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% HHAeXchangel The Enterprise System

Caregivers in Multiple Offices

Overview

DISCLAIMER

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

Several agencies have multiple offices (locations) across an area that require their Caregivers to service
Patients under multiple offices. The Caregiver Multiple Office feature allows Agencies to create a single
Caregiver profile for multiple offices by assigning a Primary and a Secondary Office(s).

The Caregiver Multiple Office feature is optional and available for those Agencies who choose to stream-
line their Caregiver profiles. Existing profiles or processes are not affected by activating this func-
tionality. Refer to the System Requirements for essential parameters.

This category solely covers the functionality and operations of the Caregiver Multiple Office feature in
the HHAeXchange (HHAX) system. Refer to the Caregiver Management category to access general details
on Caregiver pages.

Please direct any questions, thoughts, or concerns regarding the content herein to HHAX Customer Sup-
port.

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 - - .
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
the organization placing Patients with Providers.

HHAX Acronym for HHAeXchange

Payer
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Primary Office and Secondary Offices

A Primary Office is defined as the home (custodial) office where a Caregiver’s core functionality and
records are maintained, including Compliance, Payroll, and Team/Location/Branch Assignments.

The Primary Office dictates the following Caregiver functions:

e In-Service e Expenses

e Payroll » Scheduling Preferences

e Compliance e Overtime Scheduling Validations

e Absences * Visit/Absence/In-Service Overlap Con-
e Restrictions figurations

e Travel Time o Exclusion List Checks

A Secondary Office refers to supplemental areas where a Caregiver’s services may be required outside
of their Primary Office. Although the Caregiver’s profile can only be edited via the Primary Office, Pro-
viders can view and schedule a Caregiver through a Secondary Office (based on access rights).

Caregivers in Multiple Offices Page 2 Primary Office and Secondary Offices
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Secondary Office Setup Requirements

The Payroll Setup, Duty List Setup, and Time Zone are all governed by the Caregiver’s Primary Office.
Assigned Secondary Offices must have the exact same Payroll Setup (configuration), Duty List Setup,
and Time Zone as the Caregiver’s Primary Office. If these parameters are not the same, then the Care-
giver cannot be assigned to a Secondary Office. Refer to the Caregiver Profile section.

Moreover, the system does not allow users to change these settings in a Secondary Office.

Note: The 3-character Office Code (which appears as the prefix in the Caregiver ID) remains associated with the
Primary Office.

Caregivers in Multiple Offices Page 3 Secondary Office Setup Requirements
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New Caregiver

When creating a New Caregiver (Caregiver > New Caregiver), select the Primary Office from the drop-
down menu listing the various Offices for an Agency. The functionality of this page remains the same.

New Caregiver y
* primary Office: | Select vl |4
Demographics £
* First Name: | | y Middle Name: |
* last Name: | I * Initiale: [

Primary Office Field

Caregivers in Multiple Offices
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Caregiver Profile Page

On an existing Caregiver’s Profile (Caregiver > Profile) page, a Secondary Offices field is made available
once the Caregiver’s record has been saved.

I |
Profile y_ Profile Log Print Profile
Demographics ¥y History

* Flrst Name: [MGHI(B ] y_ Middle Name: [ ]
* Last Name: | Geller ] y * Initials:
* Gender: é * poB: [o6/15/1964 1 @ H
* Caregiver Code: | LV0-1330 y Time & Att, PIN: 100330
@ caregiver MobileTn: [ | é (@ Mobile ID Type:
. Caregiver e: i e Device 1D:
Alt. Caregiver Cod, P (1) Mobile Device 1D
t T H nicity: | Sele v
¥ SS5N#. 231-13-3211 Ethnicit Select
(.0, doorxx-x00n) ¥
Rehire: [ RehireDate: [ |71 & Country of Birth: [ |
arital Status: elect v ure:
Marital Stat Select 4 Pict
&
Dependents: :I (1) secondary Offices:
= =

Secondary Office Field

To assign a Secondary Office(s), click the dropdown arrow to view available offices. Only offices that
match the following Primary Office configurations appear on this menu: Payroll Setup, Duty List Setup,
and Time Zone.

All Office-related items for the Caregiver are controlled and based on their Primary Office settings. For
example, Team, Location, and Branch are populated by the Reference Table values assigned in the
Primary Office.

The Payer field shows all associated Payers to include those who are working in the Caregiver’s Sec-
ondary Office(s).

Caregivers in Multiple Offices Page 5 Caregiver Profile Page
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Removing a Secondary Office(s)

Once a Secondary Office(s) has been saved, a user can only remove it when no data has been created or
saved under it. If removal is necessary, the system automatically checks for open Schedules, Rates,
Notes, and any Absence/Restrictions on the Secondary Office profile. If any records are found, the sys-
tem does not allow removal and generates a message to the user.

Caregivers in Multiple Offices Page 6 Removing a Secondary Office(s)
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Caregiver Mobile ID

Only one Caregiver Profile and unique Mobile ID is generated regardless of how many Offices the Care-
giver is assigned to. On the Mobile App, the Caregiver’s Primary Office is reflected on the header and all
other offices are reflected on the Schedules, Visits, and Patients pages below the Patient/Visit details as

seen on the image to the right.

