CLS NOTE EVV DESKTOP

Learn the step-by-step process for clocking into your shift and documenting client
progress notes within the OnTarget platform. This guide ensures you can accurately
record goal achievements and finalize your session with a signature before clocking
out.

1 Navigate to https://ontargetclinical.com/login.js

ﬁ ONtarget

Welcome back!

Enter your credentials to access your account.

Username care.giver

Password = ssssssessssss &

Forgot Password?
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2  Click "login"

\

Welcome back!

Enter your credentials to access your account.

ONtarget

Username care.qgiver]
Password sesescsssssse &
Forgot Password? Login

3  Click"Clock in"

care.giver Options

‘ONtarget ProCare Unlimited | Session Time Remaining:60m |  Not clocked i Logout

‘ Configure Dashboard

@ Login Successful

ychecks ® © | My Timeciock Records a]

Dashboard

View St..  Check Number Check Date ¥ Pay Period Start  Pay Period En Site Date ¥ Schedule... Schedule... Actual St...  Actual End

Clients 03/27/2026 02:17 PM 02:27PM &
03/25/2026 07:11 PM 07:46 PM

Scheduling 03/19/2026 03:40PM  03:53PM
03/19/2026 07:19 AM 1:23 AM
03/19/2026 01:00 AM 02:13 AM
03/18/2026 10:56 PM
03/18/2026 1:33 AM 1:35 AM

Employees 03/18/2026 1118 AM 1:31AM
03/18/2026 08:00 AM  08:15 AM
03/16/2026 09:00 AM  09:15 AM
03/13/2026 09:38 AM 0940 AM

41 total records

. ] >

O signed Notes Only O show Inactive
Cli...  Service Date of Ser...  Caregiver Name Cli...  Client Supervisor Last Service Date Next Appointme
© %':tm' PCS non EVV-T1012 03N19/2026  Giver, Care 2 @#d %‘:‘I"" Wiggs, Lauren 03/27/2026 05/04/2025
& S™™ pcsevv-rione 03/18/2026  Giver, Care Zidl S5 wiggs, Lauren 03/30/2026 03/30/2026
Test ! Test -
& ™ pcs evv-riote 03/18/2026  Giver, Care
Test
& Client,  5oq pvv-Ti019 03/16/2026 Giver, Care
Test
& ™ pcs evvriote 03/13/2026  Giver, Care
Test
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4  Click "Confirm"

© Login Successtul

Dashboard Paychecks ® @ @ | My Timeclock Record: L
View St.. Check Number | Check Date™  Pay Period Start  Pay Period En  Site Date ¥ Schedule... Schedule... Actual St.. Actual End
. Clients 03/27/2026 0217 PM 02:27 PM
03/25/2026 07:11PM 07:46 PM
. Scheduiing 03/19/2026 0340PM  03:53PM
03/19/2026 O719AM 1123 AM
03/19/2026 0100AM 0213 AM
g Notos 03/18/2026 10:56 PM
03/18/2026 1:33 AM 11:35 AM
L Y . e
Ihe/2026 0B:00AM 08115 AM
O Residential Shifts 116/2026 03:00AM 0915 AM
@ shitts h3/2026 09:38AM  09:40 AM
1 = 41 total records
Shift";  CLS EVV DD OP 0015 - n v
| @ Confirm | @ Cancel
L st dkes vy ; O show Inactive
Cli... | Service Date of Ser... ~ Caregiver Name e Cli... | Client Supervisor Last Service Date Next Appointme
Client, ; . Client, ; B
[ jay " PCSnon EVV-TIOI 03/19/2026 Giver, Care [dl o Wiogs, Lauren 03/27/2026 05/04/2026
Client, . Gisne 3 .
[ fp PESEVV-TION 03/18/2026 Giver, Care Eidll ., Wiogs, Lauen 03/30/2026 03/30/2026
B Client, g pvv-rio19 03/18/2026 Giver, Care
Test
& ™ pcs evv-riote 0316/2026  Giver, Care
Test
& S pcs evvriots 03/13/2026 Giver, Care
Test
rz Clent, onq o mvTinie namipnoa e
A [ Export 2 total records

