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                                           Important Service Change:
JEVS Supports for Independence, your fiscal management service is approved to change from using paper time sheets to using telephone based time reporting called Tele-PAY.  This system is an easy to use, electronic time and attendance recording system, which automatically records your assistant/employee’s hours of work.  Follow the enrollment instructions below.  Our Tele-pay Transition Specialists in the Call Center will be assisting you to make a smooth transition to Tele-PAY.  The SFI Call Center is available Monday through Friday, 8:30 AM to 5:00 PM (267)298-1364 or (800)610-7910. 

How do Consumer/ Employer enroll in Tele-PAY? 

You have already been enrolled into the Tele-PAY system by your Tele-pay Transition Specialist who verified your information for use in the Tele-PAY system.  Using the Tele-PAY system from your home phone number will act as your electronic signature.  
How do Assistants/Employees Enroll in Tele-PAY? 

1. Contact the Tele-pay Transition Specialists, Monday through Friday, 8:30 AM to 5:00 PM at (267)298-1364 or (800)610-7910 to receive your personal identification number (PIN).  You will be asked to verify your name, address and phone number.  

2. After you enroll you will begin training with your Tele-pay Transition Specialist in the Tele-PAY system immediately. Your training period may last 1 to 2 pay periods (up to 4 weeks).

3. During the training period you must continue to send in (fax or mail) a telephone log.  Continue to follow your original time sheet schedule to ensure proper payment of hours worked.  When Tele-PAY training is finished you and your Consumer/Employer will be notified by your Tele-pay Transition Specialist. 

How does Tele-PAY work? 

1. The Assistant/Employee arrives at the Consumer/Employer’s home and immediately calls the toll free number, 1-866-495-1432 to record the begin work time.
2. The Assistant/Employee is given voice prompt instructions when the call is answered.

3. The first prompt asks the attendant/employee to press “1” for English or “2” for Spanish. 
4. The Assistant/Employee enters his/her assigned PIN and follows the voice prompt instruction to indicate when work begins. The PIN is the Assistant/Employee’s electronic signature.
5. Before the Assistant/Employee leaves (ends) work he/she must repeat the process outlined in steps 1 through 3 above to log out for their shift. 
6. In the event an error occurred during the log-in or log out process, the Transition Specialist will contact you to make the correction.  The Consumer/employer will contact the Tele-pay Transition Specialist regarding any changes to their Assistant/Employee’s time.  The Assistant/Employee does not have the authority to authorize changes.  If you made an error or forgot to log in or out you must contact the Transition Specialist. 
7. For more details refer to the Helpful Hints or the Operating Instructions on the back of the green Telephone Log sheet.  

Tele-PAY has been approved by the Philadelphia Corporation for Aging.  Tele-PAY is designed to make your life easier.  This system is easy to operate, and assures you the same service flexibility as before and enables your assistants/employees to be paid on time.  
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