Back Today's Schedule

Jos Abram 06/20/2017
One Court Square11, 44th 03:30AM - 04:30AM

Floor1, Long Island1, NY1, 1.
Jos Abram 06/20/2017
One Court Square11, 44th 04:30AM - 05:30AM
Floor1, Long Island1, NY1,1..
[ Angel Wings Care I
Bob Anderson 06/20/2017
60, Wall Street, NY, NY, 10005

HHAeXchange Office 09:07AM

Caregiver Mobile App Multi-Office

Caregivers in Multiple Offices
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Caregiver Profile Header

If a Caregiver is only assigned to a single office, then the Primary Office is the one displayed in the
header. If the Caregiver is assigned to Secondary Offices, the Primary Office displays as a hyperlink in the
header area. Hovering over the Office field in the Caregiver Info section shows all assigned offices as
well as Caregiver Hours (H and V) across all offices.

Caregiver Info Active
Name: Geller Ross Caregiver Code: CIT-1331 Office: Citi Caregivers

Team: Vendor: Northeast Homecare Services Phones | oyt Caregivers (Primary)
Address: 365 Friendship Way Languages: English, Mandarin DOB: Tico's Caregiver Hours: H: 40:00 -@-
&, MIAMI, FL, 33165 Lisset Vi

Office Field Display

Caregiver Profile Header

Caregivers in Multiple Offices Page 8
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Caregiver Compliance Page

Users with permissions to the Caregiver’s Primary Office can add, edit, upload, and delete on the Care-
giver’s Compliance page. Secondary Offices have read-only access to a Caregiver’s Compliance page.
Refer to the Permissions Table for further information.

Caregivers in Multiple Offices Page 9 Caregiver Compliance Page
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Caregiver Calendar Page

Users with access to the Caregiver’s Calendar page can view all Visits, In-Services, Absences, and Travel
Times regardless of assigned offices. However, editing is controlled at the Patient and Caregiver’s
Primary Office.

If the Caregiver is assigned to any Secondary Office, the 3-character Office Code appears after each
Patient’s name for the Caregiver’s visit (as seen in the image below).

Send Schedule Send Patient Info Caregiver Master Week
> i
|Wednudl\r IThuruhv IFridav |Saturday Hrs.

29 30

(L]

" s:0200 - 0300

Hourly
B: N 1.00
P: N
Albertson Rachel [EAT)
6 8| 9 10
5:0200 - 0300 Inservice 5:0200 - 0300 Absence : Sick
T:0600 - 0700
B:N Wl BN
PN PN
Albertson Rachel [EAT) Albertson Rachel {EAT] Hourly
5:0400 - 0500 00
B:N
P:N

Perkins Anne [AAO)

Caregiver Calendar with Assigned Office Codes

Permissions Based on a Patient’s Office

Permissions at the Patient Office level determine the available functionality for each visit. If a user has
permissions in a Patient’s Office, then the system allows edit functionalities. The following table
provides guidance as to functionality permissions based on a Patient’s Office.

For exact permission titles and descriptions refer to the Permissions Table.

Patient Office - Role Permissions

Yes The system allows user to click and view popup
Visit Confirmation Times
No Validation message appears stating “No permission”
Yes User can view and delete
Delete Button
No The Delete button is disabled.
Copy and Paste/Create Yes The Copy/Copy and Create options appears and avail-
Caregivers in Multiple Offices Page 10 Caregiver Calendar Page
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Patient Office - Role Permissions

able for User. All services for the Caregiver appear on
the page.

The Copy icon does not appear. Records appearing in
No gray (un-selectable) signify that the user does not have
permission to Copy and Create those instances.

Click the hyperlinked Patient Name to route to the

Yes .
Patient’s calendar.

Patient Link

No Validation message appears stating “No permission”

In-Service events and functions (such as add, edit, and
delete) are created and controlled by the Caregiver’s
Primary Office. Secondary Office users have read-only
limited access to In-Service records.

Note: The Office field is locked in to the Caregiver’s Primary

Office when creating an In-Service event.

In-Service Yes

(in Caregiver’s Calendar) Upon saving the class, the system verifies that In-Ser-
vices do not overlap with Absences/Visits based on the
Office settings. If an overlap exists between multiple
Offices, then the system does not allow the save (even
if one of the Offices is set to validate).

No Validation message appears stating “No permission”

Caregivers in Multiple Offices Page 11 Permissions Based on a Patient’s Office
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Patient Search

The system allows users to search for Patients in all Offices (Primary and Secondary) a Caregiver is
assigned to, based on their access rights.

When performing a Patient Search, the Office field is required. The results generated show all Offices for
which the Caregiver is assigned (Primary and Secondary) and for which the user has access. A permission
setting is available to accommodate this function. Refer to the Secondary Office Patient Search Section.