5  Click "Scheduling"

‘ONtarget ProCare Unlimited ‘ Session Time Remaining: 60m | Clocked in since 01:15PM  Clock out ‘ care.giver | Options | Logout

‘ Configure Dashboard

@ Login Successful

Paychecks ® © || My Timeciock Records =

Dashboard

View St.. = Check Number Check Date ¥ Pay Period Start ~ Pay Period En Site Date ¥ Schedule... Schedule... Actual St... Actual End
03/27/2026 02:17 PM 02:27PM =
i * 03/25/2026 07:11 PM 07:46 PM
@ Schdtiling \ 0319/2026 0340PM  0353PM
| 03/19/2026 0719 AM  T:23 AM
03/19/2026 OL00AM 0213 AM
E' Notes 03/18/2026 10:56 PM
03/18/2026 1:33 AM 1:35 AM
. Employees 03/18/2026 1118 AM M3 AM
03/18/2026 0B:00AM 0815 AM
03/16/2026 09:00 AM 0915 AM
03/13/2026 09:38AM  09:40AM
(S 41total records
Unsigned/Unapproved Notes @ © J clien @0
[ signed Notes Only O show Inactive
Cli... | Service Date of Ser... | Caregiver Name Cli... | Client Supervisor Last Service Date Next Appointme
Client, 3 s Client,
[ qoq PCSnonEVV-TI019 03/19/2026 Giver, Care Bdll oo Wiggs, Lauren 03/27/2026 05/04/2026
Client, 3 cLs, §
| Test PGS EVVTIONE 03/18/2026 Giver, Care &l Test  Wiggs, Lauren 03/30/2026 03/30/2026
@ S pes evveTions 03/18/2026  Giver, Care
Test :
& Client, - pes eyv-T1019 03/16/2026 Giver, Care
Test :
Client,
[E Test PCS EVV-TI019 03/13/2026 Giver, Care
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6  Click "show all"

‘E)Ntarget ProCare Unlimited Session Time Remaining: 60m | Clocked in since 0115 PM  Clock out ‘ care.giver | Options ‘ Logout

ﬁ Calendar R Grid

@ Login Successful
. Dashboard <« 4 » Jumpto: Go | School District: . < Weel

@ Cléyr Filters ~ Q, Search
Clienis [ show An |

[ Shg# Note Created

@ Scheduling TJ Show Note Not Created

E| Notes

. Employees Open Shifts

Cost Center

»

Caregiver

Client i

Statuses

Continuity of Care

7 Select your shift for the day

. Dashboard <« 4 » Jumpto: Go | School District: ~ | Day WorkWeek Weel
G) Clear Filters Q Search
. s )
= clients show |
T s v
@ Scheduling O Show Note Not Created
E| Notes
Test Cllent PCS ..
W o
+4 more.
Test lent PGS .-  Test Cllen PCS ..
-
Statuses +2 more... +2 more... +1more...
[NoStatus -]
T

Test GLS GLS EV...
e E] Schedule

Caregiver : DSP, Test

~lient : Test CLS

Service : CLS EVV DD OP | H2015 | 12/31/2028
‘When : 03/29/2026 - 02:00

Click this record to add/edit its note.

£33 Menu Settings

* Refres|
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8  Click "Create Note"

- Dashboard

®

ar Filters (1

« 4 P Jumpto: B o | School District: Error Loading Note

Clients New Note @ °
= Note >
gmg Scheduling
E Note Information
@ Notes Client:* | CLS, Test Schedule: | CLS EVV DD OP 00:15
Service Date:™ | 03/30/2026 Caregiver:"  Giver, Care
. Employees Service:* | CLS EVV DD OP | H2015 | 12/31/2026 Supervisor:* | Wiggs, Lauren
Client Record Number | 2343
Insurance ID # | 12345641
Date of Birth | 02/01/2026
Template:* | CLS
= M
RIBEIE | VT PN Service Unit Utilization
End Time: | 01:30 PM il [ Uni= 5
Duration: | 00:15 16
14
12 R =
4] ‘emainin
10 . J
8 M Billed
6
i W InProcess
2 J15 units
% Reset {2] create Note

S Refresh

ifts [A Export

This Service

Each goal will need an intervention and an assessment. Place an "x" under the
9 a 1 1 H mny,n
ppropriate type of intervention. Here we placed an "x" under IND for
Independent.

