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Authorizations

Overview

This category covers the Authorization functionality in the HHAeXchange (HHAX) system. For com-
prehensive guidance and instructions on how to add an Authorization, view Authorization Guardrails,
and manage Authorization Blackout Dates, among other features.

Please direct any questions, thoughts, or concerns regarding the content herein to HHAeXchange Cus-
tomer 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 receiv-

Patient . .
INg services.

Refers to the Aide, Homecare Aide, Homecare Worker, or Worker. The Caregiver

Caregiver | - .
is the 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

Payer - . . : .
¥ the organization placing Patients with Providers.

HHAX Acronym for HHAeXchange

Authorizations Page 1 Authorizations
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Adding Authorizations

Follow the steps outlined below to add a Patient Authorization in the system. Note: Contracts must be

applied to the Patient Profile prior to adding an Authorization.

Navigate to Patient > Authorizations/Orders and click on the Add button.
Patient Authorizations and Orders
2::;:‘:(5 Patient Info - Active
e U Name: Bowen Sasha Admission 1D: 5‘8%7554554322372 Patient ID: Contract: Actna
§ R b DOB: 04/05/1932 Primary Alt. Patient ID: Home Phone: 305-555-5555 Addresé;: ;Sis’;ﬂ Way, MIAMI, FL,
L Qrd Coordi Carol Hill Office: Lisset's Office Languages: English
;’s'c‘s Authorizations |_Order Frequency
g:i ?;verﬂx =
Rates Contract|Auth. #|From Date|To Date|Discipline|Svc. Code|Max units for [Type |Period]| i [ S sits/ Invoices|
— R —— )
Adding a Patient Authorization
The Authorization window opens. Complete the required fields (denoted with red asterisk) to
include Contract, Discipline, Authorization Number, and From/To Date. Select a Service Code as
well as the Period type (Daily, for this example). Refer to the Period Types section for further
options.
For a Daily Period, set the maximum number of hours for a Visit for each day of the week.
HHAeXchange - Patient Authorization ﬂ
Authorization (@ ~
2 * Contract: | Aetna V@ * Discipline: @
* Authorization Number: @ Service Code: @
* From Date: [01/01/2015 | [H® * To Date: [01/01/2020 |74
Type: Hourly Display: m Units @
Period: | Daily ﬂ @ Max Hours for Entire Auth: l:l (Enter 0 for unlimitad) @
Specific Date Type: [ | @
[ st Sun:[3:00 ] Mon:[5.00 ] Tue: 200 | wed:[5:00 ] Thuz[Z00 ] Fri[500]© |
(0 0 0 0 00 0 68 080000000000 00000000008
Patient Authorization Window
Continue to complete additional applicable (optional) fields such as:
e Document (click icon to attach supporting documentation).

3 o If the Authorization is tied to a specific ICD Code, enter it using the Billing Diagnosis Code
(s) field. If the Patient, or selected Contract, already has a set Billing Diagnosis Code, the
system alerts that one exists. Click the Add button to add other Billing Diagnosis Codes.

e Make any further comments under the Notes field.

Authorizations

Page 2 Adding Authorizations
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Step Action
Click icon to attach supporting
Se o 4| am o documentation. R I R T Tt )
Document:

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

Billing Diagnosis Code(s): (@

The selected Contract has been configured with the following default Billing Diagnosis Codes.
These codes will be used for billing unless specific Diagnosis Codes are entered here.

Code ‘Description |Admil. ‘Primary
D73.1 [Hypersplenism [res fres

Enter additicnal notes regarding the Authorization here.

® If the autherization number is not available, enter TEMP

# Authorization will be specified in units. 1 hour is 1 unit. 30 minutes is 0.50 units.

Notes:

{500 Character Limit)

Authorization: Billing Dx Codes

Refer the Setting Billing Dx Codes Job Aid for further information regarding Billing Dx Codes.