The Office(s) field is auto-selected with the Caregiver Primary Office providing that the user has access.
If a user has no access for the Primary Office, then an Office must be selected from the dropdown menu
to generate a search.

I
Patient Search

Last Name: [ ] First Name: [ ] * Office(s): INﬂﬂh NYC E|
Patient 1D: | | dmission ID: | | Status: | Active vl]
Coordi 1 [ Al L] Phone Number: | | l.'.ontr!ct;l All w |
Team: [ NI v_] I..ocnion:l Al e ]I Branch: l.r\ll v I

Search Results (15)
EAT-800013a Albe Rochel North NYC |Amber Bremann |08/01/2015 Active 555-123-4567 12/04/1933
EAL-G00026 North NY(: Amber Hremann |09/01/2016 Active: 01/01/1950
EAT 90001 1 Morth NYC Jamile Patron  |08/10/2018 Active 333-947-2222 01/05/1939

Patient Search Screen

Secondary Office Patient Search

There are several places in the system where the user may be prompted to select a Patient and perform
a specific action. For example, when selecting a Patient to create a visit on the Caregiver’s Calendar or
selecting a Patient to enter a Caregiver Note.

Because Caregivers can be assigned to multiple offices, this function is open to all Offices the Caregiver
is assigned to. A permission titled Secondary Office Patient Search is available to accommodate a user’s
permissions for a Secondary Office(s).

To access this permission, navigate to Admin > User Management > Edit Roles and select Patient in the
Section dropdown:

[dit Roles
€ SectionYrstint = T —
Please note that changes in permissions will not take efff
Menu || | Admin
Patient My
My

Caregivers in Multiple Offices Page 12 Patient Search
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Role Permission via User Management > Edit Roles

=

Recall/Resend Messaaes g

&, " s _l "
Edit Patient Address GPS Coordinates W
Secondary Office Patient Search I

[ s=ve O

Secondary Office Patient Search Permission (Patient Section)

Caregivers in Multiple Offices
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Travel Time

Travel Time records are associated with the Caregiver’s Primary Office and a user must have access to
create, edit, delete, and copy a Travel Time record.

Caregivers in Multiple Offices Page 14 Travel Time
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Caregiver Visits Page

On the Caregiver > Visits page, the Office(s) field is required when searching for visit information. The
Caregiver’s Primary Office is auto-selected, provided that the user has access. If the user does not have
access to the Primary Office, then the Office must be manually selected from the dropdown menu (list
of a Caregiver’s associated offices). Refer to the Secondary Office Patient Search Section for further

information.

The Patient field populates after an Office is selected. Once an Office is selected, all Patients under the
designated Office and associated with the Caregiver appear in the results.

Result values and functionality are determined by the Office of the selected Patient. User must have
function-specific permissions to edit visit information (for example, to Confirm a Visit).

Search Visits

Fomer =]

Display: L schedule ® vist

DUration: ® weekly

* patient: [ Bates Robin Tv]

Bi-weekty

Manth (30 days)

Visits
Date ~ |pisc, [Patient Name
j’h"l'.‘l.a')ﬂ]! HHA .l\cﬂ'» Robin
07/02/2017 HHA  |Bates Robin
;JF_.L'J;'(U! 7 HHA ‘IL-I'.C:E\ Robin
lo7/0472017 WA [Bates Robin
lozi0s/2017 HHA  Bates Robin
k i HHA -Bales Robin
or/or/2017 HHA .l\d‘.t's Robin
Legend

From date: lr.-'.'.n:-'?'sl.' % |4

visit Type: [ Non Skilled | ||

Billed: [ Al v
Wisit Time B VDuration | BT, [PTiputies] |
0800 | 07/01/2017 ":- 1400 | 07/01/2017 ] :"ﬁ")'? .li ‘H | ] I“-\ I\’"TK
0800 | 07/02/2017 V] - [ 1400 07/02/2017 %] joe:00 H M II.\ aveX
&:u 07/03/2017 | % ﬂ; 07/03/2017 ] j06:00 | M l'_ I;-Jw_?x
0800] 0770472017 | ¥ - [ 1400 ] 07/04/2017 06:00 M Mo swex
0800 | 07/05/2017 | ¥ - [ 1400 | 07/05/2017 | 7| 06:00 H H D v
0800 o7/06/2017 | ¢ - | 1400] 07/06/2017 7] :ua:m :H |l 1|L- ;‘:u\".ix
osoo] o707/2017 |70 - [1400] 07/07/2017 T°F 106:00 " Mo keavex

Caregiver Visit Search

Caregivers in Multiple Offices
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Caregiver Rates Page

Minimal changes are required in the Rates page because payroll configurations must be the same for all
Offices based on the Caregiver’s Primary Office. Users must have access to the Primary Office to add or
edit Caregiver rates. To search for Rates, click on the (?) hyperlink in the Admission ID field to generate a

Patient Search associated with the Caregiver.

Refer to the Patient Search section for further information.

