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BEFORE SUBMITTING MEAL BREAKS… 

Check your On-Duty Meal Break Agreement Form that you signed during initial 
enrollment. The form is found in the ‘Forms’ tab on your PPL@Home profile. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you are taking an unpaid or paid rest or meal break, as a last resort, you can enter the 
time directly into PPL@Home.   

Entering time in PPL@Home directly is not Electronic Visit Verification (EVV) 
compliant. Providers must use EVV to continue participating in CA SDP. Entering time 

directly in PPL@Home should only be done when no other time entry option is 
available. 
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Under Part 4 of the form, choose one of the following: 

 Option A: Agree to an on-duty meal break, or 
 Option B: Do not agree to an on-duty meal break 

This will determine your experience with logging meal breaks in PPL@Home. 

NOTE: You can update this form at any time. It will only be valid when both you and 
your Employer sign the form.  

To update the form,  

1. Select if you:  
a. Option A: Agree to an on-duty meal period (paid), or 
b. Option B: Do not agree to an on-duty meal period (unpaid). 

2. Click the purple Save Form button. 
3. After you see the pop up confirming it was saved, click the Sign Form 

button.  
4. Review the form and your choice. 
5. Scroll down on the form and click the ‘Click Here to Sign’ button.  
6. Click the purple ‘Save’ button at the top right of your screen to save the 

form.  

You will see a pop up confirming the form has been successfully saved. Click the X 
at the top right of the form to exit.  

 

 

 

 

 

Cont. 

 

 

 

You can update this form at any time. It will only be valid once both you and your Employer 
sign the form. 
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SUBMITTING AN OFF-DUTY MEAL BREAK: LOGGING THE MEAL 
MANUALLY 

If you choose to take an off-duty meal break during your shift of at least five hours, 
there are two ways to submit your meal break. The first is by logging the meal 
break manually as its own time entry. 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1 
When it’s time to take your meal 
break, log into PPL@Home. 

Click on the ‘Timesheet’ tab.  

 

 2 

Click the purple ‘+Add Time 
Entries’ button. 

First, click the Participant 
drop down and choose the 
Participant. 

Then click the Service Period 
drop down to choose which 
service period (timesheet) to 
enter time.  

Entering time in PPL@Home directly is a last resort time entry method and is not Electronic Visit 
Verification (EVV) compliant. Providers must use EVV to continue participating in CA SDP.  
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 4 

You will see each day during the service period you chose. 

Each line shows an entered or blank shift. If you worked more than one shift in a day, there 
may be multiple lines for the same day. 

Use the drop-down menus to enter the details about the pre-meal shift, including service code, 
in and out time, location, and the manual reason for creating a manual entry. 

Under the Actions column for the same 
day, click the ‘+’ button. This will add a 
new line entry for the same day. 

Use the drop-down menus to enter the 
details of the meal break, including time 
in and out, location, and manual entry 
reason using the matching service code 
that includes MEAL.  

For example, if you are providing service 
under the 310: Respite Service code, 
use the 310- MEAL:Respite Service code 
for your meal break.  
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 5 To add the remainder of your post-meal shift, click the ‘+’ button for the same day to 
add an additional line for the same day. 

Include the information for the remainder of your shift. Ensure your clock in is at least 
1 minute after the clock out of your meal break. 

You should now have for the same day: 

1. A pre-meal break shift line 
2. A meal break shift line 
3. A post meal break shift line 

 

 6 
When you have added your time entries for this timesheet, click the checkbox on the 

bottom left of the window certifying that you worked the time you are submitting. 

Then click the purple ‘Save and Submit’ button. 
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You will return to your timesheet selection window. To view the timesheet you just submitted, click 
the ‘View’ button to the right of the timesheet line in ‘In Process Payroll’.  

You will see your three entries for the day as well as an additional line showing the complete shift 
from start to finish and that it has been split up to include the meal break.  

The status will change to Submitted.  

