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Linked Contract Patients

Overview

A Linked Contract is a service agreement between a Payer on the HHAeXchange (HHAX) Professional
platform and a Provider on the Enterprise system. Unlike Internal Contracts, which require Providers to
manage all authorization, scheduling, and billing information in their system on behalf of the Payer;
Linked Contracts allow Payers and Providers to split the workload.

In short, the Professional platform is used by Payers to enter, manage and place Patients with Providers
on the Enterprise system. Providers then proceed to schedule, confirm, and bill for service. The division
of labor and full transparency between Payers and Providers greatly benefits both parties.

This guide covers the management of Linked Contract Patient cases in the Enterprise system. Note that
the management of Linked Contract Patients may vary by case depending on the authorizing Payer.

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 receiving ser-

Patient .
Vvices.

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

Caregiver . .
person providing services.

Provider |[Refers to the Agency or organization coordinating services.

Refers to the Managed Care Organization (MCO), Contract, or HHS. The Payer is the

Payer
y organization placing Patients with Providers.

HHAX Acronym for HHAeXchange
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Converting Internal Patients

If an Internal Contract (or Payer who does not interface with HHAX) adopts the Professional platform,

the associated Internal Patient records

may need to be converted into Linked Contract Patient records.

This process involves discharging the Internal Patient record and accepting the Placement of the new

Linked Contract Patient record.

Follow the steps below to discharge a Patient with an Internal record.

Step Action
1 [Navigate to Patient > Patient Search and select the Internal Patient record.
2 |In the Patient Profile, select the Contract link from the Index.
On the Contracts page, click the Edit link under the “Discharge Date” column.
Fatient Info - Litres
Marvr| b o g e Ml imn 10 N Faiesd 100
Dz O/ 2 LR D Prissary AR, Fatinat 100 Farme Phoses J01-031-1037 L
3 Ciairadns m
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{11} Canlred (L Adm Cada
1zsame S e 1 =y a -
;:.::;::;:JI“ "‘I.:;.:T Laniie] Namt Bhale Uik Maree
Edit Discharge Date
Set the Discharge Date to coincide with the start of service for the Patient’s new Linked record
(as specified by the Payer). Click the Save button.
(Hachame (rabe m
QT
 Eiihangs Ta
4 Aasssa: | Dthar |
H-Ml::l
[ s [ comct |
Set Discharge Date
The updated Discharged Date is now displayed in the Contracts section.
Cantrach m
5 mlcrmr-t Confred ‘llnf;:::fl :IIII Fatiosd Savvios Slard Dade :;’-ur:: (1.} :-:u' Oivitharge Dets  Disthame Io
ey fed g [ =i
Discharge Date Updated

On the specified Discharge Date, the system automatically updates the Internal Patient record to Dis-
charged. No new services can be scheduled for the Internal Patient record after they are discharged.

Linked Contract Patients
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Patient Contracty

Patiead [nfs  Covahagped
Marver: W egan lara Aeflmminnkan 10z LIC Patient 10 Comitrmdt: Carng Fesda UL
TERTES4ESA1T L TR
DO 0652801920 Primany AN Fationd [0 Fame Phone: [101-0101-7110 Addrews: 101 Faks Strest, New Tork
&, Ty, 15308

Coarfinabary: Jon Freng ffiom: Long Tufend Oty Languegrs:

Internal Patient Record Discharged

Dual Patient Records

If an Internal Patient receives service from both an Internal Contract and Linked Contract, then two sep-
arate Patient Profiles are required. No additional setup is necessary for this process; only ensure that ser-
vice is schedule in the correct Patient Profile.

Linked Contract Patients Page 3 Dual Patient Records
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Accepting Linked Contract Patients

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

New Linked Contract Patient cases are presented to Agencies from an authorizing Payer as Placements.
An Agency is free to review the Patient’s case before ultimately deciding whether to accept or reject it. If
an Agency accepts a case, all Patient information stored on the Payer’s Professional system transfers to
the Enterprise system. The following section covers the review and acceptance of new Linked Contract
Patients as well as all correspondence between an Agency and the authorizing Payer for any Linked Con-
tract Patients.

Linked Communication

The Link Communication tab in the Home Module facilitates communication between an Agency and all
Payers (Linked Contracts). This is where any data shared between the Professional and Enterprise sys-
tems is stored for review. In the Home page, Pending Placements and Notes (described under the fol-
lowing image) are seen.

<

Office(s): | Long Island City r Coordinator: | Jon Franqui T m (This filter is applicable only for Events and Motes section.)

Link Communication Notifications (13)

Linked Communication Tab

Sections Description

New Patient cases are presented to Providers from an authorizing
CENGILEALETET [ 3 Payer as “Placements”. Agencies are free to review the Patient’s case
before deciding whether to accept or reject it.

All miscellaneous communications between an Agency and the Payer
pertaining to Linked Contract Patient cases.

Use the Office(s) and Coordinator fields to sort information under the Home tab.

Linked Contract Patients Page 4 Accepting Linked Contract Patients
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Pending Placements

The Pending Placements section contains new Linked Contract Patient cases sent to an Agency from

Linked Payers (as illustrated in the following image). The table under the image describes the inform-
ation seen per line item.

Notifications (13) | O
Office(s): Coordinator: [Al - m (This Riltar is applicable only for Events and Notes sectio
Pl t:
Page 10f 1]
Tiger
1223334444 Long Island City  04/07/2016 Home Health HHA 04/06/2016 09:20:26 AM  Pending pvinziae. [cor.
PAYER
Tiger
43870876 Long Island City  04/06/2016 04/06/2017 Every weekday  Home Health HHA 04/06/2016 09:30:04 AM  Pending e oIy e
PAYER

All Pending Placements

Sections Description
Admission ID Patient’s Admission 1D
Office The Office within the Agency where a Patient is assigned.
Start/Stop Dates Specifies the case’s start and stop dates.

Frequency Specifies the frequency of service to provide for the Patient.

Indicates the service category such as Home Health or Non-Home
Health.

Service Category
Service Type Indicates the type of service required by the Patient.
Request Sent At The time the Payer sent the Placement.

Indicates the Status of the case (whether it has been accepted or
not).

Indicates the date and time when the system will automatically
remove the Pending Placement from the queue.

The value in the Request Sent At column is highlighted in red text
when a Placement is nearing Cut Off Time; signifying immediate

. action is required.
Cut Off Time q
Request Sent At Status Cut Off Time E2¥&r
Name
Tiger
S : 04/06/2016 Care
04/06/2016 09:20:26 AM Pending 09:50:26 AM DEMO
PAYER

Case nearing Cut Off Time

Payer Name Indicates the Payer sending the Placement.

