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)° HHAexchangel The Enterprise System

Expense and Supply

Overview

DISCLAIMER

This functionality is intended to invoice expenditures and apply items to payroll that are not categorized
as visits. Agencies must work with HHAeXchange to ensure Electronic Billing and Payroll file exports are
properly configured in order to be accepted by Payers and Payroll Providers. Please contact HHAX Sup-
port Team for details, setup, and guidance.

The Expense and Supply functions allow Agencies to bill Payers and reimburse Caregivers for items that
are associated with a Patient’s care but are not directly related to a visit.

include any costs incurred by a Caregiver while providing service. The
Expenses cost may be included in an invoice and billed and/or as a reim-
bursement via Payroll.

include items or work provided by an Agency related to a specific

Supplies
dppi Patient’s case. Supplies may be invoiced and billed.

For example, if a Caregiver purchases bandages for a visit, the purchase may be logged as an Expense.
The Expense can then be included as a billable item in an Invoice and as a payable item in payroll. If the
Caregiver received bandages directly from their Agency, it would be logged as Supplies instead.

This category covers the setup and use of the Expense, Supply, and Mileage Event functionalities. Please
direct any questions, thoughts, or concerns regarding the content herein to HHAeXchange 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 ser-
vices.

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.

Payer

HHAX Acronym for HHAeXchange

Expense and Supply
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Expenses

Expenses include any costs incurred by a Caregiver while providing service. The cost may be included in
an invoice and billed and/or as a reimbursement via Payroll. This section covers how to set up expense
values, record expenses, and include in billing and payroll.

Setting up Expenses

Expenses are set up via the Reference Table Management function. Complete the steps below to setup
a new expense.

Step Action

1 [Navigate to Admin > Reference Table Management.

Select Expense Type (under the Caregiver section) from the Reference Table field. Click Add.

Reference Table Management

Search ,
Reference Table: | Expense Type ¥ | h , Legend

Search Results (3) , ( -m )

. T me -  |Billin |Bill Rate |Bit Export code 0 [status

Adding an Expense Type

The Add Expense Type window opens. Complete the required fields (denoted with a red asterisk),
as illustrated in the image and described in the table below. Select the Billing and Payroll check-
boxes to designate the new Expense as billable and/or payable.

Note: Billing and/or Payroll related fields are only required if the corresponding checkbox is selected.

HHA Exchange - Add Expense Type X

Expense Type

“ Expense Type Name: | Bandages |
Billing: ¥

* Bill Rate: [5.00 |

* Billing Export Code: [BDGES |
3 Payroll: ¥

* Pay Rate:|4.00 ]

* Payroll Export Code: | BDGES |

Add Expense Type Window

Field Enter the...
*Expense Type Name (Required) Name of the Expense.

Expense and Supply Page 2 Expenses
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Field Enter the...

*Bill Rate (Required) Billing rate per unit for the Expense.

*Billing Export Code (Required) Export Code to display on the Invoice.
(Required) Pay Rate per unit for the Expense.

*Payroll Export Code (Required) Export Code to display on Payroll.

4 |Click Save to create the new Expense.

Expense and Supply Page 3 Setting up Expenses
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Adding an Expense

Complete the steps below to add or review an Expense for a Caregiver.

1 [Navigate to Caregiver > Caregiver Search and select the applicable Caregiver.

2 |In the Caregiver Profile, select the Expenses link from the left-navigation menu.

The Expenses page opens. Click the Search button to review Expense records applied to the Care-
giver (as illustrated in the image below). Each record contains the expense details to include the

following:
Expense Date Bill Rate Pay Total
Expense Type Bill Total Payroll Batch
Quantity Payable Entry Date
Billable Pay Rate
Expenses
Frompate: ][4 Topate: [ |rH Expense Type: | Al v Billable/Payable:
Batch Number: ]
Search Results (3) m
S—:% Expense Type Quantity|Billable | Bill Rate| Bill Total|lPavable| Pay Rate| Pay Total|Payroll Batch  |Entry Date
04/14/2016 ';Er;;;‘”:s‘ 1lyes @ $20.00) $20.00|Yes $20.00] $20.00] E;‘;;:ﬁ??;g (BJDSH"N’E';" edit |[E
02/04/2016 ';E?p“;";‘ 1lyes @ $25.00) $25.00|Yes $20.00] $20.00|NEHS0013 Ef:f":ﬂ‘zgn‘j (gllfr?Nél;’l Edit |3
02/01/2016  |Metro Card 1|no $0.00 $0.00|Yes $40.00 $40.00[NEHSDO13 Ef;g:fg;g (gjjngwé:" edit |EA

Expense Page in the Caregiver Profile

4 |Click Add to add a new Expense.

The Add Expense window opens. Complete the required fields (denoted with a red asterisk) as
illustrated in the image below and described in the table underneath.

