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Admin Functions

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 Enterprise plat-
form.

This category covers the critical system components managed in the Admin module to include User Man-
agement, Reference Table Management, Office Setup, Agency Profile, Contract Setup, Caregiver Com-
pliance Setup and numerous other functions in the HHAeXchange (HHAX) system.

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 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 HHS. The Payer is
the organization placing Patients with Providers.

HHAX Acronym for HHAeXchange

Payer

Admin Functions Page 1 Admin Functions
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User Management

Tip: Press the Ctrl-F keys to search this topic.

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, per-
missions 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.

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.

Assigning Permissions to a Role

1 Navigate to Admin > User Management > Edit Roles.
» Select the system section from the Section field dropdown (required) and role from the Roles
field dropdown (optional).
3 Select the New User and Inactivate Users under the User Management section (as illustrated
in the image).
Admin Functions Page 2 User Management
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Step Action

Edit Roles
Edit Roles
* Section: | Admin |
e [] Admin
Admin Eﬂ
yd |
VPP 00000002000
b2 Mo ton. g De aboo g [+
User Management Eﬂ
ChangeUserPassword il
Add User Office Info il
Edit User Office Info il
Inactivate User il
Mew User E_
User Search il
Edit Role.
Permissions
4 Click Save (at the bottom of the page) to apply the changes.
Admin Functions Page 3 Assigning Permissions to a Role
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Creating a New User

Step Action

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 image below and described in the table underneath.

Add New User
Restricted L]
‘tasthame: [ |
Hourly ~Day From To w» @
“LoginName: [ ]@® Restricted
status: [acve ] @ L S N
“Role: [Seea  v|® S N )
e | wes: [
Show Open Cases from: Todsy Tl [ |pays @ BT I N I I
Pending Placement | (7 0 S I I—
Noti =3
Grant Access to ne | @ S S I Y 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

Add New User Page

I ™ S

(Required) Enter the user's first name.

(Required) Enter the user's last name.

(Required) Enter the login name for the user to enter the system. Login
name must be unique within an Agency AND across the HHAX platform.
il (W ET [-B 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.

(Required) 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.

(Required) Select the Role(s) for the user.

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 image to the right and described in the table
3 |below.

Note: These restrictions are optional.

Admin Functions Page 4 Creating a New User
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Step Action

||§|1P Restricted 1P1 :[12.34.567.891 |1P2 : | [1p3 | |

¥ Hourly Restricted ~ Day From  To @

Mon : [0g00 | [1700 | |

Tue : [0900 | [1700 ] |

wed : [0g00] | [1700 ] |

Fri: [og00 | [1700 | |

Sat : | | | | |

|
|
|
Thu : o900 | [1700 | | |
|
|
|

Sun : | | | | |

E> =1

Access Restriction

Select To

T3 (e (4 (=0 B restrict access to the system to up to 3 unique IP addresses.

Hourlv Restricted specify the days and hours when Users may access the system. A valid IP
E 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 but
ton 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 |Only one Office can be the designated Primary at a time. Once a Primary Office is selected, func-
tionality in other Offices is limited.

Oifie Setug

Ofice | 1n Coordemator [ woew Open Caves for :’i; | Can Override OT Limit | Primary
[ Lusko Sicpwabon w | =

saaL |

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 Page 5 Creating a New User
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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 sys-
tem 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 ¢ 11:56 (1 minute ago W -

Hello

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

¥ HHAeX change

Admin Functions
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The image on top illustrates a standard Create Password Login page. The image following that 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; 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
Confirm Password

Confirm Passwor? ®

3

Create Password: Standard Login Page

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 Z ;

Create Password: With Terms and Conditions

Admin Functions Page 7 Create Password for a New User
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The system guides the user with instructions and password requirements. Refer to the Self-Service Pass-
word Reset Job Aid for further guidance.

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

*FirstName: [ |
*LastName: [ ]
Login Name: [:|®
staws: [ v]®
ot ©
* E-mail: | ]

Show Open Cases from: Today Till Days @

Change Passworf] Reset Password

Dand, i i (mll 2

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.

User Password Reset. Email Sent

An email has been sent to the email address associated with
the user. This email has instructions and a link for the user to
reset their password. This link is valid for the next 12 hours

To return to the Update User Account Page close this tab

Password Reset Alert

Admin Functions Page 8 Password Reset Initiated by Administrator
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User Password Reset

The Agency user receives an email with the link and instructions to reset their password. The User fol-
lows 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.. 1240 (1 minute ago) ¥ 4

tome
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

Admin Functions Page 9 User Password Reset
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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

Login Name

* First Name:

* Last Name:

: | mptel @

| Status

: e __v]0]

* Role

: | (500) PCA Role v @

User Status

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

User Search

To search for a User in the system, either enter the User’s First Name, Last Name, Login Name, Email
address, Role, or Status to narrow a search or simply click on the Search button to view all Users.

Search Users

First Name: (|

tasthame: [ |

Search Results (41)

Login Name First

Name

Last
Name

Email

P —

Offices Status Change
Status

Unlock

Active
Unlock
Unlock
Unlock

Active
Active
Active
Unlock
Unlock
Unlock
Unlock
Unlock

Active
Active
Active
Active
Active

The Search Results include the following

User Search

information per line item:

Admin Functions
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P

(IGF-{[ W\ ET (- User's HHAX login name.

User's first name

Last Name User's last name

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

Role(s) assigned to the User

User Account Status (Active or Inactive)

(o ETI RS E1TIM Link allowing an Admin to unlock a User’s Account

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

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
“FirstName: [0 | [J1p Restricted  1P1: | Jip2: | Joes: | 1)
“rasthame: [ ] Ovouty  pay rrom
i ay From To @
Login Name: [0 |©@ von: ][]
saws: G [V]|@ ) I | R [
* E-mail: wee: [ 1]
Show Open Cases from: Today Till Dpays @ e[ [ 1 ]
Change Passuord 2 e | o | —
Pending Placement Notifications: [ (@) sa [ [ ][ ]
Grant Access to Reporting Tool: [ @ sen: [ ]
office Setup
Please note that changes in permissions will not take effect until the user logs eut and then logs back in.
Office Role Is Coordinator View Open Cases for (1) Can Override OT Limit Primary
Long sland City |~ ADMIN v =] O O X1
East Parkuille Office | ADMIN v 0 0 O H d
Rhan's Office [¥ admin v O O 0 B u
[Aldo's Office ~] Admin v M| V] [ ~] W i) B H
Boris's Office v ADMIN v O O ] B =
==

Update User Account

Admin Functions Page 11 Update User Account
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Edit Roles

The Edit Roles function allows Agencies to edit the permissions of any Role created for the Agency by
HHAX. Complete the steps below to edit permissions for a Role.