4 [Click Save.
Review all Authorizations on the Authorizations/Orders page.
AuthorizationsfOrders
Authorizations Order Frequency
Deleted Authorization Histo
5 Contract|/Auth. |[From Date[To Date |Discipli . Max Type Period Max.| s | M [T |w [T |F Notes| Visits/
l# ICode |units for| Units mI"VﬂiCﬁ ‘ ‘
(Auth
Aetna |123456‘01f0112019|ﬁ1;’01.1‘202D|HHA ::T”y ‘N,’A Hourly Daily |4.00‘A 00[3.00! .oo‘s.oo|4.oo‘s.oo e.oo‘ |4 ‘m ‘ Update u‘
Review Authorization
Period Types
Period Description

Dail Enter the specific allowed hours per day. If the visit is scheduled on a different day,
E or for more hours on these days is flagged.
Enter the allowed hours per week. Visits scheduled after this weekly limit is reached

Weekl
e are flagged.

Enter the allowed hours per month. Visits scheduled after this monthly limit is

Monthl
AL reached are flagged.

Enter the allowed hours that are between the Authorization Start and End Dates.
Visits scheduled after this limit is reached are flagged.

Note: Refer to the Guardrails section for details on controls set by the Payer on Entire Period
Type Authorizations.

Entire Period

If the Weekly, Monthly, or Entire Period value is selected for Period, set the Max Units for Period. The
image below illustrates an Entire Period as the authorization period. In this case, the Additional Rules
checkbox has been selected allowing the user to add rules to the Period and specify the rule parameters

Authorizations Page 3 Period Types
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using the Maximum Visits / per / of fields. Click the Add Row button to create more rules (as seen in
the second row).

Authorization (@

* Contract: | Aetna [v] | @ * Discipline: | --Select--|v | @
* Authorization Number: | 565745242 @ Service Code: --Select——ﬂ @
* From Date: [01/01/2018 |5 * To Date: [01/31/2019 |9
Type: Display: m @
Period: | Entire Period ﬂ @ Max Units for Entire Auth: | N/A {Enter 0 for unlimited) @

Max Units per Period: @

Additional Rules: [ @
Visits: [ 1 | per| Weekly ﬂ| of | | hours each (D
Visits: ’3.0—| per of l:l hours each (& [X]
Document:

Additional Rules

Authorizations Page 4 Period Types
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Limiting Entire Period Authorizations
(Guardrails)

DISCLAIMER

This feature is enabled and managed by Payers. Providers must be migrated to the new Authorization
environment for this feature.

Tip:Press Ctrl-F on your keyboard to search this topic.

Payers can restrict Entire Period type authorizations to prevent Providers from over utilization (over-ser-
vicing the Member). Termed as Guardrails in the system, these controls govern how the authorization
can be allocated by Providers, ensuring that units are available throughout the entire period (lasting to
the scheduled End Date).

Note: This functionality only applies to Hourly rate types.

Viewing the Guardrails Breakdown

Once Guardrails are enabled, Providers can view the breakdown by navigating to the Patient’s Author-
ization page (Patient >Authorization). On the Authorizations page, click on the Breakdown link on the
Guardrail: Monthly field, as seen in the following image.

Authorization ©
* Service Category: * Service Type:
* Authorization Number: * Service Code: Service Code Type: Hourly (Mutual + Patient Shift Overlap)
* From Date: | * To Date: | Authorization Type:
Diagnosis Code sn:[ | Dingnosis Code 2:[ | Diagnosis Code #3:[ |
Hours
* Hours per Auth. Period: Guardrail: Monthiy” Ereagdonn (1 Additional Rules:
Blackout Dates (1) -

Patient Authorization Page: Guardrail Monthly Breakdown Link

The Guardrail Breakdown window opens. The top section provides a summary of the Authorization and
Guardrail details to include the effective date of the Guardrails.

