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Overview

The functions under the Admin module serve as the building blocks for the entire the system. Proper

setup and maintenance of these functions is essential to the continued efficiency of the Provider Portal.

This process guide covers the critical system components managed in the Admin module to include User
Management, Reference Table Management, Office Setup, Agency Profile, Contract Setup and numerous

other functions in the HHAeXchange (HHAX) system.

Please direct any questions, thoughts, or concerns regarding the content herein to

HHAeXchange Customer Support.

HHAX System Key Terms and Definitions

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

Term Definition

Refers to the Member, Consumer, or Recipient. The Patient is the person receiving
Patient .
services.
Refers to the Aide, Homecare Aide, Homecare Worker, or Worker. The Caregiver is the
Caregiver - .
person providing services.
Provider Refers to the Agency or organization coordinating services.
Refers to the Managed Care Organization (MCO), Contract, or HHS. The Payer is the
Payer organization placing Patients with Providers.
HHAX Acronym for HHAeXchange

Admin Functions Process Guide Page | 1 Provider User Guide
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User Management

Users are employees who handle the logistics at an Agency. A User is assigned a Role, such as Admin,
Coordinator, or Collection Representative. Permissions in the system are role-based; therefore,
permissions are enabled for a role (rather than for an individual User). Functions, features, and modules

are dictated by system permissions to include functionality within the Admin tab.

Permissions are granted and modified for Roles via the User Management function under the Admin

tab. Use the User Management function to create a New User, generate a User Search, and Edit Roles.

Admin Functions Process Guide Page | 2 Provider User Guide
User Management Proprietary & Confidential



o The Provider Portal
eXchange

New User

Users with roles that are assigned the Edit Roles permission are granted the permission to add New

Users and deactivate User Accounts in the system. The New User and Inactivate Users permissions must

be enabled by an Agency Admin for a selected role to access respective functionality. This section
provides instructions on how to assign permissions to a role, create new users in the system, and

deactivate user accounts.

Create a New User

1 Navigate to Admin > User Management > New User to access the Add New User page.

The Add New User page opens. Complete the required fields (denoted with a red asterisk), as

illustrated in the following image and described below.

Add New User
*FirstName: [ ] P e | — e F
Restricted ]
PlastMame: [ ]
Hourly Day From To »@®
“LoginName: [ @ Restricted
status: [acive v |@ we: I ]
o G ——————¥]® S s | —
N — wes: 0 )
Show Open Cases fram: Todsy Tl [ | pays @ Thu:
Pending Placement | () 0 A I I
Notifications:
Grant Access to Reparting [ (3) i I | )
Tool:
Accept Unspecified Office || (3) s
Placements:
Office Setup m
Office 1s Coordinator View Open Cases for @ | View Care Path Alerts for © Can Override OT | Primary ‘
Limit
2 Add New User Page

o *First Name: Enter the user’s first name.

e *Last Name: Enter the user’s last name.

o *Login Name: Enter the login name for the user to enter the system. Login name must be
unique within an Agency AND across the HHAX platform. Username can include letters,
numbers, underscores, dashes, @ sign, or dots. Note that there is a 50-character limit to any
login name. Email address can be used.

e  *Email: Enter the user’s unique email address. This email is used for any assigned system
notifications to include the initial email with temporary password to log in to the system.

e *Role: Select the Role(s) for the user.

Admin Functions Process Guide Page | 3 Provider User Guide
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On this page, User Access location, days, and times can be restricted using the IP Address fields.

Select one or both options as illustrated in the following image and described in the table below.

Note: These restrictions are optional.

| Wi ' 1P1 :[12.34.567.851 | 1P2 : Jie3 < ]

(¥l Hourly Restricted ~ Day From  To @D
wea s ——
- [—
3 fi: [—

@

Access Restriction

o |P Restricted: Restrict access to the system to up to 3 unique IP addresses.
e Hourly Restricted: Specify the days and hours when Users may access the system. A valid IP

address for each day of the week can also be added.

