices/ACLs/2020/20-04.pdf
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review and approval as explained in ACL 19-115. However, currently there is no method 
for a Timesheet Signatory to identify themselves when logging into ESP on behalf of the 
recipients. With release 1.26, a User Identification screen will be implemented on ESP 
and will display the name of the timesheet signatory and the recipient.  
 
During development, it was noticed that many timesheet signatory name entries in 
CMIPS will require updates from the counties for the timesheet signatory identification 
process to work appropriately.  Name entries must be corrected in order to display the 
correct name for a single individual on the User Identification screen, to allow the 
timesheet signatory to correctly identify themselves. Detailed instructions for the data 
clean-up effort are provided in the later section of this ACL.   
 

ESP Timesheet Signatory Identification 
 
If the recipient has an active timesheet signatory entered in CMIPS (Figure 1), the ESP 
will display information on the User Identification screen entry so the recipient or 
timesheet signatory user can identify themselves before being allowed to access the 
recipient’s ESP account.   
 

 
Figure 1 – Active Timesheet Signatory in CMIPS 

The name of the recipient and name of the Timesheet Signatory that has been entered 
in CMIPS will display on the User Identification screen (Figure 2).  After making a 
selection and clicking the Continue button, the recipient or timesheet signatory will be 
able to access the Recipient’s account in the ESP.  Selecting Cancel will return the user 
to the login screen. 
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Figure 2 – User Identification Screen on ESP 

If there is no active Timesheet Signatory entered in CMIPS, the User Identification 
screen will not display.    
 

County Timesheet Signatory Name Clean-Up 
 
The timesheet signatory name field in CMIPS must only have a first name, last name 
and, if needed, a suffix.  There should not be more than one person’s name in the 
timesheet signatory field.  Also, there should not be any other type of relationship 
indicators, additional comments or notes in the timesheet signatory name field. 
 
Examples of Timesheet signatory name entries that are to be updated include: 
 

• Entries that contain multiple individuals’ names such as “Jane and John” 

• Entries that contain the personal relationship to the recipient such as “Jane and 
John – Brother and Sister” 

• Entries that contain a description of the signature style such as “Jane – Signs 
with a X” 

• Entries that contain all other information that is not the single timesheet 
signatory’s first name, last name, or suffix. 

 
Displaying additional information that is not the single timesheet signatory’s name can 
cause confusion to the user and/or not allow the signatory to appropriately identify 
themselves at login. 
 
A file will be placed on the SAFE Server that includes a list of cases that have a 
timesheet signatory indicated.  Counties will use this list to determine where updates 
are needed to ensure the names are entered correctly.  Again, corrections to the 
Timesheet Signatory entries listed at the Contacts Screen in CMIPS must be completed 
by September 1, 2020. 
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Updates that have been made to the Contacts screen in CMIPS can assist with this 
name clean-up.  New fields such as “Relationship” and “Comments” have been added 
when updating contact records., Additionally, an “Other Contacts” cluster has been 
added for miscellaneous contact information the county wishes to record.  Counties 
should not attempt to capture other information beside a contact’s name in the name 
field.  Additional information currently entered in the name field should be removed and 
entered into one of these new fields as applicable. 
 
If you have any questions regarding the modifications described in this ACL, please 
contact the Adult Programs Division via email at: CMIPSII-Requests@dss.ca.gov. 
 
Sincerely, 
 
Original Document Signed By: 
 
DEBBI THOMSON 
Deputy Director 
Adult Programs Division 
 
c:     CWDA 
 

mailto:CMIPSII-Requests@dss.ca.gov



