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HHAeXchange+ Mobile App Caregiver Guide

Overview

The HHAeXchange+ Mobile App is used to Clock In and Clock Out for services requiring Electronic Visit
Verification (EVV), review Patient and Visit information, manage Availability, and perform other admin-
istrative tasks. The Mobile App is available for both iPhone and Android users. This documentation cov-
ers Mobile App functions and setup performed on the Caregiver’s device.

Please direct any questions regarding the content of this document to HHAeXchange Client Support.
Refer to Help in the Mobile App for immediate questions or tap the link to contact support for further
assistance.

Some Mobile App features are activated by System Administration. Please contact HHAX Support Team
for details, setup, and guidance.

Mobile App Data Retention

Caregivers have access to the following number of days of historical data on the Mobile App:
e Patient List - Includes Patients serviced during the past 30 days plus other Patients assigned to the

Caregiver by the Agency/Employer.
e Patient Search - Up to 365 days (starting with 90 days at migration to the HHAeXchange+ Mobile

App).
Accessibility

The HHAeXchange+ Mobile App adheres to W3C's Web Content Accessibility Guidelines (WCAG). The
Mobile App screens include color contrasts, button color changes, and icons or markings to achieve this.

HHAX System Key Terms and Definitions

Refer to the HHAX Terms and Definitions Table for the basic terms used throughout the application and
documentation.

Refer to the HHAX Terms and Definitions Table (Texas) for the specific Texas terms and how they are
used throughout the application and documentation.
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HHAX System Key Terms and Definitions

The following provides basic definition of HHAX System key terms applicable throughout the document.

*Key term can be configured in the HHAX system.

Term Definition

Refers to the Member, Consumer, or Recipient. The Patient is the person receiv-
ing services.

Refers to the Aide, Homecare Aide, Homecare Worker, or Worker. The Caregiver
is the person providing services.

Patient

Caregiver

Provider |Refers to the Agency or organization coordinating services.
Refers to the Managed Care Organization (MCO), Contract, or Health and Human
Payer Services (HHS). The Payer is the organization that manages patient Medicaid
benefits and claims payments.
HHAX Abbreviation for HHAeXchange.

UPR Acronym for Universal Patient Record (Linked Contract Patient)
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HHAX Texas Terms and Definitions

The following table lists terms used in the HHAeXchange system and cross references them to terms and
definitions used in EVV policy in Texas.

*Terms marked with an asterisk can be configured in the HHAX system.

HHAX Term Texas Term Definition
Billable Hours (Adjus- |Bill Hours The EVV system calculates Bill Hours by subtracting
ted Hours) the Bill Time In from Bill Time Out and rounding to
the nearest quarter hour increment. Bill Hours rep-
resents the hours to be billed.
*Caregiver Service Provider or Con- (Service Provider: Person who provides an EVV ser-

sumer Directed Services
(CDS) Employee

vice to a Member and is employed by or contracted
with a Program Provider.

CDS Employee: Person who provides an EVV service
to a Member and is employed by a CDS Employer.

Confirmed Visit

EVV Visit Transaction

Record generated by an EVV system that contains
data elements for an EVV visit. Data elements
include service authorization data, member data,
service provider data, program provider or FMSA
data, and EVV service delivery data.

Consumer Dir-
ected Services
(CDS) Employer

Member or legally authorized rep-
resentative (LAR) who chooses to par-
ticipate in the CDS option and is
responsible for hiring and retaining a
service provider to deliver a Medicaid
service.

Duty

Task

Activities of Daily Living that can be
recorded as having been performed or
refused during a visit.

EVV Call In

EVV Clock In

Time captured by the EVV system from the elec-
tronic verification method (home phone landline,
alternative methods/devices, mobile method) that
the service provider used to indicate the beginning
of a service delivery visit.

EVV Call Out

EVV Clock Out

Time captured by the EVV system from the elec-
tronic verification method (home phone landline,
alternative methods/devices, mobile method) that
the service provider used to indicate the end of a
service delivery visit.

HHAeXchange+ Mobile App Caregiver
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HHAX Term
Fixed Object (FOB)

Texas Term

Alternative Device

Definition
An HHSC-approved electronic device that allows the
service provider or CDS employee to clock in and

clock out of the EVV system from the member’s
home.

HHAX HHAeXchange Acronym for HHAeXchange.
Manual Visit Con- Manually Entered Visit A visit transaction manually entered into the EVV
firmation system when the service provider or CDS employee
fails to clock in or out of the EVV system or an
HHSC-approved clock in or clock out method is not
available.
Mobile Mobile Method Clocking in and out of the EVV system in the home
Verification or community using an HHAX-provided application
on a smart phone or other mobile device with Inter-
net connectivity.
Office Business A separate branch office, under the
Unit/Branch same or a different National Provider
Identifier (NPI), associated with the
same Provider Agency.
Passcode Alternative Code generated by the FOB and
Device Code or entered by the service provider or
Token number CDS employee to validate the visit.
*Patient Member Person eligible to receive Medicaid services requir-
ing the use of EVV.
Plan Code Payer Plan Code Code to identify a specific payer (HHSC or managed
care organization)
*Provider/ Program Provider or Program provider: Entity that contracts with HHSC
Agency Financial Management or a managed care organization (MCO) to provide
Services Agency (FMSA) |an EVV service.
FMSA: Entity that contracts with HHSC or an MCO to
provide financial management services to a CDS
employer.
New Reason EVV Reason Code Number|Reason Code Numbers represent the overall issue

and Description

for the need to complete visit maintenance. Reason
Code Descriptions provide more detail about why
visit maintenance was completed on an EVV visit
transaction.

In HHAX, select the Reason Code Number and
Description from the New Reason list.

Representative

Designated Rep-

Person designated by the CDS employer (member or

HHAeXchange+ Mobile App Caregiver
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HHAX Term Texas Term Definition
resentative (DR) Legally Authorized Representative) to assist or per-
form CDS and EVV responsibilities in the CDS option.
Secondary API (Atypical Provider Unigue number assigned to a program provider or
Identifier Identifier) FMSA instead of a National Provider Identifier (NPI)

number. The Centers for Medicare and Medicaid
Services (CMS) defines atypical program providers
as a program provider that does not provide health-
care.

Service Code

Healthcare Common Pro-
cedure Coding System
(HCPCS) + Modifier

A collection of codes that represent procedures and
services provided to individuals , based on the Amer-
ican Medical Association’s Current Procedural Ter-
minology (CPT).

Service
Location

Service Delivery Location

Location where EVV services were provided. Valid
values are Member Home, Family Home, Neighbor
Home, and Community.

Shift

Visit

Time elapsed between the time the
service provider clocked in for service
delivery using an HHSC-approved
method and the time the service pro-
vider clocked out for service delivery
using an HHSC-approved method.

UPR

Universal Patient Record (Linked Contract Patient)

Visit Time In

Bill Time In

Time the service provider clocked in for service deliv
ery using an HHSC-approved clock-in method (auto-
populated from the EVV Clock In when present on
the visit).

Visit Time Out

Bill Time Out

Time the service provider clocked out for service
delivery using an HHSC-approved clock-in method
(auto-populated from the EVV Clock Out when
present on the visit).

HHAeXchange+ Mobile App Caregiver
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Downloading the Mobile App

The HHAeXchange+ Mobile App is available for download through the App Store or Google Play for

iPhone or Android devices.

Caregivers are responsible for downloading and installing the HHAeXchange+ Mobile App onto their per-

sonal mobile device.

To locate and download the App, enter the keyword HHAeXchange+ in the search bar of the App Store
or Google Play.

HHAeXchange+ £
For TX, IL, and MA-SD Users. I

App Store

Caution: Be sure to download the HHAeXchange+ app, not the older HHAeXchange mobile app.

After installing the Mobile App, Caregivers must use the app to Sign Up with HHAX and connect to one
or more Agencies in order to use the Mobile App.

Page 6 Downloading the Mobile App
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Sign Up Here

Note: The first time you open the Mobile App, you must select your preferred language and tap Apply.
To sign up for and log in to the Mobile App,

1. From the Login Page, tap Sign Up Here.

[ ]
¥ HHAeXchange

o Not you?