-
Add Expense
* Date: [04/25/2016 1= Adé Multiple Dates
* Quantity:
Billable: ¥ Payable: #|
5 L1C-56789 2 * pay Rate($):| =
McBride Harriet -
* Contract: Pay Total(8); 5]
& pE . Pay Export
IR 5.00] Code:[ EDGES |
Bill Total($):| 10_00|
Bill Export
Code:[ BDGES |
Description:
P
(Upte 1000 Characters)
Save & Close Save & Add Another Cancel b
Expense and Supply Page 4 Adding an Expense
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Action

Add Expense Window
Field Enter the...
*Expense Type (Required) The actual expense. Values in this dropdown are created via
3 o the Reference Table Management function.
m (Required) The date the expense was incurred.

(Required) The number of units included in the expense.

Note: The actual amount billed and/or paid is calculated by the Pay Rate and
Bill Rate multiplied by the Quantity. When these values are entered, the Billable
and/or Payable fields are automatically populated the with the information
entered on the Add Expense Type window (refer to the previous section), except
for the Patient and Contract fields.

(Required) An Expense must be connected to a Patient to bill. Enter the
Patient’s Admission ID in this field or use the “?” to the right of the field
to perform a Patient search.

(Required) Pay Rate per unit for the Expense.

(Required) Select the applicable Contract to receive the bill for the
*Contract Expense. This dropdown only contains Contracts that are connected to
the selected Patient.

T ICETCE I (Required) Billing rate per unit for the Expense.

6 [Click the Save & Close to finalize.

*Quantity

Once saved, the Expense is listed as illustrated in the image below.

Expenses
FromDate: [ |75 To Date: 5] E Type: [All v Billable/Payable: [ A1l v
Batch Number: I:l

Search Resulis (5) m
Date Type Quantity|Billable | Bill Rate| Bill Total(Payable Pay Rate| Pay Total|Payroll Batch Entry Date
04/25/2016  |Bandages 2ves @ $5.00 $10.00ves $4.00 £8.00 Ef;;gfg’nlg é::mz":‘ edit | B

Personal 04/15/2016 8:54 AM
04/14/2016 | (TEONE 1lves @ $20.00 $20.00|Yes $20.00 $20.00 By Edit | E4
04/05/2016  |Bandages 2lves @ $5.00 510.00(ves $4.00 $8.00 gi:gf?;g é’o‘ﬂNZ':' edit | E3

Personal 02/04/2016 9:39 AM 3
02/04/2016  [2=TeCne) 1lves @ 525.00) $25.00|Ves 520.00 $20.00|NEHS0013 e Edit
02/01/2016  |Metro Card 1|Ma $0.00 $0.00ves £40.00 £40.00[NEHS0013 Ef;g:fg’nlg é’jr?m'é.’:‘ edit | B

Ly ” 2
Bandages” Expense Applied

Expense and Supply Page 5 Adding an Expense
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Billing and Payroll

Like visits, Expenses are billed and applied to payroll. Navigate to the Billing > New Invoice (Internal)
page. Select the expense to apply to an invoice and click on the Invoice Batch button to process.

New Invoice - (Internal)

Date: 05/13/2016 Batch Number: Multiple Batch

Total:  Amount: Refresh
Billable Visits
From Date: [[04/23/2016 ] To Date: [04/29/2016 ) Office(s):
Patient Team: [ A1 v Patient Location: Al v Patient Branch:
Caregiver Team: Caregiver Location: Caregiver Bran
(Enter: Last Name, First Name, (Admission ID, MR number) SSN Charge Type:
==

Search Results (6)

Cffice "Contract

) oaf2s/2016 ;:::E:" McBride Harriet Long Island City Caring Hands LLC Expense NA $5.00 Bandages Expense N/A 2.00 $10.00
Arderson 1o, ; - " RAE
[ 04/25/2016 Qe LIC-56765  McBride Harniet Long Island City Caring Hands LLC 1000-1200  02:00  $15.00 ¢ . Hourly  HHA 8.00 $30.00
12672016 Anderson ;- i - . ; HHA -
04/26/2016 RMIETSON 156709 pcBride Harriet Long tsland City Caring Hands LLC 1000-1200  02:00  $15.00A . Hourly  HHA 8.00 $30.00
04/27/2016 ANAeTSON 1c ce7e0  McBride Harri Long Island City Caring Hands LLC 1000-1200  02:00  $15.00HHA Hourly  HHA 8.00 $30.00
Rebecca o - : %9 Standard g 8
[ 04/28/2016 ;0eT°" | 1c-56799  McBride tarriet Long Island City Caring Hands LLC 10001200 02:00  $15.00 4 Hourly  HHA 8.00 $30.00
ebecca Standard
Anderson P o HHA
() 04/29/2016 ATIEMSON | 1c56789  MeBride Harriet Long Island City Caring Hands LLC 1000-1200  02:00  $15.00 %A Hourly  HHA 8.00 $30.00
oy =3
Expense Line Item: New Invoice (Internal)
—
Visit Search [x]
Office(s): | Long Island City - Invoice Number: Invoice Date From: |5/13/2016 Invoice Date To:
Admission TD: 2 Patient First Name: Patient Last Name: || Alt. Patient ID:
Visit Date From: | |53 Visit Date G2 Patient Zip Code: Batch Number:

Display Paid Visits: [ ] Contract: Caring Hands LLC

| Search

Check Summary

Applied Amount: $100.00 Balance Amount: $0.00

Applied From Credit: $0.00

Search Result (6)

Admission Billed Adjusted  Paid

:'::: b sc:::m ;“mim ::lnem b Ealicnt Bame [Office :I-ld Amt  Amount  Amt "oY™ent
[ ¥4} I 04/25/2016 Expense Bandages 600069 12345 LIC-5678% McBride Harriet  Long Island City N/A $10.00
7] | 04/25/2016 1000-1200 HAA Stand | 600069 12345 TIC-56789 McBride Harmiet | Long Ieland City | 02:00 | €30.00
[¥] | 04/26/2016 1000-1200 HHA Stand 600069 12345 LIC-56789 McBride Harriet  Long Island City 02:00  $30.00
|¥1 04/27/2016 1000-1200 HHA Stand 600069 12345 LIC-56789 McBride Harriet  Long Island City 02:00 $30.00
i 04/28/2016 1000-1200 HHA Stand 600069 12345 LIC-56789 McBride Harriet  Long Island City 02:00 $30.00
(V] | 04/29/2016 10001200 HHA Stand 600069 12345 LIC-56789 McBride Harriet  Long Island City 02:00  $30.00 §0.00 060 [ s0.00]

Expense Line Item: Cash Posting Module

Run Payroll.

Payroll

Batch Number : NEHS0018 Batch Date : 05/13/2016 15:43

Caregiver Code : LIC-1003 Caregiver Name : Anderson Rebecca

Payroll Week : 04/24/2016 - 04/30/2016

Current Week (04/24/2016 - 04/30/2016) Created On : [05/13/2016] [15:43:24]

Visit Date |visit/ Patient |Illhlent Name muv|5mnm Code Pay mm| A.mmmt‘ ot Hr;‘ ot a.uml oT| H Hrs| H Rate] H Amt] Total
Expense |Number Amount|

04/25/2016 Expense LIC-56789  |McBride Harriet Bandages 4.00| $8.00, /A | /A $8.00
TATZS0T6 | B [CTE-5e7ES  [McBnde Harriet 3 T i B

04/26/2016 1000-1200 -56789 |McBrde Harriet HHA Base 15.00| $30.00, 0:00 $30.00
D4/27/2016 _ [1000-1200 |LIC-56789 _|McBride Harriet [HHA Base 15.00  $30.00 0:00 | $30.00
04/28/2016 __[1000-1200 _|LIC-56789 _|McBride Harriet HHA Base 15.00 _ $30.00 0:00| | $30.00
04/29/2016 _ [1000-1200 |LIC-56789 |McBride Hariet [HHA Base 15.000  $30.00 0:00( | $30.00
Current Week Total: | s158.00 ©00:00| | so.00 $0.00| $158.00

Expense Line Item: Payroll

Page 6
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Expense Permissions

The following are the permissions for the Expense functionality.

Permission Description — Allows Users to...
Override Expense Bill Rate override the Bill Rate ($) field on the Add Expense window
(O IV (4 o N TGN N T -4 3T Lo g el L [XM override the Bill Export Code on the Add Expense window
Override Expense Pay Rate override the Pay Rate ($) field on the Add Expense window
(O 1YY (s LW SN LT WV (o) | NS Lo gl o 1o [-W override the Pay Export Code field on the Add Expense window
Edit Expense Details edit existing records on the Expenses page

Delete Expense delete existing records on the Expense page

To activate these permissions, navigate to Admin > User Management > Edit Roles and select the Aide
from the Section field.

Edit Roles
Edit Roles

* Office: [ Long Island City ~ ﬁ * Section: Roles: [ Select (v ]

Please note that changes in permissions will not take effect until the user logs out and then logs back in.

Menu [ 1 apmin [] coordinator [] coor [] payron
ide H On On
Mu Un On

]
[E3

[
3

Delete Expense

Edit Expense Details

Override Expense Bill Rate

Override Expense Billing Export Code

Override Expense Pay Rate

Override Expense Payroll Export Code

NSNS
8] [ S (X )
gjoo|ojoo
gloo|o|oio

Expense Permissions

Expense and Supply Page 7 Expense Permissions
Proprietary and Confidential



(] .
¥ HHAeXchange The Enterprise System

Supplies

Supplies include items or work provided by an Agency related to a specific Patient’s care. Supplies may
be invoiced and billed; however, cannot be included in Payroll. Supplies are set up via the Reference
Table Management function. Complete the steps below to setup a new expense.

