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Register for an Account

To use ACESS Online, both the
Employer and the Personal Support Worker (PSW) must have an account.

If the Employer is not the Consumer, use all the Consumer details and the Employer’s email.
Note: Employers will need the ACESS Consumer ID number to complete registration. If you do not know the

Consumer ID number, call ACESS at 1-877-223-7781.

1. Go to ACESS Online by typing login.mycil.org into your browser.
2. Click Register for an Account.

firacess - '

Online S ‘

Welcome to
ACES$ Online

Forgot Password?

+ Register for an Account
B Document Center
© Contact Us

[E Find a Caregiver

3. Choose lllinois Department of Human Services from the Organization dropdown menu.

Account Registration

Organization -- Select an organization --

QL |

-- Select an organization --

lllinois Department of Human Services

4. Choose your Account Type from the Account Type drop-down menu. Reminder: Employers should
always select the "Consumer" account type from the drop-down menu when registering. If you are
self-directing without a Self-Directed Agency, please also choose the "Consumer" role.

Organization linois Department of Human Services

p
Account Type - Select an account type —
h

— Select an account type —
Personal Support Waorker
Consumer

Service Facilitator



http://www.login.mycil.org/

5. Complete each section of the registration page. Note: Security questions are NOT case sensitive.

The email used for the registration form:

e Will be your login email for ACESS
Online.

e Will be the email address ACESS Online
sends your verification email to set
your password.

® Cannot be the same as any other user.

Account Registration

(((((

Confirm Email

Phone Number

Cell Phone Number

cell Phone Type Cell Phone Type

6. Check the certify box and click Register.

Support@mycil.org

| hereby certity that the
above information is true
and correct to the best of my
knowledge. | understand
that false information may
disqualify me for benefits.

If you have any questions please contact us

7. ACESS Online will send an email to set a password. Open the email and click on the Click here to verify
and set your password link. Note: The verification link is only valid for 24 hours.

10 create a new password for your account
Click here to verify and set your password »

By registering online you also agree to use the Budget screen

Sincercly,
Center for Independent Living/ ACESS
mycilorg

"We can be independent when we do it together ™

are doing this to reduce waste, If you prefer to have a paper copy

Thank you for registering! You must click the link below to access your account, Once you are on the website, you will be asked

If you encounter any problems resetting your password, please contact us at (£77

icu of receiving mailed budget statements. We
heck the box on the Budget scroen

8. Enter your email address and your desired password twice, then click Reset Password.

Your password must:

® Be at least eight (8) characters long

® Have at least one (1) upper-case and
one (1) lower-case letter

® Have at least one (1) number

® Have at least one (1) of the following

special characters: @ | #S % " &

45 3CES$

Online™

Welcome to ACESS
Online™

Merer Furerner

9. You will see a confirmation message. Click the Please click here to log in link or go to login.mycil.org.
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How to Log In to ACESS Online

1. Go to ACESS Online: login.mycil.org
2. Enter your email address and password.

3. Click Login.

WIBCES$

Online™

Welcome to
ACES$ Online™

Copyright MyCIl. © 20142018
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ACESS Online Overview

Employers and PSWs can use ACESS Online to:
® View and download documents
® Approve or submit worked shifts

e \View important information, including Paid Leave balances, contact details, budgets, pay stubs

and payment schedules

You can access all of this from the navigation menu on the left and through the clickable tiles on the bottom

of the dashboard.
L] 13
il acess a Welcome ThyraEdwards  m @ Logout & MyAccount & Help
Online
M Dashboard
Paid Leave Information
PL Used Hours
24 0

© ContactUs

Lucy Flower

Welcom

mer for Department man Ses

e, Thy ra E dWa rd S Personal Support Worker Name PL Balance

B Document Center
Username: tedwards@example.com

® Payment Status h ange Password | My Account | Log Out

20 Time Entry
recszeial A A A

B Paid Leave

$ Budget

Budget

B Payroll Calendar

Manage Paid Leave

Time Entry
-o Manage Time Entry.

Payment Status
Manage Paid Leave. View budgetary items

View Payment Statuses.

On your dashboard, if there are any announcements, they will show in the red alert box.

ACES$ Online Paystubs

ACESS$ Online allows you to monitor your upcoming
payroll and print past paystubs. Log in today! Need

help? Just ask a consumer care specialist for
assistance. ACES$ Online allows you to monitor
your upcoming payroll and print past paystubs.
Need help? Just ask a Participant Care Spedialist for
assistance,




You can find your ACESS Online account details under

your name. Click My Account to: Welcome, Thyra Edwards

e Change your password or security ConsumerforDepartment of fumen Services
guestions. You can also click Change Username:  teduards@example.com
Password. Change Password || My Account || Log Out

e Change the email address used to log in. reseeal ATATA

Click the A next to Text Size to make font larger or smaller.