Select other permissions specific to the user such as Pending Placement Notifications, Reporting

Tool access, and Accept Unspecified Office Placements.

Additional settings can be indicated for the user under the Office Setup section. Click the Add
button to assign other Offices and functionality (per Office) to the user. For example, the image
below illustrates that this user is the Coordinator in the Hope & Care Providers Office, able to view

all Open Cases for the selected Coordinator. This user can also Override OT Limits for that Office.

5 | Onlyone Office can be the designated Primary at a time. Once a Primary Office is selected,

functionality in other Offices is limited.

Office Setup @

Office Is Coordinator View Open Cases for@ Can Override OT Limit Primary
[Hope & Care Provid v [ Luke Skywalker ~] All 7]
[Defoult Officez ¥ O O O
0 0 0

<=1 <]
I |I= | I=

New User — Office Setup

Click the Save button to create the New User’s profile. Thereafter, the user receives an email with

a temporary password to log in to the system.

7 Provide the user his/her login name. The email does not include this information.

Admin Functions Process Guide Page | 4 Provider User Guide
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Create Password for a New User

When an Agency Admin creates a New User Account, a Create Password process is generated by the
system once the new profile is saved. The following examples demonstrate the steps for users to Create

a Password.

The User receives the Create Password email with link and instructions. Upon clicking on the Create

Password link, the user is routed to the Login screen, seen below.

HHAeXchange Support <help@hhaexchange.c.. 11:56 (1 minute ago) ﬂf -,

Hello A

Welcome to HHAeXchange. Please follow the steps below to create a
password for your newly created account.

1. Click the Create Password link to open the Create Password
screen.

2. Enter your New Password.

3. Re-enter the password in the Confirm Password field.

4. Click Save Password to save and click Continue to reach the
HHAeXchange Home Page.

Note: Your Username is required to login; please refer to your
Administrator to obtain your Username.

Thank you,
HHAeXchange

¥ HHA exchange

The following image illustrates a standard Create Password Login page. On this screen, the user:
1. enters a Password;
2. re-enters the password in the Confirm Password field; and

3. Clicks on Save Password to continue.

Create Password

Please enter your New Password in the fields below, then click
on the Save Password button to save your new Password.

Password
anssnsanneeny ®
Confirm Password

Confirm Passwor? ®

3

Create Password: Standard Login Page

Admin Functions Process Guide Page | 5 Provider User Guide
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The following image illustrates the Login page for Agencies configured to require Terms and Conditions.
On this screen, the user:

1. enters a Password;

2. re-enters the password in the Confirm Password field;

3. selects the required Accept Terms and Conditions checkbox; and

4

click on Save Password to continue.

Accept Terms & Conditions and Set

Password

Please enter your Password in the fields below, and accept the
Terms & Conditions to save your Password and access the
HHAeXchange system.

Password

Password

Confirm Password

Confirm Password

[ Accept Terms and Conditions ? ;

Create Password: With Terms and Conditions

The system guides the user with instructions and password requirements. Refer to the

Self-Service Password Reset Job Aid for further guidance.

Admin Functions Process Guide Page | 6 Provider User Guide
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Password Reset Initiated by Administrator

Agency Admins can initiate a Password Reset for any Agency user for various purposes, typically for
security measures (for example, if credentials are compromised). Instead of providing a password for
the user, the process is automated prompting the user to reset the password after the initiation from

the Agency Admin.

Initiating the Password Reset

A Password Reset can be initiated via the User Account page (Admin > User Management > User

Search). On the Update User Account page, click on the Reset Password link (as seen in the image

below).

Update User Account

“ First Name: l:l
* Last Name: :}
Login Name: [:I @
status: [ ~|@
* E-mail:

Show Open Cases from: Today Till Days @

Change F {Rj;;t Password >

A L ificasi (i)

User Account Page: Reset Password Link

The system alerts the Agency Admin that an email has been sent to the user with a Reset Password link,
effective for the next 12 hours. Click out of the alert to close the window and return to the User Account

page. No further action required from the Agency Admin.