Linked Contract Patients Page 5 Pending Placements
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Accepting a Pending Placement
Complete the following steps to accept or deny a Pending Placement.

Step Action

From the Pending Placements queue, click on the Placement Admission ID (hyperlink).
Admission ID Office Start Date ¥ Stop Date Fr Yy Service Cat. Service Type Request Sent At Status Cut Off T'"'E%vrﬁ
Tiger
1 0659678 k?t';g Island 4501072017 Home Health  HHA E\ﬁng,«znw 08:39:18  popging g?gg?ig”;; EE[AEO
o PAYER
Placement’s Admission ID
The Patient Info page opens to display Patient information such as General, Demographics, Spe-
cial Requests and Authorizations. Review the details and scroll to the bottom to proceed.
Patient Info
o * Placement Accaptance Window: (Mins) )
Service Start Date: [ Zip Code:
Payer Name: Tiger Care DEMO PAYER Altpatient1o: [ ]
Discharge Date: [ | Gender: Male
Sorntemet maleyFemate: [7me ] Miscellaneaus: [ Has Cat Has Chikdren
Prmory Language: Has Dog as Fish
Secondary Language: Kosher Home Patient Smokes
Other:
z Authorization @
* Service Category * Service Type: (R 7]
Authorization Number: Service Code: Service Code Type: Hourly
From oate: [EETET ] Yo oate: [(ZERE 7
Authorization Type:
Hours
A.;::"H;::s fnuduv Sunday I‘;o::lv Tnesllv |h3!endu||=:llv T;I::dn Friday
Blackout Dates (D)
Patient Info Page
There are several Placement options to include: Accept, Request More Time (from the Payer to
further review the case), Accept and Print, and Deny (to reject the Placement).
3 Accept, Request More Time, or Deny Placement
* If accepting the Placement, an Agency Coordinator must be selected from the Coordinator
dropdown options.
* If denying the case, select a rejection reason from the dropdown menu (to the left of the
Deny button).
4 |Once a Placement is Accepted or Denied, it is cleared from the Pending Placement section.

Linked Contract Patients Page 6 Accepting a Pending Placement
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Notes

The Notes section contains all open correspondence between an Agency and Payers. Notes may include

information such as Caregiver observations, Patient requests, or any other information pertaining to the
Patient’s case.

Refer to the Communications (Linked Contracts) category for complete details and instructions on using
the Notes feature throughout the system.

Linked Contract Patients Page 7 Notes

Proprietary and Confidential


Overview Communications Linked.htm

o ]
¥ HHAexchange The Enterprise System

Centralized Placements (Linked Con-
tracts)

The objective of the Centralized Placement feature is to improve the Patient Placement process for both
Payers and Linked Providers. Providers receiving “Unspecified Office” placements from Payers can assign
the Office upon accepting placement.

Unspecified Office Placement

Payers can send a placement to all the Offices associated/grouped under a Provider as a single “Unspe-
cified Office” placement. The Provider may then select which Office to assign the placement to before
accepting the case using a new Office field in the placement window.

Values for the Office field on the placement window populates based on the following conditions:
e The Office is linked to the associated Payer.

* The Office is setup to provide service to the select Service Category, Service Code and Discipline as
defined by the authorization (if sent with the placement).

e The user is assigned to the Office.

Enabling Unspecified Office Feature

The Accept Unspecified Office Placements checkbox feature is selected by default for all users and is loc-
ated in the User Account Profile (Admin > User Management > User Search > Update User Account).
This grants user permission to view and accept the Unspecified Office placements sent by the Payer.

Al Lled ALoounl
* First Mame; |_.._4.;

¥ Laxt Hama: | ENT ]
Lo ame: ®
Sl [J.n:r.-t 1@
* Mol [ Aidrrin
* i-mall: [vbalisubramanlingbhasscharge.ce|
Shaw Open Cases from:  Today s (@
Chanae Password
Pending Mlacement Motificatiens: | (1)
Grant Access fo Heporling Tool: [
Clinical Pathway On-Call Usar:

Accept Unigecified Office Plac s o (D)

O Lol bor Sebected Alert Priority; | @

User Profile: Accept Unspecified Office Placement

Linked Contract Patients Page 8 Centralized Placements (Linked Contracts)
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Once the Payer sends the Unspecified Office Placement, the user can view the placement in the Pending
Placements section of the Link Communication tab as well as in the Action > Pending Placement Queue

(as illustrated in the screens below).

Pending Placement Queue (Action tab)

In the Placement page, the Office field is at the bottom to the left to the Coordinator field. When the
Placement is sent with an Unspecified Office, the Office dropdown field contains a menu populated with
associated Offices (refer to value conditions in the Unspecified Office Placement section).

The Coordinator field remains unavailable until an Office is selected. The Coordinator field is populated

based on the selected Office.

—Selert-- Documaent:

Excellence Mote: File must be 1000 KB in size or smaller,
HHAeXchange Office

PCA Exchange Office Hotes:

Manhattan Office

Office Test
Office: | --Select-- v * {o{:rdlmtnr:l --Select-- v| * Service Location Cnrde:| Select v ||:E:|

Office Field: Patient Placement

Page 9 Enabling Unspecified Office Feature
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Non-Patient Payer Communications
(Linked Contracts)

DISCLAIMER

This feature applies only to Linked Contracts and permissions are granted to users with access to the
Placement queue. Please contact HHAX Support Team for details, setup, and guidance, as needed.

Refer to the Communications (Linked Contracts) category for complete details and instructions on using
the Communications feature throughout the system.

Page 10 Non-Patient Payer Communications (Linked
Contracts)
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Managing Linked Contract Patients

Linked Contract Patient cases do not require as much maintenance because the Payer typically handles
various aspects of the Patient’s care on their end. As a result, a Linked Contract Patient’s profile does not
contain many of the pages or functions found in an Internal Patient’s profile. Specifically, Linked Con-
tract Patient Profiles do not contain the following pages:

Contracts
Spend Down
Others
Rates
Supplies
Financial
Vacation

Family Portal

The access to a Linked Contract Patient’s information and management permissions varies by Payer. For
example, a Payer can allow a Provider to change a Patient’s authorizations on the Provider end, while
another Payer restricts the permission.

Linked Contract Patients Page 11 Managing Linked Contract Patients
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Authorizations

Authorizations are rules that dictate the type, duration, and frequency of the service your Agency can
provide a Patient.

Authorization Type

The Authorization Type refers to the period used to designate the total number of service hours your
Agency can schedule.

It also contains the actual number of permitted hours and the time frame in which those hours may be
scheduled (if/as specified by the Payer).