Rates

* Discipline:
* Pay Code:

Ad n 1D: [—("ID

*Frompate:[ |
| A D s ve 9o I E—

Caregiver Rate Window: Patient Search

Caregivers in Multiple Offices Page 16
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Caregiver Notes Page

From the Caregiver > Notes page, users with the Caregiver’s Primary Office permissions can view, add,
edit, and delete Notes. Users with Secondary Office rights can only view Notes. To edit visit information,
click the (?) hyperlink from the Patient field to generate a Patient Search and add Patient, as covered in

section above.

Notes

Note Date: 07/26/2017

Subject:[ Visit Information v |
Testing....
* Note:
paiens [ (] peason e )
Scanned Note:

Caregiver Notes Window

Caregivers in Multiple Offices

Page 17

Caregiver Notes Page
Proprietary and Confidential



(] .
¥ HHAeXchange The Enterprise System

Caregiver Absence/Restriction Page

Absences

Absences can only be entered and approved at the Caregiver’s Primary Office. When adding an Absence,
include all Contracts assigned to the Caregiver’s Primary and Secondary Offices. All users with access to
the Caregiver Calendar can see Absence records.

Note that the Absence and Visit overlaps setting is based on the Primary Office’s settings and may
affect the functionality in the system; allowing or not allowing said function in Secondary Office(s).

Restriction

Restriction functions can only be edited at the Primary Office level. After making a selection to add or
edit a Restriction, the Restricted Caregiver Contract window opens and all Contracts associated with the
Caregiver are displayed in the dropdown menu, regardless of permissions.

If a restriction is entered for “All” Contracts, then all Offices are automatically selected.

HHA Exchange - Restricted Caregiver Contract X

New Caregiver Restriction

* Contract: | All v

@
S — [

* Restriction Start Date:| [/ [Select all]

Restriction End Date: | [V

=

Caregiver Restriction Window

Caregivers in Multiple Offices Page 18 Caregiver Absence/Restriction Page
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Caregiver Availability Page

The Availability Tab is controlled by the Caregiver’s Primary Office settings. To add or edit a Caregiver’s
Availability options, one must have the “EditAvailability” system permissions which controls these func-
tions.

As a result, the Availability options set in the Permanent Week, Max Visits, and Special Availability sec-
tions apply when searching availability at any of the Caregivers’ Offices.

The option of Caregiver can set Availability options via Mobile App is unavailable if the user does not
have permissions for the Caregiver’s Primary Office.

Caregiver can sel Availability oplions via Mobile App: | \; History
P nt Week A
Sunday 'Hnndaf :Tu:sda‘r |Wednesday Thursday Friday Saturday
0R00-0900
Max Visits Uistery

Sunday| "Glll‘ll'rl Tueldly{ Wednesday Thursday Friday Saturday
0 0] 5 0 0 0 0

Special Availability

[Du ration l day { day ]'I‘ day ‘ednesda Thursday |Friday Saturday [ ]
02/11/2017-02/26/2017

=

Caregiver Availability Screen

Caregivers in Multiple Offices Page 19 Caregiver Availability Page
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Caregiver Expenses Page

Expenses can only be added at the Caregiver’s Primary Office level. When selecting a Patient for billable
functions, the Office field is unavailable and the Patients must be selected from the Caregiver’s Primary
Office.

When adding Multiple Dates to an Expense, the system shows visits from Primary and Secondary Offices.
The Office Code follows each Patient’s name.

Add Multiple Dates
* From Date: [12/01/2016 ]9 * To pate: [12/3120106 |74

:'Date A ]Sdleduled Services N

| Thu 12/01/2016

] i 12/02/2016 |::cm‘j'kgfm'°3°° (Albertson
| [ HHA Hourly, 0400-0500
Wed 12/07/2016 (Perkins Anne: EAT)
[The  12/08/2016 [

=1
Caregiver Expenses: Multiple Dates
Caregivers in Multiple Offices Page 20 Caregiver Expenses Page
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Caregiver Patient HX Page

The Patient HX page displays all Patients in the Caregiver’s work history. Each Patient’s Admission ID has
the 3-character Office Code prefix to differentiate the Offices.

Patient HX
Patient Information
AdmissionlD Patient Name Total Shifts
NYC-12345 Amerson Allan 1
EAT-12421421 Clark Cindy 1
NYC-213516316 Anderson Ralph 145
AAO-9787 Albertson Rachel 305

Caregiver Patient History

Caregivers in Multiple Offices Page 21 Caregiver Patient HX Page
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Caregiver Document Management Page

Document Management is controlled by the Caregiver’s Primary Office where users can add, edit,
delete, and upload documents. These functions are controlled by the EditDocumentManagement sys-

tem permission.

Page 22 Caregiver Document Management Page

Caregivers in Multiple Offices
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Caregiver-Specific Functions

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

Caregiver Search

When performing a Caregiver Search, the Office field is preselected to All to include all Offices (Primary
and Secondary) assigned to the Caregiver (as illustrated in the image below). Users with permissions to
the Caregiver’s Primary Office can view Caregivers’ SSN and DOB information for all associated offices.
Permissions at the Primary Office level also allow a user to delete a Caregiver.