Password

Forgot password?

Don't have an account?

Sign Up Here

o=~

© 2022 HHAeXchange. All Rights Reserved.

Privacy Policy | Terms of Use

Log-In Page

HHAeXchange+ Mobile App Caregiver Page 7 Sign Up Here
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2. On the Sign-Up page, type your Email Address and a strong Password.
Tip: Tap the eye icon to see your Password entry.
3. Type your password again in Confirm Password, and then tap Sign Up.

< Sign Up (-]

Al fields are required.

Email Address

Password

© Your password must:

Contain 8 - 64 characters in length

Not contain your username

Not contain more than 3 repeated or
sequential characters

Not contain any of the following words:
hhaexchange, gwerty, password

Confirm Password

By signing up you agree to the
Terms of Use and Privacy Policy

Cancel

Sign Up Here

4. On the Email Verification Required page, follow the instructions to open the verification email
sent to your email address by HHAX, and then follow the instructions in the email to proceed with

on-boarding.
e o

]
Email Verification Required

@ An email has been sent to
hpotter@northeasthomeservices.com.
Please follow the link in the email to finish
setting up your account.

Return to the application after clicking the link

to finish the process. If you don't receive an
email, please check your spam folder.

Resend Verification Email

Email Verification

Note to HHAeXchange Services Portal users: If you sign up for the Services Portal before signing
up for HHAeXchange+, you must still enter your Email Address and Password to sign up for
HHAeXchange+. If you sign up for HHAeXchange+ first, after you verify the Email Address, you can
use the same credentials to log into the Services Portal as well.

HHAeXchange+ Mobile App Caregiver Page 8 Sign Up Here
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5. When the Finish Account Setup page is displayed, answer the question: "How will you use this
application?" If you are instructed by your Agency/Employer to use the app for EVV and to doc-
ument your visit/shift detail, tap Perform Electronic Visit Verification (EVV). If you are only using
the app to answer Care Insights questions, tap Only answer daily patient questions.

T
]
b3 eXchange

Finish Account Setup

How will you use this application?
Perform Electronic Visit Verification (Evv)

i‘g Only answer daily patient questions

Finish Account Setup

When you tap Perform Electronic Visit Verification (EVV)...
a. On the Connect your Account page, type the Activation Code provided by the Agency/Em-
ployer via email or text (valid for 7 days), and tap Submit Code.

&« Onboarding (-]

o
b eXchange

Connect your Account

Enter the Activation code provided to you by your
Agency or Employer to access patient and visit data.
Please contact them if you do not have an Activation
code.

Activation Code

Submit Code

Activation Code

HHAeXchange+ Mobile App Caregiver Page 9 Sign Up Here
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b. Onthe Complete Registration page, complete all required fields (marked with *) and then
tap Continue.

« Complete Registration (-]

Northeast Home Services

Southwest Office

All fields marked with an asterisk (*) are required.

First Name *
LastName *
Last 4 digits of SSN ¥

Date of Birth *
mm /dd/yyyy o

Primary Phone Number
® Vverification required via text message

Mobile Device ID
LAHB4FASMSAF012UGBXCMQPWEQTO1823A o8

Complete Registration

Note: You must respond to an email verification of your Primary Phone Number before
you can continue.

C. If your Agency/Employer uses Two-Factor Authentication and the Biometric Authentication
page is displayed, tap the method you will use to verify your identity.

If you tap Use your fingerprint, when prompted, place your identifying finger on
your phone’s fingerprint sensor.

If you tap Use facial recognition, when prompted, orient your front-facing camera
toward your face.

Biometric Authentication (-]

Verify your identity

Please use a biometric method (Fingerprint or
FacelD) to authenticate your identity

Enable Biometric ID

Biometric Authentication

d. If the Third-Party Terms page is displayed, read the terms and acknowledge them by tap-
ping Accept Terms.

Note: You must log in at least one time with Email and Password before using Biometric
Authentication.

HHAeXchange+ Mobile App Caregiver Page 10 Sign Up Here
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You are logged in, and the Schedule page is displayed.

HHAeXchange+ Mobile App Caregiver Page 11 Sign Up Here
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Log In Page

From the Log In page, you can perform the following tasks:

¢ Log In to the Mobile App.

 Sign Up Here to use the Mobile App if you have not already been set up to use the Mobile App.

¢ Change the Mobile App User Password with the Forgot Password function.

e Change the language in which the Mobile App and Mobile App Help are displayed by tapping the
Select Language icon.

@
¥ HHAeXchange

Email

ha#rraknts Not you?

Password

Forgot password?

Don't have an account?

Sign Up Here

=

© 2022 HHAeXchange. All Rights Reserved.

Privacy Policy | Terms of Use

Log In page

Note: From the Log In page footer, you can access the Mobile App's Privacy Policy and Terms of Use.

HHAeXchange+ Mobile App Caregiver Page 12 Log In Page
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Log In

To log in to the Mobile App,

On the Log In Page, type your valid Email Address and Password, and then tap Log In.
If prompted to do so, select your Agency/Employer.

[ ]
» eXchange

hatesess Not you?

Password
w» @

Forgot password?

Don't have an account?

Sign Up Here

A Ei Mg

© 2022 HHAeXchange. All Rights Reserved.

Privacy Policy | Terms of Use

Log-In Page

You are logged in, and the Schedule page is displayed.

If you log in before the Sign-Up process has been completed, you are returned to the Sign Up page.
Tip: Tap Not you? in Email to enter a different Email Address.

Tip: To see the characters entered in Password, tap the eye icon in the Password field.

Note: You can tap an enabled fingerprint icon in the Password field to use a Biometric Log In (Finger-
print or Facial ID).

HHAeXchange+ Mobile App Caregiver Page 13 LogIn
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Biometric Log In

You can log in with Fingerprint Authentication or Facial Recognition if the capability is enabled on your
phone.

For Biometric Log In to be available, you must have logged into the Mobile App using Email and Pass-
word at least one time. After that, you can tap the fingerprint icon at the right of the Password field to
access your phone’s fingerprint authentication or facial recognition biometric page.

Note: If the Agency/Employer requires Two Factor Authentication, you must also provide a Password on
the Log In page before tapping the fingerprint icon.

After providing a matching fingerprint or facial scan, you are allowed access to the Mobile App.

Note: If you change or reset your password, the Biometric Log In option is reset. You must log into the
Mobile App using Email and Password and log out at least one time before the Biometric Log In option
becomes available again.

HHAeXchange+ Mobile App Caregiver Page 14 Biometric Log In
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Menu

Using the Mobile App, you can keep track of your schedule, receive and respond to messages from your
Office/Agency, and Clock In and Out of Visits.

The Menu is divided into three sections (Tools, Settings & Help, Legal) with a Navigation Bar displayed
at the bottom.

Tools

My Availability
If configured by the Agency, allows you to review and adjust your schedule Availability preferences.

Settings & Help

Profile

Used to maintain your Caregiver information.

Change Password

Used to change your Mobile App Login password.

Connections

Used to switch between Agencies/Offices connected to you, the Caregiver.
Help

Used to access the Mobile App Help table of contents. Context-sensitive Help is available from most
Mobile App pages by tapping the Help icon (question mark) at upper right.

App Feedback

Used to request enhancements, provide general comments, identify issues, and correct alternate lan-
guage translations.

Select Language

Used to change the language in which the Mobile App and Mobile App Help are displayed.

Visual Theme

Used to change the mobile app display from the default Standard to a Dark or High Contrast theme.

Legal

Privacy Policy

Notice of privacy limits when using the Mobile App.
Terms of Use

HHAX terms, conditions, and restrictions under which you may or may not use aspects of the Mobile
App.

HHAeXchange+ Mobile App Caregiver Page 15 Menu
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Third Party Terms
If configured by the Agency, third-party software developer terms, conditions, and restrictions under
which you may or may not use aspects of the Mobile App.