. Gt LS EVV DD OP - 03/30/2026

Note

Tasks History DMS

| Clients
- Start Time: | 01:15 PM
@ St End Time: | 01:30 PM
Duration: | 00:15
@ Notes

. Employees

[[] Override Automatic Assessment Values

Intervention
Outcomes

IND. VP G M HOH R N/A SAM

GOAL ID: 0101 CLS staff will help teach Test money
management skills, such as making transactions with a debit
card and obtaining proper change when making cash

transactions. Allowed keys: X

GOAL ID: 0102 CLS staff will assist Test with her laundry
tasks. Staff will prompt Test to bring down dirty laundry to the
laundry room, move laundry from washer to dryer, sort and
put the laundry away.

GOAL ID: 0103 CLS staff will assist Test on meal preparation
and kitchen skills. Staff assist Test with remembering and
using the stove safely. Staff will guide Test to follow all steps
when cooking, read labels, store food properly, practice

4

Member/Guardian Signature® Draw signature | Choose signature

Made with Scribe - https://scribehow.com

= = sign Note [T save

Approved
ﬁ

Service Unit Utilization

Total ~ || Units v
16
14
12 5 R e
10 M Remaining
8 W Billed
46 M InProcess
2
0
15 units




10 Select the appropriate assessment for the goal. Here we selected IMP or Improved

- Dashboard

Test - CLS EVV DD OP - 03/30/2026 Q @ °

Note Tasks History DMs

Start Time: | 01:15 PM
| Scheduling

End Time: | 01:30 PM

Duration: | 00:15

. Employees

[] override Automatic Assessment Values Service Unit Utilization

Intervention Assessment

Comment « Total ~ | Units v
IND VP G M HOH R N/A SAM IME. DEC N/A

. B
10 I Remaining
Il Billed

W InProcess

This Service

4

Member/Guardian Signature™ Draw signature | Choose signature
# -

% Reset Save

11  Again, place an "x" in the appropriate box.

- St Test - CLS EVV DD OP - 03/30/2026

Note

Tasks History DMs

Clients

Start Time: | 01:15 PM

Schedulin
i End Time: | 01:30 PM

Duration: | 00:15
E Notes

. Employees

(] Override Automatic Assessment Values Service Unit Utilization

Intervention Assessment

Comment « Total ~ | Units v
IND VP G M HOH R N/A SAM IMP DEC N/A

[ | i
10 1 Remaining
Il Billed

W InProcess

This Service
1 N T >
Member/Guardian Signature™ Draw signature | Choose signature
4 =

% Reset Save
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12

"VP" for "verbal Prompt"

- Dashboard

Clients

Scheduling
E Notes
. Employees

13

. Dashboard

Clients

Q Notes
. Employees

Test - CLS EVV DD OP - 03/30/2026

Note Tasks History DMs

Start Time: | 01:15 PM

End Time: | 01:30 PM

Duration: | 00:15

[] override Automatic Assessment Values

Outcomes
IND
management skills, such as making transactions with a debit
card and obtaining proper change when making cash
transactions.

GOAL ID: 0102 CLS staff will assist Test with her laundry
tasks. Staff will prompt Test to bring down dirty laundry to the
laundry room, move laundry from washer to dryer, sort and
put the laundry away.

GOAL ID: 0103 CLS staff will assist Test on meal preparation
and kitchen skills. Staff assist Test with remembering and
using the stove safely. Staff will guide Test to follow all steps
when cooking, read labels, store food properly, practice
kitchen safety and make healthy choices.

4

Member/Guardian Signature™ Draw signature

*> Reset

Test - CLS EVV DD Ol 13/30/2026

Note

Tasks History DMS

Start Time: | 0115 PM

End Time: | 01:30 PM

Duration: | 00:15

[] override Automatic Assessment Values

Outcomes
IND
management skills, such as making transactions with a debit
card and obtaining proper change when making cash
transactions.