1 |Navigate to Admin > User Management > Edit Roles.

Select the applicable and required Office and Section fields. The Role(s) field is optional. If a
specific Role is not selected, then the system displays all Roles for the Agency (to compare per-

Edit Roles
* Office: [ Long Island City v * Section: | Home [v] Roles: | Select [v]
2 Please note that changes in permissions will not take effect until the user logs out and then logs ba
Ll 1 omin [ coordinator [ coor
Home. Mu O 0
HomeEvents ™ O O
HomeNotes 5] O 0
HomePlacementPending [~} (m} O

Edit Roles Page

3 [Select/deselect Permissions (left-most column) according to role.
Click Save.

Note: Roles can only be created by HHAX.

Track and Prevent Duplicate SSN for System Users

This feature is enabled by HHAX System Administration. Please contact HHAX Support Team for

details, setup, and guidance.

In the User Account page (User Management > New User or > Update User Account) Agencies can use
the SSN field to capture a system user’s Social Security Number (SSN), as seen in the image below. This
feature is used to track and validate a system user’s SSN ensuring that duplication is detected across the
platform for Active and Inactive users. This functionality works similar to how a Caregiver SSN is tracked
and validated in the system.

While not a requirement for most agencies, some markets are required to capture and track a system
user’s SSN to detect duplication and fraud. If requirement is enabled, then the SSN# field appears with a
red asterisk; otherwise the field appears as optional. To view the history of the SSN for the user, click the
H link to the right of the SSN# field. The history is only applicable if the SSN# field is required.

Admin Functions Page 12 Edit Roles
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Update User Account

History
* First Name: w P1 Jipz: [ Jie3: [ 1@
Restntea
* Last Name: [28feb3 Hourly Day From To w®
Restrcted
Login Name: [aefebs 1@ ey i | i | —
o " (g e | | —
B T TR R s | s | —
i R i ) —

Show Open Cases from: Today Til [ ] oaye @

Change Password

. s« C

Pending Placement Notifications: @
Grant Access to Reporting Tool: (| @

Clinical Pathway On-Call User: @

On Call for Selected Alert Priority: [ Scicct @

Accept Unspecified Office || (7
Placements:

User Profile: SSN# Field

Note: If enabled, this functionality also applies to User Profiles imported into the system.

If a duplicate SSN is entered in the system, then the system issues a validation message not allowing the
profile to be saved (as seen in the image below).

1 Sendd
wsa Bt g akiasm - shekbansp (Darelans G - ML
TR
At e e
* st e o farctes o [ oz [ o> @
© st Mame; oty aatricted Duy Fram Ta wi@
* Login Mame: [pimmizn |0 o e | i | e |
o e r— ) o e | e f —" |
ol e — w: () (] ()
" ~ B e
Sheuw Open Caves trom: iy, 7 [ Jeuns @ ] e | e | e |
Penting Placomest Neticsions: || ()
Gremt Accens be Baparting Took | &
Acoept Usapecifed O Flacomsty: | () iy VN
Offin Setwg =3
coree i Covimatnr = 20) T (TS o
= =

Validation: Duplicate SSN on File

Prevent Duplicate User Email

This feature is enabled by HHAX System Administration. Please contact HHAX Support Team for

details, setup, and guidance.

Providers can prevent duplication of email addresses in the system. Once enabled, the system validates
for user email addresses to be unique across the entire platform when creating or editing a User
Account (Admin > User Management > Update User Account). This applies to both Active and Inactive
email addresses.

When a User attempts to create or edit a User Account using a current or former email address (Active
or Inactive), the system issues a validation not allowing the duplicate email address to be saved.

Admin Functions Page 13 Prevent Duplicate User Email
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HHAeXchange - Validation(s) X

This email address is already on record for another user in your
system| our system is configured to not allow
duplicatE gmian suaresses.

Validation: Duplicate Email Address Detected

Note: If enabled, this functionality also applies to User Profiles imported into the system.

Admin Functions Page 14 Prevent Duplicate User Email
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Contract Setup

The Contract Setup function is comprised of seven tabs (pages) to optimize the organization of fields
and information according to subject (as seen in the following image).

Contract Setup (Caring Hands LLC)

m Billing Rates Billing / Collections Scheduling / Confirmation Eligibility Quickbooks Notes /Uploads

Contract Setup Tabs

Refer to the Admin Contract Setup category for full details on this functionality.

Admin Functions Page 15 Contract Setup
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Payroll Setup

The Payroll Setup page is used to set up Discipline Rates, Holiday Payroll, and other payroll related rules
such as Overtime Rates, Pay Preference, and Pay Preference. This section covers the fields in the three
subsections on the Payroll Configuration page. Refer to the Payroll category for further details and

instruction on the Payroll functionality.

Note: Some fields can only be edited by HHAeXchange Customer Support.

General Section

Edit Payroll Configuration

General
* Confi Name: [Dsfauk payrall Sstup | statos: 3w ]
Connecticut (Chris Hancay Office, Victar's
Office, Malik's Office, Josh 's Office,
Paula's) York
Office(s): Amber's Office, Kim's Offi
Stef s Office, secondary training, This
Scott's Office); PA (Jeff's Office, Thomas's Offic

Pay Preference (Non Skilled): ® yweekly | Bi-Weekly
+ Overtime after: [30 | Hrs

Overtime Rate: [ visit Rate V@

(visits prior to 06/20/2017) (1.5 times the rate selected)

e T e——

(visits on and after 06/20/2017) (1.5 times the rate selected)

== —— [

(visits on and after 01/01/2100)

Payroll week-Ending Day: [ Saturday ]

Allow Payroll Creation on any Week-Ending Day: | |(©

Pay Preference (Skilled): ®eakly | Bi-Weskly

Overtime: ® ves O ng
Minimum Hours For Daily: Hrs
Calculata Over time For Prior Week: ® ves | No
Allow More Than One Payroll Batches per Caregiver per Payroll 13
Periad:

Payroll Hourly Equivalent for Live-Tn Shifts: [/ HH:MM (D)
Display Patient Name on Stub: []

Pay travel time to the minute: 14 @

Edit Payroll Configuration Page: General Section

Description

(Required) Enter the name of the set of rules created on the page. An Agency
may have multiple Payroll configurations, each with a different name. This is
useful for Agencies that operate out of several Offices; each requiring a dis-

tinct set of Payroll rules.