Authorization Type

Daily M: 5.00 {0800-2000) T:
5.00 (0800-2000) F: 5.

Linked Auth. Daily Period

In comparison, Internal Authorizations divide this information between the Type,Period, and Max
columns, as well as the columns designating each day of the week.

Type Period Max. S (2] T woT F s

Hourly Daily 0.00 5.00 5.00 5.00 5.00 5.00 0.00

Internal Auth. Daily Period

Another key difference between Internal and Linked Authorizations is that the latter only displays the
number of permitted hours; units are not used like Internal Authorizations. For example, if a Patient has
a Weekly authorization type (as displayed in the image).

Muthorization Type

Weekly Weekly Hours: 20.00 Additional Rules

Weekly Linked Auth.

Another key difference between Internal and Linked Authorizations is that the latter only displays the
number of permitted hours; units are not used like Internal Authorizations. For example, if a Patient has
a Weekly authorization type (as displayed in the image).

Wuthorization Type

Weekly Weekly Hours: 20.00 Additional Rules

Weekly Linked Auth.

Linked Contract Patients Page 12 Authorizations
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If the Payer included Additional Rules, a link appears in the Authorization Type column. Hover the

cursor over the link to view any additional rules.

Service s
Code Authorization Type
HHA D1 Weekly Weekly Hours: 20.00 Additional Rules

Additional Authorization Rules

Maximum 4 visits per Weekl

Additional Rules for Auth.

To view a full summary of an Authorization, including any Additional Rules and Notes, click on the

Authorization Type link (Daily, Weekly, Monthly, or Entire Period).

Blackout Dates

Blackout Dates are cancellations of specific days in an existing Authorization. When a Payer issues a
Blackout Date, the specified day(s) turn pink on the Patient’s Calendar indicating that it is no longer
authorized. There are two ways to verify if a Blackout Date has been applied to an Authorization, as fol-

lows:

dates with associated notes.

In the Notes column of the Authorization line, hover the cursor over the notepad icon. A
pop-up notification appears if a Blackout Date has been applied indicating the cancelation

Last 3 Authorization

Auth. # From Date To Date 2‘;{::;:"[ Y 4 .uthorization Type Payer
756589 | 04/01/2016 04/30/2016 Home Health € 22l¥ ""ng‘?;gg%”"fg'-"w J: .00 (0800-2000) W: 5.00 (050 uiige
Y ¥ . 2020

20 ag can
7 Blackout Dates
04/11/2016 - 04/12/2016

Calendar
resume as normal on April 13th.

e —a

Patient will be with family on April 11 to April 12. Service will

Visits/
Invoice

Update

Blackout Dates Notification

column. The Authorization window contain a section for all Blackout Dates.

HHA Exchange - Authorization

Click on the period link (Daily, Weekly, Monthly, or Entire Period) in the Authorization Type

os/11/2008 @ 1 Patient will be with Family on April 11 to April 12. Service will resume a5 normal on April 13th.

Authorization ()
- Service Category: " Service Type:
* Authorization Number: | 755589 ' Service Code: Service Code Type: Daily
* From Date: [04/01/2016 |79 * To Date: [ 04/30/2016 =
Hours
Master Sunday Monday Tuesday Wednesday Thursday
| | o ] |5.00 | |5.00 | |5.00 | |5.00
start Time: [ any | [ ] Doy shitt_*] [Bay shikt_ 7] [[Bay shirt 7] [[ay shire_*]
Blackout Dates (1)

Authorization Window

Linked Contract Patients Page 13
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Visits/Invoice

The Visits/Invoice function is used to refresh Authorizations. This function is required as authorizations
are subject to change at any time by the Payer. To run this process, click the Update link in the Vis-
its/Invoice column. Any changes to the authorization, including new Notes and Blackout Dates, are
applied and reflected on the Patient’s Calendar.

Linked Contract Patients Page 14 Visits/Invoice
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Patient Notes

The Patient Notes functionality allows Payers and Providers to easily communicate regarding a specific

Patient and any aspects of the Patient’s care. Complete the steps outlined below to enter, respond, and
review Patient Notes.

Refer to the Communications (Linked Contracts) category for complete details and instructions on using
the Patients Notes feature throughout the system.

Linked Contract Patients Page 15 Patient Notes
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Visit Notes

Visit Notes refer to a Note created and stored on the Visit Window. HHAX maintains a record of Notes
entered on the Visit Window for each specific Visit. Complete the following steps to review and enter
Visit Notes.

Step Action

1 |Navigate to Patient > Patient Search and select a Patient.

2 |Click the Calendar link on the Index.

3 |Onthe Calendar page, select a visit.

Select the Visit Info tab. Enter a note in the New Note field.

¥isit Infermation

Scheduled Time: 1200-1700
visit stat Yiowe: [ [G53075016 )8 vsit nd Time: [ J(oivzoie ) (S

Hissed Vinil: Trawel Timee Rogiresi

Phone number hidn T * Action Taken: | Confirmed vl with g ¥

Ary correspondence gntered here 12 conidered & “viest Hobe”, HHARXchangs =il mamntan a
g |record of “Visit Motes™ for every Vist

New Visit Note

Select a value for the New Reason and Action Taken fields.

6 |Click Save to save the Note.

The new Visit Note appears on the Visit Info tab for both Payers and Providers. The Note is

divided into the following sections:

Visit Imformation Higbery
Scheduled Tinme: 13001700

Wit Start Tinse;

visit End Times [ |[oaiesiaois |9

Miiaed Wit Travel Tines Begwest
Last 3 moles:
Reasom Action Taken Pt (L2 Db f Tinae
Cother Euample At Taken Providess oo Payer's may orfee & few Jarhn 30 16-09-08
alus Vil Note bBare 11:38:51
I Ty ey Ll ral = i L Lalech 3
7 Visit Note Record

Field Displays

Reason The value selected for the New Reason field.

Action Taken The value selected for the Action Taken field.

Note The actual note entered in the free text field.
The user who entered the Note.

Date/Time The exact day and time the Note was logged.