 7 

 You may see a pop up asking you: 

“Did you take a 10-minute rest break for 
every 4 hours worked today?” 

Click Yes or No. 

Then, click the purple Submit button.  

 8 
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SUBMITTING AN OFF-DUTY MEAL BREAK: LOGGING A MEAL THROUGH 
THE ATTESTATION POP-UP 

If you choose to take an off-duty meal break during your shift of at least five hours, 
there are two ways to submit your meal break. The second is by logging the meal 
break when you receive the pop-up attestation after submitting a shift.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1 
From your PPL@Home dashboard, click on the 
‘Timesheet’ tab.  

Click the purple ‘+Add Time Entries’ button. 

First, click the Provider drop down and choose the 
Participant. 

Then click the Service Period drop down to choose 
which service period (timesheet) to enter time.  

 

 2 You will see each day during the service period you chose. 

Each line shows a shift. If you worked more than one shift in a day there may be 
multiple lines for the same day. 

Entering time in PPL@Home directly is a last resort time entry method and is not Electronic Visit 
Verification (EVV) compliant. Providers must use EVV to continue participating in CA SDP.  
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 3 
Find the day to enter time. 

Use the drop-down menus to enter the details about the shift, including service code, in 
and out time, and the manual reason for creating a manual entry. 

Note: If you worked more than one shift in the same day, click the ‘+’ button on the right 
of each day/shift line to add a new line for the same day. 

 4 
When you have added your time entries for this timesheet, click the checkbox on the 

bottom left of the window certifying that you worked the time you are submitting. 

Then click the purple ‘Save and Submit’ button. 
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5 
You will see a pop up asking you 
to attest to any rest and meal 
breaks. 

“Did you take a 10-minute rest 
break for every 4 hours worked 
today?” 

Click Yes or No. 

“Did you take a meal break?” 

Click Yes or No. If yes, enter the 
Meal Break Start and End times. 

Then, click the purple 
‘Submit‘ button. 

You will return to your timesheet selection window. To view the timesheet you just submitted, click the 
‘View’ button to the right of the timesheet line in ‘In Process Payroll’.  

You will see three entries (pre-meal break, meal break, and post meal break) and an additional line 
showing the complete shift from start to finish. It will show any meal break time you entered.  

The status will change to Submitted.  

 6 
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Cont. 

 

 

You will see three entries (pre-meal break, meal break, and post meal break) and an additional 
line showing the complete shift from start to finish. It will show any meal break time you entered.  

The status will change to ‘Awaiting Approval’. The meal break entry will show as ‘Good To Pay’. 
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SUBMITTING ON-DUTY MEAL BREAKS 

If you choose to take an on-duty meal break, you do not need to clock out of your 
shift and clock in again for your meal break. You will log your shift as normal in 
PPL@Home. 

At the end of your shift and after submitting your time entry, if you were eligible to 
receive your on-duty meal break, you will see a pop up asking: 

“Did you take your on-duty meal break today?” 

Click Yes or No. 

“Did you take a meal break?” 

Click Yes or No. If Yes, enter the Meal Break Start and End times. 

Then, click the purple ‘Submit’ button. 
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REST BREAKS IN PPL@HOME 

If you are eligible for off-duty rest breaks, you do not have to clock out of your shift 
or clock into a break period to enter the off-duty rest break. 

You will log your time entry as normal in PPL@Home.  

If you were eligible to receive an off-duty break, after entering your shift and 
submitting, you will see a pop-up asking: 

“Did you take a 10-minute rest break for every 4 hours worked?” 

Select ‘Yes’ or ‘No’ to validate your rest break(s) and clock out of your shift.  
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Call or email your Support Broker or Enrollment 
Specialist if you have any questions. 

Entering time in PPL@Home directly is not Electronic Visit Verification (EVV) 
compliant. Providers must use EVV to continue participating in CA SDP. Entering time 

directly in PPL@Home should only be done when no other time entry option is 
available. 