Step Action

1 [Navigate to Admin > Reference Table Management.

Select Supply Type (under the Patient section) from the Reference Table field. Click Add.

Reference Table Management

Search

Reference Table: [ Supply Type v P

Search Results (5)

Supply Type Name -

Band aids

RNAAANN

Adding an Supply Type
The Add Supply Type window opens. Complete the required fields (denoted with a red asterisk),
as illustrated in the image and described in the table below.

HHA Exchange - Add Supply Type x

Supply Type

* Supply Type Name: | Bandages

* Supply Type Rate: 5.00
* Export Code: | ENDGES |

statuss [ actve 7]

Add Supply Type Window

Field Enter the...
*Supply Type Name (Required) Name of the Supply.
*Supply Type Rate (Required) Billing rate per unit for the Supply.

*Export Code (Required) Export Code to display on the Invoice.

4 |[Click Save to create the new Supply.

Expense and Supply Page 8 Supplies
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Adding Supplies

Complete the steps below to add or review a Supply for a Patient.

Step Action

1 [Navigate to Patient > Patient Search and select the applicable Patient.

2 |In the Patient Profile, select the Supplies link from the left-navigation menu.

The Supplies page opens. Click the Search button to review Supply records applied to the Patient
(as illustrated in the image below). Each record contains the expense details to include the fol-

lowing:
Supply Date Total Invoice
Supply Type Billable Invoice
Quantity Contract Entry Date
Rate Export Code
3 Supplies
From oste: [EEEE ] T e ™ J—— Biaie:
e R m  mesRe ] T
Search Results (5) m
Date - Supply Type Quantity] Rate| TotallBillable |[Contract Export Code Invoice  |Invoice Date Entry Date
J 5 05/13/2016 4:09 PM .
05/12/2016 |Cold Medicine 1.00 $10.00 $10.00ves Caring Hands LLC |CLDMED e ion (1oaNE) ledit|EJ
05/11/2016 |Cold Medicine 1.00) $10.00 $10.00/Yes Caring Hands LLC |CLDMED Efg:gfg;lf G’DUHQN;';" m‘m‘
05/10/2016 |Cold Medicine 1.00 $10.00 $10.00[ves Caring Hands LLC |CLOMED 2::252;5 G’DD:N;';' @‘n‘
05/09/2016 |Cold Medicine 1.00 $10.00 $10.00[ves Caring Hands LLC |CLOMED 22:35??55 ?J’D“rfwg“ @‘n‘
7 ;
05/08/2016 |Cold Medicine 1.00 $10.00 $10.00|ves Caring Hands LLC |CLDMED Ef;rfg’ufgnlg ?]'DU:N;';" m‘m‘

Patient Supplies Page

4 |Click Add to add a new Supply.

The Add Supply window opens. Complete the required fields (denoted with a red asterisk) as illus-
trated in the image below and described in the table underneath.

HHA Exchange - Add Patient Supply x

Add Patient Supply

* Supply Type: | Bandages '|
* Date: [05/13/2016 | [7s] Add Multiple Dates
* Quantity:
“ Contract: | Caring Hands LLC ¥
5 Billable: [#
“ Supply Rate(s): | S.DO|
Supply Total($): | 20.00]

* Export Code: [ BNDGES |

Description:

(Upto 1000 Characters)

Save & Add Another m

Add Supply Window

Expense and Supply Page 9 Adding Supplies
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Step

Field Enter the...

(Required) The type of supply used. Values for this field are created
*Supply Type ) o
using the Reference Table functionality.
“ (Required) The date of the visit when the supplies were used.

*Quantity (Required) The amount/how much of the Supply was used.

*Contract (Required) Select the applicable Contract that authorized the visit; to
be billed for the supplies.

If the Supply is billable, select the checkbox and complete the following fields.

*Supply Rate(s) (Required) cost of a single supply item.
Supply Total The Supply Rate(s) multiplied by the Quantity

*Export Code (Required) the supplies Export Code.

Click the Save & Close to finalize.

Once saved, the Supply is listed as illustrated in the image below.

Supplies
From vate: [65/01/2016 ] == oate [ |3 supply Type: [T 7] R

Search Results (6) m

Date - Supply Type Quantity Rate Total|Billable (Contract Export Code Invoice Invoice Date Entry Date
= 05/13/2016 4:26 PM N
05/13/2016 |Bandages 4.00) $5.00 $20.00|Yes Caring Hands LLC |BNDGES Franaui Jon (JonhE) mn
s 2 05/13/2016 4:09 PM :
05/12/2016 |Cold Medicine 1.00 $10.00 $10.00(Yes Caring Hands LLC |CLDMED s bsanc [ X |
11/ 05/13/2016 4:09 PM
05/11/2016 |Cold Medicine 1.00 $10.00 $10.00(Yes Caring Hands LLC |[CLDMED Franqui Jon (JonNE) mn
_— . 05/13/2016 4:09 PM :
05/10/2016 |Cold Medicine 1.00] $10.00 $10.00|Yes Caring Hands LLC |CLDMED Franqui Jon (JonNE) mn
09/ i i 05/13/2016 4:09 PM :
05/09/2016 |Cold Medicine 1.00] $10.00 $10.00(Yes Caring Hands LLC |CLDMED T nmiion. onAL) [ X |
05/13/2016 4:09 PM
05/08/2016 |Cold Medicine 1.00 $10.00 $10.00(Yes Caring Hands LLC |CLDMED Ernqution (TsoniE) mn
u“ ” H
Bandages” Supply Applied
Expense and Supply Page 10 Adding Supplies
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Billing for Supplies