Authorizations Page 5 Limiting Entire Period Authorizations
(Guardrails)
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Guardrail Breakdown

Authorization: 10004093 Guardrail Type: Monthly

Active Dates: 01/01/2020 - 12/31/2020 Total Hours: 1200.00
Guardrail Switch On Date: 03/17/2020 Remaining Hours: 1200.00

|Month |Active Dates [Limit (Hours) | |allocated (Hours)

1 [Danuary 101/01/2020 - 01/31/2020 [103.50 [0.00

2 |February  [02/01/2020 - 02/29/2020 |93.25 l0.00

3 ;March 103/01/2020 - 03/31/2020 |101.50 10.00

4 |April 104/01/2020 - 04/30/2020 |08.25 10.00

5 [may 105/01/2020 - 05/31/2020 [101.50 l0.00

6 [une 106/01/2020 - 06/30/2020 [100.25 10.00

7 July 07/01/2020 - 07/31/2020 101.50 0.00

8 JAugust108/01/2020 - 08/31/2020 | [101.75 o000

9 September __|09/01/2020 - 09/30/2020 96.50 l0.00

10 |October  |10/01/2020 - 10/31/2020 [101.75 lo.00

11 [November _[11/01/2020 - 11/30/2020 |98.50 10.00

12 [pecember  |12/01/2020 - 12/31/2020 [101.75 0.00

Total: | | & |1200.00 l0.00

Guardrails Breakdown

The table underneath offers a monthly breakdown of hours (Total Entire Period divided by the period
duration). The image illustrates a 12-month authorization period with a total of 1200 hours. The Limit
(Hours) column indicates the limit for the monthly period. Utilized hours will display under the Allocated

(Hours) column per month. Any visits created that exceed the Guardrail limits for the month will not be
authorized.

Note: Providers can also add Additional Rules to authorizations within the set Guardrails.

Existing Authorizations

In cases where Guardrails are enabled on an existing authorization, the previous months remain with
the utilized hours while the remaining period is allocated as per Guardrail settings.

The image below illustrates that the Guardrail is effective mid-March; therefore setting Limit (Hours)
from March to December. Hours used in January and February are authorized (not affected) yet factored
into the Entire Period.

Authorizations Page 6 Existing Authorizations
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Guardrail Breakdown

Authorization: 10004092 Guardrail Type: Monthly

Active Dates: 01/01/2020 - 12/31/2020 Total Hours: 600.00

Guardrail Switch On Date: 03/17/2020 Remaining Hours: 532.00
|Month Dates Limit (Hours)  |Allocated (Hours)

1 January 01/01/2020 - 01/31/2020 58.00 58.00

2 February 02/0. - 20 47.50 10.00

3 March 03/01,/2020 - 03/31/2020 50.50 0.00

4 April 04/01/2020 - 04/30/2020 '48.25 0.00

5 May 05/01/2020 - 05/31/2020 50.00 0.00

6 June 06/01/2020 - 06/30/2020 148.25 0.00

7 July 07/01/2020 - 07/31/2020 50.00 0.00 Y

8 August 08/01/2020 - 08/31/2020 50.00 0.00 %

9 September _ |09/01/2020 - 09/30/2020 148.50 0.00

10 October 10/01/2020 - 10/31/2020 [50.25 0.00

11 November  [11/01/2020 - 11/30/2020 148.50 0.00

12 December  |12/01/2020 - 12/31/2020 150.25 0.00

Total: |600.00 68.00

Guardrails Breakdown for Existing Authorizations

Authorizations

Page 7
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Guardrails Enabled/Disabled at the Authorization
Level

Payers can remove Guardrails for any specific Authorization by disabling the feature at the Authorization
level for a specific Patient. The Guardrail feature is selected by default when the feature is enabled and
applied for a Provider (as seen in the image below).

[rnorcmmmgemvorton —————————
Authorization (0 History
* Service Category: * Service Type: | Rl - Provider :
* Authorization Number: * Service Code: Service Code Type: Hourly
* From Date: ] * To Date: ] Authorization Type:
Di iscode #1:[_ | Diagnosis Code #2:[ | Diagnosis Code #3: [ |

Hours

* Hours per Auth. Period: @ Guardrail: Monthly [  Breakdown @ Additional Rules: | (D)
Blackout Dates @ [ naa |

No Blackout Date Entered.

Guardrails at an Authorization Level

If deselected by a Payer, then the Guardrail is removed for the Authorization. When removed, the Pro-
vider can use the Entire Period Authorization as customary without monthly limits.