Ir =
Caregiver Search P
Last Marmes: | ] First Name: | ] [ oticegsy: [a ] Type:
Carcghver Cotes ] AR Coregiver Codes [y ] el status: [Actes =]
viscipline: [ ] Team: [l el wocation: [l ] wranch: [A1__ ]
ol C I LV =l L I
Phome Number: p
¢ =3
4
Search Results (151) - Page 2of 4 | Fust Prey Nex{Ta |
Jrame Joode [ffice(s) Jancy, [ivpe [Tzam [Status  [Discipine [
tang Giona |BoR-1037 ey | (Active A a
Juic-1009 L4 JEmpioyes [Bons Tactive E
Juc-1013 | & | |Emgloyes | (Active
| ¢ [718-450-4190, JEmployee | Active
3-444-5555 oy Actrve
@ [Erghoyes | [active a
/ [123-54-2 |Employee |Jon's Tear [Active
|123-54-2602 ] [Errpioyee | [Active
¥ 123-45-8811 718-222-4197, Emgloyes Active
[cai Caragivers Fy 898326656 718-777-6543, |Empioyes | [actve | x]
Baris's Office 181-95-4413 Empioyes Active - F
4
[BOR-1306___|Bans's offce r [Bw9as4321 | [Employes | [active 1
LVD-1330 |Lisset P [231-13-3211 305-888-1122 Emgioyes [Actve . HSK P
}CI"'!!JI [Oti Caregivers, Usset, Tko's | 998-TT-4455 j08/29/ 1961 T86-878-5665 Empioyee |Active
Bans's Office ’ G917 Erphpee Actrve x|
/¢ |643-78-3738 [empioyes | [active
L4 567-12-3333 Empioyee Actrve
F 589-95-2222 [Empioyes: Active
H08-34-5555 Emgloyes Active
7 . ! | ¥

Caregiver Search Page

Admin Module: Office Setup

The following sections apply to functions applicable to Caregiver pages administered in the Admin mod-
ule.

Overtime Scheduling

When scheduling a Caregiver for a visit, the system checks the Overtime validation based on the Care-
giver’s Primary Office configuration. If a Caregiver is scheduled for a Patient in a Secondary Office, then
the system issues the Overtime validation message advising of the configuration.

The Can Override OT Limit permission is set at the Role level designated by a Master Office. Although
Roles are streamlined, this permission is granted on an individual user level. For example, a Caregiver is
assigned to Office 1 (Primary) and Office 2 (Secondary). Both offices are set up to check Overtime val-
idation with the following Overtime configurations for Hourly visits:

Office | Configuration

Caregivers in Multiple Offices Page 23 Caregiver-Specific Functions
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Hourly Limit: 30 Hours

1 - Primary (assume Caregiver is already scheduled for 30 hours per week)

Hourly Limit: 20 Hours

2 - Secondary (assume Caregiver is not yet scheduled)

Now, when a new schedule of 2 Hours for Caregiver in Office 2 is created, the Overtime alert is promp-
ted because this functionality is set at the Primary Office level.

Allow Caregiver In-Service and Visit Overlaps

When scheduling a Caregiver, the Caregiver In-Service and Visit Overlaps Validation setting is based on
the Caregiver’s Primary Office.

Exclusion List

The Caregiver Exclusion List runs based on the Caregiver’s Primary Office. Even if a Caregiver is assigned
to a Secondary Office, the system only includes Caregivers when processing Exclusion List checks for the

Primary Office.

Caregivers in Multiple Offices Page 24 Allow Caregiver In-Service and Visit Over-
laps
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Patient Pages

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

The following sections apply to functions applicable to Patient pages which may be affected by the func-
tionality.

Patient General Page
Nurse Field

Nursing Caregivers can be assigned to multiple offices. The dropdown menu shows all nurses whose Pro-
file is configured with the Patient’s Office (for both Primary and Secondary Offices). The Caregiver Code
and Office Code is seen along with the Nurse’s name.

This also applies when selecting a Nurse via the MD Order/Interim Order pages under the Clinical sec-
tion.

Caregiver with Access to Patient Info on Mobile App

This dropdown menu displays any Caregiver assigned to a Patient’s Office, (either Primary or Secondary
Office) who are configured with the Mobile App.

Notes for Internal Patient

Users are limited to selecting Caregivers whose Primary Office matches Patient’s Office. To enter Notes
in a Caregiver’s Secondary Office, enter the notes in the Caregiver’s Profile (separate from the Patient’s).

Patient Master Week Page

Caregivers assigned to a Patient’s Office (either Primary or Secondary) can be selected in a Patient’s
Master Week. When performing a Caregiver Search, the results generated shows all Caregivers who
match the filter selection(s). The Office field defaults to the Patient Office (un-editable).

The Office(s) column shows the Primary first, followed by Secondary Offices. This is the same screen
when clicking the (?) link to search for all scheduling pages on the Patient Profile and throughout the sys-
tem.