Welcome, Thyra Edwards

Consumer for Department of Human Services

Username: tedwards@example.com

Change Password | My Account | Log Out

Text Size: A | A A A <:I




Add a Shift
*For PSWs ONLY*

PSWs can create a new shift in ACESS Online by completing the following steps.

Note: Only PSWs can create new shifts.
All shifts entered directly into ACESS Online are non-compliant with Electronic Visit Verification (EVV).

1. Loginto ACESS Online at login.mycil.org by following the How to Log In

instructions. i) 3Ces$
Online
2. From the dashboard, click Time Entry in the left navigation menu, then S
choose Enter Time from the submenu.
© ContactUs
3. Select the Consumer, Year, and a specific Pay Period from the dropdown Sl Docenan:Cetiur
menu and the Search button will turn green. Click or tap Search. B Paystubs
e Choosing All Pay Periods from the Pay Period dropdown menu will not © Payment status
allow PSW to add or edit shifts. Please choose a specific pay period from P
the menu.

Enter Time

8 Paid Leave

Edit Time Entry -~

Consumer: Thvpra Ebwnirabi- T35 - Personal Support Worker: Fhowsr, Lugy -

Year: 2024 ~ Pay Period: Please select a Pay Period -

Please select a Pay Period
Al

+ Add Shift

4. Any previously entered shifts for that pay period will appear. Click the
to add a new shift.
If on a mobile device, scroll down to find the + Add Shift button.
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New shift

Start

Enter the date in, time in, date out, time out, service type, and

adjustment reason.

ACESS Online will automatically round the hours worked to the

nearest 15-minute interval for each shift.

Click the Save button.

( mm/dd/yyyy

Time In

End

Date Out

Once you have saved the shift, a pop-up box will appear to confirm ((mmraaryyyy

the shift has been saved.

Click the Edit button to make changes, if applicable.
Read the Submit Time confirmation information, then click the
Submit button next to the individual shift, or the Submit All button at

the bottom of the page.

e Please note, when in the mobile view, you may have to click to
expand the individual shift to see the individual submit button.

BT

Unconfirmed

Time Out

Service Type

| Attendant services

Adjustment Reason

| Please select a Reason

EVV Compliant

Source Porzal
Time In Location

Time Out Location

Adjustment Reason Forgot to check-in/check-out

Do NOT click refresh or back during processing.

Submit Time

Submit All Time




Edit an Existing Shift
*For PSWs ONLY*

1. Create a shift by following the How to Create a Shift instructions.
2. If the shift has the status of Unconfirmed or Rejected, then it can be edited. Click the Edit button to

edit a particular shift.

Actions Status

= P

“‘(‘ \‘. ‘r

3. Make changes to any of the start date, start time, end date, end
time, or reason for editing the shift. Click the Save button.
The old values will be crossed out and the new values will take
their place. Reminder: Editing shifts makes them EVV non-

compliant.

button, make any adjustments, and select Submit.

Edit Shift
Unconfirmed ‘: ik
Original Adjusted
2024-07-02 | o7/02/2024 o] \
1:30 PM | = e |
€nd
Original Adjusted |
2024.07.02 | 0710242024 (=] ‘
5:30 PM = o | ’
| Attendant Services V] ’
—r.rg-.rv:.ihs-., | |
ncel !'f\ )
 cc+ B
4. If on a mobile device, click the carrot icon to expand the shift you wish to edit. Then, click the edit
Unconfirmed Attendans Senvices
IN
ouT Shr
Unconfirmed Amtendant Serioes v
1IN Dar2ovaila
(Sat EVV Compliant Exception
5:00 P
ouT DEr2W 2024 a Source Poral
[5at

T
0:00 P

Time In Location

Time Out Location

Adjustment Reason

Forgor to check-in/check-out




5. Click the Submit button to submit the shift to the Employer.

Date Dut Roundad Hoaurs

6. Read the Submit Time confirmation information, then click the Submit button next to the individual
shift, or the Submit All button at the bottom of the page.
Do NOT click refresh or back while it is processing.

Submit Time Submit All Time

7. Once you have submitted the shift, a pop-up box will appear confirming your submission.
8. Repeat steps 2 through 6 for any other shifts that need to be submitted to the Employer.

10



Approve/Reject a Shift
*For Employers ONLY*

Employers must approve or reject pending shifts in ACESS Online for those shifts to be sent to ACESS for
processing.
1. Loginto ACESS Online at login.mycil.org by following the How to Log In
instructions.

(@ Payment Status

s Time Entry
2. From the dashboard, click Time Entry in the left navigation menu, then

choose Approve/Reject Time from the submenu. Approve/Reject Time

3. Inthe search, select the PSW, the Year, and a specific Pay Period.
When the Search button turns green, click Search. .