Authorization Edit Notes and Provider Email
Authorization Edit: Guardrail Limit Edited

When a Payer edits and saves an Authorization with Guardrail Monthly limits, the system automatically
generates a Patient Note and a Provider Email alert (if configured) for the Authorization Edit. Patient
Notes can be viewed in the Home page and in the Patient General page.

The Authorization Edit Note provides the reason for the edit, as seen in the image below.

Authorization Edit

Demo ML (India Test Only) Created: 10:32 AM

I (Payer, ML)
To: HHA - Excellence QA - ML Reason: Authorization Edit
Priority: Normal
I * Reply @ Resolve & Print

Authorization (10004068) has been edited by Demo ML (India Test Only). The following
fields have been editeni: Guardrail Limit (Hours).lﬁxuthorization Notes. Please review the
changes to the Authorization in detail prior to scheduling.

Authorization Edit: Patient Note

Authorizations Page 8 Guardrails Enabled/Disabled at the Author-
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If the Provider has email alerts configured for Authorization Edits, then an email is also issued with the
edit reason, as seen in the image below.

New Notification: Authorization Edited

€3 Reply % Reply All —2 Forw|
To @ . ™ . . Fri 15/

) " i i i
(1) Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message

This is an automatically triggered email. You are receiving this email because you are listed as a recipient of the Authorization Editad
notification.

This action was triggered by the payer Demo
This action was triggered for the patient with the Admission ID
® Guardrail Limit(HBours) have been edited.
In order to comply with HIPAA, no patient details can be shared via email.
Do not reply to this email, if there is a problem please contact your payer.

Thanks & Regards,
HHAeXchange

Authorization Email Alert: Guardrail Limit Edit

Authorization Edit: Multiple Edits to include Guardrails
On/Off

When a Payer turns the Guardrail feature on or off, the system automatically generates a Patient Note
and a Provider Email alert (if configured) for the Authorization Edit. As seen in the following image, the
Note contains a grid that includes the Guardrails Off under the New Value column as well as multiple
Authorization Edits.

Authorization Edit

 Reply @ Resolve @ Print
Authorization (10004470) has been edited by Demo . The following
fields have been edited: Diagnosis code 1, Diagnosis code 2, Diagnosis code 3,
Guardrails Limit. Please review the changes to the Authorization in detail prior to
scheduling.
Edited
Previous Value
Fields
Diagnosis
See Authorization See Authorization
code 1
Diagnosis
See Authorization See Authorization
code 2
Diagnosis
See Authorization See Authorization
code 2
Guardrails
Oon off
Limit
Authorization Edit: Notification
Authorizations Page 9 Authorization Edit: Multiple Edits to

include Guardrails On/Off
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The image below illustrates the email alert including the Guardrail feature turned Off.

New Notification: Authorization Edited r

: Repl € ReplyAl = Ff
Excellence Test Mailer €3 Reply ) Reply y
To Thu 1

(3) if there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

This is an automatically triggered email. You are receiving this email because you are listed as a recipient of the Authorization Edited notification.

This action was triggered by the payer Demo ML - -

This action was triggered for the patient with the Admission ID - —

Edited Fields Previous Value New Value
Guardrails Limit On Off

In order to comply with HIPAA, no patient details can be shared via email.

Do not reply to this email, if there is a problem please contact your payer.

AAH4440444 40

Thanks & Regards,
HHAsXchange

Provider Email Alert: Guardrail Turned Off

Authorizations Page 10 Authorization Edit: Multiple Edits to

include Guardrails On/Off
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Payer Reduced Authorizations

Payers can reduce the number of Authorized Hours (Units) for a previously issued Authorization. Pro-
viders who have already billed on the initial Authorization can bill up to the original listed hours, even
when the invoiced amount is greater than what the updated Authorization allows.

For example, a Payer initially issues an Authorization for 120 hours and the Provider bills for 60 of those
hours. The Payer then edits the Authorization, reducing it to 50 hours. In this case, the Provider has
already billed, allowing the claim to go through; however, this Authorization can no longer be used. The
balance of 10 units (hours) are displayed as negative in unit allocations.