¥ HHAexchange

User Password Reset. Email Sent

reset their password. This link is valid for the nex

To return to the Update User Account Page close this tab.

Password Reset Alert

Admin Functions Process Guide Page | 7 Provider User Guide
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User Password Reset

The Agency user receives an email with the link and instructions to reset their password. The User
follows the prompts to reset their password accordingly. Refer to the

Self-Service Password Reset Job Aid for further guidance and password requirements.

HHAeXchange Support <help@hhaexchange.c.. 12:40 (1 minute ago W -

Hello

At HHAeXchange we strive in safeguarding account information by
consistently monitoring the application. We have recently received a Reset
Password request.

Please follow the steps below to reset your password:
1. Click the Reset Password link to open the Reset Password
screen.
2. Enter your New Password.
3. Re-enter the password in the Confirm Password field.
4. Click Save Password to reset and click Continue to reach the
HHAeXchange Home Page.

Thank you,
HHAeXchange

% HHAex change

Reset Password Email

Deactivate User Account

Only roles with the Inactivate Users permission can deactivate a user; otherwise, the Status field is

unavailable to edit.

Step Action

1 Navigate to Admin > User Management > Search User.

2 Click on the Edit link to access the Update User Account page.

From the Status field select Inactive.

Update User Account

* First Name:
* Last Name:
Login Name: ’mptel—| @
Status: @

* Role: [ (500) PCA Role | ©

User Status

4 Click Save. Once saved, the user cannot access the system with given credentials.

Admin Functions Process Guide Page | 8 Provider User Guide
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User Search

To search for a User in the system, either enter the User’s First Name, Last Name, Login Name or Email

address to narrow a search or simply click on the Search button to view all Users.

Search Users

T tasthame [
LoginName: [ ] Emai:[ ]
[ search |
Search Results (10)

Login Name }First Name }Last Name Email |loffices [Role |Slahls |Change Status |Edit
Boris's Office BOR) Trainee |inactive Unlock |Edit
[Trainee (Internal) BOR) Trainee |active Unlock Edit
[Thomas Ricks Office FTM) Trainee Inactive Unlock Edit
[Trainee (Internal) BOR) Trainee Active Unlock Edit
Clinical Team Test lADMIN |inactive Unlock Edit
Malik's Office (MAL) Trainee Inactive Unlock Edit
Marcus Office (ARE) Trainee Active Unlock Edit
[Trainee (Internal) (BOR) Traines Active Unlock |Edit
Boris Active Unlock Edit
JADMIN Active Unlock Edit

User Search

The Search Results include the following information per line item:

Column Description
User’s HHAX login name
Last

User’s first name

m The email address associated with the user in the HHAX system.
All associated Offices the User is assigned to.

Role(s) assigned to the User

User Account Status (either Active or Inactive)

Na
ge Status

Link allowing an Admin to unlock a User’s Account

“ Link allowing an Admin to Edit a User’s Profile

Admin Functions Process Guide Page | 9 Provider User Guide
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Update User Account

On the Search Results, click on the Edit link for the applicable User to open the Update User Account
page, as illustrated in the image below. This page contains the user’s information as entered when the

profile was created, refer to the Creating New User section for field descriptions. From here, make the

necessary edits, to include changing the Status, resetting the Password, applying restrictions, or editing

Office Setup. Click Save to apply.

Update User Account History
“Firstame: [0 ] 1P Restr e | Jre: | Jrea: | @
*lostName: [0 | ClHourly Day From To 1
Restricted
Login Name: TS0 L I [
status: [acive  [V]|® we 1]
* E-mail: | Sipei—— | we: ][ ][]
Show Open Cases from: Today Till Days @ me [ JC_ 1
Change Password e
Pending Placement Notifications: [ ] (D) sae [ [ 1 [ ]
Grant Access to Reporting Took: [] @ se: 1]
Office Setup
Please note that changes in permissions will not take effect until the user logs out and then logs back in.
Office Role Is Coordinator View Open Cases for (1) Can Override OT Limit | Primary
Long Islend City __ |~ ADMIN v O O m] B v
East Parkville Office |~ ADMIN v O O0 O H &
Rhan's Office [~ admin v m] O m] X I
‘Aldo's Office T~ Admin v M [ v| [ ~] 1~ i) | x I
Boris's Office [~ ADMIN v O O ] H

Update User Account

Admin Functions Process Guide Page | 10 Provider User Guide
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Contract Setup

The Contract Setup function is comprised of various tabs (pages) to optimize the organization of fields

and information according to subject (as seen in the following image).