Approve/Reject Time Entered A

Consumer: Thyra Edwards- 2123 v Personal Support Flower, Lucy
Worker:

Year: 2024 v Pay Period: 6/16/2024 - 6/30/2024 g

Note: Choosing All Pay Periods from the Pay Period menu will only allow the Employer to view shifts, not
approve or reject them. To approve or reject shifts, choose a specific pay period from the menu.

4. All shifts in the selected pay period appear beneath the Search box. Shifts that have the status of
Pending can be approved or rejected. Shifts that have other statuses cannot be approved or rejected.
5. Review the Pending shifts for accuracy including the dates, time in/out, service type, and total hours.

6. After reviewing shifts in Pending status, Employers may approve or reject one at a time or all shifts at
once.

Date In

11
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7. If on a mobile device, click the carrot icon to expand the shift you wish to review. Then select to
Approve or Reject shifts one at a time, or all shifts at once.

IN
our w2004 e
v
Pending Amrendant Services
IN 06/29/2024 EVV Complisas
[Sat)
~ B Seerce
500 PM
— - Time In Location
ouTt DEf29 2024 S
" . Tirme Out Lotation
(Sat) -~
10:00 P Agusimen t Rearan

r £n3 Times wil cancel (5% recerdings 43¢ hGoe changed tme

550 E&EIB

8. Read the Submit Time confirmation information, then click the Approve button next to the individual
shift, or the Approve All button at the bottom of the page.
Do NOT click refresh or back while it is processing. Note: Checking this box is a legal acknowledgement
and serves to prevent fraud.

Approve Time , Approve All Time

| =

9. When shifts are Approved, the shift has been Accepted and will be sent to ACESS for processing. Once
you have approved the shift(s), a pop-up box will appear confirming your approval.

m Date Out Time Out Rounded Hours

Accepied 051662024 2:00 PM 05/1642024 5200 FM he
; A More
(Thid (Thuj
Accepted 0571842024 12200 PM 0571842024 5200 FM Shr ] 5 u
. More
[5at] &at)

12




View Payment Status

1. Loginto ACESS Online at login.mycil.org by following the How to Log In instructions.
2. From the dashboard, click Payment Status in the left navigation menu or the Payment Status tile.

i acess W=

Online

© Contacts Welcome, Lucy Flower

8 Document Center

Username: Iflower@example.com
W

,,,,,, o pceun | g ® Payment Status
B¢ Time Entry

B Paid Leave

View All Payment
Statuses

& Payroll Calendar
View Pay Stubs

View and search Personal Support
Worker pay stubs.

3. Inthe submenu, click View All Payment Statuses.

4. Next, narrow the search criteria by Consumer’s or PSW’s Name, Year, and Pay Period.

i acess

Online

B ODmhboard

@ Contactn

W Document Conter

o paysnos

© Payment stann

5. Click Search.
6. To view the details for a specific pay period, click the View.

Satact Paymant Status mm £z Pariod £armonal upport Workne m Chark Data
- 7123 Thyra Edwards 3/16/2024 - 3/31/2024 LUCY FLOWER POSTED 41212024
. fatsl Thyra Edwards 3/1/2024 - 3/15/2024 LUCY FLOWER

7. Toview a pay period’s status, see Status column.
When payment is scheduled the date will appear in the “Check Date” column.

13
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Understanding Shift and Pay Period Status

Time Entry Section: Shift Statuses

Unconfirmed — The PSW has saved the shift but has not yet submitted the shift to the Employer. The
next step is for the PSW to submit the shift.
Self-Reject— The PSW has self-rejected a shift. An Employer can see a self-rejected shift, but it cannot
be approved.

— The PSW has submitted the shift, and the Employer needs to review the shift and either
approve or reject the shift.
Rejected — The Employer rejected the shift, and the PSW may make edits and resubmit the shift.

— The Employer approved the shift and it will be sent to ACESS for processing.

Payment Status Section: Statuses

Unverified — The Employer approved shifts, and the pay period is with ACESS for processing.

Kick — There is an issue with the time in this pay period. Please contact ACESS Consumer Care at 1-
877-223-7781 for more information.

OK — ACESS has processed the pay period and will run it with the next payroll.

Posted — ACESS has run payroll for this pay period and either scheduled payment for processing or is
waiting for permission from the State of lllinois before scheduling payment.