*Configuration Name

Status Select Active or Inactive

Select the applicable Offices to associate the Payroll Configuration to. Click

Office(s) the Edit link to add/edit Offices.

Select whether to run Payroll Weekly or Bi-Weekly.

Pay Preference
(Skilled / Non-Skilled)

Overtime Select Yes or No to indicate if the Agency/Office pays overtime.

Enter the number of hours required before Overtime rates apply.

*QOvertime after
o €4 Note: This field can only be edited by the HHAX Support Team once set.

W U a0 TR @ Indicate the minimum number of hours required for a Daily Visit.
ETIY

Page 16 Payroll Setup
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Description

Use these fields to select the Pay Code for Overtime rates.

Overtime Rate Note: This field can only be edited by the HHAX Support Team once set.

(o [ ET N ail R d Select to calculate overtime worked during the prior week.
Prior Week

N[ A TR E L e L1 - Select this checkbox to include a Caregiver in more than one Payroll Batch per
Payroll batch per Care- [GENICLN IR
giver per Payroll Period

The Blended Rate Pay Code is used for Overtime Hours for Visits on or after
Blended OT Rate the listed date. If the Blended Rate is selected, then the system calculates the
averaged based on the hourly Pay Rates.

CEWT NI YAV B Use this field to define an hourly equivalent for Live-In Shifts.
valent for Live-In Shifts

CEWTRNTE S i [TiV- 3 Select the day of the week to run Payroll.
Day Note: This field can only be enabled by the HHAX Support Team.

DI EVAET A E Il Select for the Patient Name to be included on the stub.
on Stub

[ IVAEWT [N W Select to indicate if the Agency can run Payroll on any day of the week.
on any Week-Ending [0l This functionality can only be enabled/disabled by the HHAX Support Team.

Day

Travel Time duration is rounded to the nearest 15 minutes by default. Select
CEVAITC\VE RO ER RGN this checkbox for the system to calculate to minute and the time between Vis-

Minute its are based on the confirmed End Time of the first Visit and the confirmed
Start Time of the second Visit.

Payroll Holiday Setup

Use the Payroll Holiday Setup section to link Holidays to Pay Rates. Click the Search button to search for
existing Holiday Pay Rates. Click the New button to create a new rate or click on the edit icon to edit (as
seen in the image below).

[Payroll Holiday Setup
Search Results (2) @
Date Holiday Discipline Payrate
02/18/2019 Presidents Day PCA, HHA PCA HOLIDAY!!!, HHA Haliday Update Rate i [x]
04/23/2019 Advanced Living Training Day HHA Advanced HHA Update Rate @ m
Payroll Holiday Setup
Admin Functions Page 17 Payroll Holiday Setup
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The Holiday Details window opens. Select the Holiday from the dropdown (created via the Reference
Table Management function) and select the holiday Date (required) fields. Select the applicable Dis-
cipline(s) and select the associated Pay Code for each, as seen in the following image. Click Save to final-
ize.

Holiday Details
* Holiday: | Independence Day ﬂ| @ * Date: H
Discipline Pay Code ()
PCA Heoliday Rate Lv ]|
HHA A Holidsy K]
RN --Select-- [v]
! E=" et
- = = = === = === -4
; EE‘-EEEEé—————_—_____
CH --Select-- [v]
SPC --Select-- [v]
SHHA --Select-- ﬂ
SHC --Select-- [v]

New Holiday Rate

Discipline Rates

Use the Discipline Rates section to set rates for the Pay Codes created in the Reference Table. Click the
New button to create a new Discipline Rate or click on the Edit link to edit (as seen in the image below).

Discipline Rates

Search Results  (62) Page 1of 7| Nextlast @

Discipline Pay Code From Date To Date Hourly Daily Visit ‘M

HHA HHA Base 12/01/2015 11/30/2016 15.000000] 140.000000| 0.000000] Active Edit
HHA HHA Base 12/01/2016 12/01/2021 17.000000 150.000000 0.000000[ Active. |
HHA HHA Hourly $10 12/01/2015 03/05/2020 10.000000 0.000000] 0.000000[ Active N
PA PA Hourly 12/01/2014 12/31/2015 10.000000 0.000000] 0.000000[ Active

PA PA Hourly 01/01/2016 12/03/2020 12.000000 0.000000] 0.000000[ Active Edit
HHA HHA Hourly... 03/06/2016 11/06/2019 10.000000 0.000000] 0.000000[ Active Edit
HHA HHA Holiday 12/01/2015 01/01/2021 20.000000 0.000000] 0.000000] Active Edit
PCA PCA Hourly 12/01/2015 10/31/2018 10.000000 0.000000] 0.000000[ Active: Edit
PCA PCA Hourly 11/01/2018 06/06/2021 18.000000 0.000000] 0.000000] Active Edit
RN RN Visit 12/01/2015 07/31/2018 0.000000] 0.000000| 100.000000| Active Edit

Payroll: Discipline Rates

When creating a Discipline Rate, complete the required fields as seen in the following image and
described in the table below.
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Discipline Rate

Auto-Adjust Impacted Disciphine Rate Dates O @
* Discipline: | HHA V]|
* Pay Code: | HHA Base ﬂl
* From Date: H

* Houwrly: 3| 15.500000

* Daily: £{ 0.000000
* Visit: £ 0.000000

Active: E

‘ Sawve Cancel

Discipline Rate Window

Field Description
*Discipline Select the Skilled or Non-Skilled discipline attached to the rate.

*Pay Code Select the rate as setup on the Reference Table.
*From/To Date Select the effective date range for the rate.
a2 T\ EY AV S| A Enter the dollar amount of the rate in respective fields.

Active Only Active Discipline Rates can be used.

Refer to the Billing category for full details on Universal Billing Codes to include Weekend and Holiday
Codes as well as Holiday Templates.
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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 topic for complete details and functionality.
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File Processing

The File Processing function is used to manage Linked-Contract billing. The File Processing page consists
of two tabs (Claim Files and Remittances) to view the interchange of what is billed and what is received
by an Agency. Both tabs include search filters to narrow searches to a particular File Type, Contract,
Batch Number, File Name, and Processing date ranges.