Supplies are billed identically to visits. From the Billing > New Invoice (Internal) page, select the Supply
line item and apply it to an invoice.

New Invoice - (Internal)
Date: 05/13/2016 Batch Number: Multiple Batch
Total:  Amount: Refresh

Billable Visits

Frompate: [ | To Date: [5/13/2016 i] Office(s):

Patient Team: [ Al

Caregiver Team: Caregiver Locaton: Caregiver Branch:
Patient: [ Contract: Discipline:
(Enter: Last Name, First Name, (Admission ID, MR number) SSN Charge Type:
Search Results (64) Page 1 Of 2] Next Last
Date -  Caregiver Admission Patient Name office Contract Hrs Visit Rate Service ~ Rate Type Disciplines  Billing  TTHrs IT Rate Amount
n Code
] 05/13/2016 N/A LIC-56789  McBride Harriet Long Island City Caring Hands LLC Supply MA  $5.00Bandages Supply  N/A $20.00
05/12/2016 N/A LIC-56789  McBride Harriet Long Island City Caring Hands LLC Supply WA 51000508 supply A 1.00 $10.00
05/05/2016 G2 CIT-000049 Conway Mike Citi Caregivers Heaven's Care 1000-1500  05:00  $20.00 FHA Hourly — HHA 5.00 $100.00
Myra Hourly Reg
| 05/05/2016 g’f:niv CIT-2000003 Walton Brett Citi Caregivers Amazing Health 1000-1200  02:00  $20.00HHA Hrly Hourly  HHA 2.00 $40.00
| 05/04/2016 g";‘jnzy CIT-2000003 Walton Brett Citi Caregivers Amazing Health 1000-1200  02:00  $20.00 HHA Hrly Hourly  HHA 2.00 $40.00
7 05/04/2016 (355 CIT:000049 Conway Mike Citi Caregivers Heaven's Care 1000-1500  05:00  $20.00 A Hourly — HHA 5.00 $100.00
yra Hourly Reg
—
Supply Line Items: New Invoice (Internal)
HHA Cash Posti arch Payment | New Payment  New Refund arch Invoice  Bulk Adjustmes Close

Receive Payments

Check Info
Ref/Check No: 876789 Payment Method: Check Type: Contract Payer: Caring Hands LLC
Most Recent Update Date: 05/13/2016 Most Recent Update By: Amount: $100.00 Date: 5/13/2016
Retention & Recruitment: $0.00 Check Status: Open Under Payment: $0.00 Deposit Date: 5/13/2016
Memo:

Payment Info

Applied Amount: $90.00 Balance Amount: $10.00 Place on Credit: ) H Credit Available: $2,160.00 ($45.00)

Applied From Credit: §0.00 Export| |Legend
Vvisit . Service  Invoice Alt Admission . Billed  Billed Adjusted  Paid Adjust | TT Write- Other

M pate . Code # patient 1D Baticul N 0 Hrs Amt  Amount il A s Adjust  off Adjust | No=(=1E]

[¥] | 04/25/2016 1000-1200 HHA Stand 600069 12345 LIC-56789 McBride Harriet | Long Island City 02:00  $30.00 [$30.00] [ s0.00] [ $0.00] [ $0.00]  g0.00 +

[ 04/27/2016 1000-1200 HHA Stand 600069 12345 LIC-56789 McBride Harriet  Long Island City 02:00 $30.00 $10.00 [ $20.00| [ g0.00] [ s0.00] [ $0.00] $0.00 +

(] | 04/29/2016 1000-1200 HHA Stand 600068 12345 LIC-56789 McBride Harriet  Long Island City 02:00  $30.00 $20.00 [ $10.00] [ $0.00]/[ $0.00] [ $0.00]  $0.00 +

[ |05/12/2016 Supply Cold Medic' 600070 12345 LIC-56789 McBride Harriet  Long Island City MN/A $10.00 | s10.00| | s0.00] [ s0.00] [ s0.00 $0.00 +

[¥] |05/13/2016 Supply Bandages 600070 12345 LIC-56789 McBride Harriet  Long Island City H/A $20.00 [ $2000| [ $0.00] [ $0.00] [ $o.00] $0.00 +

< | 3

Add || save || Post | Unpost | Close

Supply Line Items: Cash Posting Module

Expense and Supply Page 11 Billing for Supplies
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Supply Permissions

The following are the permissions for the Supply functionality.