Navigation Bar

Schedule

Used to Clock In and Out of Scheduled Visits and to review all Scheduled Visits up to two weeks in
advance (and up to one week in the past). You can create an Unscheduled Visit for any Patient to whom
you have access from the Schedule page by tapping +New Unscheduled Visit.

Patients

Used to view a list of all Patients you can access. You can create an Unscheduled Visit for any Patient to
whom you have access from the Patients page by tapping New Visit.

Menu

Returns you from any point in the Mobile App to the Menu.

HHAeXchange+ Mobile App Caregiver Page 16 Third Party Terms
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Schedule Visits - Clock In/Clock Out

From the Schedule page, you can Clock In and Out of a Visit, entering Plan of Care Duties and gathering

required Signatures.

>' HHAe>change

Schedule

Nov 23, 2022 (Today)

> Alexander 3:00 AM -

Stephenopoulos

> Adam Savage 11:00 AM -

+ New Unscheduled Visit

Nov 24, 2022

> Alexander 3:00 AM -

Stephenopoulos

?> Adam Savage 11:00 AM -
Nowv 25, 2022
> Alexander 3:00 AM -

Stephenopoulos

> Adam Savage 11:00 AM -

Schedule Patients

Schedule page

10:30 AM

12:00 PM

10:30 AM

12:00PM

10:30 AM

12:00 PM

The Schedule page shows your scheduled visits for today and tomorrow. You can tap the Search icon
(magnifying glass) at top right to view previous visits.

Select from the following Visit Types for specific instructions:

Scheduled Visit
Unscheduled Visit
Consecutive Shifts

Linked and Mutual Patients

HHAeXchange+ Mobile App Caregiver
Guide

Page 17

Schedule Visits - Clock In/Clock Out
Proprietary and Confidential



o A .
¥ HHAeXchange The Enterprise System

Tip: You can change Connections by tapping the Change Connection icon at top right (beside the Help
icon) on the Schedule Page.

Note: If configured by the Agency, you can edit a visit that has already transpired. From the Schedule
page, expand the visit and tap View/Edit Visit to adjust the duties associated with the visit. If allowed,
from the Visit Details page, you can tap Edit Visit Time (upper right) to adjust Clock In and Clock Out
times.

HHAeXchange+ Mobile App Caregiver Page 18 Schedule Visits - Clock In/Clock Out
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Scheduled Visit

To Clock In for a Scheduled Visit:
1. From the Schedule page, select the patient visit to expand Visit Details.

From the Visit Details, you can view:

Schedule Time - Scheduled Start Time and End Time of Visit. (For Daily Variable Vis-
its, displays the authorized duration of the Visit and a clock tracking the Visit time
used.)

Visit Type - Skilled or Unskilled

Patient Details - Patient Name, Admission ID, assigned Office, Phone Numbers,
Addresses, Emergency Contacts, and, if configured, Clinical Information

Visit Details - If configured, Plan of Care Tasks, Care Insights Questions, Medications,
and Add Note

Note: If the patient visit is not on the Schedule page, tap +New Unscheduled Visit to

create an Unscheduled Visit.
If you don't see a particular Scheduled Visit, tap the Search icon (magnifying glass) at
the top of the page to search for a Shift by Patient Name, Date Range, and Visit

Type.

2. From the Visit Details, tap Clock In.

‘).-: H'lAe).change

Schedule

Nov 23, 2022 (Today)

v Alexander 9:00 AM - 10:30 AM
Stephenopoulos

Scheduled Time Visit Type
9:00 AM - 10:30 AM Hourly Non-Skilled

A Patient Details @ visit Details

Clock In | Clock out |

Scheduled Visit Details

HHAeXchange+ Mobile App Caregiver Page 19 Scheduled Visit
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3. If configured by the Agency, on the Electronic Visit Verification page, select GPS or Security Token
as the EVV method.

o |f you select GPS, after you allow the app access to your location, you can use the map to
help locate the Patient Address, and (if configured by the Agency) you can change the Ser-
vice Delivery Location from the Member's Home to another value to bypass the need for
proximity to the Patient Address.

o If you select Security Token, you are prompted to enter the six-digit Device ID and
Passcode.

e When you are finished, tap Continue.

« 7]

Electronic Visit Verification

oA s

Maple Leaf
Reservoir Parl

Dahl
Playfield &
Wading Poof

Service Delivery Location

Home -

39.84 feet away from the patient and likely in
range

Continue

Electronic Visit Verification

4. If required, obtain a Patient Signature, an RN (Coordinator) Signature, and a Caregiver Signature,
and tap Submit, or tap Skip if available and select the reason for skipping.

5. If required, obtain Patient Voice Consent (Record, Stop Recording) and tap Done, or tap Skip if
available, and select the reason for skipping.

HHAeXchange+ Mobile App Caregiver Page 20 Scheduled Visit
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The Visit Details page is displayed.

& Alexander Stephenopoulos @

Nov 23, 2022 9:00 AM - 10:30 AM

& Patient Details

Plan of Care Tasks

Bathing

Personal Care - Duty # 100

Hair Care

Personal Care - Duty # 105

Grooming - Shave
Personal Care - Duty # 107

Dressing

Personal Care - Duty # 109

Foot Care
Personal Care - Duty # 114
O Apply left foot brace

Make Bed
Household - Duty # 500

Scheduled Visit Details

HHAeXchange+ Mobile App Caregiver Page 21 Scheduled Visit
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To Clock Out for a Scheduled Visit:

1. If you have Non-EVV Services to record (and the Agency is configured to allow it), tap the check-
mark to select Non-EVV Services and select the Duration of Non-EVV Services in Hours and
Minutes.

2. If the Visit includes a Plan of Care (or Other Duties have been added), select the duties performed
(checkmark) and duties refused (X). Select any required Value for duties performed and any
Refused Duty Reason the Agency requires.

Tip: You can add other duties that the Agency has configured for the visit by tapping + Add Other
Duties.

< Alexander Stephenopoulos @

Nov 23, 2022 9:00 AM - 10:30 AM

Bathing ‘ e ‘
Personal Care - Duty = 100

Hair Care ‘ v | x ‘
Personal Care - Duty # 105 L

Grooming - Shave ‘ e ‘
Personal Care - Duty = 107

Dressing ‘ v | x ‘
Personal Care - Duty # 109 L

Foot Care ‘ e ‘
Personal Care - Duty = 114

O Apply left foot brace

Make Bed ‘ v | x ‘
Household - Duty = 500

Change bed linen ‘ v | x ‘
Househald - Duty # 501 L

+ Add Other Duties

‘ D Add Note ‘

Duties

3. Ifthe Visit includes Care Insight Questions, answer all required questions, and provide Additional
Info as needed. Tap Save Responses.

HHAeXchange+ Mobile App Caregiver Page 22 Scheduled Visit
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Care Insights Questions
All fields marked with an asterisk (*) are required.

Patient generally requires more help *
@ Yes No Skip

Additional Info

Limit to 500 characters

Patient is quieter than usual

Yes No Skip

Any new marks or bruises *

Yes No Skip
2L LLLLLLPLPLLLLLLLLSLSLSLLLSLZS

Care Insights Questions

4. If you want to add a note about the visit, tap Add Note.
5. When you are finished, tap Clock Out at the bottom of the page.

< Alexander Stephenopoulos @

Nov 23, 2022 9:00 AM - 10:30 AM

Personal Care - Duty # 105

Grooming - Shave >
Personal Care - Duty # 107
Dressing

~
Personal Care - Duty # 109

Foot Care »
Personal Care - Duty # 114

D Apply left foot brace

Make Bed
Household - Duty # 500

<
E

Change bed linen
Household - Duty # 501

<
E

+ Add Other Duties

O Add Note ‘

Clock Out

6. If required, on the Electronic Visit Verification page, update GPS or Security Token settings and
tap Continue.

7. If required, obtain Patient Signature and any other required signatures and tap Submit, or tap
Skip if available and select the reason for skipping.

HHAeXchange+ Mobile App Caregiver Page 23 Scheduled Visit
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8. If required, obtain Patient Voice Consent (Record, Stop Recording) and tap Done, or tap Skip if
available, and select the reason for skipping.