Linked Contract Patients Page 16 Visit Notes
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The Visit Window displays the Last 3 Notes entered for the visit by both Payers and Providers. If
more than 3 Notes are entered, the See More Notes link appears. Click the link to review the full
history of Visit Notes for that specific visit.
fF A
Visit Informeation Histo ry
Scheduled Tame: 12001700
VISt Start Tne: [ | [ooarzone |09 visit End Time: [ |[Daresizoie |9
Misned Visit: Travel Time Beguest;
Last 3 noltes:
8 BReazon Mction Taken Hoke User Dhate [ Timne
Etar Example "Actan Taken” Aftar 3 Motes, the syitem will provide & §onlen 20180508
Value inik bt Bull record, 11:48:09
(-2 0 Exampls “Action Taken® The Mote record will ghways pord from the  jonlin 2016-25-00
Value mewest (top] o e aldest (botbam ). 11544140
ot Exvample “Achan Taken” Thee Mobe record will record the "Reason”, JonTeger 2016-GF-08
alug “Achon Teken™, the sctual THobe™ the wer 114337
wihs enbered e Hols, 83 mell 53 the bme
aedl date the Hobts wai antered.
= =
See More Notes Link
A full history of Notes appears to review.
Mon Skilled Visit Notes Detail
Beason  Action Taken Hote User Date/Time
Example "&ction After 3 Notes, the system wll jondin S8 2018
Taken™ Value provide a link to the full record. 11:45:09 &AM
Example “Action The Mote record will always sort jonlin 98/ 2016
Taken™ Value from the newest (top) to the 11:44:40 AM
oldest (bottam).
Example "Action The Hote record will record the  JonTiger 8016
9 Taken™ Value "Reason”, "Acton Taken®, the 11:43:37 AM
actual “Nobe” the user who
entered the Note, as well as the
time and date the Naobe was
entered.,
Example “&ction Provider's or Payer's may enter jonlin S8 2018
Taken™ Value a new Visit Nate here. 11:39:51 AM
Full Visit Note Log
Linked Contract Patients Page 17 Visit Notes
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Capture Notes when Editing Schedule
Tab (Linked Contract Patients)

Agencies can choose to require a Note when a user edits specific visit Scheduling (or fields edited on the
Visit Info tab of the Visit Window) and/or Billing information for Internal and Linked Contracts.

To require a Note for such cases, navigate to the Contract Setup > Scheduling/Confirmation tab and
select which instances would require a Note under the Require Note when Editing Visit field, to include:

e Schedule Time
e Plan of Care

e Bill To (Contract)
e Service Code

o Caregiver

e Pay Code

Ceontract Setup [Caring Hands LLC)

Gemadal Miling Estes Belling / Collmtiana m I ligilsility s kBboohy P b Upla s s

Srheduling Configuration Hetery

b P PP TTFFFFD P 3 ¢ P $ 3 3 33 3 3 FFPFTFIFTIFI I 888088 ed

Wil ConliFmation Optesn Eeieny

C C s (1) Chnical Deumenlatian Hemuired | Sadled -

Perpanl Sann Comphanc winita s
PO Dty Complianos o - T E-De i Statun ()

" Sarficion) Poowmenlaties:

Cpunl Rebwied Dulics Towasd = Allirrs feabing o D9 wersbiatisas mal

S rphianoe Tatah b soiingaiged i barbargiag 15 Palienl L

of Vit Bk Reaaen (D) Schedde Temen Far Code (D
aoben Taken (T) Fas of Carn B pafs Tab

Firkis Boguired whos Edftieg Vsl nle 0o @ Rl re M wolesss Eliing Viadty [ B T (2 awenat
Tab:

Require Note when Editing Visit Field

Note: By default, no Note is required when editing Schedule or Billing information.

This field also contains an option to require a Note in response to any change on the Bill Info Tab. This is
a Contract-specific function; therefore, selections made in the Require Note when Editing Visit field
only affect visits scheduled under the selected Contract.

Reference Table Management

Aside from enabling at a Contract level, the reasons (values) must also be entered/created via the Refer-
ence Table Management functionality (Admin > Reference Table Management). Complete the steps
below to create Note Edit Reasons.
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1 [Navigate to Admin > Reference Table Management
Select Schedule/Bill Info Edit Reasons (under the Visit category) from the Reference Table field.

weferene Tabde Manapemnient

Soarch

Eeference Tabile: | Taiec

errde Bewion L3

Schedule/Bill Info Edit Reason Table
The Schedule/Bill Info Edit Reason window opens. Complete the necessary fields (as described in
the table below the image).

T —

Schedule/8ill Info Edit Reason

* Reason: [Updated Authorization Information |

Authored Hours Changed
Reason Description: @

Require Note: | (1)

HMin. Character Count: |:| o

3 Enter New Schedule/Bill Info Edit Reason

Field Description

(Required). Enter the reason for updating (Schedule and/or Billing)

*Reason ) .
information.

Reason Descrip-
tion & An optional description field expanding on the Reason.
Selecting this checkbox prompts the requirement; user must enter a

Note for the associated Reason.

Require Note

Min. Character

P Set the minimum amount of characters required if a Note is required.

Status Specify whether the note Reason is Active or Inactive.

4 [Click Save to finalize.

To edit existing values, select the link in the Reason column.
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i o Tabde M.
=earch
Belerence Tabler | Grhadule B [olo Bot Eeapan 7| m m
Search Results (4] m

& CEcngergr Spscheduied Yz Actvw
&l Chyrd Bggchechyied L1 Actrew
i By LTI Yk Actve
- [ L IR - e P R o ) Ailred

Edit Existing Value
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Entering Schedule/Billing Visit Notes

When editing a Visit field requiring a Note, the system opens the Note Required window when attempt-
ing to save the change. Use this window to review details.

HH&exchange - Mon Skilled Schedule a
Wisit Dabes 0106017 Patient Phome #: 571-747-7712
Aszignmaent 105 100002 Cogrdinsters: Jon Frangui
[T EesRT ] Vel | Bill ko |
] HHACKchangs - Mole Boquired ) -
| HEstore
Wisit Date Sohedule Patiemt Name Field Updasted  Odd Walue Mew Walue
CADE/ 0T 0800 - 1000 McBride tarreet Service Cose  HA Standsrd Home Mansgemen oy
Pay Cade HHA Bads HHA Hily Extia
Tht weil's Primary Coaleact hid Baen ceahguied t redwre & Nate whes the Fields Bbawe bive Baen adied. Pleade eiter & Raaisn
pned Hobe Balow, explyining the changs.
= Mty

" Rpanans | Select

Pt

Note Required Window

Depending on the selected Reason, the Note may need to be entered to save the changes. Additionally,
editing several fields at once (for example, updating the Service Code and Pay Code of a single visit at
the same time) only requires a single Note. Once saved, the Note is listed under the Visit Info tab in the
visit’s Note History (as illustrated in the image below).

The Source column indicates which Visit Notes have been generated due to scheduling and/or billing
changes and Notes entered due to confirmation edits with either of the following icons:

¢ @ Indicates Notes generated due to changes to the visit confirmation information.