Permission Description — Allows Users to...

Override Supply Rate edit the value in the Supply Rate field in the Add Patient Supply window

(O XVZTa [ (R To WA ST Loy A el [-W edit the value in the Export Code field in the Add Patient Supply window
Edit Supply Details edit existing records on the Supplies page
Delete Supplies delete existing records on the Supplies page

To activate these permissions, navigate to Admin > User Management > Edit Roles and select Patient
from the Section field.

Edit Roles
Edit Roles

* Office: [ Long Island City ~ ﬁ * Section: | Patient [v] Roles: [ Select [~]
Please note that changes in permissions will net take effect until the user logs out and then logs back in.
Menu ] apMin [] coordinator [] coor ] payroll
Patient H H On Ou
H H Cln Clu

P FF 9004000000509 000000009 00000 I 00000040

I
3

Delete Supplies

Edit Supply Details

Override Supply Rate

NEREE RS
ojg|o|o|jo|™

Override Supply Export Code

Supply Permissions

Expense and Supply Page 12 Supply Permissions
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Mileage Events

DISCLAIMER

This feature is applicable only to Providers who are using the new Prebilling optimization features.
Please contact HHAX Support Team for details, setup, and guidance.

A Mileage Event refers to when a Caregiver runs errands for a Patient during service. To properly doc-
ument and track Mileage Events, manual and automated processes have been created to allow Pro-
viders to bill associated Contracts and pay Caregivers for Mileage Events entered via EVV.

In such cases, the Caregiver enters the number of miles via a Duty Code at Clock-OUT. This Duty Code
value is then converted into a Mileage Event using a Default Service Code and a Default Mileage Pay

Code. Mileage Events apply to both Skilled and Non-Skilled Caregivers.

Page 13 Mileage Events
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Mileage Service Code

The Mileage Service Codes are created and managed via the Reference Table Management function
(Admin > Reference Table Management). To access, select Contract Service Code from the Reference
Table field and click Search. A Mileage Code column has been added to indicate if a Service Code/Con-
tract is associated to Mileage, as seen in the following image.

Click the Add button to create a new Service Code or edit an existing one by clicking on the Service Code
(link).

i e Table
Search
Reference Table: [ Contract Service Code I se-roh | [ Legend |
service codes [ biscipline: Rate Type:
. _
Search Results (1538) L ( m >
F— Page 59 of 62 | First Prev Next Last
|Service Code Discipline Contract Rate Type Visit Type Mu 2 ||Mileage Code Export T HCPCS|Live—
Code Code |Code Code |in
Units
for
Export
[Vidula RN H RN Hourly SKILLED No MNo
_ [Widula HHA H HHA Hourly Non-Skilled Mo Mo
__|Mileage A NS Other (Non Skilled) Hourly Non-Skilled No Yes
 [mileage B NS Other (Non Skilled) Hourly Non-Skilled No [Yes
_ |Mileage & s Other (Skilled) Hourly SKILLED No ves
 [Mileace B 5 Other (Skilled) Hourly SKILLED Mo [Yes
Non.skill Mil B Other (Non Skilled) Hourly Non-Skilled No Yes
NAS RN Hourly RN Hourly SKILLED Mo Mo
skill_Mil_A Other (Skilled) Hourly SKILLED No Yes

Reference Table: Contract Service Code / Mileage Code

The Contract Service Code window opens. To associate a Contract with Mileage, two fields titled
Mileage Code and Default Mileage Code have been added to the Contract Service Code win-
dow, as illustrated in the image below. Complete the required fields as described in the table
below. The Mileage Code checkbox must be selected to enable the Default Mileage Code check-
box.

Only one Mileage Code can be made default per Discipline per Contract.

Expense and Supply Page 14 Mileage Service Code
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Contract Service Code

* Contract: [ABCentract v|@

* Discipline: |0ther {Non Skilled) v\@

* Service Code; |M|Ieaga HNon-Skilled ‘@
* Rate Type: [Hourly v|@

* Visit Type: [Non-Skilled V@

00000003382 0000000000

We .ken [He .day coo. s: | (i,

Mileage Code: | (D)
Default Mileage Code: [ (D)
Code Co T
Code
Revenue Code: l:l
Taxonomy Code: l:l
HCPCS Codes| |

=3 e

Contract Service Code Window: Mileage Codes

Field Description
(Required) Select the Contract
(Required) Select accordingly: Other (Skilled) or Other (Non-Skilled)

(Required) Enter a Service Code Name

*Rate Type (Required) Select Hourly (rates are based on an hourly basis)

*Visit Type (Required) Select the Visit Type from the dropdown

Note: Multiple Mileage Service Codes can be created for a Contract; therefore the Default Mileage Code must be
selected to create an Automatic Mileage Event.
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Caregiver Pay Code

Once the Mileage Code/Default Mileage Code is enabled for the Contract, then a Caregiver Pay Rate
must be created. Navigate to Admin > Reference Table Management. Select Caregiver Pay Code from
the Reference Table dropdown field and click Search.