File Processing
Claim Files | Remittances

Download Files

File Type: [AT =1 Contract: Processed From: ] ProcessedTo: [ |
B E— B —

File Processing Search Filters

Claim Files

The Claim Files tab captures all invoices, or claims, processed for Linked-Contracts. Search results appear
under the search filters. These claim files can be viewed (Detail and Summary links) and extracted from
HHAX using the Export link under the Status column as seen in the following image.

File Processing

@emiﬁances
Download Files
File Type: + Contract: processed From: [ processed To: ]
Batch number: [ ]© File Names [ status:

Search Results (3)

File Type Claim Type Contract Batch Number Claim Number Patient # Claim # Claim Amount File Name Processed Date/Time Status

837 Claim File Original Claims  Sandy Health System  4904NEHS00008 CLMD7440490400005 1 1 $40.00 CLM07440430400005_02132020_013023.txt 2/13/2020 1:30:22 AM

837 Claim File Qriginal Claims Sandy Health System 4904NEHS00008 CLM07440490400004 1 1 $40.00 CLM07440450400004_01282020_081510.txt. 1/28/2020 8:15:10 PM

837 Claim File Original Claims Sandy Health System 4904NEHS00003 CLM07440450400003 1 2 $30.00 CLM07440450400003_12112018_041506.txt 12/11/2018 4:15:06 PM

File Processing Page: Claim Files

The following table describes the information per Claim File record in the results.

File Type Type of Claim File
Type of claim such as Original, Adjusted, or Void.
The Billed Contract
The Invoice Batch Number assigned by the HHAX system.
The Claim Number assigned by the HHAX system.
The number of Patient cases billed in the claim.
The number of claims within the file.
The billed amount
mThe Claim File name
The date and time the claim was generated in HHAX.
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Remittances

The Remittances tab maintains a record of all 835 Remittance Files received by the Agency. Search res-
ults appear under the search filters. The Remittance files can be extracted from HHAX using the Expor-
ted link (in the right-most column).

File Processing
Claim Fileg] Remittances
Download Files

Check Number:

Search Results (15)

Contract Check Number Check Date

Tiger Care DEMO PAYER 23994 09/10/2015

Tiger Care DEMO PAYER 24585

= A 4

09/24/2015

S &SSO SSSSS

Processed From: Processed To:

Check Date From: Check Date To:

Processes d

Date/Time
09/13/2015
13:19:33 PM

Billed Paid Patient Resp PLE  File Name

Exported
£8,463.89 $8,463.89 $0.00 $0.00 $0.00 PLB  Sample_2101.x12 09/22/2016
3:25

o 5 09/24/2015

$15,886.89 $15,886.89 $0. i 09/22/2016
17:29:56 PM o

& &e j & & &P e

00 $0.00 $0.00 PLB
S &SP SLOSOSSSLS

Sample_2101.x12

S &eSee

The following table describes t

Column

Contract

File Processing Page: Remittances

he information per Remittance record in the results.

Description (Displays)
The Contract associated with the 835 file.

Check Number

The check number associated with the 835 file.

Check Date

The date the check was issued.

Billed

The amount billed in the 837 Claim File.

Paid

The amount paid in the 835 Remittance File.

Rejected

Any visits or items included in an 837 Claim file which were not paid.

Adjustment

Any visits or items included in an 837 Claim file which were only partially
paid.

Patient Resp

The amount the Patient is responsible for paying (if applicable).

PLB

The Provider Level Adjustment is a secondary adjustment that can either
decrease or increase the payment. Multiple adjustments may be cap-
tured by a single PLB.

File Name

The 835 file name.

Processed Date/Time

The date and time the file was processed in HHAX.
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Physician Setup

The Physician Setup function allows Agencies to create and maintain profiles within the HHAX system
for Doctors working with a serviced Patient.

New/Edit Physician

Use the New/Edit Physician page to enter a Doctor’s personal and medical information. The table below
the image describes the fields included in this page.

Edit Physician

* First Name: * Last Name:
No: Office(s): Florida (Lisset's Office) Edit
SuspensionDate: [ ][ Status:
NPI: License Expiration Date: ]

C =
¥ ©

ician Type: [Spedalist ]

Exclusion /Verification Lists Checked On: [0}
Review Patients with this Physician
Addresses | nda |

Address 1 |address 2 |city state [z |
Florida |s3130 |

Note:

[Phone |Phone 2 [phone 3 [Fax |15 Primary |
305-505-3030 | | |s05-505-3333 [E |

[

28 West Flagler trest | |iami

Licensing Information (O

No Licensing Information Found.

New/Edit Physician

Description (Displays)

*First/Last Name (Required) The Physician’s first and last name.

License No. The Physician’s professional license number.

Office Use the Edit link to associate the Physician with an Office.

Suspension Date Indicate a suspension date, if applicable.

Status Select Active or Inactive.

NPI The Physician’s National Provider Identifier number.

(I NI M E1-M Indicate the date when the Physician’s license expires.

Note Enter relevant Notes concerning the Physician.

Revoke Date Indicate a revoke date, if applicable.

Accepts Medicaid Select this checkbox if the Physician accepts Medicaid Patients.

(Required) Select the Physician’s Specialty/Type of Practice. Values are cre-

*Physician Type
E o ated via the Reference Table Management functionality.

Click the Verify Now button to run a search through various databases
(such as OMIG, OIG, and GSA) to ensure the Physician is not on any exclu-
sion list.

Note: This feature is cost-related and there is a charge to the Agency for Exclusion
Lists checks. Contact the HHAX Support Team for questions concerning price and

Exclusion/Verification
Lists Checked On
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Description (Displays)

billing.

In the Addresses section, click the Add button to enter the Physician’s work address(es). Click the Edit
link on an existing address to update.

Physician Search

Use the Physician Search function to search for Physicians entered in the system by entering/selecting

search filters or click on Search button for a full list. Click on the Physician Name (link) to access the
Physician’s Profile (Edit Physician page).

Physician Search

Lastomes [ Firstome: ] ofce(s: Phone tumber: |
LicenseNo: [ | Status: [all___[V]] Physician Type: (Al [v]| Accepts Medicaid: [ Al [v]
Search Results (1)
Physician Name |Li(ense No |5‘lah|; ‘foi(e[sl ‘T[ge |lene Number ‘Address |m
Jackson Gregory |111111111 |Amwe ‘New York (All Offices); Connecticut (All Offices) ‘Other |111—111—11u \l,gfkplfiﬁsuf"ea New York, New
Physician Search
Admin Functions Page 24
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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 topic for complete details and functionality.
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Org. Structure

Use the Org. Structure page to add new values to the Organization Structure created during imple-
mentation. Click the Add button to add values or click the Edit link to update an existing one.