Contract Setup

Billing Rates Billing / Collections Scheduling/ Confirmation

General

The General tab is used to view basic Contract Details as well as the Payer’s Address, as illustrated in the

following image.

Contract Setup ('

Contract Details

Billing Rates.

Address

)

Billing/ Collections. Scheduling/Confirmation

Contract Name: [ T ]
T KT B— )
Effective Date:[ |71 ®

Source Of admission:

weno:[ @ prowdermo(ash):[ @

Wage Parity: | (@)

sweet:[ ]
]

] | —

History,
Active:[ s v|
Office: High Home care (India Test Only) DBA
ExpirationDate:[ | 5@
contactPerson:[ @
il —— O]

Notes:

General Page

Admin Functions Process Guide
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Billing Rates

The Billing Rates page is used to create, review, and search for any Billing Rates associated with a

Contract. Use the search filter fields or click the Search button to view existing Billing Rates. To add a

new rate, click the New Rate button.

Contract Setup (Center Plan)

Billing Rates
From Date: [12/30/2015 |79

Discipline - Service Code Billing Units Per From Date

Hour

PCA PCA sc 4.00 12/01/2014

General Billing/Collections Scheduling/ Confirmation Eligibility  Quickbooks Notes /Uploads

To Date: [12/30/2015 |

To Date Rate Type Rate
For Daily
12/31/2016 Hourly 5.000000

Min Visit Hours

Rate Type: [A ]

Status

0 Active = Edit Update Rate H

Billing Rates Page

The Contract Rate window opens. Complete the required fields as follows:

e *Discipline: Select the Discipline attached to the rate (Skilled/Non-Skilled)

e *Service Code: Designates the Discipline, Contract, Rate Type and Visit Type (as created in the

Reference Table).

e *From/To Date: Select the effective date range.

e *Rate: The dollar amount to bill.

o *Billing Units Per Hour: Enter the number of billing units per hour.

Contract Rate

* Discipline: | HHA [~]]

* Service Code: | HHA - Hourly ﬂ|

* From Date: | 04/30/2019 |

* Rate: | 20.000000|%

* Billing Units Per Hour:

Hourly Cap For Invoicing: |:|

Hours: I:l Minutes: l:l

Min Visit Hours For Daily: [ | (HHMM)
Active: V]

Contract Rate Window

Specify the duration of a visit in the Min Visit Hours for Daily for it to be considered a Daily visit. Click

Save.

Admin Functions Process Guide
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Billing/Collections

The Billing/Collections tab contains all fields related to invoicing and collections. This page is comprised
of six sections to include: General Billing and Collections Configurations, Contractual Discount Allowance,

Invoice Organization, Prebilling Validations, Duty Sheet Printing Options, and Automated Collection

Notes settings.

Contract Setup (TS Home Health Care (PZH))

General | Billing Rates  [WGTITRY R EE RS Scheduling/Confirmation

General Billing and Collections Configuration

History,
Billing Reference Person: l:l@ Default Internal Collection Represe;\elrast‘i’\:‘e; (6]
InvoiceType:[_ v]@ Timely Filing Limit (Days)::[____|®
Payment Terms:[_____|
Automated Collection Notes History
Enable: (] Generate After:[ | days
with Status:
Mote:

Billing Collections Page

Scheduling/Confirmation

The Scheduling/Confirmation tab contains all fields related to scheduling and confirming visits. This
page is comprised of four sections to include: Scheduling Configurations, Visit Confirmation Options,

Timesheet Options, and Payroll settings (related to confirmation).