Table
Search
Reference Table: [ Caregiver Pay Code Bl oo |
PayCode:| ] Discipline: Default Visit Rate: | All [v] Status: | Al v A
Search Results (1471) @
Page 1 0f 30 | Next Last
Pay Code « Discipline Payroll C i Default Visit (Default Default In- (Exclude Default ODT| |Default btﬂtlls
Rate [Travel Time |Service Rate |[From OT Rate Mileage Rate
|Rate
1 HHA Default Payroll Setup No No. No Ho No No Tnactive
1 PCA Default Payroll Setup No MB No Mo No ctive

Reference Table: Caregiver Pay Code

Note: A new Default Mileage Rate column has been added to the grid table to indicate if a Default Mileage Rate is
associated to the Pay Code.

The Caregiver Pay Code window opens. Complete the required fields: Discipline, Payroll Configuration,
and Pay Code (denoted with a red asterisk). Select the Default Mileage Rate checkbox to assign this Pay
Code as the default mileage Pay Code. Click Save.

HHA Exchange - Caregiver Pay Code X

Caregiver Pay Code

* Discipline: | Select v

* Payroll Confi i ‘ Select v |@

* Pay Code: | (6]

Default Visit Rate:

Default Travel Time Rate: | | (1)
Default Off Duty Time Rate: || (1)

Default In-Service Rate: | | (i)

I Default Mileage Rate: |« é I

Status:| Active ¥

Caregiver Pay Code Window

Once saved, this Pay Code is applied to any automated Mileage Event created in the system.
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Mileage Authorization

When a Contract has a Service Code set up for Mileage, the service bypasses the Patient Discipline
Accepted Services and is made available for all Patients under that Contract’s Authorizations.

Patient Authorization: Discipline

 If only Skilled services are accepted for the Patient, then only applicable Disciplines to include

Other (Skilled) are displayed in the dropdown menu.
e |If only Non-Skilled services are accepted for the Patient, then only applicable Disciplines to

include Other (Non-Skilled) are displayed in the dropdown menu.
e If both Skilled and Non-Skilled services are accepted for the Patient, then both are included in
the menu. If the Mileage Code is only applied for Other (Skilled) on the contract, then only that

option displays in the menu.

When the Mileage Service Code is selected as the Service Code for an Authorization, the Display and
Period fields are locked with Hours and Entire Period pre-selected for respective fields (as seen in the fol-
lowing image).

HHAeXchange - Patient Authorization l
Authorization (@) History
* Contract: @ * Discipline: @

* Authorization Number: @ Service Code: @

* From Date: [01/01/2018  |[H® * To Date: [05/07/2008 |

Type: Hourly Display: m 6]

Banked Hours:
Period: @ Max Hours for Entire Auth: {Enter 0 for unlimited) @

Display and Period Fields

Authorization Number

When creating a Mileage Event, the Authorization Number is displayed in the dropdown field if an
Authorization(s) exists for the selected Patient, Contract, Service Code and Mileage Date.
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* Caregiver: mileage, test (EXQ-3244)

* Miles: * Contract: ‘ SBI_Life T ‘
Shift: | 1000-1200 ] Date: 04/03/2018
* Service Code: | TestMileage-1 v | * Pay Code: ‘ 12345678 A ‘

Bill Rate: £10.000000
Total Bill Amount: $30.00

Invoice:

Mileage

* Patient: Davis, Miles (EXQ-123455)

Pay Rate: £6.000000
Total Pay Amount: $13.00

Payroll Batch:

Authorization Number: | 14565555 ] |

Pllll)llllllllllllllll)III
Mileage Window

The pre-selected Authorization Number is the one which the mileage is applied based on the selected
Patient, Contract, Service Code, and Mileage Date.

If an Authorization Number is manually selected from the dropdown, then that Authorization is selected
for mileage. However, if the selected Authorization does not have remaining Hours (Total Units — Used
Units in mileage), then the mileage is not Authorized (and highlighted pink on the Patient and Caregiver
Calendars).

If the Hours are available for multiple matching Authorizations, then the system applies the mileage to
the first created Authorization.

Authorization Number Report

In the Patient Authorizations/Orders page, click on the Authorization Number (link) for the Contract to
access the Patient Mileage Authorization window (as illustrated below). Herein view a summary of all
mileage-related information such as Allocated (Units/Hours) and Units (Hours) Left for the selected Con-
tract.