Back to Visits - Clock In and Clock Out

HHAeXchange+ Mobile App Caregiver Page 24 Scheduled Visit
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Unscheduled Visit

You can select + New Unscheduled Visit from the Schedule page to create a new Unscheduled Visit. You
can create an Unscheduled Visit for any Patient to whom you have access, whether or not you have pre-

viously worked with the Patient.
Note: A New (Unscheduled) Visit can also be created from the Patients Page.

To create an Unscheduled Visit from the Schedule page:
1. Tap +New Unscheduled Visit.

‘)‘: HHAedchange

Schedule

Nov 23, 2022 (Today)

> Alexander 9:00 AM - 10:30 AM
Stephenopoulos

> Adam Savage 11:00 AM - 12:00 PM

+ New Unscheduled Visit

Nov 24, 2022

> Alexander 9:00 AM - 10:30 AM
Stephenopoulos

> Adam Savage 11:00 AM - 12:00 PM
Nov 25, 2022
> Alexander 9:00 AM - 10:30 AM

Stephenopoulos

> Adam Savage 11:00 AM - 12:00 PM

Schedule Patients

Unscheduled Visit
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2. Onthe New Visit page, select the patient, or use the Search function at the top of the page to
look up and select a Patient. If a matching visit is already scheduled with the Patient, the Mobile
App gives you the option of using that Scheduled Visit instead of this New Unscheduled Visit.

< New Visit (-]

Alexander Stephenopoulos
123 Mechanic St. Freeport, NY 11520
Excellence QA Team

John Peterson
9475 Longbranch Dr. Webster, NY 14580
Excellence QA Team

Jessica Jeffreys
698 W. Magnoelia Ave.Tonawanda, NY 14150
Excellence QA Team

George Washington
One Court Square, 44th Floor, NEW YORK, NY, 10006
Excellence QA Team

Patient not in list

Cancel

Select Patient

3. If configured by the Agency, on the Electronic Visit Verification page, select GPS or Security Token
as the EVV method.
¢ If you select GPS, after you allow the app access to your location, you can use the map to
help locate the Patient Address, and (if configured by the Agency) you can change the Ser-
vice Delivery Location from Home to another value to bypass the need for proximity to the
Patient Address.
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Electronic Visit Verification

Security Token ]

B

ey

Maple Leaf
Reservoir Park
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g ¢l Ravenna Park
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Trader Joe's 9 H H
5 : i

Burke Museum of

Service Delivery Location

Home -

39.84 feet away from the patient and likely in

range

Continue

EVV GPS page

e If you select Security Token, you are prompted to enter the six-digit Device ID and

Passcode.

e When you are finished, tap Continue.
4. |If required, obtain a Patient Signature, an RN (Coordinator) Signature, and a Caregiver Signature,

and tap Submit, or tap Skip if available and select the reason for skipping.

5. If required, obtain Patient Voice Consent (Record, Stop Recording) and tap Done, or tap Skip if
available, and select the reason for skipping.

The Visit Details page is displayed.
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& Alexander Stephenopoulos @

Nov 23, 2022 9:00 AM - 10:30 AM

= Patient Details

Plan of Care Tasks

Bathing
Personal Care - Duty # 100

Hair Care

Personal Care - Duty # 105

Grooming - Shave

Personal Care - Duty # 107

Dressing
Personal Care - Duty # 109

Foot Care
Personal Care - Duty # 114
O Apply left foot brace

Make Bed
Household - Duty # 500

Visit Details

HHAeXchange+ Mobile App Caregiver Page 28 Unscheduled Visit
Guide Proprietary and Confidential



)’ HHA exchange The Enterprise System

To Clock Out of an Unscheduled Visit:

1. Ifrequired, select a Service Code in Visit Settings.

2. If you have Non-EVV Services to record (and the Agency is configured to allow it), tap the check-
mark to select Non-EVV Services and select the Duration of Non-EVV Services in Hours and
Minutes.

3. Ifthe Visit includes a Plan of Care (or Other Duties have been added), select the duties performed
(checkmark) and duties refused (X). Select any required Value for duties performed and any
Refused Duty Reason the Agency requires.

Tip: You can add other duties that the Agency has configured for the visit by tapping + Add Other
Duties.

¢ Alexander Stephenopoulos @

Nov 23, 2022 9:00 AM - 10:30 AM

Bathing ‘ e ‘
Personal Care - Duty # 100 L

Hair Care ‘ o | x ‘
Personal Care - Duty # 105

Grooming - Shave ‘ vl x ‘
Personal Care - Duty # 107 L

Dressing ‘ e ‘
Personal Care - Duty # 109

Foot Care ‘ o | x ‘
Personal Care - Duty # 114

0 Apgly left foot brace

Make Bed ‘ o | x ‘
Household - Duty # 500

Change bed linen ‘ e ‘
Household - Duty # 501 L

+ Add Other Duties

| O Add Note |

Duties

4. |If the Visit includes Care Insight Questions, answer all required questions, and provide Additional
Info as needed. Tap Save Responses.
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Care Insights Questions
All fields marked with an asterisk (*) are required.

Patient generally requires more help *
@ Yes No Skip

Additional Info

Limit to 500 characters

Patient is quieter than usual

Yes No Skip

Any new marks or bruises *

Yes No Skip
2220222222022 020202222

Care Insights Questions

5. If you want to add a note about the visit, tap Add Note..
6. When you are finished, tap Clock Out at the bottom of the page.

¢ Alexander Stephenopoulos @

Nov 23, 2022 9:00 AM - 10:30 AM

Personal Care - Duty # 105

Grooming - Shave »
Personal Care - Duty # 107

Dressing o
Personal Care - Duty # 109

Foot Care »
Personal Care - Duty # 114

D Apply left foot brace

Make Bed
Household - Duty # 500

<
]

Change bed linen
Household - Duty # 501

S
-]

+ Add Other Duties

O Add Note |

Clock Out

7. If required, on the Electronic Visit Verification page, update GPS or Security Token settings and
tap Continue.

8. Ifrequired, obtain Patient Signature and any other required signatures and tap Submit, or tap
Skip if available and select the reason for skipping.
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9. If required, obtain Patient Voice Consent (Record, Stop Recording) and tap Done, or tap Skip if
available, and select the reason for skipping.

Back to Visits - Clock In and Clock Out
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Consecutive Shifts

When enabled by the Agency, the Consecutive Shifts feature allows you to perform a single Clock-In and
Clock-Out for multiple Consecutive Shifts for the same Patient or for one Consecutive Shift for two
Linked Patients, such as a husband and wife receiving back-to-back services at the same address.

Consecutive Shifts for a Single Patient
To Clock In for a Single Patient Consecutive Shift (two or more shifts):
1. From the Schedule page, tap the shift for a single Patient with scheduled consecutive visits. Visit
Details are displayed with the Start Time of the first shift and the End Time of the last shift.
2. Tap Clock In to begin the Consecutive Shift.
3. If configured by the Agency, on the Electronic Visit Verification page, select GPS or Security Token
as the EVV method.

o If you select GPS, after you allow the app access to your location, you can use the map to
help locate the Patient Address, and (if configured by the Agency) you can change the Ser-
vice Delivery Location from Home to another value to bypass the need for proximity to the
Patient Address.

< o

Electronic Visit Verification

Security Token J

b Lake Was | ROOSEVEL
f

V‘/hu\e(";;;;:\n Market 9.:w st RAVENNA !
"

Service Delivery Location

Home -

39.84 feet away from the patient and likely in
range

Continue

EVV GPS page

o If you select Security Token, you are prompted to enter the six-digit Device ID and
Passcode.
¢ When you are finished, tap Continue.
4. If required, obtain a Patient Signature, an RN (Coordinator) Signature, and a Caregiver Signature,
and tap Submit, or tap Skip if available and select the reason for skipping.
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5. If required, obtain Patient Voice Consent (Record, Stop Recording) and tap Done, or tap Skip if
available, and select the reason for skipping.

