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We can be independent when we do it together. 

A CONVERSATION WITH
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Agenda
• Enrollment
• Live-in Caregiver Exemption
• Child Abuse Neglect Tracking System-

CANTS
• Electronic Visit Verification

• CareAttend –Mobile app
• Interactive Voice Response – IVR

• ACES$ Online
• Paid Leave
• Questions 
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ACES$ Financial Management Services

Part of the Northeast Pennsylvania Center for Independent Living 
known as (MyCIL).

A Participant–directed payroll management solution for Medicaid 
recipients and their Caregivers.

Serving programs in Illinois, Pennsylvania, Wyoming and 
Washington.
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Fiscal Employer Agent Model
A Fiscal Employer Agent (F/EA) is an organization 
that helps individuals who receive government-
funded home care services manage the financial and 
employment responsibilities of hiring caregivers.

The person receiving services (or their guardian) is 
still the legal employer, but the F/EA handles many 
of the administrative tasks.

WHAT DOES A FISCAL EMPLOYER AGENT DO? 

• Processes payroll for caregivers (Personal 
Support Workers, or PSWs)

• Withholds and pays taxes (federal, state, 
Social Security, Medicare)

• Submits billing to Medicaid or the state
• Tracks service authorizations and budgets
• Issues W-2 forms to workers
• Ensures compliance with labor and 

Medicaid rules
• Maintains employment records
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Key Terms & Roles
 

Consumer
• Pulled from PUNS 
• Approved to HBS-Homes 

Based Waiver Program 
• Receives the services

PUNS is a database of Illinois children, 
adolescents, and adults with developmental 
disabilities who want or need developmental 
disability services. The PUNS database helps 
the Division of Developmental Disabilities 
(DDD) identify and plan for services.

Employer
• Appointed by guardian 
• Hires and trains workers, sets 

their pay rate, approves hours 
and oversees workers

• Needs to be over 18 years old
• Guardian or appointed by 

guardian
• Consumer cannot be employer 

if they have guardianship
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Key Terms & Roles

Personal Support Worker 
(PSW)
• Hired by the employer to provide 

services to the consumer
• Needs to be over 18 years old
• Must have a valid ID and eligible 

to work in the US
• Passed all required background 

checks
• A parent can be PSW as long as 

consumer is 18 years or older

Self Directed Assistant 
(SDA)
• Agency hired by the family 

to assist with HBS paperwork
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Key Terms & Roles

Service Authorization
A form completed by the employer (and SDA, if 
hired) and submitted to ACES$ that outlines 
what dollars of the consumer budget will be 
used for PSW and mileage services. 
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Enrollment Process
Getting Started

Employer Packet
• Appointed employer completes

Personal Support Worker Packet (PSW-Employee)
• PSW and employer complete

Service Authorization
• Employer and SDA (if one is hired) complete
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Enrollment Process
How to Complete Packets

Docubee Express Online packets
The Easiest and Fastest Way!
• https://go.mycil.org/ILEmployeeEnrollment
• https://go.mycil.org/ILEmployerEnrollment

Email to enrollmentsil@mycil.org
• First email ACES$ to request a secure email
• Then attach the packet from within a secure 

email provider

In office enrollments
• Schedule enrollment with one of our Enrollment 

Specialists
Fax to 217-528-9849
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Complete Employer Packet (15 pages), signatures and dates

Contact Information form
1. *Name of consumer matches the award letter.
2. *Complete full address.
3. *Employer legal name.
4. *SSNs for both the consumer & employer.

Include award letter of consumer when sending the packet

Received at ACES$
1. Assigned to enrollment specialist for review.
2. If complete, will send to our employer records department to obtain 

EIN-Employer Identification and UI-Unemployment Insurance 
Numbers.

3. Once these numbers are successfully obtained, the employer is now 
approved.

4. Welcome information is emailed to the employer.

Enrollment Process
Employer Packets

*
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Complete the entire packet by both the Employer and PSW (22 pages)

Contact Information Form
1. *Enter legal name, middle name can be abbreviated.
2. *PSW is required to have an email address (cannot be same as Employer)

Received at ACES$
1. Assigned to enrollment specialist for review.
2. If complete, begin required background checks (8 total), 2 that the PSW is 

required to do themselves are with IDPH-IL Department of Public Health 
and DCFS.