Once confirmed, the Authorization is saved. Scheduled and Confirmed visits that were previously author-
ized become unauthorized due to the reduced units (turning pink on the Patient Calendar). Visits that
are billed remain authorized; however, Units that are beyond the allowable amount in the updated
Authorization are displayed as negative unit allocations. The following image illustrates a Weekly Author-
ization reduced from 20 to 15 Authorized Units per week.

HHA Exchange - Authorization Details x

Authorization Details

Authorization: 10004387 Total Units: 75.00 Allocated: 40.00
Max Units For _The 15.00
1 Period:
From To Auth Units Visit Units Allocated Units Left
05/01/2020 05/02/2020 15.00 0.00 0.00 15.00
05/03/2020 05/09/2020 15.00 20.00 20.00 -5.00
05/10/2020 05/16/2020 15.00 20.00 20.00 -5.00

Weekly Period Authorization: Negative Allocated Units

Upon editing the Authorization, the system automatically issues a Patient Note and a Provider Email
Alert (if configured) with the applied updates in a newly added grid, as seen in the image to the right.

Authorization Edit (3|

From: Demo ML Created: 11:56 AM

({Payer, ML)
To: 133 - Excellence QA - ML Reason: Authorization Edit
Priority: Normal

*+ Reply @ Resolve 4 Print

Authorization (10004575) has been edited by Demo ML . The following
fields have been edited: Hours per Auth. Period. Please review the changes to the
Authorization in detail prior to scheduling.

o i

Hours per Auth.
120.00 60.00

Period

Authorization Edit: Reduced Hours

Authorizations Page 11 Payer Reduced Authorizations
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Authorization Blackout Dates

This feature is activated by HHAX System Administration. Please contact HHAX Support Team for details,
setup, and guidance.

Providers with enabled permissions can add their own Authorization Blackout Dates in addition to Payer
assigned Authorization Blackout Dates on a particular Contract. Both Payers and Providers can sim-
ultaneously update their own Blackout Date information. In addition, Authorization Blackout Dates can
overlap.

Visits cannot be scheduled during an Authorization Blackout Date regardless of who creates the Blackout
Date.

Navigate to the Patient Authorization page (Patient > Authorizations/Orders) to view the Contracts.
Click on the Edit link for a selected authorization to access the Patient Authorization window (as seen in
the image below).

Under the newly added Blackout Dates section, click on the Add button to add a Blackout Date range or
click on the Edit link to update existing information.

Patient Authorizations: Add/Edit Blackout Dates

On the Blackout Date Details window enter or edit the From/To Date fields and click Save. Ensure to
click Save on the Patient Authorization window to save the changes.

Authorizations Page 12 Authorization Blackout Dates
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Enter Blackout Date Details X

Enter Blackout Date Details

* From Date: [10/01/2020 iz} * To Date: [10/08/2020 m

New Blackout Date
Notes:

oo I o]

Blackout Date Details Window

In the Authorization/Orders page, hover over the Notes icon to view the Blackout Dates pop-up with
information (as seen in the image below).

Authorizations/Orders

Authorizations Order Frequency. |

Deleted Authorization History

Contract Auth. # FromDate To Date Discipline  Svc. Code 5 Remaining Units Notes m Visits/ Invoices
UPR Life Care@Demo Payerl (EXQ) TEMP 09/01/2020  01/31/2021  HHA HHA Hourly 1 0.00, W Edit Update B <]

MANANAN

Blackout Dates
10/01/2020 - 10/08/2020 | New Blackout Date

Authorizations: Blackout Dates Popup

Authorization Blackout Dates can also be viewed (read-only) in the Patient Appointments page (Visit >
Appointments), under the Notes column (as seen in the image below).