When Clocked In, the Confirmed time (Start Time for the Consecutive Shift) is the Start Time of the first
shift.

To Clock Out of a Single Patient Consecutive Shift (two or more shifts):

1. When the first shift's details are displayed, if you have Non-EVV Services to
record (and the Agency is configured to allow it), tap the checkmark to select
Non-EVV Services and select the Duration of Non-EVV Services in Hours and
Minutes.

2. If a Plan of Care is included (or Other Duties have been added), select the duties
performed (checkmark) and duties refused (X). Select any required Value for
duties performed and any Refused Duty Reason the Agency requires.

Bathing ‘ e ‘
Personal Care - Duty # 100

Hair Care ‘ > ‘
Personal Care - Duty # 105 L J
Grooming - Shave ‘ e ‘
Personal Care - Duty # 107

Dressing ‘ > ‘
Personal Care - Duty # 109 L J
Foot Care ‘ e ‘
Personal Care - Duty # 114

D Apply left foot brace

Make Bed ‘ - ‘
Household - Duty # 500 L J
Change bed linen ‘ e ‘
Household - Duty # 501

+ Add Other Duties

Plan of Care Duties

Tip: You can add other duties that the Agency has configured for the visit by tapping + Add Other
Duties.

3. If the first shift includes Care Insight Questions, answer all required questions, and provide Addi-
tional Info as needed. Tap Save Responses.

HHAeXchange+ Mobile App Caregiver Page 33 Consecutive Shifts for a Single Patient
Guide Proprietary and Confidential



; HHA exchange The Enterprise System

Care Insights Questions
All fields marked with an asterisk (*) are required.

Patient generally requires more help *
@ Yes No Skip

Additional Info

Limit to 500 characters

Patient is quieter than usual

Yes No Skip

Any new marks or bruises *

Yes No Skip

Care Insights Questions

If you want to add a note about the first shift, tap Add Note.

When you are finished documenting the first shift, tap Continue at the bottom of the page to dis-

play the next consecutive shift's details.

6. When the next consecutive shift's details are displayed, complete the same steps (1-4) for that
shift. When you finish documenting the last consecutive shift, tap Clock Out at the bottom of the
page.

7. If required, on the Electronic Visit Verification page, update GPS or Security Token settings and
tap Continue.

8. If required, obtain Patient Signature and any other required signatures and tap Submit, or tap
Skip if available and select the reason for skipping.

9. If required, obtain Patient Voice Consent (Record, Stop Recording) and tap Done, or tap Skip if

available, and select the reason for skipping.

by

After the Consecutive Shift is completed, the Consecutive Shift association is broken. You can only access
each shift as an individual shift to make edits for the length of time after Clock Out allowed by the
Agency. To make edits, return to the Schedule page, and select any shift in the Consecutive Shift
sequence to apply updates to that specific shift by tapping View/Edit Visit.

Notes:

o If you Clock Out before the planned end of all shifts and don't Clock In for the remaining shifts,
the remaining shifts are marked as Missed.

o If any shift in a Consecutive Shift sequence wasn't started, you can Clock In to that shift and com-
plete it. If these are multiple shifts, they are treated as a new Consecutive Shift.

e Consecutive Shifts for a Single Patient and Consecutive Shifts for two Linked Patients cannot be
co-mingled.

e Consecutive Shifts don't allow rounding at the contract level when there are multiple contracts
with different rounding methods for the same Patient.
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Consecutive Shifts for Linked Patients (Internal Contract)
aw

Linked Patients are labeled as such on the Schedule page and are designated with a chain link icon.

To Clock In for a Linked Patients Consecutive Shift:

1. From the Schedule page, tap the first shift in the Linked Patient Consecutive Shift. Visit Details are
displayed with the Start Time of the first shift and the End Time of the last shift. All Linked Patient
names are listed.

Tap Clock In to begin the Consecutive Shift.
If configured by the Agency, on the Electronic Visit Verification page, select GPS or Security Token
as the EVV method.

o If you select GPS, after you allow the app access to your location, you can use the map to
help locate the Patient Address, and (if configured by the Agency) you can change the Ser-
vice Delivery Location from Home to another value to bypass the need for proximity to the
Patient Address.

wnN

<« o

Electronic Visit Verification

Securily Token J

)

oL 7y
a

pre— ] i1
g, Safewaplght T
Green
Lake Park
i Lake wat™

’,/ | ROOSEVELT \

wnmsrr:::::\, Market pm, st

Service Delivery Location

Home -

39.84 feet away from the patient and likely in
range

Continue

EVV GPS page

» If you select Security Token, you are prompted to enter the six-digit Device ID and
Passcode.
e When you are finished, tap Continue.

4. |If required, obtain a Patient Signature for each of the linked patients, an RN (Coordinator) Sig-
nature, and a Caregiver Signature, and tap Submit, or tap Skip if available and select the reason
for skipping.

5. If required, obtain a Patient Voice Consent (Record, Stop Recording) for each of the linked
patients and tap Done, or tap Skip if available, and select the reason for skipping.
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When Clocked In, the Confirmed time is the Start time for the Consecutive Shift.
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To Clock Out of a Linked Patients Consecutive Shift:

1. If you have Non-EVV Services to record (and the Agency is configured to allow it), tap the check-
mark to select Non-EVV Services and select the Duration of Non-EVV Services in Hours and
Minutes.

2. If the Visit includes a Plan of Care (or Other Duties have been added), select the duties performed
(checkmark) and duties refused (X) for the first linked patient. Select any required Value for duties
performed and any Refused Duty Reason the Agency requires.

Bathing ‘ 2 |
Personal Care - Duty # 100

Hair Care ‘ 2 |
Personal Care - Duty # 105

Grooming - Shave ‘ 2 |
Personal Care - Duty # 107 L

Dressing ‘ 2 |
Personal Care - Duty # 109 L

Foot Care ‘ 2 |
Personal Care - Duty # 114 L

D Apply left foot brace

Make Bed ‘ 2 |
Household - Duty # 500 L

Change bed linen ‘ 2 |
Household - Duty # 501 L

+ Add Other Duties

Plan of Care Duties

Tip: You can add other duties that the Agency has configured for the visit by tapping + Add Other
Duties.

3. If the Visit includes Care Insight Questions, answer all required questions, and provide Additional
Info as needed. Tap Save Responses.

Care Insights Questions
All fields marked with an asterisk (*) are required.

Patient generally requires more help *
@ Yes No Skip

Additional Info

Limit to 500 characters

Patient is quieter than usual

Yes No Skip

Any new marks or bruises *

Care Insights Questions
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ous

If you want to add a note about the visit, tap Add Note.

When you are finished, tap Continue at the bottom of the page.

When the next linked patient's visit is displayed, complete the same steps (1-4) for that linked
patient. When you finish documenting the visit for that linked patient, tap Clock Out at the bot-
tom of the page.

If required, on the Electronic Visit Verification page, update GPS or Security Token settings and
tap Continue.

If required, obtain a Patient Signature for each linked patient and any other required signatures
and tap Submit, or tap Skip if available and select the reason for skipping.

If required, obtain a Patient Voice Consent (Record, Stop Recording) for each linked patient and
tap Done, or tap Skip if available, and select the reason for skipping.

After the Consecutive Shift is completed, the Consecutive Shift association is broken. You can only access
each shift as an individual shift to make edits for the length of time after Clock Out allowed by the
Agency. To make edits, return to the Schedule page, and select any shift in the Consecutive Shift
sequence to apply updates to that specific shift.

Notes:

If you Clock Out before the planned end of all shifts in the sequence, the remaining shifts are
marked as Missed.

If the second shift in a two patient Linked Consecutive Shift sequence wasn't started, you can
Clock In to the second shift to complete it.

Consecutive Shifts for a Single Patient and Consecutive Shifts for two Linked Patients cannot be
co-mingled.

Consecutive Shifts don't allow rounding at the contract level when there are multiple contracts
with different rounding methods for a Patient.

Clock Out for the first shift and Clock In for the second are derived from the scheduled duration of
the first shift. The Clock Out time recorded is used as the End time for the second shift.