Org. Structure m
[Name [Parent [Type Sort Order|  Edit
NYC New York City 1] Edit
Boston Massachusetts City 1] Edit
i Massach City 2| Edit
[uewark New Jersey City 1] Edit
Trenton New Jersey City 2| Edit
Hartford Connecticut City 1 Edit
Miami Florida City 2 Edit
pitt PA ity 2]  Edit
Whitehall pitt Neighborhood 4| Edit
Allentown pitt Neighborhood 3 Edit
Miami Beach Miami Neighborhood 2 Edit
FL North Miami Neighborhood 1 Edit
Cowntown Miami Neighborhood 5| Edit
Parkville Hartford Neighborhood 1 Edit
|Broadway Newark neighborhood 1 Edit
Mount Pleasant Newark Neighborhood 2] Edit
Hamilton [Trenton Neighborhood 1 Edit
Hillcrest [Trenton eighborhood 2] Edit
Hyde Park Boston Neighborhood 1 Edit
East Forest Park Springfield Neighborhood 1 Edit
Liberty Heights Springfield Neighborhood 2 Edit
Morth End Springfield leighborhood 3 Edit
Brightwood Springfield neighborhood 4| Edit
Queens NYC Neighborhood 1 Edit
Manhattan NYC Neighborhood 3 Edit
|Brookiyn [nve Neighborhood 2] Edit
Mew Yark ALL |State 1 Edit
Mew Jersey ALL |State 2| Edit
ALL |State 4| Edit
Connecticut ALL |State 3 Edit
Florida ALL |State 2 Edit
FA ALL [State 1 Edit

Org. Structure Page

On the Add Org. Structure Level window, complete the required fields (as described in the table under-

neath below). Click Save to update.

Add Org. Structure Level

HHA Exchange - Add Org. Structure Level x

* Name: [ Doral

* Type: | City

V]

= Par\ent:| Florida

V]

Sort Order: I:l

Add Level

(Required) Enter the value name.

Description

(Required) Select the type: City, State, or Neighborhood

(Required) Select the Parent value.
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Description

Yool [ Designate an order of appearance if other values exist under the Parent.
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Duty List Setup

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

Creating a New Duty List

Duties.

To create a new Duty List, click on the New button to open the Duty List Configuration page. Enter a Con-
figuration Name in the field and select Active in the Status field. Click Save.

Duty List Configuration

General
* C

Name: | Sample Duty List

Enterprise 17.0.1.0

New Duty List

Once saved, the Office(s) field appears (under the Status field). Click the Edit link to assign Offices to the

newly created Duty List.

Status: | Active

]

Assign Offices

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

General

ion Name: [ Default Duty List Setup

Office(s):

Enterprise 17.0.1.0

History

New York (Rhan's Office, Richard
ce, secondary training, Third Train,
D'Anthony's O Park Of

homas's Office);

Ma, Citi Caregivers, Brian's Office, Corona Office, Vasi
Sunnyside Office, Long Island Gity, Scott's Office,

od Office, ’s Office); PA (Jeffs Office, T
offi

Edit

e, Nateshs's Office, Ada's

Duty List Setup

=3

List of Duties _
Duty Code Duty Name Duty Catego Statu:
100 Bathing ersonal Care Active
101 Bathroom Assistance P Active J
102 Grooming Active
103 Cooking Active a
104 Cleaning Chore Active e
105 Total Care Personal | Care Active 8
106 Skin Care Personal Care Active e
107 Blood Pressure DIA Vital Signs Active <4
108 Make Bed Home Management Active [
109 Wash Floor Home Management Active <8
110 Laundry Home Management Active g

ousehol i q

On the Add Duty window, complete the required fields (denoted with a red asterisk), as follows:
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o *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.

Status: Select Active or Inactive

HHA Exchange - Add Duty x
Add Duty
* Duty Code:
* Duty Mame: |‘|‘oga |
* Duty Category:
Status:

Add Duty
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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 val-
ues for each available field in the Reference Table dropdown may vary from item to item. Values cre-
ated using this function are labeled as Agency Default on the Office Level Reference Table.

Reference Table Management
Search

Reference Table: [ mmmmmmmmmm 1y
Fiscal ~

Contract Service Code
Caregiver Pay Code
Collection — AR Note Reason
Deductions
Delete Invoice Batch Reason
Delete Invoice Reason
Delete Invoice Visit Reasan
Delete Payroll Batch Reason
Expense Reason
Payment Adjustment Reason
Collection — Representative
Collection — Follow Up Representative
Collection Status
Collection - Claim Status
Collection - Reason for Mon-Payment
Manual Hold Reason
Payroll - Cost Center
Payrall - 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 v
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
Raguel Rivera Active
Roam'? Rolph Active

Reference Table: In Service Instructors

In this 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.
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In Service Instructor

Instructor: | Kate Knowles

status: [2etve o]

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

Reference Table Management
Search
Reference Table: [ Contract Service Code =

|service code: ] Discipline: Contract: Rate Type: |
Search Results (889) m m
Page 1 of 36 | Next Last

Service Code  |Discipline  |Contract Rate Type [Visit Type Mutual |[Allow [Bypass [Bypass |Auto-Schedule |Export Code RevenuelT: PCS|Live-
Patient [Prebilling [Billing  |Service Type ID iCode [Code Code in’
[Shift i i nits
|Overlap for

xport

HHa D1 HHA UPMC dema (LIC) Daily No No No o

HHa H1 HHA UPMC demo (LIC) Hourly No o No o

HHA H1 HHA Demo MCO (PAU) Hourly ves  [ves No o

HHA H2 HHA Demo MCO (PAU) Hourly No. No. No o

PCA H1 PCA Demo MCO (PAU} Hourly Yes [Yes No No

PCA H1 pPcA Demo MCO (JEE) Hourly Yes [Yes No no

PCA H2 pCa Demo MCO (JEE) Hourly o o Mo o

|Dailyi HHA Sandy Health System (BOR) Daily Ves  |ves No o

|Daily1 HHA Sandy Health System (CIT) Daily Ves  |ves No o

Rate1 HHA Sandy Health System (GO1) Hourly No o No o

HHA Standard _ |HHA Caring Hands LLC Hourly Hourly Non-Skilled [No No No o o001 XPRT1234 REV1234 [TAX1234

HA bty HHA Heaven's Care Hourly Hourly Non-Skilled [No o No o

HHA Heaven's Care Daily Routine ves o No o 1
HHA Heaven's Care Hourly Hourly Non-Skilled |ves [Yes No No
L o 0 00 000000 Fryyyyy. ryy. pairy .