Caregivers in Multiple Offices Page 25 Patient Pages
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Caregiver Search
tasthame: [ ] FirstName: | Status: [ Active ]
Phone Number: ]:] Caregiver Code: I: Alt. Caregiver Code: I
Type: Discipline: Imﬁce{ij: Support Training MO z‘l
ream: Location: Branch: [0 <
Search Results (55)
123
! Code
Id Davi [upport Training - |\4.1305 01/01/1960 Employee Active  [MSW
Bbad Johnny upport Training  (5iym.1323 lmzmoaa | Employee Active  |HHA
[Support Case | 1
Boaxhiu Gonxhe Anjeze |Scenanos, Support|000-1322 08/26/1910 Employee Active  |PCA, HHA
"I'r.mmg MO | ' ;

Caregiver HX

Caregiver Search Screen

A column for Caregiver Code is available in the Caregiver History page. This column is also displayed in
the Declined Caregiver section on the same page. To mark a Caregiver as declined, perform a Caregiver
Search. The results generated show any Caregiver whose Offices (Primary or Secondary) match the

Patient Office.

I
Caregiver HX

Caregiver Information

12
Name Caregiver Code Total Shifts|Date From Date To
Rojas Naro MIA-1047 9/11/01/2016 11/29/2016
Perry Tyler MIA-1174 2/09/06/2016 09/07/2016
Ashton Mildred MIA-1229 2/08/27/2016 08/28/2016
Badri Samuel MIA-1251 11/01/2016 11/29/2016
George Talibah MIA-1254 1/11/07/2016 11/07/2016
Figueredo Tony MIA-1257 161/12/02/2016 10/02/2017
Declined Caregivers
Perry Tyler |MIA-1174 |10/14/2016 |Patient’s Request Edit I x|

Caregiver History Page
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Other System Pages

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

Visit Module: Appointments

On the Visit > Appointments page (Caregiver view) the Office field is required. When searching, the res-

ults generated show the Caregivers who are assigned to the selected Office (whether Primary or Sec-
ondary).

User Access

User access in the Appointments page is controlled by the user permissions settings in either the Care-
giver’s Primary Office or the Patient Office (for individual visits). Users who can view the results are also
able to see all items scheduled for the Caregiver. If the Caregiver has visits scheduled at a different
Office from the Office selected, the Office Code is indicated after the Patient Name.

Hovering over either the Caregiver’s Name or Patient’s Name displays visit details.

l SATURDAY - 7/1 SUNDAY - 7/2

s

0) H
5:0800 - 1400 (HHA) ¢ 5:0800 - 1400 (HHA)

| SCHEDULE: D800-1400
CONFIRMED: 0200-1400

PATIENT: Bates, Robin

PRIMARY BILL TO: Angel Wings Care
PRIMARY SVC. CODE: HHA Hourly
SECOND. BILL TO:

SECOND. SVC. CODE:

PAY CODE: HHA Base

Hovering Over Scheduled Time

COORDINATOR(S): Gregory Scott, Al B, Sure

[———— ADDRESS: 564 Make
| PHOME: 305
CONTRACTS: Angel Wings Care (P), Tico COPAP
LANGUAGES: Erglist
PREFERRED GENDER:
EaTuRDAY PREFERENCES: Coolany. Pet Care, Cooks, Has

220800 -1
OTHER:

Bates, Robw - DaLEs, Mg

Hovering Over the Patient Name
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Visit Functions in Different Offices

User access in the Appointments page for different Offices is controlled by the user permissions settings
in the Patient Office. For example, a Caregiver is assigned to Office 1 (Primary) and Office 2 (Secondary),
and the user has permissions at Office 1, but not for Office 2. When searching on the Appointments
page, the results show Caregiver appointments for Office 1 and 2.

When clicking on the hyperlinked Scheduled Time for a visit in Office 2, the user can only view the
appointment.

Bulk Update Function

The Bulk Update function only works if the selected visits are in the same Office; therefore, the system
does not allow users to select visits from multiple offices. Selecting multiple visits from one Office
enables the Bulk Update function provided that the user has access to the selected Office.

Action Module: Availability

From the Caregiver Availability Search page, the Office field is required. As a result, a Caregiver appears
if they are assigned to that specific Office (as a Primary or Secondary).

Search Type

Fill a Specific Shift ® Search Caregiver Availability

* Office: | North NYC l]

Enter Caregiver Criteria

Sunday Monday Tuesday

avaitabletoworks [ ] [ [
] Live-In Live-Ir

Live-In

Caregiver Availability Search

Available to Work filters pull information from the Caregiver’s Availability page, with details from all
assigned Offices whether the Primary or Secondary Office is selected.

Certain fields on the Availability page are Office-specific such as Team, Location, Branch, and Caregiver
Requirements for scheduling. Even if a Caregiver is assigned to a Secondary Office, the ruling con-
figurations remain in the Primary Office.