GOAL ID: 0102 CLS staff will assist Test with her laundry
tasks. Staff will prompt Test to bring down dirty laundry to the
laundry room, move laundry from washer to dryer, sort and
put the laundry away.

GOAL ID: 0103 CLS staff will assist Test on meal preparation
and kitchen skills. Staff assist Test with remembering and
using the stove safely. Staff will guide Test to follow all steps
when cooking, read labels, store food properly, practice
kitchen safety and make healthy choices.

Choose signature

Intervention A
VP G M HOH R N/A SAM IM
Allowesd keys: X
-
# -
Save

Intervention

VP G M HOH R N/A SAM

< . W—

Member/Guardian Signature® Draw s

> Reset

Made with Scribe - https://scribehow.com

Choose sighgture

Save

Move down to goal number 2. Complete and Intervention again, here we chose

>
Service Unit Utilization
Total v || Units v
16

14

12 Y R :

10 I Remaining

8 Il Billed

i W InProcess

2

0

This Service

S
E
Billed
Service Unit Utilization
Total v | Units v
16
14
2 1 R i
10 M Remaining
8 M Billed
6
M InProcess
4
2
0
This Service



14  Select the appropriate Assessment, here we chose "SAM" for "SAME"

CLS EVV DD OP - 03/30/2026 Q @ °

- Dashboard

Note Tasks History DMs

Clients

Start Time: | 01:15 PM
Scheduling

End Time: | 01:30 PM

Duration: | 00:15
E Notes

. Employees

[] override Automatic Assessment Values Service Unit Utilization

Intervention Assessment

Comment « Total v || Units v
IND VP G M HOH R N/A SAM IMP DEC N/A 6
adebit o % =
) 14
L l R i
o r 10 ! Remaining
iry to the < 8 Il Billed
irtand 5
4 W InProcess
Jaration Allowed keys: X 2
and
ill steps 0
e This Service
-
4 3
Member/Guardian Signature™ Draw signature | Choose signature
# -
*> Reset Save

15

- St est - CLS EVV DD OP - 03/30/2026

Note

Tasks History DMs

) Clients

Start Time: | 01:15 PM

Schedulin
i End Time: | 01:30 PM

Duration: | 00:15
E Notes

. Employees

[ Override Automatic Assessment Values Service Unit Utilization

Intervention Assessment
Comment « Total v || Units v
IND VP G M HOH R N/A SAM IMP DEC N/A 6
adebit o
7 - X 14
12 Y R B
o r 10 ! Remaining
iry to the < ] 8 Il Billed
rtand 6
4 W InProcess
saration
and 2
ill steps 0
i This Service
-
1 N T >
Member/Guardian Signature™ Draw signature | Choose signature
4 =
% Reset Save
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@ Tip! As you complete your notes, you will notice if the goal is complete, it will no
longer be highlighted yellow.

16 After all goals are completed, the client/guardian will sign the note. They can click
'Choose Signature"

. et CLS, Test - CLS EVV DD OP - 03/30/2026

Note

Tasks History DMS

% | Clients

@ Scheduling
[ override Automatic Assessment Values
E Notes
Intervention Assessment
Comment
G M HOH R N/A SAM IMP DEC N/A
Employees

-
r
. t Approvec
Service Unit Utilization
r
« | Total ~ || Units v
e b 16
- 14
] s 3 12 =
0 I Remaining
Member/Guardian Signature® Draw signa Choose signature 8 W Billed
P i M InProcess
2
0

This Service

£33 Menu Settings 28

% Reset D) save
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17  The Client/Guardian will then type their name in.