¢ @ Indicates Notes generated due to changes to the visit schedule or billing information.
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Schedule

Visit Information

hettea mes 01000 [T (Y ©
Visit Start Time: oosz017 |9 Visit End Time: [2000 |[avoeizoer |75
Missed Visits rjon i |mioo |

Last 3 notes:
Source Rrsson Action Taken Note Dute T

i:qnﬁrmgd wepl with the |

Phane number did gt [CWent o the client's ) ) N
link: b3 the clhent Farmdy 2027-04-17 14332331
mermber TepreserIalive
and decumented

(@ [Fpdated authorization 20070417 14 :u?:-15| M|

* Mew Reason: | Select Action Taken: | Select

Mew Mote:

Visit Note History and Source

Entering Multiple Visit Notes

A single Note can be entered for multiple visits at once via the Note Required window. In this scenario,
apply a single Note to each updated visit using the fields highlighted (as illustrated in the image below).

Wisit Date Schedule  Pationt Nama Fiekd Updated  (Hd Valun Now Valuo
@ o470 1200-1600  Gusde David Schedule Time  1200-1600 1230-1600

Pay Code HHA Bage HHA mrly Extra
E oarawan? 1200-1600 1 Schedule Time  1200-1600 12130-1600
Pay Code FiHA Base MG Frly Exira
3 oafuerzo17 12001600 -, 5 Schedule Time  1200-1600 1230-1600
Fay Code HHA Base HHA Hrly Exira
& 04rE8r 3017 13001600 L] Schedule Time  1200-1600 1335-1600
Pay Code HHA Bais HHA Hrly Extra

The Primary Conbracts for these visits hawe been configured to reguire a Hote when the felds above have been edibed. Flease enter
2 Reassn and Hote below, explaining the change

* Rewion: | Sebsct T

Mate:

Apply Single Visit Note to all Visits

Alternatively, unique Notes may be entered for each visit by clicking the expand “Il ” icon to the left of
the Visit Date and entering the Note in the provided fields. Once the Note is entered and saved, the
selected visit is removed from the Note Required window.
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Winit Date Schedule  Patient Manee Field Ihpdated
Bl /172007 100-1800  Gusde David Schadule Time
Pay Code

Create Mole For This Visit Oaly (1)

Tl Value
1300-1800

HHA Bace

Mew Value
1330-1600

HHA Hrly Extra

* Measan: | et

enter & Reasan and Hote belom, explaming the dhange.

ate:
Hote! Chching sawe in the sectios will save 8 nole ONLY Tor this visit
(o =2t 1b3G=1800 Akery B Sehedule Tome  1300-1850
Pay Code HHE Bade
[ o/ 1872007 1000=1800 Gusle Daved Schedue Teme  1200-1800
Pay Code HHA Base
[E) S/3872037 1100-1800  Rkgw 1 Schedule Tme  1100-1600
Pay Code HHA Bass

The Frimary Conreot for theis viets hive been ceahguied b regunie & Nate when the helds abswe have Baen dibed. Floase

1330-0500
HHa My Extre
12302500
HHA Hily Extra
1230-1500
HHA, Hriy Exirs

Enter Single Visit Note

rtAcKchange - Mobe Reguined 0

Wikt Date Sehedule Patient Hame Field Updated

& 1T 1200-1800  Akprs Bl Schedule Time
Pay Code

@ odi1aiz017 1200-1600  Guide David Schedule Tomg
Pay Cods

& oaf1eizonr 1200-1800  Akgry Bl Schedube Tare
Pay Code

(el Valuse
1200- 1600
HHA Baze
1200- 1600
HHA Bade
12001800

HHA Base

Mew Value
1TF0- 1800
HHA Hrly Exfra
12301600
HHA Hily Extra
1Z30- 1500
HHA Hrly Extrs

The Primary Cottracts for Bade vizitd have beeh conhgured b faquire & Note when Bhe heldi above hive been edited. Maaie ealer

& Rensan and Hobe balow, evplaining the change

* Reasom | Select

Single Visit Note Entered / Visit Removed from List

Visit Edit Reasons Required for Linked Members

Based on a Linked Payer’s Reference Table setup for Visit Edit Reasons and Missed Visit Reasons, the
Note field may be required when a Provider edits a visit or marks a visit as Missed. This applies to both

Skilled and Non-Skilled types of visits.

If a Linked Payer requires a Note for Visit Edit Reasons, then the system issues a validation for Note for
the selected Reason on the Visit Edit page. If required, the Note field is denoted with a red asterisk (*).
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Echedue | Bl inks
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3
ik Swrk Timsa: [ 281

Feaas woier 3 haem Sobe prior te savieg, The Eekopd Paver
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B‘ Ilki' By 13 e T AT 20 AE-S4 08 24 [
B L9 ey 13 Teatidd s B Brt prachrn 300 8-08-08 242230 m
* Fire Wibandni | L8o.alag Tog ] * Rifign Taleni | As "]
leue-|
Problamuy; R Contamaton, TIHP Cirspis, We Autharamon
= =3

Linked Payer Required Note

Requirements may also include a Minimum Character Count as defined by the Linked Payer for the Visit
Edit Reason field. Therefore, when saving an edit to the visit, the Note field must meet the Minimum
Character Count validation requirements. The image below illustrates a validation alert, specifying that

at least 3 characters are required for the Note field.

by g | Bl indo
wisin Isformation

[ e [ ctess | oo |

HEfery
B berdubed Towe: o 00-0000
| | .
Wi Stard Teme: L e S T ) m
Mrsard il Yerdl PEfe doid Rl Ml B inkern chirscter counl P &
Lt 3w N Nisle. Plaade enber & fote with B leaw 3 chicaterd.
Raurie Beason m b Timte
o= e I0I8-GI-31 G824 m
B | aeg 2 abip VAR e e | p—— RS RN o |
4 h 4 4 . . i
B HE T RS Tirdid b Bpbrpat, yemghary 03 8-00-01 0833 X) m
* Maw Beason | Dats Dty Bres w] * Bation Taken; [ Soparcsss sppesod changs M|
" v Mode:
» P"‘““';‘;::n.-wp-r- Corfematon, TEMP Caregeesr, o Suthoraaton

Note Minimum Character Count Payer Requirement

Sync Missed Visit Reasons for All Linked Contracts

Use the New Reason and Action Taken fields when a visit is marked as Missed, as defined by the Payer
for all Linked Contracts. Typically, these fields are managed by Providers for Internal Contracts via the

Reference Table Management function.