Back to Visits - Clock In and Clock Out
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Linked and Mutual Visits

Linked Patient Visits

Linked Patient Visits (when not handled as a Consecutive Shift) are treated as two individual shifts, each
shift requiring Clock In and Clock Out.

aw

Linked Patients are labeled as such on the Schedule page and are designated with a chain link icon.

1. Clock In for Linked Patient 1 as you would for any Scheduled Visit.
2. Perform Linked Patient 1 Duties.
3. Clock Out for Linked Patient 1 as you would for any Scheduled Visit.

When complete, the Mobile App reports a successful Clock Out for Linked Patient 1.
1. Clock In for Linked Patient 2 as you would for any Scheduled Visit.
2. Perform Linked Patient 2 Duties.

3. Clock Out for Linked Patient 2 as you would for any Scheduled Visit.

When complete, the Mobile App reports a successful Clock Out for Linked Patient 2.

Mutual Patient Visits

Mutual Patient Visits are treated as two separate patient visits handled at the same time, with Clock In
and Clock Out performed from either of the two visits.

Mutual Patients are labeled as such on the Schedule page and are designated with a two-person
silhouette icon.

1. Tap Clock In for a Mutual Patient Visit, and both patient visits indicate the same Clock In time.

2. If required for the first patient, enter Plan of Care (or Other Duties), answer Care Insight Ques-
tions, and then tap Continue.

3. If required for the second patient, enter Plan of Care (or Other Duties), answer Care Insight Ques-
tions, and then tap Clock Out.

When you tap Clock Out, both Visits are Clocked Out.

Back to Visits - Clock In and Clock Out
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Visit Notes

Follow these steps to enter a Visit Note.
1. From the bottom of the Visit Details page, tap Add Note.
2. Select the Note Type

Text Note- Up to 1000 characters.

New Camera Image - Opens the phone's camera, allowing you to take a photo and add a
description up to 500 characters.

File - Opens a Search page where you can browse the phone for a file to attach.

Voice Note - Opens a recorder where you can record and save audio comments.

3. Obtain and attach the Note, and then tap Save.

< Alexander Stephenopoulos @

Nov 23, 2022 9:00 AM - 10:30 AM

Bathing ‘ o | x |
Personal Care - Duty # 100
Hair Care ‘ v | x |
Personal Care - Duty # 105
Grooming - Shave ‘ o | x |
Personal Care - Duty # 107
Dressing ‘ v | x |
Personal Care - Duty # 109
Foot Care ‘ o | x |
Personal Care - Duty # 114

O Apply left foot brace

Make Bed ‘T‘TJ
T Text Note
O New Camera Image ]
A File
& Voice Note
[ O Add Note }
Add Note

From the Visit Details page:
e Toview an attached note, tap it.
e To edit an attached note, tap the Edit icon (pencil).
e To delete an attached note, tap the Delete icon (trash can).
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Daily Variable Visit

When the Agency uses the Daily Variable Schedule Type, an amount of Visit Time is authorized per Day
per Patient, but no specific daily Visit Hours are designated.

On the Schedule page, the authorized Visit Time is displayed next to the Patient name.

In Visit Details, the authorized Visit Time is displayed along with a clock tracking the Visit Time used.

&« John Walker (2]

Mar 31, 2023 00:30 hour

3 Patient Details © 00:03

A Clock-In Pending Approval

Daily Variable Visit Time in Visit Details

The Caregiver is alerted when 15 minutes of authorized Visit Time remains, and a countdown to the
expiration of authorized Visit Time is displayed.

- John Walker o

Mar 31, 2023 00:30 hour

2 Patient Details © 15:00

A Clock-In Pending Approval

Plan of Care Tasks

A 15:00 remaini%in the allotted visit time

This patient has not been assigned a Plan of Care

+ Add Other Duties

Daily Variable Visit 15 Minutes Remaining Alert
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The Caregiver is alerted when the authorized Visit Time has been exceeded.

= John Walker )

Mar 31, 2023 00:30 hour

2 Patient Details Q 30:04

A Clock-In Pending Approval

Plan of Care Tasks

A\ The allotted time for the visit has been
surpassed by 00:04

s

This patient has not been assigned a Plan of Care

<+ Add Other Duties

Daily Variable Visit Time Exceeded

If the Caregiver does not end the Visit within the Agency's designated grace period (default of seven
minutes), the Visit's EVV record is routed to the Agency's Call Dashboard for review and remediation.
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Edit Visit Time

If configured by the Agency, you can edit the time of an EVV Visit that has already been completed.
To edit Visit Time,

1. From the Schedule page, tap the completed Visit.
2. On the Visit Details page, tap the Edit Visit Time icon (pencil) on the Clock In message at upper
right.

= Jeff Jones Q

Jun 02, 2023 01:15PM - 01:30 PM

N AVSEIS ~ Clocked-In 01:40
PM

A Clock-Out 01:43 PM
Pending Approval

Tap Edit icon

On the Edit Visit Time page, select the From and To values for the New Visit Time.
When prompted, select a Reason for your change.

Provide Additional Information to explain your change.

When finished, tap Save.

If prompted, obtain a Patient Signature, and Clock Out.

NouswW

= Edit Visit Time e

All fields marked with an asterisk (*) are
required.

New Visit Time *

01:40 PM ® to HHMM o®

Additional Information

Limit to 500 characters

b

Edit Visit Time page

Your Time Edit is submitted to your Agency for approval.
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Patients

The Patients page lists Patients that you have visited in the past or are scheduled to visit.

). HHAexchange

Patients

EEETT

> Alexander Stephenopoulos

> John Peterson

> Jessica Jeffreys

> Adam Savage

> George Washington

a2 2,0

Schedule Patients Chat

Patients

Select a listed Patient, or type part of a Patient’s name and tap the Search icon (magnifying glass) to look
up a Patient you are authorized to visit. When you select a Patient, you can view Patient Details and
View Visits. If you are authorized, Patient Details may include Clinical Info and Medications.
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>. H‘lAe)ichange

Patients

EEEET -

v Alexander Stephenopoulos

& Patient Details e View Visits

New Visit

> John Peterson

> Jessica Jeffreys

> Adam Savage

> George Washington

& 2at ,®

Schedule Patients Chat

Select a Patient

Patient Details include Patient Name, Admission ID, assigned Office, Phone Numbers, Addresses, Emer-
gency Contacts, and, if configured, Clinical Information.

Visit Details (if configured) include Plan of Care Tasks, Care Insights Questions, Add Note, and Medic-
ations.

You can select New Visit from the Patients page to create a new Unscheduled Visit. You can create an
Unscheduled Visit for any Patient to whom you have access, whether or not you have previously worked
with the Patient.
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To create a New Visit from the Patients page:
1. Select the patient or use the Search function at the top of the page to look up and select a

Patient.
2. Tap New Visit. If a matching visit is already scheduled with the Patient, the Mobile App gives you
the option of using that Scheduled Visit instead of this New Visit.

Confirm Unscheduled Visit

There is already a visit on your schedule with
Alexander Stephenepoulos. Are you sure you

want to create a new unscheduled visit with this
patient?

Create Unscheduled Visit
Proceed to Scheduled Visit

Cancel

Unscheduled Visit

3. If configured by the Agency, on the Electronic Visit Verification page, select GPS or Security Token
as the EVV method.
o If you select GPS, you can use the map to help locate the Patient Address, and (if con-
figured by the Agency) you can change the Service Delivery Location from the Member's
Home to another value to bypass the need for proximity to the Patient Address.
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L]

Electronic Visit Verification

Service Delivery Location

Home -

39,84 feet away from the patient and likely in
range

Continue

EVV GPS page

e If you select Security Token, you are prompted to enter the six-digit Device ID and
Passcode.
e When you are finished, tap Continue.
4. If required, obtain Patient Signature and tap Submit, or tap Skip if available, and select the
reason for skipping.
5. If required, obtain Patient Voice Consent (Record, Stop Recording) and tap Done, or tap Skip if
available, and select the reason for skipping.