. Dashboard

CLS, Test - CLS EVV DD OP - 03/30/2026 e

Note Tasks History DMS

Scheduling

[ override Automatic Assessment Values

Intervention Assessment

Comment Approved
G M HOH R N/A SAM IMP DEC N/A
Employees
x -
Billed
| ‘

Service Unit Utilization

r r
* Total v | Units v
g : 16
14
12
2] L 3 ™ e
10 M Remaining
Member/Guardian Signature™ Draw sighature | Choose signature 8 B Biled
> f W InProcess
2
0
. This Service
Tiype name here...
s
% Reset B save

18 Click "Save"

- Dashboard Test - CLS EVV DD Ol

Note

Tasks | History

Clients

| Scheduling
E Notes (] Override Automatic Assessment Values
Intervention Assessment
Comment
G M HOH R N/A SAM IMP DEC N/A
Employees
X -
r
X
Service Unit Utilization
r r
« | Total v || Units M
5 i 16
- 14
12
4 L— g 3 il i
10 ¥ Remaining
Member/Guardian Signature™ Draw signature | Choose s e 8 W Billed
6
L2 a M InProcess
2
client Siana.tu.r 0
s . This Service
client Signatine
" Reset D) save
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19  When you are at the end of your shift, and ready to clock out click "clock out"

Dashboard

ﬁ Scheduling
E Notes

. Employees

ProCare Unlimited | Session Time Remaining: 60m | Clocked in since 0115 PM |

care.giver | oOptions | Logout

a Configure Dashboard

1T D ST ) |

View St...  Check Number Check Date ¥ Pay Period Start  Pay Period En Site Date ¥ Schedule... Schedule... Actual S Actual End
03/30/2026 0115 PM -
03/27/2026 0217 PM 02:27 PM
03/25/2026 07:11PM 07:46 PM
03/19/2026 03:40PM  03:53PM
03/19/2026 07:19 AM 11:23 AM
03/19/2026 O100AM 0213 AM
03/18/2026 10:56 PM
03/18/2026 1:33 AM 11:35 AM
03/18/2026 11:18 AM 1:31 AM
03/18/2026 08:00 AM  0BIIS AM
03/16/2026 09:00 AM 0SS AM
1 D 42 total records
Unsigned/Unapproved Notes ® GO [ ce @0
[ signed Notes Only O show Inactive
Cli...  Service Date of Ser...  Caregiver Name Cli...  Client Supervisor Last Service Date Next Appointme
(£ ?:; CLS EVV DD OP 03/30/2026  Giver, Care 2| &Zd %‘:I"[' Wiggs, Lauren 03/27/2026 05/04/2026
& S™™ pcs non Evv-Ti019 03/19/2026 Giver, Care Zidl S5 wiggs, Lauren 03/30/2026 03/30/2026
Test 3 Test {
7, "M e evy-Tione 03N18/2026  Giver, Care
Test
& Client,  5oq pvv-Ti019 03/18/2026 Giver, Care
Test
& ?;':[m' PCS EVV-TI019 03/16/2026 Giver, Care

20 After clocking out, navigate back to the scheduling tab

Dashboard

) notes
. Employees

e ———————————— O O | E: Vo=

View St.. CheckNumber  CheckDatew | Pay Period Start | Pay Period End site Date v Scheduled Start Scheduled End Actual Start
03/30/2026 ozo1PM
03/30/2026 or1s PM
03/2712026 o0z7 M
03/2512026 ormem
©3/18/2028 0340 PM
03/10/2026 o719 M
03/10/2026 o1:00 AM
03/18/2026 10:56 PM
03/18/2026 223 AM
0a/18/2026 T8 AM
©3/18/2028 08:00 AM

nsirednapproritas ooofee- |

O signed Notes Only

Client Name Service Date of Ser... | Caragiver Name Units | Group Note Signed Client Name & Clent Supervisor Last Sen
B cus Test CLS nonEvv DD OP 03/30/2026  Giver, Care 1 + [@Bdl cient, Test Wiggs, Lauren 0327120z
B cusTest cLsevvopop 033012028 Giver, Care 1 Gl cts. Test Wiggs, Lauren o3/30/20;
B Cint, Test PCS non EVV-TIONS O3ne2028  Giver, Care o

& ciient, Test PCSEVV-TI019 0311812026 Giver, Care 1

B cient, Test PCs EV-TION O3nB2028  Giver,Care 0

@ clint, Test pes EvTION 0362028 Giver, Care 0

B Cilnt, Test pes EVTIOND 2026 Giver, Care 3

(€1

Ciient, Test PCSEVV-TI0I8 03M/2026  Giver, Care 1

?