HHA Exchange - Patient Mileage Authorization B8
Authorization Details
Authorization: 28 Mar 2015 Total Units: 20.00 Allocated: 1.00 Unused: 0.00
Max Units For The . I
Period- 20.00 Surplus: 0.00 Limit: M/A
From To Auth Units Mileage Units Allocated Units Left
01/01/2019 03/31/2019 20.00 1.00 1.00 19.00

Patient Mileage Authorization Report

Authorization Recalculation

When an Authorization or Mileage is edited, the system recalculates the Authorization as follows:
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Action (If)...

Add/Edit Authorizations

Delete Authorization

Click Update Link (List of

Authorizations)

System Behavior (Then...)

The system recalculates all mileage that applies to the added/edited
Authorization accordingly.

All mileage associated with the deleted Authorization becomes Unau-

thorized.

The system to recalculates all unauthorized mileage.

Expense and Supply
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Creating a Mileage Event

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

Automatic Creation

A Mileage Event is automatically created when a Caregiver logs mileage via a Duty Code upon a visit
Clock-OUT. Once logged, the Mileage is reflected in both the Patient and Caregiver Calendars. A POC
must be setup for mileage. Contact the HHAX Support Team to create a Mileage POC.

Note: Mileage cannot be edited on the Mobile App after Clock-OUT. Once Clocked-OUT, the miles can only be
edited manually from the HHAX application.

Manual Creation
Caregiver Calendar

Navigate to Caregiver > Calendar. Click on the applicable date and select New Mileage Record from the
dropdown (as illustrated in the image below).

ICaregiver Info Active

Name: 01 Caregiver Caregiver Code: A0D-2622
Team: WVendor: Excellence QA - ML
Address: SCHENECTADY, NY, 12345 Languages:
&
Calendar send Sched
month: vears[ 2015 7] = <>
Saturday Sunday Monday Tuesday w
30 31 1 2

New MNon-Skilled Visit
New Travel Time Record
I MNew Mileage Record

lav
I~

8

o

Caregiver Calendar

The Mileage window opens. Complete the required fields (denoted with red asterisk), described in the
table below. Refer to the Mileage Authorization section for details, as needed.

Expense and Supply Page 20 Creating a Mileage Event
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HHAeXchange - Mileage x

Mileage
* Caregiver: Alan, Johnson (EXQ-2614) * patient: 001, Patient (HHA-9000205985385044)
* Miles: El * Contract: | AB Contract ﬂ|
shift: [ 0900-1000 ~1] Date: 04/02/2019
* Service Code: | NS-Mileage ﬂ| * Pay Code: | NAS_Non.Sk\IIed_MiIeamﬂ|
Bill Rate: $ 300.00000 Pay Rate: $10.000000
Total Bill Amount: $300.00 Total Pay Amount: $20.00
Invoice: Payroll Batch:
Authorization Number: [ 12345678 v

Note:

Note: Upto 1000 Characters.

Caregiver Mileage

Field Description

*Caregiver (Required) The Caregiver field is pre-populated.

(Required) Select/Search for the applicable Patient OR select the Shift
from dropdown field for the respective Patient to auto-populate.

(Required) Enter the number of miles.

*Contract (Required) Select the associated Contract.

(Required) Select the applicable Service Code. The Bill Rate is calculated

*Service Code
based on selected Service Code.

(Required) Select the Pay Code. The Pay rate is calculated on the selec-

*Pay Cod
ay Tode ted Pay Code.

i) 1WA WY o0Vl Auto-calculated (Miles x Bill Rate)

L) VNG G 8 Auto-calculated (Miles x Pay Rate)

Populates if an Authorization(s) exists for the selected Patient, Contract,
Service Code and Mileage Date. Refer to the Authorization Number sec-
tion for details.

Authorization Num-

ber

Once saved, the Mileage shows up on the Patient and Caregiver Calendar (as illustrated in the fol-
lowing). To edit, click on the M: link to open the Mileage window. The B: indicates if the mileage has
been billed and the P: indicates if it applies to Payroll. If not billed, mileage can be deleted by clicking the

delete icon ().
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Mileage on Caregiver Calendar

Patient Calendar

Creating a Mileage Event on the Patient Calendar is the same as with the Caregiver Calendar (described
above). Navigate to Patient > Calendar. Click on the applicable date and select New Mileage Record

from the dropdown.

The Mileage window opens displaying the same fields. In this case, however, the Patient field is pre-pop-
ulated. Select/Search for the applicable Caregiver OR select the Shift from dropdown field for the
respective Caregiver to auto-populate.

Invoice:

Authorization Number:

Note:

Mileage
* Caregiver: | |2 * patient: ggég'zgse;%r;l?zastﬁnt (EXQ-
* Miles: * Contract: | ABDemoContract r |
Shift: | —-Select— v] Date: 4/2/201%
* Service Eode:| Mileage_Enable A | * Pay Code: | --Select-- v |
Bill Rate: $20.000000 Pay Rate: &
Total Bill Amount: $120.00 Total Pay Amount:

Payroll Batch:

| --Select-- M

MNote: Upto 1000 Characters.

Patient Calendar > Mileage

Expense and Supply
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