If any of the Office-specific fields are selected, then the results do not yield Caregivers set at Secondary
Offices; only those who match other filters are listed.
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Action Module: Smart Map Beta

Generating a Caregiver Search via the Smart Map Beta results in a list of Caregivers who are configured
to a selected Office (Primary or Secondary). If the selected Office is a Caregiver’s Secondary and no
Office-specific filters are selected, then the Caregiver is excluded from the search.

eXchange - Smart Map Beta

Fill a Shift = General Availability | Directions

Address or zip code

IO{flcc: v l

Smart Map Beta: Caregiver Search

Action Module: Confirm Visits

Search and select a Caregiver by clicking on the Schedule radio button on the Action > Confirm Visits
page. The Caregiver search results return Caregivers assigned to both Primary and Secondary Office
selections.

Action Module: Confirm Timesheets

On the Confirm Timesheets page, select a single Office to confirm timesheets for Caregivers associated
to the selected Office (whether Primary or Secondary). On the same screen, enter the Caregiver Name
or Code in the Caregiver Name/Code field (auto-populates as entered) and select the Week Ending
Date.

The system validates the Week-Ending Date based on the selected week for the selected Office. The
Patient field shows Patients for which selected Caregivers have been assigned to (based on Patient
Office).

anliom Timeshest

* Office(s): | Morth XY v * Caregiver Mame/Code: [ sralsh Drends (EAT-1016,100016) 426462 * Week Ending Dater | 3/11/3¢ 15 patients | Raner Saty =
C as! Plarme Fured haire 4l i) ee b M 0 P OO OO O

Confirm Timesheet Screen

Action Module: Conflict Report

Caregivers who work for multiple Offices may encounter conflicts at different Offices. Use the Conflict
Report page to search for any Conflict at the Caregiver’s Office(s). The results show any encountered
Conflicts based on the Caregiver’s assigned Offices.

Example Scenario

1 A Caregiver is assigned to Office 1 (Primary) and Office 2 (Secondary). The Caregiver

Caregivers-in Multiple Offices Page 29 Action Module: Smart Map Beta
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has an overlap with Agency B on a visit scheduled with an Office 2 Patient. On the Con-
flict Report, Office 2 appears under the “Office” column, where the conflict occurred.

A Caregiver is assigned to Office 1 (Primary) and Office 2 (Secondary). The Caregiver
2 has an overlap with Agency A on a visit scheduled with an Office 2 (Agency A) Patient.
On the Conflict Report, Office 2 (Agency A) displays as the Conflict Agency.

The following example demonstrates multiple scenarios and how they manifest on a Conflict Report.

Example Assumptions

Assigned Offices

1 A Office 1 (Primary), Office 2 (Secondary)
2 B Office 3 (Primary), Office 4 (Secondary)
3 A Office 5 (Primary), Office 6 (Secondary)

All Caregivers have the same SSN and Date of Birth.

Agency to Agency Conflict

Billed visits for Caregiver 1 from Agency A (Office 1, Primary) and Caregiver 2 from
Agency B (Office 4, Secondary);
¢ |[f user, logged in Agency A, runs a report, the Conflict Report indicates Office Column:
01 and Conflict Agency: Agency B (04).

Office to Office Conflict Across Agency

Billed visits for Caregiver 1 from Agency A (Office 1, Primary) and Caregiver 3 from
Agency A (Office 6, Secondary) is billed for a visit.
o |[f user, logged in Agency A, runs a report, the Conflict Report indicates Office Column:
01 and Conflict Agency: Agency A (06).

Action Module: Overtime Dashboard

A Caregiver’s overtime (OT) values are tracked via their Primary Office on the Overtime Dashboard. On
the Detail View, visits are listed with respective 3-character Office Codes indicated next to the Patient’s
name. Editing rights are governed at the Caregiver’s Primary Office. To make any changes from this page
click on the Patient Name (hyperlink).

Caregivers in Multiple Offices Page 30 Agency to Agency Conflict
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P: MCGRAW, KIM
Cont: Senior Health
Partners

Coor: Edward Quansah
SH/CH: 8:00/08:03

P: Moore, Julie (NYC)
Cont: Senior Health
Partners

Coor: Edward Quansah
SH/CH: 8:00/07:56

P: Moore, Julie, (NYC)
Cont: Senior Health
Partners

Coor: Edward Quansah
SH/CH: 8:00/08:04

P: MCGRAW, KIM
Cont: Senior Health
Partners

Coor: Edward Quansah
SH/CH: 8:00/08:06

Overtime Dashboard: Detail View

Action Module: Travel Time

Travel Time records are generated according to the Caregiver’s Primary Office. From the Action > Travel
Time page, select an Office from the required dropdown field to run a search. The system returns all
potential Travel Time trips for a Caregiver’s Primary Office or any other selected Office.

Action Module: Payroll

When processing payroll, all hours for Visits, In-Services, Expense, and Travel Time are organized and
governed by the Caregiver’s Primary Office (regardless of the Office in which services were performed).

On the Payroll Details page, all records are shown as combined. The Patient Number includes the Office
Code for users to identify when Secondary Office(s) records have been added. Only users with access to
a Patient’s Office can click on Patient Name link to view a Patient’s Profile.