On the Visit Info tab (Visit Window), when a visit is marked as Missed for any Linked Contract, the New

Reason and Action Taken field values are derived from the associated Payer.
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Schedule d lek B indo

Visit Infoemation Histiary
Sibedubed Time: (5001700

PPN e | i e R T L i T - |
Misned Vit E] mior: wl e

o iwts Foed

M | Miclslay schedyle e Agtion Taken; l Contacted Fabant ' Dank "-']

Mew Note:

Prebiling | oivte Confirmation
Problem{a}: e

[aove | i | o
bbb bbb bbb bbbttt it bbbttt bl

Visit Info Tab: New Reason and Action Taken Fields

Note: If there are no New Reason and/or Action Taken values defined by the Payer for a Missed Visit, then the
application pulls the values from the Provider reference tables.
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Automatic Notes

The HHAX system automatically creates a new Note if one of the following actions is performed:

Authorization When Authorization has been added, updated, or deleted.

Missed Visit When a Visit has been marked as “Missed”.

CEWEIEN 1 \WWhen the Patient’s Status has been changed.
DI ETF- N E1 -l \When the Patient’s Discharge Date has been changed.

When a real-time alert for Member Change of Plan is generated in the Payer
(o | ETIF-C-Ne M ET Il application, a Member Change of Plan Alert Note is sent to the Provider when a
Member is out-bounding (transferred to a new Payer).
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Clinical Information

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

Linked Contract Patient Profiles contain the complete Clinical section. The Clinical section for Linked Con-
tract Patient Profiles functions identically to the existing Clinical section for Internal Patient Profiles. The
Clinical Info page is used to track various pieces of medical information for Linked Contract Patients, as
follows:

. Legal documents that allow Patients to indicate end-of-life decisions ahead of
Advanced Directives || .
time (such as DNRs, Wills, and Power of Attorneys).

Physician(s) in charge of the Patient’s case. A Patient’s Physician can be
entered (added) directly into the system from this page, as needed.

Physicians

MD Orders Enter and track a Patient’s MD Orders.
This section is used to record the Patient’s illnesses or conditions using the
International Classification of Disease (ICD) codes.

This section is used to record any surgical procedures the Patient has under-
gone. This section also utilizes ICD codes.

Diagnosis

Surgical Procedure

Pharmacies Record the Patient’s pharmacies in this section of the Info page.

The following section covers how to enter information for each of these categories. Refer to the Clinical
Section category — Entering MD and Interim Orders. for additional information, as needed.
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Advanced Directives

Advanced Directives include documents such as DNRs, Wills, and Power of Attorney. Complete the fol-
lowing steps to enter a new Advanced Directive.

Navigate to Admin > Reference Table Management and select the Advanced Directive Reference

Table.
il erenon Tabde Mansgeirsent
Sararih
* Reforence Table:
1
Advanced Directive Reference Table
On the Search Results page, click the Add button to create an Advanced Directive document type
(such as DNR, Power of Attorney, Living Will, etc.).
Clinical Inla History
2 'IllI4"5“"'?"'7‘IJ‘I?!IIIIIIIJ‘#!’}#IIIIIJ‘
hale s
Advanced Deredive]s)
Adwanted Dereilive Physichan Om File Date Beceived urnnuuﬂ@
Add Advanced Directive
The Clinical Advanced Directives window opens. Complete the fields; those denoted with a red
asterisk are required. Click Save to finalize.
F o
Clinical Advanced Directives
* Advanced Directive: [DHE ] {100 Characters Limit)
3 ) Do Mot Resuscitate order,
T [ 200 Charsoters Limst)
stous: o
[ ave J§ cancel |
| |

Clinical Advanced Directives Window
4 |Navigate to Patient > Patient Search and select a Patient. Select the Info link from the left nav.
Go to the Advance Directive(s) section. Click on the Add button.

Climical Infa History

?IlIII?""?"'?‘I!IP!IIIIIIIJ‘#!}IIIIII#
5 b

Advanced Directive]s)

Advanced Diredtive Physician OofFls  Dute Recebeed u:nnu_@

Add Advanced Directive

6 |The Advanced Directives window opens. Complete the fields to enter a record of the directive.
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Step Action

Click the D icon to attach supporting documentation. Click Save to finalize.
—
Advanced Directives

* Advamoed Directives: | Dh2 -

* On Fibe:

Date Received: | 19/14/3018
Drate Effective; | 09/30/2017 103

Physician: |valssquss Slexan

Uplosd Fibe: EhR doex
Mo'tes Files must be 1000 KB in size or smaller

Advanced Directive window

Physicians

Enter a Patient’s Physician(s) in the Physicians section of the Info page. Complete the following steps to
add a Physician to the system.

1 |Navigate to Patient > Patient Search and select a Patient. Select the Info link from the left nav.
Go to the Physicians section. Click on the Add button.

Climical Infa History
"IIIII?‘“""'?J#f(l!il(((?l!l!llil##f{lf
b b, 4
Advanord erecbive(s ]
2 Adlvanged Direchive Ehysioan OnFile  Date Received Eiletive Date Status m
Dbl VelaSguel Alanander Yes RIS 201E rRsa2018 Aftred £ E
m::::: Fhone Rolr Prinsary Address ﬁ@

Add Physician
The Patient MD Info window opens. Click the “?” link to the right of the MD Name field to search
for and select a Physician record.

3 The Physician Address, Phone, Phone2, Phone3, and NPI fields populate automatically if they
are entered in the Physician record. Click the Add Physician button if the Physician has not been
entered in the system.
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Pathent MD Info

© Ml Maiibed 2

Physician

el
Address: [sehs

[rairimmcee J8
|

Fhane:

Plomed:

000
il

i

Phomel:

Prinaary:

WP

|

Patient MD Info Window

The New Physician window opens. Enter the Physician information. Required fields are denoted

with a red asterisk: First Name, Last Name, and Physician Type fields. Click the Add button in the

Addresses section to add the Physicians address.
'

=
Few Physician
Pliysscian
'i|H|M|-u¢c|'_'~mn|h = Last M ru ohi -I
Licenia Mo: | 115473854 License Explration Date: | 09/ 30 2018 =
Swpension [ | Revole Dube: I
a wPn (120567880 | Status: [Aowve 7]
::'r; eddiby=ral noted condernng tha Phydicuan = Physickan Tygez | Other L]
Fate:
Addresses | ada |
Addeess | Address 1 oy Hlabe Eip Fhyfee: Fhene & Ehene 3 EFax Iz Primary
2901 47 Swwran Hew :_"; Yook Vourk o ,‘.‘:f_:;“ 5';5-.;""
[ 5o I concet |
|
New Physician Window
5 |[Click Save to finalize. The new Physician record may now be applied to any Patient in the system.
6 The new record is automatically applied to the Patient MD Info window. Click Save to assign the

Physician to the Patient.
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Patient MD Info

* M0 amme: [Toccbs Samanion) o)
P:;;::‘;' | 49-01 47 Avenus Hew New vork Ciby, Mew Yor *

Fhome: . [
Phane2: az3_|- [sea7
phones; - C—

Erfer adddenal notes concermng the
Fhgsioan here.

