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Ne w Time she e t Proc e ss for  

In- Home  Supportive  Se rvic e s (IHSS)
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• On Se pte mbe r 3rd, 2013, Lo s Ang e le s Co unty IHSS will 

imp le me nt a  ne w c o mp ute r syste m tha t imp ro ve s 

time she e t & p a yro ll p ro c e ssing  – Ca se  Ma na g e me nt, 

Informa tion a nd Pa yrolling  Syste m II (CMIPS II).

• All Ca lifo rnia  c o untie s will use  the  sa me  c o mp ute r 

syste m.

• The  IHSS time she e t will b e  d iffe re nt. 

• Yo u c a n no  lo ng e r sub mit time she e ts to  the  lo c a l 

o ffic e .

• Yo ur p ro vid e r numb e r will c ha ng e  (no  lo ng e r yo ur 

so c ia l se c urity numb e r).

• Yo ur c o nsume r’ s c a se  numb e r will c ha ng e .

Cha ng e s to  IHSS
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• Cha ng e s to  the  IHSS Time she e t Pro c e ss:

– Ab o ut the  ne w IHSS time she e t

– Whe re  to  se nd  yo ur ne w time she e t 

• Ce ntra lize d  Time she e t Pro c e ssing  Fa c ility (TPF) in 

Chic o , Ca lifo rnia .

• Ho w to :

– Co mp le te  the  ne w time she e t c o rre c tly.

– Avo id  time she e t re je c tio ns & o b ta in a  

re p la c e me nt time she e t.

– Co mp le te  a  c ha ng e  o f a d d re ss.

In this p re se nta tio n, yo u will le a rn a b o ut:
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Ne w Time she e t (Fro nt)

4

How to  Fill In 

Time she e t

Comple te  a nd 

ma il the  

bottom of your 

time she e t only.

Gross/ Ne t inc ome  

a nd de duc tion 

informa tion

Comple te  a nd 

ma il the  

bottom of your 

time she e t only.



Ne w Time she e t (Fro nt)
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Provide r ID

Provide r Na me

Re c ipie nt Ca se  Numbe r

Re c ipie nt Na me

Provide r Authorize d 

Hours (for the  month)*

Ba rc ode Time she e t numbe r 

& Pa y Pe riod



Ne w Time she e t (Ba c k)

6

Re c ipie nt 

Sig na ture

Provide r 

Sig na ture

Time she e t with 

missing  sig na ture s 

will be  re je c te d a nd 

your pa yme nt will be  

de la ye d!

Instruc tions on how 

to  c omple te  the  

time she e t in Spa nish, 

Arme nia n a nd 

Chine se



IHSS Time she e t Proc e ssing  Fa c ility

P.O. Box 2380

Chic o, CA  95927- 2380

Whe re  d o  I ma il the  ne w time she e t 

fo r p ro c e ssing ?
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All  ne w time she e ts must b e  MAILED to  the  

IHSS Time she e t Proc e ssing  Fa c ility in the  e nve lo p e  

p ro vid e d . 

Your loc a l IHSS offic e  will no long e r a c c e pt 

time she e ts.  



Time she e t Proc e ssing  Fa c ility
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Dire c t de posit a c c ounts a re  c re dite d.  Corre c tly c omple te d  

time she e ts c a n ta ke  up to  10 busine ss da ys to  proc e ss.

SCO ma ils wa rra nts a nd dire c t de posit sta te me nts

CMIPS II se nds informa tion e le c tronic a lly to  the  Sta te  

Controlle r's Offic e  (SCO)

Time she e t is sc a nne d a nd proc e sse d

Time she e t a rrive s a t the  Time she e t Proc e ssing  Fa c ility 

(TPF)

Provide r ma ils time she e t 



Time she e ts with Errors
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If the re  is a n e lig ibility proble m, the  c ounty de te rmine s 

ne xt ste ps.

De p e nd ing  o n the  e rro r, LA will ma il a  re p la c e me nt 
time she e t to  the  p ro vid e r

Time she e t is se nt b a c k to  Lo s Ang e le s e le c tro nic a lly

TPFsc a ns a nd  time she e t b ut it ha s a n e rro r. 

Time she e t a rrive s a t the  TPF

Pro vid e r ma ils time she e t



Comple ting  the  ne w time she e t
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Sc a nning  e quipme nt will be  “re a ding ” the  ne w time she e t.  

It is importa nt tha t you “print” your numbe rs.

If numbe rs a re  not writte n 

c le a rly on the ne w time she e t,

your pa yc he c k will be de la ye d .