Ttoirecorss || B Export

© Ago A Task 0 show A
Tvpe | Description CrestedDatew | CreatedBy | AssignedTo | Closad

510 Tmasar 1178725500 s oy s it o 031612026 P p— g o “

A s o3 soen s toyour s imesnet o 031020201 e o T o

B Timesheet Time has been added lo your signed timesheet for 03/16/2026 1o 0aner2026 Giver, Care Giver, Care (=]

034222028
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11



21  Click back on the shift for today in order to open and sign it.

‘ONtarget ProCare Unlimited | Session Time Remaining: 60m |  Notclockedin Clockin | caregiver | Options |
& cotendar
. o « ¢ > wmpw B8 Go | School District: < Day WorkWeek Week [Month| @ view: selauit
@ clearFiters Q Search
= Test Client PCS EVV-TI019 Test Client PCS non EVV-T1019 “Tost Clint PCS non EVV-T1019 Test Client PCS non EVV-T1019
 cles (B2 snowan] (SR ECS V0N
O Show Note Created Tost Glient PCS EVV-T1019
@ Scheduling 0 Show Note Not Craated -
) Notes
. Eiores “Test Glient PGS non EVV-TI018 Test Client PGS EVV-T019 Test Glient PGS EVV-TI019 “Test Glient PGS non EVV-T1018 Test Glient PGS EVV-TI0
Test Ciient PCS EVV-T1019 Tost Ciient PCS EVV-T1010
Tost Cliant PCS EVV-TI010 Tost Gt PCS EVV-TI010 Tast Client PCS EVV-TI0IS
Tost Gilent PGS EVV-TI019
T
IS PeS FUVT0R)
Tost Cliont PCS EVV-TI0T8 “Tost Cliont PCS EVV-T1010 Tost Cliont PCS EVV-TION
S GE PGS EUNTI0N
Test CLS CLS nonEVV DD OP
Tast CLS CLS EVV DD 0P Tost CLS CLS EVV DD 0P
Test LS CLS EVV DD 0P
22  Click "sign note"
LS, Test - CLS nonEVV DD OP - 03/30/2026
Note Tasks History DMS
* | o p -
Client:" | CLS, Test Schedule: | CLS nenEVV DD OP 00:15
2 e, ) P pr—— e [
Service Date:” | 03/30/2026 Caregiver:" | Giver, Care

Service:™ | CLS nonEVY DD OF | H2015 | 12/

Supervl'}ol:* Wiggs, Lauren
Client Record Number | 2343

Insurance 1D # | 12345641

Date of Birth | 0Zf 026

. Not Approved for Payroll

Start Time: | DB:00 AM Service Unit Utilization

End Time: | 0815 AM

Tolal ~ || Units ~
Duration: | D015 3
2 M Remaining
W Billed
1 M In Process
-
5 Y]
ave 5 2
This Service

| Test CLS CLS.
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23 Type in your password for OnTarget and click "ok"

s ®0
-

Note Tasks History DMS

Unapprove|

| Digital Signature required I
Service:" | CLS nonEll 9 9 4 | -

A TaRE [533 ] | ATTEST that | am the staff member specified in

T1019 - this document and that it is my intent to place my
Insurance ID # 1:3455,:1] electronically binding signature onto this
1 d

ocument.

Billed

e

T *
El Note Information
Ciient-* CLS, Tast Sehadule: | CLS nonEVV DD OP 00215
Service Date:* | 03/30/ Caranivar-® | Giver, Care

Date of Birth | 02/01/2 02

! . Not Approved for Payroll

s { Cancel @ OK
Start Time: | 08:00 AMI = ® @ Service Unit Utilization
End Time: | 08:15 AM Tatal ~ | Units v
Duration: | 00:15 3
ECLS EVV -
PCS EVV-T?
2 B Remaining
W Billed
1 W In Process
-
cx e Sign Nota Save : =
== P‘K 4 = This Service
DD OP Test CLS CLS nonEVV DD OF Test CLS CLS EVV DD OP Test CLS CLS EVV DD OP

[ TestCLSCLSnonEWVDDOP ]
EVV DD OP Test CLS CLS nonEVV DD OP
DD OP Test CLS CLS EVV DD OP
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