Mote:

Prinsary: +

NPT
| cance |

Patient MD Info Window
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MD Orders

Record a Patient’s MD Order information via the MD Orders section of the Info section for tracking pur-
poses. Complete the following to an MD Order record.

1 |[Navigate to Patient > Patient Search and select a Patient. Select the Info link from the left nav.

Go to the MD Orders section. Click on the Add button.

Clincal Into st
”II‘I‘I‘I‘/~#-I‘?J‘4’J‘I’J‘I?I!!If!f’bf”#lif
2 ’ ki & o Fry e P ' LT s A R o4
HIE3 e
Crestion Cate Phyvician lame fype Slales [
Add MD Order
The Patient MD Order Info window opens.
2 il
Pathent MD Order Info History
* Creation Date: [09002016 |8
 Physician: _
* Types [ Visit Order v
© Snatus;
Enber addibamal information comceming the
pote: | MO Drder here
3
=
A

Patient MD Order Info Window

Complete the following fields:

. Creation Date: The date the order was issued.
. Physician: The Physician who issued the order.
. Type: The type of order issued.
. Status: The status of the order.

4 |Click Save to record the MD Order.
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Diagnosis

The Diagnosis section of the Info page is used to capture a Patient’s documented illness or condition. Fol-
low the steps outlined below to record.

1 [Navigate to Patient > Patient Search and select a Patient. Select the Info link from the left nav.
Go to the Diagnosis section. Click the Add button.
Climical Inlo Hislary
*II!II?“"""'“?IIIIIIIIII!IIIL#/!I##!
2
[hagnosis .
D Code Deseription Date Dot Trpe o R Mkt E::‘,fwl
Eda x|
Add Diagnosis
The Patient Diagnosis Info window opens. Click the “?” to the right of the ICD field to search for
the diagnosis code.
Patient Diagnosis Info
b (7 I | _
Description:
3 Vet ooovdddtttes
Primary: {zl
Select ICD Code
At the top of the Diagnosis Search page, specify whether to search for either ICD-9 or ICD-10
codes. In the Description field, enter the name of the disease or condition. The system returns
codes that match the value in the Description field, even if it is not a complete word.
Click Search to continue.
s
4 Diagnosis Search
Search By: % cpes U 1CD-10
wo: [ Description: [diab
[ searcs |
=
Diagnosis Search
5 In the search results, ICD-9 codes display in the left column and ICD-10 codes display in the right
column. Click the ICD code link to select the code for the Patient.
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Search Resulls (B6)

Deseription
Diabsstes melitus with cther coma, typa 11 or
unspecified type, uncontrolled

Diab=stes melitus with rensl manifestations, type 11
wnspecified type, not stated as wnconbrolled
Diabsetes melitus with renal manifestations, type 1
[jrvenile typa], mot stated s uncontrolled

Search Results for ICD-9 Codes

To “convert” an ICD-9 code to an ICD-10 code, select the radio button to the left of the code and
then click the ICD-10 button in the Crosswalk column. The corresponding ICD-10 code is then pop-
ulated (as illustrated in the image below).

Search Results (B6)
Crosswalk
N oo 3 ST Description Jeiaas
m Description Type 2 dabetes mallitus with hyperosmolarity
o b with coma
& lis0 32 Dlabetes melifus with other coma, tyoe [ or ! — |
| urspecified type, uncontrolled m E1L65 Type 2 diabetes mallitus with yperglyoemia
Diabetes malitus with other coma, typse I [y
Ll My, unsontrlled
5040 Dlabetes melifus with renal manifestations, type 11

ICD-9 to ICD-10 Conversion

Note: The same conversion may be done from ICD-10 to ICD-9.

Once the ICD code has been added, click the Save button to add the diagnosis. If applicable, enter

values for the other fields on the Patient Diagnosis Info window.
' 5

Patient Diagniosis Info Hiskery

Descriptionm; [CD-10
Type T disbetes meelliug wih
hyperosmalyrity with com

bate: =[o)

Dake Type: | | Onset Euacerbabion {TJ
Historical as of: 10322006 | H@

Referral Assessment (L)

Admitting Diagnesis: # (1)

tdentified During:

Include on Invokies; @

Primang: ¥ (3

Completed Patient Diagnosis Info Window
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Surgical Procedure

The Surgical Procedure section in the Info page is used to capture a Patient’s surgical procedure history.
Complete the following steps to add a surgical procedure.

1 |Navigate to Patient > Patient Search and select a Patient. Select the Info link from the left nav.
Go to the Surgical Procedure section. Click the Add button.
Clenical Inkfo History
FaF oF JF JF JF JF S B¢ JF JF O N F
2 0 EILG Trod &b o i e il e oten. B s g0y o0 16311016 Vs res Tes et | B
Sumrghcal Prosesdure .
Sr. | 100 o Dhsscriphion L E A AJI
Add Surgical Procedure
3 |Click the “?” to the right of the ICD Code field to search for the surgical procedure code.
At the top of the Surgical Search page, specify whether to search for either ICD-9 or ICD-10
codes. In the Description field, enter the name of the surgical procedure. The system returns
codes that match the value in the Description field, even if it is not a complete word.
Click Search to continue.
4 Surgical Search
Search By: ® jcp.s O jop-1o
ICD Code: I:l Description: [knee ]
| $aorcs |
Surgical Search
In the search results, ICD-9 codes display in the left column and ICD-10 codes display in the right
column. Click the ICD code link to select the code for the Patient.
Search Results
Crsswall
o N
<2 s itigm
5 0.4 ..'.:f-.l:"\:\'fl ':I'l:-lrr banar cartilags of nee m
A T Aavestamy, ke
._'.'.'Ef_:‘::-i‘!l wmngean or desbruchan of legon of
|8, 9% --.'\-:-l wxnrissem of jowk, knee
Search Results for ICD-9 Codes
To “convert” an ICD-9 code to an ICD-10 code, select the radio button to the left of the code and
6 [then click the ICD-10 button in the Crosswalk column. The corresponding ICD-10 code is then pop:
ulated (as illustrated in the image below).
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Search Results
Crosswall
g Rl Bescrintion
umu Desaription DEBCOZT Escition of Right Knet Jont, Open Agproach
. EETT TEmrE— e of k ﬂm . - Eucigsan of Right Knes Jont, Percutanesus
& B Escigion of pamadenar cartiage of knes u apprasch
BLIE Synaveshamy, knee . Escipsen of Right Knee Jomt, Prrosteneus
Cthar kel epipsn o devtnuchon of lepon of ) Erdoscapic Appraach
jaink, knes SEBDOTE Encisayn of Lef Knes Joenl, Open dpprosth
i o Cothar enzisenn of jesnt, ks DEBDAIZ Euzigson of Lol Knes Joant, Percutarsous Approsch
= E L '\.Mlﬂnnul & Dia e e

ICD-9 to ICD-10 Conversion

Note: The same conversion may be done from ICD-10 to ICD-9.