Contract Setup ( )
General  Billing Rates  Billing/Collections Scheduling/Confirmation
Scheduling Configuration History,.
Authorization Required: Apply Authorizations toward TT: | ()
Allow Masterweek Rollover without Valid Automatic Visit Creation Based on EVV
‘Authorization: — Confirmations: = @
Visit Confirmation Options History.
o [ schedule Times [ pay code @
Contract E“mp = CEI__ [Jplan of Care [ Bill Info Tab
POC Duty Compliance: ~ F=/<ena! care Compliance Require Note when Editing Visit: [ 8ill To (Contract
No Compliance Os o
Patient POC Compliance ervice Code
[ caregiver
O AtcClockin @
Disable Visit Confirmation Rounding: Capture Patient Signature on Mabile App: = o
At Clock Ou
Allow Signature Skip
Require Timesheet if EVV linked to visit w/o Signature
Count Refused Duties Toward Compliance Capture Caregiver Signature on Mabile App: O atclockin @
Totals: [0 At Clock Out
- [0 At Clock In
Capture RN Signat Mabile App:
apture RN Signature on Mobile App: = 0 o
Timesheet Options History,
Timesheet Required (Skilled): [_] Timesheet Required (Non-Skilled): ] (@)
Automatically flag as TS required [ Visit start time is updated Automatically flag as TS required [ tart time is updated @
when(Skilled): () yigit end time is updated when(Non-Skilled): [ nd time is updated
Payroll
Calculate Payroll to the Minute: Calculate Payroll Using Confirmed Duration: | (3)
Scheduling/Confirmation Page
Admin Functions Process Guide Page | 13 Provider User Guide
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Agency Profile

The Agency Profile is used to capture an Agency’s general information and internal structure as well as
to set up a variety of functions and restrictions within the system. Refer to the

Admin Agency Profile Process Guide for complete details and functionality.

Admin Functions Process Guide Page | 14 Provider User Guide
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Office Setup

Use the Office Setup page to configure individual Offices within an Agency. Every Agency must have at

least one Office. Refer to the Admin Office Setup Process Guide for complete details and functionality.

Admin Functions Process Guide Page | 15 Provider User Guide
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Duty List Setup

Use the Duty List Setup page to manage Plan of Care (POC) Duties.

Creating a New Duty List

To create a new Duty List, click on the New button to open the Duty List Configuration page. Enter a

Configuration Name in the field and select Active in the Status field. Click Save.

Duty List Configuration Enterprise 17.0.1.0
General
* g ion Name:|[Sample Duty List | status:[Acive [V
=
New Duty List
Once saved, the Office(s) field appears (under the Status field). Click states:[pcve o]
. . . . . Office(s): U;em

the Edit link to assign Offices to the newly created Duty List. Q%

Existing Duty List

To access an existing Duty List, click the Search button to locate the applicable Duty List and click on the

Duty List Setup Name (link) from the Search Results. Once selected, the Edit Duty List Configuration

page opens. Click the Add button to add a new Duty or click on the edit icon to update an existing one.

Edit Duty List Configuration Enterprise 17.0.1.0
General History
* G ion Name: [ Default Duty List Setup Status: _
New York (Rhan's Office, Richard Ma, Citi Caregivers, Brian's Office, Corona Office, Vasi
Office(s): €& secondary training, Third Train, Sunnyside Office, Long Island Cify, Scott's Office, gy
* D'Anthony's Office, Baro Park Office, Midwood Office, Paolo’s Office); PA (Jeff's Office, T =
homas's Office); Florida (Jacksonville, Thomas Ricks Office, Natesha's Office, Ada's Offi
List of Duties B
Dutly Code Duty Name Duty Category Status
100 Bathing personal Care Active
101 Bathroom Assistance Personal Care Active ’d
102 Grooming Personal Care Active
103 Cooking Personal Care Active 7
104 Cleaning Homemaker Chore Active &
105 Total Care Personal Care Active i
106 skin Care personal Care Active I
107 Blood Pressure DIA Vital Signs Active [
108 Make Bed Home Management Active &
100 Wash Floor Home Management Active g
110 Laundry Home Management Active i
111 mave Garbage Househol LActi q
Duty List Setup

To add a new Duty, click on the Add button to open the Add Duty window. Complete the required fields,

denoted with red asterisks, as seen in the image below and described in the table underneath.