3. Fingerprint form will be mailed to PSW, can be emailed upon request of 
the PSW (verbal or written).

4. After fingerprint results are received, the PSW will be emailed instructions 
to authorize the DCFS background check.

5. Once results from DCFS are received, a start date  will be issued to the 
PSW.

6. Email to the Employer and SDA will be sent with the  start date for the 
PSW.

Enrollment Process
Employee Packets

*



ACES$ Financial Management Services                 www.mycil.org 12

1. IDPH - IL Department of Public Health 
Public Site

2. IDPH - IL Department of Public Health* 
Private Site

 Determines if PSW needs to be 
fingerprinted or is already registered

3. National Sex Offender

4. IL Sex Offender*

5. OIG - Office of Inspector 
Healthcare Fraud

 HFS Sanctions*
 Exclusions Database

6. IL Department of Corrections
By Name

7. IL Department of Corrections
By Zip Code

8. DCFS - Department of 
Children Family Services*

Enrollment Process
Background Checks

= Initial and Annual*
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Enrollment Process
Fingerprinting 

IL Department of Public Health

• Livescan fingerprint form is generated 
on this site

• List of approved vendors are included
• Sent along a letter of instructions 

from ACES$
• Two preferred vendors

• Accurate Biometrics
• Firm Systems
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Enrollment Process
DCFS Background Check 

IL Department of Public Health

• Fingerprint results are received
• ACES$:

• Enters PSW information in DCFS portal
• Notifies PSW by email regarding DCFS requirement 

and to expect email from 
DCFS.CFS689BackgroundCheck@illinois.gov

• Will make 3 attempts weekly to PSW as a follow up if 
PSW has not completed their authorization

• PSW completes authorization
• ACES$

• Receives results from DCFS
• Emails employer and/or SDA

PSW email address 
is required in PSW Packet
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Enrollment Process
Activation 

Service Authorization Required for Activation

• Employer and/or SDA (if one is hired) complete

• Can include with Enrollment packet, but Is not required 
to process the packet

• Can submit once a start date is issued for the PSW

• The Service Authorization can be submitted prior to the  
issued start date of the PSW. 
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Enrollment Process
Common Issues 

Incomplete Packets, Missing:
• Forms
• Information

• Signatures, dates, SSN or outdated forms

Missing Award Letter or Pending Award 
Letter

Failing to Complete Background Checks:
• Fingerprints
• DCFS

Name mis-matches 
• Discrepancies with name entered on 

packet versus what appears on the 
ID/Award Letter

Employer already has an existing EIN with 
IRS

PSW has a disqualifying offense on 
Background checks
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Live-in Caregiver Exemption

• The EVV Live-in Caregiver Attestation managed by ACES$ 
through collection of the signed form and supporting 
documents and reviewed annually. 

• A PSW funded through IDHS-DDD’s waiver must use CareAttend 
unless an approved Live-in Caregiver Attestation form is on file, 
in order to meet federal and state requirements.

• Training is always available on the ACES$ website for SDAs, 
PSWs, and EORs under Illinois, EVV Resources.
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Live-In Caregiver Attestation Form
How to Complete the Form

Consumer and Personal Support Worker (PSW) 
Information

Required fields include:
• Consumer Name
• Consumer’s Medicaid Number
• PSW Name
• Last 4 digits of PSW SSN
• Shared Address – Must Match
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Live-In Caregiver Attestation Form
How to Complete the Form

Provider Agency/ FMS Vendor Name: 

Can read as ACES$ or ACES$ Financial Management 
Services OR this can be left blank.

Medicaid Provider ID: 

This is ACES$’s information (as listed above) or this 
can be left blank.
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Live-In Caregiver Attestation Form
How to Complete the Form

Live-in Caregiver Checkboxes

Four Checkbox Options - Only ONE box must 
be checked 

•Box 1 – Consumer lives in the PSW’s home.

•Box 2 – PSW lives in the Consumer’s home.

•Box 3 – PSW spends more than 120 hours or 5 days 
living, working, and sleeping on the premises. 
Please note must have   proof of share address.

•Box 4 – PSW and Consumer no longer live together. 
This terminates the Live-in Caregiver Exemption. 
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Live-In Caregiver Attestation Form
How to Complete the Form

Signature and Date is 
required for approval 
by the PSW and EOR
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Required Live-in Caregiver Exemption  Documentation

The form must include two approved documents:
• A document showing the PSW address
• A document showing the Consumer address

* Must be a shared address

Requirements:
• Documents must be within the last 3 months
• Documents must not be expired
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Live-in Caregiver Exemption
Final Checklist

Before submitting, make sure:
 All fields are completed
 One checkbox is selected
 Two supporting documents are attached
 Documents are within 3 months
 Documents are not expired
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CANTS Background
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CANTS
Stands for the Child Abuse and Neglect Tracking System. It is 
a confidential registry that tracks reports of suspected child 
abuse or neglect and the outcomes of those investigations.

DCFS
Department of Children and Family Services (DCFS) - the 
state agency responsible for child welfare and protection. 
DCFS maintains and operates CANTS.

 
ACES$ Financial Management Services
Fiscal Agent - Maintains results of background checks for 
hired PSWs.
ACES$ is not the Employer of the PSW.