On the Visit Details page, you can view:

Schedule Time - Scheduled Start Time and End Time of Visit

Patient Details - Patient Name, Admission ID, assigned Office, Phone Numbers, Addresses,
Emergency Contacts, and, if configured, Clinical Information

Visit Details - If configured, Plan of Care Tasks, Care Insights Questions, Add Note, and, if
configured, Medications
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& Alexander Stephenopoulos @

Nov 23, 2022 9:00 AM - 10:30 AM

a Patient Details

Plan of Care Tasks

Bathing
Personal Care - Duty # 100

Hair Care

Personal Care - Duty # 105

Grooming - Shave
Personal Care - Duty # 107

Dressing
Personal Care - Duty # 109

Foot Care
Personal Care - Duty # 114
O Apply left foot brace

Make Bed
Household - Duty # 500

Unscheduled Visit Details

To Clock Out of a New Visit:
1. If required, select a Service Code in Visit Settings.

2. If you have Non-EVV Services to record (and the Agency is configured to allow it), tap the check-
mark to select Non-EVV Services and select the Duration of Non-EVV Services in Hours and

Minutes.

3. Ifthe Visit includes a Plan of Care (or Other Duties have been added), select the duties performed
(checkmark) and duties refused (X). Select any required Value for duties performed and any

Refused Duty Reason the Agency requires.
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¢« Alexander Stephenopoulos @

Nov 23, 2022 9:00 AM - 10:30 AM

Bathing
Personal Care - Duty # 100

Hair Care

Personal Care - Duty # 105
Grooming - Shave
Personal Care - Duty # 107

e
Personal Care - Duty # 109

Foot Care
Personal Care - Duty # 114

O Apply left foot brace

S
Household - Duty # 500

Change bed linen
Household - Duty # 501

+ Add Other Duties

| D Add Note |

Duties

4. If the Visit includes Care Insight Questions, answer all required questions and provide Additional
Info as needed. Tap Save Responses.

Care Insights Questions
All fields marked with an asterisk (*) are required.

Patient generally requires more help *
@ Yes No Skip

Additional Info

Limit to 500 characters

Patient is quieter than usual

Yes No Skip

Any new marks or bruises *

Yes No Skip
2222222 2822222000000202

Care Insights Questions

5. If you want to add a note about the visit, tap Add Note...
6. When you are finished, tap Clock Out at the bottom of the page.
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& Alexander Stephenopoulos ©

Nov 23, 2022 9:00 AM - 10:30 AM

Personal Care - Duty # 105

Grooming - Shave >
Personal Care - Duty # 107
Dressing

v
Personal Care - Duty # 109
Foot Care o
Personal Care - Duty # 114
D Apply left foot brace
Make Bed v
Household - Duty # 500
Change bed linen »
Household - Duty # 501

+ Add Other Duties

[ D Add Note ‘

Clock Out

7. If required, obtain a Patient Signature, an RN (Coordinator) Signature, and a Caregiver Signature,
and tap Submit, or tap Skip if available and select the reason for skipping.

8. Ifrequired, obtain Patient Voice Consent (Record, Stop Recording) and tap Done, or tap Skip if
available, and select the reason for skipping.
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Visit Notes

Follow these steps to enter a Visit Note.

1. From the bottom of the Visit Details page, tap Add Note.

2. Select the Note Type
o Text Note- Up to 1000 characters.
e New Camera Image - Opens the phone's camera, allowing you to take a photo and add a

description up to 500 characters.

e File - Opens a Search page where you can browse the phone for a file to attach.
e Voice Note - Opens a recorder where you can record and save audio comments.

3. Obtain and attach the Note, and then tap Save.

& Alexander Stephenopoulos @

Nov 23, 2022 9:00 AM - 10:30 AM

Bathing ‘ e |
Personal Care - Duty # 100
Hair Care ‘ e |
Personal Care - Duty # 105
Grooming - Shave ‘ e |
Personal Care - Duty # 107
Dressing ‘ e |
Personal Care - Duty # 109
Foot Care ‘ e |
Personal Care - Duty # 114

O Apply left foot brace

Make Bed ‘T‘TJ
T Text Note
@ New Camera Image :|
™ File
& Voice Note
[ D Add Note ]
Add Note

From the Visit Details page:
e To view an attached note, tap it.
e To edit an attached note, tap the Edit icon (pencil).
e To delete an attached note, tap the Delete icon (trash can).
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Care Insights Questions

Care Insights Questions are Yes/No questions to the Caregiver that evaluate patient health. For example,
“Is the patient eating less than usual?”

You may be prompted with Care Insights questions during Clock-Out (after entering Duties). You can
answer Care Insights questions any time before (or after) Clock-Out by accessing Visit Details from the
Schedule page. Answers can be reviewed and modified during Clock-Out.

Care Insights Questions
All fields marked with an asterisk (*) are required.
Patient generally requires more help *
@ Yes No Skip
Additional Info
“

Limit to 500 characters
Patient is quieter than usual

Yes No Skip
Any new marks or bruises *

Yes No Skip

Care Insights Questions

When the Patient is enrolled in Care Insights, you must answer Yes, No, or Skip to all required Care
Insights questions (marked with a red asterisk) and save the responses before clocking out. If configured
by the Agency, a required Additional Info text box may be displayed for an explanation of a response.

Note: If the mobile app is off-line when you clock out, Care Insights questions do not appear. If the
mobile app goes off-line while you are answering Care Insights questions, answers cannot be saved and

a warning is displayed.

After a Visit is complete, you can view and edit your responses by accessing Visit Details from the Sched-
ule page up until the time the visit is billed.
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My Availability

When enabled by the Agency, you can review your Availability preferences.

To review Availability, from the Menu, tap My Availability. The My Availability page displays your Regu-
lar Availability and Special Availability for the week. A double green checkmark designates preferred
times. A single red checkmark designates possible but not preferred times.

<« My Availability (-]

Sunday

Unavailable

Monday

09/01/22 - 10/31/22
 9:00 AM - 12:00 PM
& 12:00PM - 9:00 PM

Regular Availability
~ 9:00 AM - 12:00 PM
¥ 12:00 PM - 9:00 PM

Tuesday

09/01/22 - 10/31/22
~ 9:00 AM - 12:00 PM
¥ 12:00 PM - 9:00 PM

Regular Availability
¥ 9:00 AM - 5:00 PM
+ 5:00 PM - 9:00 PM

Wednesday

09/01/22 - 10/31/22
~ 9:00 AM - 12:00 PM
¥ 12:00 PM - 9:00 PM

My Availability
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Profile

To edit your Profile information, tap Profile from the Settings & Help section of the Menu.

&« Profile (]

First Name
Harry

Last Name
Potter

Last 4 Digits of SSN
1234

Date of Birth
10/22{1975

Primary Phone Number
(123)123-1234

Email Address
hpotter@northeasthomecare.com

Mobile Device ID
LAHB4FASMSAFO12UGBXCMQPWEQTO1823A ¢l

Profile

On the Profile page, tap Edit, make any changes, and then tap Save.

. Profile -]

All fields marked with an asterisk (*} are required.

First Name *

Harry

Last Name *

Potter
Last 4 Digits of SSN

1234

Date of Birth
10/22/1975

Primary Phene Number
(123)123-1234

@ verification required via text message

Email Address
hpotter@northeasthomecare.com

Mobile Device ID
LAHB4FASMSAFO12UGBXCMQPWEQT01823A ¢l

Cancel

Edit Profile

Note: A confirmation text is sent to your phone when the Primary Phone Number is added or changed.
You must respond to the confirmation text in order to use the phone number to reset a password.

HHAeXchange+ Mobile App Caregiver
Guide

Page 54

Profile
Proprietary and Confidential



]
¥ H-HAeXchange

The Enterprise System

Change Password

To change your Mobile App password,

1. From the Menu, tap Change Password.
2. On the Change Password page, type the Current Password and New Password. Type the new

password again in Confirm New Password.
3. When finished, tap Save to change the password and return to the Menu.

&« Change Password

All fields are required.