Admin Functions Process Guide Page | 16 Provider User Guide
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Add Duty
* Duty Code:
* Duty Name:
* Duty Category:
Status:
[z et ]

Add Duty

Field Description

*Duty Code Enter a 3-digit code the Caregiver enters to register duty.
*Duty Name Enter the name of the duty.
*Duty Category Select the duty category.

Select Active or Inactive.

Admin Functions Process Guide Page | 17 Provider User Guide
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Reference Table Management

The Reference Table Management function is one of the most widely used features across the HHAX
system. Multiple fields throughout the application are fed by the unique values created via Reference

Tables (at the Agency level).

Numerous tables exist allowing users to create and update values. The fields required to create new
values for each available field in the Reference Table dropdown may vary from item to item. Values

created using this function are labeled as Agency Default on the Office Level Reference Table.

fi e Table

Search

Reference Table: [N
Fiscal ~

Contract Service Code
Caregiver Pay Code
Collection - AR Note Reason
Deductions
Delete Inveice Batch Reason
Delete Inveice Reason
Delete Inveice Visit Reason
Delete Payroll Batch Reason
Expense Reason
Payment Adjustment Reason
Collection - Representative
Collection - Follow Up Representative
Collection Status
Collection - Claim Status
Collection - Reason for Non-Payment
Manual Hold Reason
Payroll - Cost Center
Payroll - Tax Types
Payroll - Default Tax Location
Payroll - Federal Filling Status
Payroll - State Filling Status
Payroll - Holidays
Holiday/Weekend Codes
Bank Code

Caregiver
Caregiver Absence Types
Caregiver Document Type
Caregiver Status Reason

<

Reference Table Management

Creating and managing values is in the Reference Tables is standard in the system. Begin by searching
for the applicable Reference Table (as seen in the image above). For example, the In Service Instructors
table is selected (as illustrated below). Click on the Add button to add a value to the selected Reference

Table or click on an existing value (link) to update.

Reference Table Management
Search
Reference Table: | In Service Instructors m m
Search Results @
Instructor Status
Bob Winters Active
Brad Poolan Active
Chase Heed Active
Donald Dennis Active
Jane Bauer Active
Raquel Rivera Active
RDam'? Rolph Active

Reference Table: In Service Instructors

Admin Functions Process Guide Page | 18 Provider User Guide
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In the following example, a new In Service Instructor is added. Clicking the Add button opens the In

Service Instructor window. Enter the Instructor (name) and ensure the Status is Active. Click Save.

In Service Instructor

Instructor: | Kate Knowles

status:

Adding In Service Instructor

Note: For this example, the same mechanism applies when editing a value. The Instructor name can change as well

as the Status can be changed from Active to Inactive.

Some Reference Tables are comprehensive requiring more information. Upon accessing the Reference
Table, the fields display as column items on the core page (as illustrated in the image below for the

Contract Service Code Reference Table). In addition, these search filters can facilitate specific searches.