Combined payroll records are also available in the Payroll Batch Details page and Caregiver Paychecks
section.

Previous Week (12/04/2016 - 12/10/2016) [With OT]

Visit Date ‘Visit/ Expense |Patient Number |Palieﬂt Name ‘Reg Hrs

12/07/2016 |0300-0315 NYC-10001 “Doe, John 00:15
12/08/2016 |0600-0700 | NYC-10001 | Doe, John |01:00
12/07/2016 |0300-0315 ABC-12345 Smith, Sally 00:15
12/08/2016 [0600-0?00 ABC-12345 Smith, Sally 01:00
Week Total: l 02:30

Payroll Details Page

Call Dashboard: Call Maintenance

Call Maintenance adjusts to include Caregivers’ Primary and Secondary Offices according to selected
search fields. As a result, Offices are shown under the Office Name column, Primary followed by Sec-
ondary Offices. Caregivers for the chosen criteria show in a search result.

Users with Secondary Office access can perform several functions by way of an associated Patient Office,
as follows:

e View and Edit Caregiver Schedules (Primary and Secondary)

o Edit Caregiver

o Link Visits

 Link Call with Schedule
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Create New Schedule

Edit Schedule for Secondary Office (Patient Office)

e View a Patient Calendar (by clicking on Patient Name)
Edit Patient Phone Number for Secondary Office

Functions for visits listed on the window can be restricted for users with limited access.

Call Maintenance D (2541) &) < & (s0) Q L 2
Call Murtensnce msied 1y Saied ot Hamsad Ll Wit hag salica Lpited Lals
Call Maintenance
c st € Last <
p— = aregheer Fiest | ] arcqiver Lan -n::em
""'l""‘::"‘ - Faftent Pt Palbent Last Aoy 10
Contract:| & * Patiwat Voasm:| 28 | Pationt Locatien:| & v .::::' Al
— - = Carvge iver [ 3
Status: 2 v Careqhver Toam: [ a0 | s s I | L
From Date: 2102017 TH[___J(mww) O [T R e Coordinster &
|
Search Besults Total Call (4 —
e ==
Asasee DY (eremever Coremiver Nome Qfing herne Lereniver Eguent Meme Call Detes Coll Lot Yype Colter 10 Stghn Aty
2}
COL34) ] Outof Wwdow =
001343 $448 fm | . e
1N JPp— THATRAS L o Cary Port Phanad 1 354343 eR16/317  |mos = ﬁ et f w2y
4242 Pon aaed -
Phoned @ 484 Tas
Phoned : 146 148
448

Call Maintenance Dashboard Caregiver Search

Note: From the Call Maintenance page, click the Automatic Creation of Schedules button page (as shown on the
image above) and search for Offices using the dropdown filter. Results are based on a Patient Office on record,
regardless of a Caregiver’s assigned offices (Primary or Secondary).

Other Call Dashboard Functions

Other Call Dashboard functions accommodate to the Caregiver’s multi-office purpose. Filter searches by
Office and the results show a Caregiver’s Primary and Secondary Office as per selected criteria. Such
functions include:

e Reprocess

¢ Missed In/Out/ Calls

e Visit Log

e Call Log

* Rejected Calls: This panel includes a Caregiver’s Secondary Office Calls. The search results display

all Caregiver calls from the selected Primary and Secondary Offices.
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User Permissions for Caregiver Multi-

Office

The following table contains user permissions that apply to the Caregiver Multi-Office functionality. To
access these permissions, navigate to Admin > User Management > Edit Roles and select a Section from
the dropdown menu (example: Patient).

Permissions

Section

Description

The system checks permissions for...

AideComplianceEdit
EditNonSkilledSchedule
EditNonSkilledVisit

EditSkilledSchedule
EditSkilledVisit

Edit Travel Time (Menu)

EditAideNote

EditAideAbsences

AideRestrictionsEdit
EditAvailability

EditExpenseDetails

EditDocumentManagement

Can Override OT Limit

Secondary Office Patient
Search

Aide

Patient

Patient

Action

Aide
Aide
Aide
Aide
Aide

Aide

N/A

Patient

Editing permissions - Users with permissions to the
Primary Office can add, edit, upload, and delete on the
Caregiver’s Compliance page.

Internal and Payer Patients when a user clicks on Visit
Confirmation Times for Non-Skilled visits

Internal and Payer Patients when a user clicks on Visit
Confirmation Times for Skilled visits

Caregiver’s Primary Office field permissions. If user does
not have permission at a Primary Office level, then only
the Notes field can be changed.

Adding a Note to a Caregiver’s profile

Add/Record a Caregiver’s Absence

Add/Edit Caregiver Restrictions

Allows users to edit a Caregiver’s Availability options.
Add/Edit/Delete Caregiver’s reported expenses

New permission allowing users to Add/Edit/De-
lete/Upload Caregiver documents

Allows user to override overtime limits. This permission
set in the Update User Account page (Admin > User Man-
agement).

Provides role permissions to generate Patient
searches according to assigned Caregiver.

Caregivers in Multiple Offices
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