Use  bla c k ink.  Using  a ny o the r c o lo r p e n o r 

p e nc il  will d e la y yo ur p a yme nt.

Ente r the  ho urs yo u wo rke d  ne xt to  the  

d a te  wo rke d .

Ente r time  in ho urs a nd  minute s (HH:MM)

like  a  d ig ita l c lo c k:  No more  de c ima ls!

To ta l the  ho urs wo rke d .

Do  no t write  mo re  tha n 

24 ho urs in a  wo rk d a y.

Do  no t fo ld  yo ur time she e t.
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Ho w to  c o mp le te  the  ne w time she e t
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Yo ur IHSS Re c ip ie nt will te ll yo u the  ho urs 

yo u a re  a utho rize d  to  wo rk.  

C la iming  mo re  ho urs tha n yo u a re  

a utho rize d  to  wo rk o n  a ny p a y p e rio d  

will de la y your pa yc he c k!



Whe n c o mp le ting  the  ne w time she e t
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Re me mb e r to :

Te st yo ur p e n b e fo re  

c o mp le ting  yo ur time she e t

Write  o nly one  numb e r p e r b o x

Sta y within the  line s

Sig n a nd da te  the  ba c k of the  

time she e t! (yo u a nd  the  re c ip ie nt)

C
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Ho w to  a vo id  time she e t re je c tio ns:
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IN
C

O
R

R
E

C
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• Do  no t use  fra c tions (1/ 2, 3/ 4),    

de c ima ls (1.25) o r symbols (x, *, - , / ).

• Do  no t e ra se , write - ove r, o r sc ribble  o n 

the  time she e t.  

• Do  no t use  c o rre c tio n fluid  (white - out) 

to  c o rre c t a  mista ke .

• Do  no t inc lud e  a nything  e lse   with the      

time she e t (Cha ng e  o f Ad d re ss fo rm o r 

no te s to  yo ur So c ia l Wo rke r)

Ma king  a ny of the se  mista ke s will c a use  your 

time she e t to  be  re je c te d a nd your pa yc he c k will be  

de la ye d.



1.  Submit your time she e t a nywa y      2. Or you c a n re que st a      

re pla c e me nt time she e t 

Ca ll yo ur lo c a l IHSS Custo me r Se rvic e

Ho tline o r IHSS Pro vid e r Cle rk to

re q ue st a re p la c e me nt time she e t.

IHSS Custome r Se rvic e  Hotline s

Wha t if I ma ke  a  mista ke  on my time she e t?
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Burba nk (866) 544- 9048

Cha tsworth (888) 822- 9622

La nc a ste r (866) 514- 9911

El Monte (888) 322- 2204

Pomona (866) 465- 0905

Me tro (866) 512- 2857

Ha wthorne (866) 512- 2856

Ra nc ho

Doming ue z (888) 896- 0044

Dra w a  line  

thro ug h 

yo ur 

mista ke  

a nd  c o rre c t 

the  ho urs.

But do not 

initia l the  

c o rre c tio n



15

• Ma il yo ur time she e t a t the  e nd of the  

pa y pe riod. 

• Ke e p  tra c k o f the  ho urs yo u wo rke d  o n 

a  c a le nd a r, so  tha t yo u c a n e nte r the  

time  yo u wo rke d  c o rre c tly.

Whe n do I ma il time she e ts?

If you se nd your 

time she e t BEFORE

the  e nd of the  pa y 

pe riod, your 

time she e t will be  

re je c te d c a using  

pa yme nt de la y!



Month/ Ye a r
Ma il the  Pa rt A (1- 15th)

time she e t on:

Ma il the  Pa rt B (16- 30/ 31st)

time she e t on:

Ap ril 2013
Ap ril 15th

Ap ril 30th

Ma y 2013 Ma y 15th Ma y 31st

June  2013 June  15th July 1st*

July 2013 July 15th July 31st

Aug ust 2013 Aug ust 15th Aug ust 31st

Se p te mb e r 2013 Se p te mb e r 16th * Se p te mb e r 30th

Oc to b e r 2013 Oc to b e r 15th Oc to b e r 31st

No ve mb e r 2013 No ve mb e r 15th No ve mb e r 30th

De c e mb e r 2013
De c e mb e r 16th *

De c e mb e r 31st

Whe n to  ma il yo ur time she e t

16* The  15th or the  30th/ 31st of the  month fa lls on  a  Sunda y or a  Holida y



Wha t will NOT Cha ng e :
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Yo u will c o ntinue  re c e iving  yo ur time she e t in 

the  ma il with yo ur p a yc he c k o r yo ur 

p a ystub  if yo u re c e ive  d ire c t d e p o sit.