HHA Exchange - Last Three Authorizations X

Patient: 2021, BlackOut (SV0-5600356)

Contract |Auth. # |From Date To Date

Universal
Patient
Payerl-
PROD (5V0)
Universal
Patient
Payerl-
PROD (5v0)
Universal
Patient

6/1/2021 6/30/2021

5/16/2021 |5/31/2021 HHA Hourly

5/1/2021 |S/15/2021 HHA Hourly Monthly 20.00 0.00|

Payerl-
PROD (5V0)

05/05/2021 - 05/07/2021 |Added By Payer 1
[o370872021 - 0/10/2021_|Added By Provider

Appointments Page: Blackout Dates Popupout

Authorizations Page 13 Authorization Blackout Dates
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Display Multiple Authorizations on Place-
ment Window

The system can accommodate multiple authorizations (up to 52) from the Patient Placement window.
While the main Patient Placement window displays only the first 2 authorizations, a View Additional
Authorization link displays in the Additional Authorizations section (as seen in the following image) if the
Patient has more than 2 authorizations.

Authorization ©

¥ Service Category: | Home Health ] " Service Type: [:l
* Authorization Number: * Service Code: | MR HHA 2 v Service Code Type: Visit
* From Date: ) * To Date: 3 Authorization Type: :l
Diagnosis Code #1: Diagnosis Code #2: 1: Diagnosis Code #3: [:
Hours
* Hours per Month: Additional Rules:

Blackout Dates (i)

P & & & 80 00 0000 8 0088 8PV'F'F'F'e sl o od oS doos

Additional Authorization

+ Service Type:

* Service Code: | MR BN 1 ~ Service Code Type: Visit

* Authorization Number:

Patient Placement Window: View Additional Authorizations Link

Click on the View Additional Authorization link to open the Additional Authorizations window displaying
a list of all authorizations, as seen in the following image. A Total Authorizations count shows at the top
header. Upon the initial load, a maximum of 10 records are shown. To display all authorizations continue
to scroll down the page.

Total Authorizations: 52
Auth # From Date To Date Service Category Service Type Service Code Authorization Type
10004515 07/15/2021 08/15/2021 Home Health RN REDUCED_CHK_SC el
o ) Weekly Hours: 15.00
10004516 07/15/2021 08/15/2021 Home Health HHA 1_UP_HHA E:;:: g::z;: tiaresii oo
suth-extrs-NB  07/01/2021 06/05/2021 Home Health HHA MR HHA 2 52::::: o S
auth-extra-PM  07/01/2021 08/05/2021 Home Health HHA MR HHA 2 :z::::: ae i
auth-extra-ND  07/01/2021 08/05/2021 Home Health HHA MR HHA 2 :z::::; Gioiar RS
auth-extra-M]  07/01/2021 08/05/2021 Home Health HHA MR HHA 2 n:::::: Sonrer st .
View Additional Authorizations Window
Authorizations Page 14 Display Multiple Authorizations on Place-

ment Window
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Budget Fields Added to Patient Author-
ization (Linked Contracts)

For certain Linked Contracts, budget fields, Program Code and Budget Amount(s), have been added to
the Patient Authorization window, as seen in the following image and described in the table underneath.
These fields are requested by Payers who support certain programs and are read-only for Providers.

HHAeXchange - Member Authorization
Authorization @ History
* Contract: @ * Discipline: | HHA v (@D
* Authorization Number: (D Service Code: (D
* From Date: (BB )@ * To Date: [11/30/2021 |9
Type: Display: m @
Banked Hours: [
Period: n’::) Max Units for Entire Auth: :l Enter 0 for unlimited) (D)
Specific Date Type: [ (@O
Mon: | | Tue:| | wed:| | Thu:| | Friz| | sat:| | sun:| |®
Program Code: |:|® Budget Amount(s): b
Blackout Dates (i) m
No Blackout Date Entered.
Document:
Note: File must be 1000 KB in size or smaller.
Billing Diagnosis Code(s): Code Description Admit. Primary m

Member Authorization: Budget Fields

Note: The budget fields are editable when Providers create the Authorization and read-only when the Authorization

comes directly from the Payer.

Field Description

Some Payers use their own Program Codes to identify Members using cer-
STT(E]y o1 I tain programs. Members can have multiple Authorizations with a different
Program Code for each or the same Program Code for all Authorizations.

Some program Members are assigned a budget dollar amount (rather than
COGEE LI A B units) to determine the services provided. The Budget Amount ($) field is
used for the total budget dollar amount.

Page 15 Budget Fields Added to Patient Author-

ization (Linked Contracts)
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