Reference Table: Contract Service Code

In this 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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‘Contract Service Code

) e — [0
 Service Code: [wiesges O
* visit Type:
Mutual: [ (@
Allow Patient Shift Overlap: [
Bypass Prebilling Validations: [
Bypass Billing Review Validations: [ ]
Auto-Schedule Service Type ID: || (sg.xe)
LocationCode: | |
Live-in Units for Bxport [———————————————
[HHA Exchange support use only]:
Weekend/Holiday Codes: [/
Apply the Holiday Code to Weekday: [ | (D)

‘Code Configuration

Weekday Code Weekend/Holiday Code

Export Code: | I

Revenue Code: [

|
|
Taxonomy Code: | I |
|

HCPCS Code: [

GL Code: [ |

View/Edit Holidays
==

Contract Service Code Window

Note: The most used Reference Tables include Service Codes, Export Codes, and Pay Codes. Ensure to
check those topics for details and instructions.
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Process Monitor

The Process Monitor (Admin > 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.

Each category provides Status indicators to indicate the number of current processes that are Pending,
In Progress, Completed in the Last Hour, and Completed in the Last 24 Hours. All categories are preceded
by a total number of current processes (All Processes) and each status is refreshed individually.

All sections can be expanded and refreshed. The following image illustrates all categories in the expan-

ded mode.

All Sections

[
Rl 1004
Billing

L
w7 By

Awg Process Time (Last 7 days) : 00:00:00
g Wait Time (Last 7 days) : 00:00:01

AnProcauses

Import

prmm—
Rl 211

Compliance

anprocsasss
7

Travel Time

Anprocssses
Ed o

All Others

Pending

625

Fenaing

2

Penaing

0

Fending

78

Fenaing

3

Pending

0

Pending

542

Refrash A Collapse All

Refresh Collapse

In Progress. W compieted - Last Hour
358 5

n Brograss. Compistsd - Last Hour

., [
(&N 20

Refresh GCollapse

‘compistsa - 34 Hours

1 2

Compieted - Laet Hour

13

Refresh Collapse

0 G:: 0
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Refresh Collapse

©w
@
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0
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=
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Refresh Callapse

2 0

In Progress. W compieted - Last Hour

W compistsa - 24 Hours
(24

Refresh Collapse

0 0

H
H

W compietod- 24 Houre
243 0

Refresh Collapse

In Progress. I compieted - Last Hour
m = g

=
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Process Monitor Page

Each category can be expanded (as seen above) or collapsed (as illustrated in the image below). When
categories are collapsed, the Refresh button disappears and the information stops refreshing or auto-

synching.
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Process Monitor

Expand All
All Sections Expand
Billing Expand
Payroll Expand
Import Expand
Compliance Expand
Travel Time Expand
All Others Expand

Process Monitor — Collapsed Mode

When categories or sections are expanded, the Refresh button becomes available and data is auto-
matically refreshed every 10 seconds. Data can be refreshed individually by clicking on the Refresh but-
ton at any time. The image below shows the Billing section expanded.

The Billing section provides details such as the Average Process Time (in the Last 7 days) which shows
the average process start and end time and the Average Wait Time (in the Last 7 days) which shows the
average time from the time requested to the process start time.

IE] HHAeXchange - Process Monitor - Windows Internet Explorer — o |

12.00&8MinorVersion=1.

Process Monitor

Refresh All Expand All
All Sections Refresh Collapse
& All Processes Pending In Progress \[) | completed - Last Hour WO Completed - 24 Hours
Nl 1004 625 359 O 4 G5
Billing Refresh Gollapse
All Processes Pending In Progress ), | Completed - Last Hour NP Completed - 24 Hours
7 Pre P — 1 C [ DA [P
16 2 1 G5 | G5 R
Avg Process Time (Last 7 days) : 00:00:00
Avg Wait Time (Last 7 days) : 00:00:01
Payroll Expand
Import Expand
~

Expanded Billing Section

Note: The Average Process Time and the Average Wait Time is only available in the Billing section.

Clicking on a Status indicator opens the respective category providing details such as the current process
status. A pop-up window populates displaying the current processes in a grid (as seen in the following
image). These records also refresh every 10 seconds.

Note: Auto-refresh stops on the main page if a category pop-up is open.
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HHAeXchange - Process Monitor - Google Chrome

Secure | https://uat.hhaexchange.com,

HHAeXchange - Process Monitor.

Category: Impart Current Status: In Progress
Page 3 of 14 | First Prev Next Last
Process Started By Details Request Start Time Process Start Time Elapsed Time Status
Patient Masterwesks Import Multiga 04/05/2015 04/05/2018 s371:23 @ Frocessing 7 of 7
05:08:10pM 08:06:30PM
Patient Masterwesks Import Multiga 04/05/2015 04/05/2018 337141 @ Frocessing 5 of &
07:45:52pM 07:48:51PM
Patient Masterwesks Import Multiga 04/05/2015 04/05/2018 3371147 @ Frocessing 7 of 7
07:38:48PM 07:42:58PM
Patient Masterwesks Import Multiga 04/05/2018 04/05/2018 3372110 @ Frocessing 7 of 7
o7i16:32pm 07:19:38PM
Patient Masterwesks Import Multiga 04/0s/2018 04/05/2018 337225 @ Frocessing 7 of 7
07:02:17pm 07:04:45PM
Patient Masterwesks Import Multiga 04/05/2018 04/05/2018 3372140 @ Frocessing 7 of 7
06:46:51PM 06:49:14PM

Process Details for a Category

The following image illustrates Completed processes for All Sections.