Current Password

New Password

® Your password must:
* Contain & - 64 characters in length
* Not contain your username
* Not contain more than 3 repeated or

sequential characters

* Not contain any of the following words:

hhaexchange, qwerty, password

Confirm New Password

Cancel

Change Password
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Reset Password

To reset your Mobile App password,

1. From the Login page, tap Forgot Password?

2. Onthe Forgot Password page, type the Email address associated with the account.

3. Select that you want HHAX to send you a Password Reset Code or that you have an existing active
Password Reset Code you haven't used yet. Tap Continue.

“ Forgot Password (-]

Reset Password

Ente

email address associated with your account to
resetting your password using a Password

Email Address * Reqguired

Desired Action
@) send me a Password Reset Code

Use an existing Password Reset Cade

Cancel

Forgot Password

4. |If you requested HHAX to send you a Password Reset Code, check your email account for the
HHAX email message containing a unique six-digit numeric code.

5. On the next Forgot Password page, when prompted to Enter Code, type the six-digit numeric Pass-
word Reset Code and tap Submit.

« Forgot Password @
@ If the email address is associated with an active
account, a message has been sent to you with a
code for resetting your password
Enter Code
Password Reset Code * Required
Request New Code
Enter Code

6. When the Set New Password page is displayed, type and confirm your new password and tap
Save.
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Account Locked

Set New Password Q

All fields are required.

New Password

© Your password must:
+ Contain 8 - 64 characters in length
* Not contain your username
+ Not contain more than 3 repeated or
sequential characters
+ Not contain any of the following words:
hhaexchange, qwerty, password

Confirm New Password

Set New Password page

After 10 failed login attempts, you are locked out of the Mobile App. A message advises you to use the

Forgot Password? function (described above) to reset your password.
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Connections

The Connections page is used to switch between Agencies/Offices connected to you, the Care-
giver/Employee.

Connections

Connected Connections

Excellence QA - ML - UAT (HHA UMA Office)

«  Currently Active

Excellence QA - ML - UAT (HHAsXchange Dallag) ===

Change Active Connection

Connections page

To change Connections,
1. From the Menu, tap Connections.
2. On the Connections page, select from the list of Connected Connections and tap Change Active
Connection to open the Select a Connection page.
3. Select the connection you want or choose to Answer daily patient questions only.
If configured, Third-Party Terms must be accepted. Then, the Schedule page (Patients page for Daily
Patient Questions) is displayed.
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L- I

Select a Connection

Excellence Q- ML - UAT(HHA UMA Offi..
Excellence Q4 - ML - UAT(HHAeXchange
OR

Answer daily Member questions only

Add a New Connection

Select a Connection

If the Connection you want is not shown on the Connections page, tap Connect with a New Connection.
On the Connect a New Connection page, enter the Connection's Activation Code and tap Submit Code.

Finish Connection Account Setup as explained in the Sign Up Here help topic.
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To disconnect a Connection from your account,

1.
2.

From the Menu, tap Connections.

On the Connections page, tap the ellipsis (...) next to the name of the Connection you want to dis-

connect.

Tap Disconnect Connection from your account.

When prompted to confirm your actions, tap Disconnect Connection.

Connections

Connected Connections

Excellence QA - ML - UAT (HHA UMA Office)

~ Curremtly o Set as Active Connection

Excellence QA |® Disconnect from your account I

Y

| Change Active Connection

Disconnect Connection

To set a Connection as the active connection for your account,

1.
2.

3.

From the Menu, tap Connections.

On the Connections page, tap the ellipsis (...) next to the name of the Connection you want to set

as the active connection.

Tap Set as Active Connection.

Connections

Connected Connections

Excellence QA - ML - UAT (HHA UMA Office)

Excellence 9A ® Disconnect from your account

[

Change Active Connection

~ Currently | .+ set as Active Connection

Set as Active Connection
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App Feedback

You can use the App Feedback page to provide comments on the Mobile App to HHAX.

To provide feedback,

From the Menu, tap App Feedback.

< App Feedback (-]

Please use the form below to provide feedback to us
about your experience with this application. Your
feedback will not receive a reply. Do not use this form
to send sensitive personal or health information.

All fields are required.

Subject

Select...

Message

Limit to 500 characters

cancel

App Feedback

On the App Feedback page, select a Subject that applies to your comment. In Message, type your com-
ments (up to 500 characters) and tap Submit.

Note: Your feedback will not receive a reply.

Caution: Do not use this form to send sensitive personal or health information.

Available Subjects include:

e Functionality Request - Mobile App enhancement requests
¢ General Feedback - General comments
« Issue/Bug - Issues discovered while using the Mobile App

e Translation Feedback - Alternate language corrections needed

HHAeXchange+ Mobile App Caregiver Page 61

Guide

App Feedback
Proprietary and Confidential



o A .
¥ HHAeXchange The Enterprise System

Select Language

The Mobile App offers language options designed to accommodate you with your preferred language
when using their mobile device.

When logging in, if the Mobile App Log In page is displayed in an unfamiliar language, you can tap the
a=-

Language Selector icon at the bottom center of the Log In page to select a different language.

To change language settings from the Menu,

1. Tap Select Language.

2. From the list of available languages, select the new language. When selected, the displayed page
is translated into the new language.

3. Tap Apply at bottom to save the language of choice.

<« Language

English v
Espariol

Francais

L34

Pycckuid

Kreyol Ayisyen

=0

3wytpku

T

0°zbek

Language

A variety of languages are supported by the Mobile App. Tap Select Language from the Menu to see the
most current list.

Note: Maps are displayed in the new language after the Mobile App is restarted.
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I'm Awake Status

When Enable the I'm Awake Button for Midnight Shifts is selected by the Agency in the Enterprise applic-
ation, Caregivers who work overnight shifts that include midnight (12:00 AM) are presented with an I'm
Awake button after Clock-In. Tapping the button on a regular basis (designated for you by the Agency)
proves to the Agency that you are awake and monitoring the Patient.

Overnight Shift

During overnight shifts you will be required to
periodically confirm that you're awake, as specified
by your Agency.

Last Confirmed; <1 minute ago

I'm Awake

You must periodically check in by tapping I’'m Awake.

When you tap ’'m Awake, the Confirmed time is captured, and a Last Confirmed status timer (below the
I'm Awake button) measures time elapsed since the last time you tapped I'm Awake.

Page 63 I'm Awake Status
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Offline Mode

When Offline Mode is enabled by your Agency/Employer, you can use the Mobile App when there is no
internet connectivity. When the internet connection is restored, the Mobile App automatically syn-
chronizes with HHAX.

When in Offline Mode, you can Log In with the last used Email and Password, view your existing Patient-
s/Consumers, Start and End Visits/Shifts, and view Help. Unavailable features in the Navigation Bar are
marked with a white exclamation mark in a red circle.

.
% HHAexchange

Schedule

May 31, 2023 (Today)

| ~ 11:00 AM - 11:15 AM

Scheduled Time Visit Type
11:00 AM - 11:15AM NonSkilled

2 Patient Details B Visit Details

Clock In Clock Out

+ New Unscheduled Visit

Schedule page in Offline Mode

Selecting a feature or function that is unavailable offline results in a message explaining the limits of off-
line use.

You are Offline

In Offline Mode you can still view your
patients, clock in and out of visits, and
enter visit information and notes. Your
data will be synced when you connect to
the internet again.

Functionality outside of these areas is not
available in Offline Mode.

Offline Message
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Agency Configuration

The following Mobile App features and functions are configured by Agency/Office:

Awake/Alert Status

Caregiver Compliance

Community Visits

Consecutive Shifts

Daily Variable Visits

Electronic Visit Verification - GPS or Security Token
My Availability

Non-EVV Services

Offline Functions

Open Shifts

Patient Signature Required

Refused Duty Reason Required

Skip Patient Signature Allowed

Third-Party Terms

Timesheets Required

Two-Factor Authentication

Two-Way Mobile Chat - Chat and Topics

Visit Details - Plan Of Care, Value Based Care, Medications, Notes
Visit Edit Tolerance Days

If you require one of these features or functions, the Agency must enable it. Contact the Agency for
assistance.
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