
Keep reading for CellTrak Frequently Asked Questions

ATTENDANT:

WITH CELLTRAK
Start And End A Shift 
CellTrak is a mobile application that meets EVV requirements. Attendants record the start and stop of each shift worked using the 
CellTrak mobile application.

1. Make sure location services are turned on for your mobile device.
2. Open the CellTrak app and log in with your password.
3. Tap the Finish button to complete your shift. This will bring you to 
    the visit summary screen.
4. If the shift date or times need to be adjusted select Yes and adjust 
    your start time, end time, and date as needed.
5. Select Yes to obtain the Attendant’s signature.
            a. Tap the pencil icon in the signature pad area.
                        i. Use your finger to sign on the device.
                        ii.Type in the full name of the person who signed.
6. Select Yes or No if the Employer of Record can sign off on the shift.
            a. If Yes, tap the pencil icon in the signature pad area.
                        i. The Employer of Record uses their finger to sign on 
                            the device.
                        ii. Type in the full name of the person who signed.
            b. If No, the time will be sent to CDCN’s web portal for the 
                Employer of Record to approve. You will also need to enter a                 
                reason why the signature was not captured.
7. Tap the blue checkmark at the bottom of the screen to finish and 
    submit your shift.

Attendant: End a Shift with CellTrak
1. Make sure location services are turned on for your mobile device.
2. Open the CellTrak app and log in with your password.
3. Tap the Run Shift button.
4. Select the Participant you are working for. 
5. Tap the blue arrow at the bottom of the screen to continue.
6. Tap the Start button. 
            a. If prompted, select the service type from the 
                 Choose Workgroup options. 
7. Tap the blue arrow at the bottom of the screen to continue.
            a. This starts your shift.            
           b. DO NOT TAP FINISH AT THIS TIME.

Attendant: Start a Shift with CellTrak
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Frequently Asked Questions

Contact Consumer Direct Care Network (CDCN) to unregis-
ter your old device. Then download and register the CellTrak 
app to your new phone. 

Q I have a new phone, what do I need to do?

Correcting time using DirectMyCare.com,
the CDCN web portal

If you have an Android, follow the instructions at:
https://support.google.com/accounts/ answer/3467281?hl=en 

If you have an iPhone, follow the instructions at: 
https://www.wikihow.com/Turn-On-Location-Ser-
vices-on-an-iPhone-or-iPad 

You may need to ask your cell phone provider for help.

Q How do I turn on location services for my device?

This can happen when CellTrak does not find an active 
authorization for your Participant(s). Check with your EOR or 
Service Facilitator.

Q I received the error, ‘no matching participant found.’

Q
You only need to log in at the start of your shift and log out at 
the end of your shift. 

Q My shift goes over midnight, is there anything I 
need to do? 

Each service type will need to be logged as a new shift. When 
you start the new service type, end your current shift. Then 
start a new shift with the new service type. 

Q I work more than one service type in a shift, what 
do I do? 

If you have not started your shift, use the landline IVR option 
if possible. Otherwise, log your shift on the CDCN web portal. 
If you are in the middle of a shift, end it when you can log in 
again. You will need to make an adjustment to your end time.

Q I got locked out of CellTrak after CDCN Hours. 
What do I do? 

1. Tap the Forgot Password link. 
2. Answer your challenge questions. 
3. If you answered correctly, you will be prompted to enter 
    a new password. 
4. Select and answer new challenge questions. 
5. Click the Set Password button to finish.

Note: Your account will be locked after three wrong 
answers to a challenge question. You will need to contact 
CDCN if you are asked to enter an unlock code. Complete 
steps 3-5 when you receive an unlock code from CDCN.

Less than 100 MBs per month. CellTrak app does not need to 
run continuously and pull data while you work.

The CDCN web portal is a secure website used by Employers 
of Record and Attendants. You can use the portal to approve 
time, view time submitted, see remaining authorization 
hours, and see your paystub.

Q What if I forgot or need to change my CellTrak 
Password?
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How much data does CellTrak use?
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