1]

[2 HHAeXchange - Process Monitor - Windows Internet Explorer -

17B-4ACH 1

HHAeXchang: itar
Category: All Sections. Current Status: All Processes
Page 1 of 41 | Next Last

Process Started By Details Request Start Time Process Start Time  Elaj Time Process End Time Duration Status ~

Generate Invoice Batch minikunj Batch Date -08/24/2018 08/24/2018 08/24/2018 00:30 08/24/2018 00:00 @ completed
Batch # - 13437EXQA00039 06:58:00AM 06:55:00AM 06:58:00AM

Revoke Open Case (Single Shift) MultioA Admission ID: 800121 08/24/2018 o0s/24/2018 0052 0872472018 00:00 @ Completed
Visit Date: 5/25/2018 06:36:05AM 06:36:05AM 06:36:05AM

Re-broadcast Open Case (Single Shift)  MuliQA Admission ID: 800121 08/24/2018 o08/24/2018 00:53 0872472018 00:00 @ Completed
Visit Date: 5/25/2018 06:35:52AM 06:35:52AM 06:35:52AM

Broadcast Open Case (Single Shift) MultiQA Admission 1D: 900121 08/24/2018 08/24/2018 00:53 08/24/2018 00:00 @ completed
Visit Date: 5/25/2018 06:35:38AM 06:35:38AM 06:35:41AM

Generate Invoice Batch MultioA Batch Date - 08/24/2018 08/24/2018 o08/24/2018 o1:03 0872472018 00:00 @ Completed
Batch # - 94B5EXQA00647 06:25:37AM 06:25:48AM 06:25:51AM

Generate Invoice Batch MultioA Batch Date -08/24/2015 08/24/2018 o08/24/2018 o1:36 0872472018 00:00 @ Completed
Batch # - 13437EXQA00035 05:52:54AM 05:52:54AM 05:52:55AM ©

Process Monitor — Completed Processes for All Sections

Page Idle Alert

While on the Process Monitor page, if a user is idle for more than 5 minutes, the system stops refreshing
the information and a pop-up displays asking to continue (as seen in the following image). Click Continue
for the system to continue refreshing records.
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HHAeXchange - Alert

There is no user activity on page for 5
minutes. The system has stopped refreshing
counters. Please click on "Continue” to refresh

counters.

Page Idle Alert

Page 36 Page Idle Alert
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Workflow Management

Tip: You can press Ctrl-F on your keyboard to search this topic.

The Workflow Management function is used to create a workflow, or an automated process consisting
of an initial triggering action or a series of actions and an Output. Once a workflow is created, the pro-
cess runs automatically each time the initial action specified in the workflow is met.

For example, an Agency creates a workflow so that the system automatically generates and sends an
email to the Intake Manager (Output) when a Referral Profile Status is edited (Action).

Creating a new Workflow consists of three phases: Naming the Workflow, Applying Action, and Defin-
ing the Output.

Phase 1 - Naming the Workflow

The first step involves creating a Workflow Name and applying/defining the Module to which the Work-
flow is activated for. Complete the required fields (described in the table below the image).

Add Workflow

m ACTION QuTPUT

* Workflow Name: [Test Workflow |

* Office: | Lisset's Office ~
Automate the Referral conversion process.
Description:
(1500 Character Limit)
* Module: [ Referral Management v]]

Status:

=

Workflow Name

Description

VYT i A VET S (Required) Enter the Workflow Name.

*Office (Required) Select the Office the Workflow is to apply to.

Description Enter a description for the Workflow.

*Module (Required) Select the module to apply the new Workflow to.

Note: The triggering actions available in the next section are dependent on the module selected.
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Phase 2 - Defining the Action

The second phase involves defining the triggering Action of the Workflow, as illustrated in the following
image. Refer to the field descriptions in the table below.

Workflow Rule Criteria

m ACTION ouTPUT

Name / Module Selection (3)

* Workflow Name: | Test Workflow

* office: [ Losets Ofice [
r & PP PEIESeSeeeeee e E R i i e EEEEEESE
Mo.ule. Rer_rral . @nageme.c v
Action Triggering Workflow (0
* Workflow Action: [Specific Field Updated ~
* When Field: [Referal Ststes | s Updated To: S50 T2] 4 Any Update
Additional Conditions (Optional)
S = 7 777
[anp: v| [select v] [select ~ | [ 1s Empty ]

Action Triggering Workflow

Field Description

(Required) Select the Action triggering the Workflow. The options provided
*Workflow Action depend on the Module selected in the previous step.

Note: Some Actions require additional information or further specification and the fol-
lowing fields appear.

(Required) Define this field if a triggering Action occurs when a field is

updated.

(Required) Unless the Any Update checkbox is selected (to the right), this field
*Is Updated To ; . e - i . .

is required. Define if a specific value within that field is the triggering Action.

Note: The additional fields generated by the value selected in the Workflow Action dropdown may vary from value
to value.

Additional Conditions

If the action triggering the Workflow requires further refinement, then Additional Conditions are
applied, described as follows:

Selecting And to require both the workflow action that was specified and the
AND/OR . . . .
selected field to occur. Select Or to require either variable be selected.

Select the field that triggers the additional condition.

Select the operator that defines the relationship between the condition estab-
lished and the value that is entered in the next field.

Operator
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I ™
Value(s) The variable that is entered to explicitly define the condition.

Phase 3 - Defining the Output

The third and final phase involves defining the Output, which may be a Message, a To-Do, or an Email,
as seen in the following image and described in the tables below.

Note: Multiple Outputs may be added to a Workflow.

Select Qutput Type
\®) Message To-Do Email I
New Message
* Message Type: | Select v|| * Priority:
* Send To: | -
* Message Hashtag List: @
B @ @ QL% E % = M  seurce 0O B @ B
B I § |L| = = 9y BE = £ = 7 T EE-
Styles = || Momal = || Font < Size - A- @3- ?
body p A
[l Email Notification to Recipient(s)

Select Output Type

Message - Sent to internal Agency Users

Select Description

(Required) Select who receives the message:
e All: All Agency users receive the message.
e Private: Only selected users receive the message.
e Role: Only selected roles receive the message

*Send To (Required) If Private or Role is selected for the Message Type, define which users or
roles, respectively, receive the message.

*Message Type
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*Priority (Required) Define the priority of the message.

*Message (Required) Enter the message to send.

To-Do — Sent to the To-Do section of the Home Module

Select Description

Select who receives the message:
e User: Only selected users receive the message.
¢ Role: Only selected roles receive the message.

Assign To Define which users or roles receive the message.
*Priority (Required) Define the priority of the message.

(Required) Enter the number of days after the workflow action has taken place for
an assigned user/role to complete the task(s).

XYLl 1{ o[ (Required) Describe the task(s).

Email - Sent to every address entered

Select Description

*To (Required) Enter the email addresses of all relevant parties.

cC Enter the email addresses of any parties copied on the message.

BCC Enter the email addresses of any parties blind-copied on the message.
(Required) Enter the subject of the email

*Message (Required) Enter the email message.
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Family Portal Global Management

Tip: You can press Ctrl-F on your keyboard to search this topic.