14



View and Download Documents

1. Loginto ACESS Online at login.mycil.org by following the How to Log In instructions.

i acess =]
Online

R Oashboard

Welcome  Thyra Edwards l“ @ Logout & MyAccount 8 Help

Paid Leave Information

Welcome, Thyra Edwards L gsarce
bt 107 Dipartmont 4 Hismen Snices [ — W
Username: S ae i i trphe.com

Change Password | My Account | Log Out

iszealAA A

Payment Status Time Entry Manage Paid Leave

View Payment Statuses. Manage Time totry. Manage Paid Leave.

Document Center

Payroll Calendar

View and downlaad forms and how.
[

View payroll calendar.

2. From the dashboard, click Document Center in the left navigation menu or the Document Center tile.

3. Click on the document icon to download the document. Once you download it, you can save or print it.

Show| 10 v |entries Search: |

Document Name

Document Description

Download File

ACESS Change Contact Info Request Form IL ACESS Change Contact Info Request Form D ‘
ACESS Direct Deposit Form ACESS Direct Deposit Form D [
ACESS FMS Information Release Forms IL ACESS FMS Information Release Forms D ‘

The Document Center can also be accessed
without logging into ACESS Online.

Go to ACESS Online by typing

login.mycil.org into your browser.

Click Document Center.

Welcome to
ACESS Online™

fi. aCES$

Online™

Forgol Fesrword™
M Dorpsmpr. G

= Fregp Cireirye:

Choose lllinois Department of Human Services from the Organization dropdown menu.

Select Organization

— Select an Organization -

Document Type:

Iinois Department of Human Services

Virninia Danartmant nf Madieg) izt o

a

Q

15
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7. View all the forms and documents. To download, click on the document icon. Once the document has
been downloaded, it can be saved or printed.

View Budget *For Consumers/Employers and SDAs*

1. Loginto ACESS Online at login.mycil.org by following the How to Log In instructions.
2. From the dashboard, click Budget in the left navigation menu or the Budget tile.
3. Select a month to view the budget details and usage broken down by pay period and PSW.

e

| June 2024 ‘I?::I

Searning lalance
2664.30

2648.25

Currern Balence

16.05

G LZ1 M

Budget Allocations

Budget Service Typs Billing Lowel Linits

Pay Period Allocation | Approved Approved Billed Remaining Percent
Hours Amount Hours Ammount Undiration

E/L/2028 $2.179.05 00 50.00 182 5 §2.170.05 §0.00 100.0 |
Ef15/2024

Personal Suppon Worker Monthly Expenditures

Hours Pasd Amount

Personal Suppor! Worker Pay Perod Pay Hate

Luscy Flicrrr &/1/102 8- 515/2024

Lucy Flower &/16/2024- 6312024 51104 85,00 5101450 |

16
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View a Paystub *For PSWs ONLY*

PSWs can view their paystubs in ACESS Online by completing the following steps.

i) aCes$

Online

View Pay Stubs

View and search Personal Support
Worker pay stubs.

1. Loginto ACESS Online at login.mycil.org by following the log-in instructions.
2. Click Pay Stubs. Choose the Consumer, year, and pay period.
3. Click Search.

Enter Search Criteria

Consumer: Please select a Consumer N Personal Support Worker: Flower, Lucy v

Year: 2024 Y Pay Period: Please select a Pay Period

4. To print, click Print Paystub. Click View Timesheets to view the pay period details associated with the
pay stub. Otherwise scroll down to view the full pay stub.

Personal Support Worker Pay Stub Report

5. View the full Pay Stub details.

17




Technical Support

If you have a technical support question, follow the steps below to contact the ACESS IT team directly.
Please direct all other questions to the Consumer Care Line at 1-877-223-7781.

1. On any screen once logged in, click Help in the top right corner to send a message directly to the ACESS
IT team for technical support.

Ih" ace5$ Webzoma  Thyra Edwards -u B Logout & MyAccount |3 Help

Online

2. Select your reason for contacting the ACESS IT

Contact

t us with any request:

3. Write a message detailing what occurred, if any e e }
error messages appeared, what support you need, —
and any other information to help IT understand wa
the issue. Issue

Other

4. Optional: Click Email a Copy to Yourself to receive a
copy of your help request. (H—

I am on an iPhone 12 in Safari and having
the following issue...

5. Click Submit.

Emall a Copy To
Yourself?

Clear

18



ACESS lllinois
Consumer Care Contact Information

Toll-free: 1-877-223-7781 ® Email: supportiL@mycil.org

ACESS lllinois — Springfield

2960 Baker Drive, Springfield, IL 62703
Fax Documents: 1-217-528-9849
Fax Timesheets: 1-877-808-7014

ACESS lllinois — Tinley Park

7820 Graphics Drive, Suite 200, Tinley Park, IL 60477
Fax Documents: 1-708-532-3631
Fax Timesheets: 1-877-808-7014

i 9Ces$

FINANCIAL
MANAGEMENT
SERVICES

19