Key Terms & Roles
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CANTS Background
DHS DDD mandates that all PSWs in the Home-Based Services Waiver program 

must have a CANTS background check before employment and annually thereafter

Additional Illinois backgrounds run annually

• Dept of Public Health
• Health Care Worker Registry 
• State Police Offender Registry
• Health and Family Service Office 

of Inspector General Providers Sanctions
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CANTS Background
Annual

PSWs will receive an email the week before their annual month due 
date from DCFS.CFS689BackgroundsCheck@illinois.gov 

Helpful Tips:

• Ensure ACES$ has your updated email address 
• Visit ACES$ Online at login.mycil.org to update your info

• Stay alert for emails from ACES$ and the Department of Children 
and Family Services
• Check your spam/junk folders



CANTS Background
Annual
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How to Download the EVV CareAttend App
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EVV CareAttend App - How to Register 
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Roles, Responsibilities and Timesheet Quick Tips
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ACESS Online Features
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• The PSW/Employer View displays the PSW’s 
name and Consumer Code, along with POR 
expiration dates.

• Entries are grouped by PSW name and 
Consumer Code and sorted by POR 
expiration date (ascending).

• If a consumer has multiple PSWs, each PSW 
appears as a separate entry.

• Each PSW–Consumer pair will show up to 
the two most recent POR expiration dates.

ACES$ Online Exemption Expiration
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ACES$ Online Dashboard

From the dashboard users can 
review: 

• Payroll and paystub information

• Payment status

• Paid Leave
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PSW Pay Stub Report
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Paid Leave
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What is Paid Leave(PL)?

The State of Illinois approved the Paid  
Leave Program for employees beginning  
January 1, 2024.

3
7

Contact Consumer Care at 877-223-7781 or SupportIL@mycil.org www.mycil.org ACES$ Financial Management Services

mailto:SupportVA@mycil.org
http://www.mycil.org/
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Paid Leave: Accruals andMaximums
• Employees (PSWs) accrue one (1) hour of Paid Leave for every 40 hours worked.

• Hours worked can be regular hours or Crisis services.
• Hours can be spread across multiple pay periods.

• A maximum of 40 hours can be accrued in a fiscal year.
• The fiscal year is always July 1st  – June 30th.

• An employee (PSW) begins accruing on their first day of employment, and they are 
eligible to  use Paid Leave starting at the 90-day mark.

• A maximum of 40 hours can be used in a fiscal year.

• Paid Leave rolls over, but the 40 hours in a fiscal year limit applies regardless of when 
time is accrued.

3
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Contact Consumer Care at 877-223-7781 or SupportIL@mycil.org www.mycil.org ACES$ Financial Management Services

mailto:SupportVA@mycil.org
http://www.mycil.org/
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Paid Leave 90-Day Timeframe

• All PSWs are eligible to use PL after 90 

day of Employment.

• All Employers must comply with Paid

Leave requirements.

When can PSWs use PL?
PSWs can use their PL any time after the 
initial 90 days of employment.

3
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mailto:SupportVA@mycil.org
http://www.mycil.org/
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How Paid Leave should be used:
• PSWs can use PL for any reason. (sick, appointment, vacation, etc.)  
• The PSW is not required to provide the employer with a reason for  the leave.

Paid Leave should NOT beused:
• When the PSW did work.
• To pay out ahead of time. 

The employer cannot approve time before it is accrued.

4
0
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When Paid Leave Should and Should Not Be Used

mailto:SupportVA@mycil.org
http://www.mycil.org/
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Consumer Care at 
ACES$
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What does the ACES$ Consumer Care Department do?

• The Consumer Care Department is responsible for answering questions and 
resolving issues. 

• If you need help with something and aren’t sure who to turn to, our Consumer 
Care Specialists can guide you!

• The Consumer Care Department answers incoming calls to our toll-free number 
(877-223-7781) and emails sent to Support@mycil.org. 

mailto:Support@mycil.org
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Frequently Asked Questions

• Did you receive my timesheet?

• How do I set up direct deposit or change the account I’m using for direct deposit?

• I’m the Employer of Record. What account type do I select when registering in ACES$ Online?

• I submitted a timesheet late. When will I receive payment? 

• What is overtime and who is exempt from overtime?

• Why do I not have incoming taxes withheld from my checks? 

• How do I update my address or other contact information? 
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Helpful tips and best practices

• If approved for the EVV Live-in Caregiver Exemption, use ACES$ Online to 
submit time.

• Submit time to ACES$ before the due date. 

• If approved for paper timesheets, send timesheets only to the fax number or 
email address printed on the timesheet. Avoid sending duplicate copies.

• Use ACES$ Online to confirm if a timesheet was received and processed.

• Use ACES$ Online to obtain copies of paycheck stubs and view Paid Leave 
balances. 

• If a new Service Authorization was submitted to increase the monthly PSW 
budget, wait until the budget amount for the month has updated in ACES$ 
Online before submitting the extra hours for the month. 

• Remember that ACES$ is not the Employer of Record for the Personal Support 
Worker. 
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Questions?

We can be independent when we do it together.  
www.mycil.org 



Thank You!
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Providing Participant-directed FMS Since 1995
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