Family Portal Global Management function is used to setup user accounts for family members, broad-
cast notifications, and review activity in the Family Portal.

Registered Family Members

Use the Registered Family Members page to enter new family members and search for existing ones. To
Add a member, click the Add button or click on the Edit link to update an existing member. Use the
search filters to locate an existing member (as seen in the image below).

Family Portal € bl Maisgeseest

Hegrtrérdl Family Hembrds

o | Vorst Moz [ | Stnbun: [ Aot ]|
Pistinail Land Fsmse: | Mobnde ] Putsrnt Farsl Harsr: |=eras ] Pataral kdmissins F0- |
=

Saarch Bewslts (2) ) _ _ § i i i

Pirst Ma st Mams e My temad hbbrens i Lasnert 1o Patient Hlates  Peiasoed st

L Pesa ] Efru cfiruts mprvat [LICSE000T Lo Bt tis
g [ | C o Mk ha e it | et Harnet (U 300002 lameen et | If:;iﬂ D

Registered Family Members

Adding a New Family Member to the Portal

In the Add Family Member to Portal window, complete the required fields for the new Family Member
(denoted with a red asterisk), as seen in the image and described in the table below. Click Save.

Add Family Member to Portal x

Add Family Member to Portal

* First Name:

* Last Name:

* Email Address:
* Username: " Username is available.

Phone Number: l:l

* Connect to Patient 1: | LIS-783765465432141 |2
~

Trainor Will

Connect to Patient 2: | LIS-785765465432143 | 2

Adams Sam

Note:

Adding Family Member
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Description
*First/Last Name (Required) Enter the First and Last Name in respective fields.
*Email Address (Required) Enter the provided email address.

(Required) Enter a unique user name. The system alerts of username avail-

*Username ability

Phone Number Enter a contact phone number.

(Required) Connect the family member to a Patient. A single family mem-
ber can be connected to as many Patients as necessary.

*Connect to Patient 1

Status Select Active to activate.

Note Enter notes if/as needed.

Announcements

The Announcements section is used to review past announcements and send new ones. Use the search
filters to locate a past announcement or click on the Add button to create a new one.

Family Portal Global Management

From Date: m To Date: |z} status: [ All [v] |

D

Search Results (3)
Date/Time  [Reh [Message [Status [T

02/10/2016 09137 |1y i) Updzte for Private Payers This message is to all registered family members and is set to a High Pricrity. There is also a document attached,

which may be reviewed by all recipients of the announcment. Sent Recall (En

02/10/2016 09:36 This is a private message, used to communicate with one or more family members at a time. use the multi-select
A Dan, Fran Private Message

dropdown to select users. Sent Recall H

02/10/2016 09:35 Test Message 1
aM

[Multiple] Test Message

Sent Recall (w1 [E9

Family Portal: Announcements Page

In the New Announcement window, complete the required fields (denoted with a red asterisk), as seen
in the image and described in the table below. Click Save to send.
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P

ot ]

New Announcement

* Message Type: ‘ All ﬂ| * Priority: | Low ﬂ|

* Subject: ‘Upcoming Summer Schedules |

Post Image: HHA_Loge_Horizontal.png
Note: File must be 1000 KB in size or smaller.

B I Styles - Normal - Font - Size ~

Attached is the upcoming Caregiver Summer Schedules.

New Announcement

(Required) Select All to send all registered family members or select Priv-
ate to send to an individual.

*Message Type

*Sent To .(Required) When sending a Private message, use this multi-select drop-
down to select specific family members.

*Priority (Required) Select Low, Medium, or High to indicate priority level.
(Required) Enter the Announcement subject.

LS A [ ET-C0 Click the paperclip icon to attach a document to the message.

Enter the actual message in the free text window.

Wall Posts

Use the Wall Posts page to review any wall posts made by Family Members or Agency Users. To create a

new wall post, navigate to Patient > Family Portal and click on the Add button in the Wall Posts section
(as illustrated in the image below).
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Patient Family Portal

General

Patient Info - Active
Mame: Trainor il Admission 1D: LIS-7837654654321417
DoB: 02/0171945 Primary Alt. Patient 1D Home Phone: 5054950989

Patient ID:

Office: Lisset's Office

Languages:

Coordinators: Caral Hill, Hegyn Kely

Family Portal

Registered Family Members

Contract: Aetna, Amazing Heslth
Addross: 28 Viest Fiagler St, MIAMI, FL, 33130
&

Search Results_(1)
First Name

Phons Mumber

[Email Address
clark le@email.com

Lousa

Announcements

Search Results_(1)
Date/Time

05/08/2015 12:01 M |[Hulicl

wall Posts

No wall Post Found.

Messages

Mo Message Found.

Patient Family Portal: Wall Posts

In the New Wall Post window, the Patient’s Name and ID appear on the top bar. Select the Priority level
(Low, Medium, or High). Enter the message in the free text window and click Save to post.

New Wall Post x

New Wall Post - Trainor Will (7897654654321417)]

* Priority: | Low
Post Image:

Note: File must be 1000 KB in size or smaller.

|E| ‘z” anes ~| Font -|| size -

- || Nomal

Enter message here...

e
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Initiate Processing

The Initiate Processing feature is activated by HHAX System Administration. Please contact HHAX Sup-
port Team for details, setup, and guidance.

The Initiate Processing function allows users to manually trigger processes that are normally run auto-
matically overnight. This functionality does not replace the automated process performed each night; it
simply provides a secondary means of activation.

Initiate Processing

Processes (i)

Process Name Last Executed User Duration Action

Add Missing Disciplines (Payroll pre-process) (1) office(s): [ Al v m
Overlap Rounding Process () 12/15/201507:00 vendor 1 00:00:15 offices):[al____ +] m
update Default Pay Codes (Payroll pre-process) () Office(s): m

Initiate Processing Page

An Office(s) must be selected prior to initiating a process. Once a process is completed, the page dis-
plays the following information:

¢ Last Executed: The date and time the process was last executed.

e User: The user who triggered the process

e Duration: How long the process took to complete.

Note: Running these processes during business hours may result in reduced system performance.
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Caregiver Compliance

Tip: You can press Ctrl-F on your keyboard to search this topic.

The Caregiver Compliance module streamlines all functionality into three applicable phases: ltem Man-
ager, Compliance Setup, and Caregiver Compliance page. Refer to the Caregiver Compliance category for
full details and instructions.
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