Reference Table Management
Search
Reference Tables =
[servies coses 1 Disciptine: Contrac Rate Ty |
Search Results (889) [ searcn ] 23
Page 1 of 36 | Next Last
Service Code  |Discipline  |Contract Rate Type [Visit Type Mutual [Allow |Bypass [Bvpass  |Auto-Schedule |Export Code Revenue|T: PCS|Live-
Patient Prebilling |Billing |Service Type ID [Code  |Code Code in
|Overlap i i for
xport
HHA D1 HHA UPMC demo (LIC) Daily [ o No o
[HHA H1 HHA [UPMC demo (LIC) Hourly No No No No
HHA H1 HHA Deme MCO (PAU) Hourly Yes  |Yes No o
[HHA H2 HHA [Demo MCO (PAU) Hourly No No No No
BCA H1 pcA Deme MCO (PAU) Hourly Yes  |Yes No o
IPCAH1 PCA Demo MCO (JEE) Hourly [Yes [Yes No No
PCa H2 PCA Deme MCO (JEE) Hourly o o No o
__Ipaily1 HHA Sandy Health System (BOR) Daily ves es No No
|Daily1 HHA Sandy Health System (CIT) Daily [Yes Yes No o
HHA Sandy Health System (GO1) Hourly No Mo No No
IHHA Standard HHA Caring Hands LLC Hourly Hourly Non-Skilled |Ne No No No |0001 |XPRT1234 REV1234 [TAX1234
HHA Heaven's Care Hourly Hourly Non-Skilled |No No No No
HHA Heaven's Care Daily Routine [Yes No No No 1
L [HHA Heaven's Care Hourly Hourly Non-Skilled [Yes |Yes No o
i b o 008 8008 08 ryyyyy. £ y . piry .

Reference Table: Contract Service Code

In the next example, adding a new value requires more information as seen in the image below
(including required fields denoted with red asterisk). Once created, the field information entered in the

window are seen in the respective columns (image above).
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o The Provider Portal
eXchange

Contract Service Code

* Contract: [Amazing Health v|®

* Discipline: ‘Dther (Non Skilled) v|

* Service Code: ‘Mileaga—»’-\ |

* Rate Type: |Hourly (6]

* Visit Type: |Hourly Non-Skilled v|®
Mutwal: [ (3

Allow Patient Shift overlap: [ ] (3)
Bypass Prebilling Validations: [ | @

Bypass Billing Review Validations: [ ] @

Auto-Schedule Service Type ID:

|@ (e 00
|

Location Code:

Live-in Units for Export I
[HHA Exchange support use only]:

Weekend/Holiday Codes: /| (1)
Apply the Holiday Code to Weekday: [ ] @

Code Configuration
Weekday Code ‘Weekend /Holiday Code

Export Code: | ‘ |

Taxonomy Cnde:l ‘ |

|
Revenue Cude:l ‘ | |
|
|

HCPCS Code: | il

GL Cnde:l ‘ | |

View/Edit Holidays

Contract Service Code Window
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EHA

eXchange

The Provider Portal

Process Monitor

The Process Monitor page offers real-time, updated data via a streamlined look segmenting the various

processes into categories to include All Sections, Billing, Payroll, Import, Compliance, Travel Time, and All

Others.

Refer to the Process Monitor Job Aid for full details and instructions.

Process Monitor

All Sections

P oo
R 1004

Billing

,
7 I3

Avg Process Time (Last 7 daya) : 00:00:
Avg Wait Time (Last 7 days) : 00:00:01

Payroll

Anlprocsases

Import

anprocsasss
~ T

41

Compliance

i1 Procseses

a
4

Travel Time

B

All Others

g.;g;.....

Penaing

626

Penaing

Penaing

Penaing

78

Penaing

Penaing

Fenaing

542

of

ok :

o o
of

LI: B

mE o
I Frogress ey
of

Compistea - LastHour

5

Compistea - LastHour

Compistea - LastHour

[]

Compistea - LastHour

[]

Compistea - LastHour

Compistea - LastHour

L]

Compistea - LastHour

3

[

Refrasn Al

Refrzsn

‘Compiatas - ¢ Kours

13

Refresn

O compiatsa - 22 ours

Refrzsn

‘Compistaa - 28 woura

0

Refrash

‘Compiatas - ¢ Kours

Refrzsn

Catlapse Al

Collapse.

Callapse.

Collapse.

Collapse.

Callapse.

Collapse.

Process Monitor Page
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https://s3.amazonaws.com/hhaxsupport/SupportDocs/Enterprise/Job+Aids/Enterprise+Job+Aid+-+Process+Monitor.pdf
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