If it ha s b e e n mo re  tha n 10 busine ss da ys from the  da y you 

ma ile d your time she e t a nd  yo u ha ve  not re c e ive d  yo ur 

p a yme nt, p le a se  c o nta c t yo ur lo c a l IHSS o ffic e .

If yo ur time she e t ha s no mista ke s, 

yo u sho uld  re c e ive  yo ur p a yme nt  

within 10 busine ss da ys.



Wha t if I ha ve  a ny “ o ld ”  time she e ts?
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• If yo u ha ve  a ny o f 

the  o ld  time she e ts, 

p le a se  se nd  the m 

imme dia te ly to :

Lo s Ang e le s Co unty 

DPSS

P.O. Bo x 77906

Lo s Ang e le s, CA 

90007 

• Co mp le te  the  

time she e t a s yo u d o  

c urre ntly.



• Afte r Se p te mb e r 2013,  b y 

c a lling  yo ur lo c a l IHSS Custo me r 

Se rvic e  Ho tline  o r yo ur Pro vid e r 

C le rk.

– Ple a se  a llo w a t le a st 14 d a ys 

fro m the  d a y yo u ma ile d  

yo ur time she e t b e fo re  yo u 

c a ll to  find  o ut the  sta tus.

• Yo u c a n a lso  c a ll the  Sta te ’s He lp 

De sk a t  (866) 376- 7066

– The  he lp  d e sk will b e  a va ila b le  

Mo nd a y thro ug h Frid a y fro m 

8:00 a .m. to  5:00 p .m.   The  he lp  

d e sk will p ro vid e  limite d  

info rma tio n re g a rd ing :

Wa s the  time she e t 

re c e ive d ?   Whe n wa s it 

re c e ive d ?  

Ha s the  time she e t b e e n 

p ro c e sse d ?

Wa s the  time she e t 

re je c te d *?

Wa s a  p a yc he c k issue d ?   

*The  he lp  d e sk will not p ro vid e  yo u the  

re a so n why the  time she e t wa s 

re je c te d  o r yo ur p a yc he c k a mo unt.

Ho w c a n I find  o ut the  sta tus o f the  

ne w IHSS time she e t?
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Whic h o ne  is c orre c t?
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Do DON’T



DO’s

Co mp le te  yo ur time she e t 

c a re fully a nd  time ly.

Write  the  time  in ho urs a nd  

minute s (HH:MM).

Only use bla c k ink.

Write  o nly one  numb e r p e r b o x.

Re me mb e r tha t the  time she e t 

ne e d s to  b e  sig ne d a nd da te d 

by you a nd your re c ipie nt.

Se nd  yo ur time she e t a t the  e nd 

of the  pa y pe riod.

DON’Ts

X Do  no t use  a ny c o lo re d  p e n o r 

p e nc il to  c o mp le te  yo ur 

time she e t.

X Do  no t use  de c ima ls (1.18).

X Do  no t e ra se , write - ove r, o r

sc ribble  ove r the  b o xe s in the  

time she e t.

X Do  no t write  o utsid e  the  box.

X Do  no t write  o ve r the  b o xe s 

c o nta ining  ze ro s (0).

X Do  no t fo ld  the  time she e t.

X Do not  se nd your time she e t 

e a rly!

To  Re vie w
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Ho w d o  I re p o rt a  Cha ng e  of Addre ss?
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• Yo u will ne e d  to  c o mp le te  a  

ne w fo rm, The  Pro vide r o r 

Re c ipie nt Change  o f Addre ss 

and/o r Te le pho ne fo rm (SOC 

840).  

• The  SOC 840 is a va ila b le :  

– Online  a t the  DPSS we b site  a t

http :/ / d p ss.la c o unty.g o v/ d p ss/ ihss

Or

– By c o nta c ting  yo ur Pro vid e r 

C le rk

• Onc e  yo u c o mp le te  the  fo rm, 

ma il it to  yo ur lo c a l IHSS o ffic e .  

Do  no t se nd  yo ur Cha ng e  o f 

Ad d re ss fo rm with yo ur time she e t.  

Se nding  the  c ha ng e  of a ddre ss form 

with your time she e t will de la y your 

pa yme nt.



Que stio ns?
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This p re se nta tio n, a lo ng  with a d d itio na l 

info rma tio n is a va ila b le  to  yo u 

24 ho urs a  d a y, se ve n d a ys a  we e k a t:

http:/ / dpss.la c ounty.g ov/ dpss/ ihss/ de fa ult.c fm