Once the ICD code has been added, click the Save button to add the surgical procedure. If applic-

able, enter values for the other fields on the Patient Surgical Info window.
I 'm -

Patient Surgical Info

“wpcodeos  ):

ICDe ICD 10

7
Desarption: Exosion of semilunar cartdage of
knes
Surgery Date: |09/20/2006 o
1S S|
Completed Patient Surgical Info Window
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Pharmacies

Use the Pharmacies section to capture a Patient’s specific or preferred Pharmacy(ies) where they pick up
their medication from. Complete the following steps to add a Pharmacy.

1 |Navigate to Patient > Patient Search and select a Patient. Select the Info link from the left nav.

Go to the Pharmacies section. Click the Add button.

Climical Infa Hislery
P!!III#?“'T‘?'II(III!!IJ’JIIIIJ‘III
2 i L] Ll Excision of pembanps cartilage of knes 0R 20/ 2u18 Esiit I:J
Pharmacies
Plarmacy Mame Plsome Mumber Fam Fumber Address

Add Pharmacies
Enter the pharmacy information and click Save. Users must enter at least a Pharmacy Name to

save the record.

' -
Addd fEdit Pharmacy

* Pharmacy Name: | S Pharmasy |
Phone Humber: [212 |- [221 |- [2286 |
rox omber: —1-- ]

T 2E 45 Streel

Address 11

Address 3:

Cityz | Mew York City
States |NY

Zhps 21304
[ s I concet |

Add/Edit Pharmacy Window

Pharmacies
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Scheduling Linked Contract Patients

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

This section provides high-level instructions on how to schedule visits using the Patient Calendar, and
how to schedule using the Master Week function.

Non-Skilled Visits

Non-clinical visits are classified as Non-Skilled; only Non-Skilled disciplines can be assigned to them. Com-
plete the following steps to create a Non-Skilled Visit.

Step Action

1 Navigate to Patient > Patient Search and select a Patient. Select the Calendar link from the left
nav.
Click on the date number at the top-right of the Calendar cell which provides several options (as
seen in the image). Select New non-skilled visit from the menu to schedule a Visit for the selec-
ted date.
Calendar
2 Month: [Seprembe ]| Year:[Z0351]] =
Maonday |Tue:d|'r |'l\'ednes-dﬂ
- Hew skolled wigit
Hew non-gkilled visat
Nates
New Visit Menu
The Non-Skilled Schedule page opens. Enter values for the required fields (*) on the Schedule tab
and click Save.
HHA Exchange - Hon Skilled Schedule
Mon Skilled visit: Lizer update
Adnissbom ID; LIC-43870876 Fatient Name: Horthesst Elizabeth
Visit Dabe: 10/8/2008 Patiend Phone 8: 3355515580
Assignment 1D Coordinators! Jon Frangui
Wil el Bl Irda
3 Schedule
Schedule Tinve: [1050 ] - Caregiver Code: |.-h:':'2.:-t3: ]z
FD(!I 1RB0ASL-0473%7 18 'l] Assignment ID: 100007
* Pay Code: | PCa nrly ]
* Service Code:| HHa D1 ]
‘s [E M 2]
Bill Type: Daily Inclade im Mileage: ®
[ sow [ clowe
New non-skilled Visit, Schedule Tab
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Scheduled Visits

Once the visit is saved, the system automatically performs a series of validation and authorization checks
to ensure it fulfills all the requirements set by the Payer. Authorized visits display in green, while visits
which are not within the Authorization rules are displayed in pink on the Patient’s Calendar.

5:1000-1400

B: N
Abreu [T
Alex

o

i

5:1000-1400

BN

Abreu
Alex

o

w

X

Scheduled Visits

The system only reviews visits within a 14-day block, based on the current date. Visits outside of this
range display in white.

Note: Visits that are scheduled with a Service Code that is not covered by the Authorization or are set up to bypass
Prebilling validations also display in white, even if they are within the 14-day block. Consult with the authorizing
Payer to determine which Service Codes have been setup to skip Prebilling validations.

If a Patient has more than one Authorization with different Service Categories, then the Service Cat-
egory is listed alongside the Service Code (as seen in the following images).

Pastier] Sl - Baitorr

Porpe 01 G
v TR
Vi |peeg B Sy

P iamme Lamidy men e
]
[FEE

Fupss St

18 Hingly Crovw Pasar s, Srme, 12314 N e

[PV e S

Awih, & T fsin Ve Dt Sarvior Cpingery  terwer B Serees fade  dethony snae Frge L et 1.'""""
oEeGill EUSUELY  AIMHIF  Mems RS u - TR BT IRT L Ry ST B BT i
Pl SLBLHLT  ADTRTNT  Cemmsmiy L e, sy dai Sy w0 Sans rpbi rriem e
Calsade Mitres Hativg
o (7] e - - =
L b iy Trwiley Fradeaviay Ty Friday
ol D | el - L "
[T Ty (9] (9]
= T = 4]
Al Al

Service Category Categories

Caregiver Code: [1002

* Schedule Time:

POC:[ . setect..

Abreu Alex
Asgbgnnent T0: 100003
. Pl\rll:-ndﬂl HH& Base

d _Im:lud-c i Mileage: @
=3 &=

* Seryioe Eud::| Hb& Mourly (Home Mealth)
Geleiten
§Bih Hourly [Home Health)

Bl Typa: ker oo farty € {Coamenisnity)

Service Code (Service Category)
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Skilled Visits

Clinical visits (involving medical services) are classified as Skilled. Only Skilled Disciplines, such as Nurses
or Physical Therapists, can be assigned to them. Complete the following steps to create a Skilled Visit.

1 Navigate to Patient > Patient Search and select a Patient. Select the Calendar link from the left
nav.
Click on the date number at the top-right of the Calendar cell which provides several options (as
seen in the image). Select New skilled visit from the menu to schedule a Visit for the selected
date.
Calendar
) Month: [Seprambe]<]] vear:[ 2035 =
Monday |Tl|.|::dl'r |'l\'cdnl::-dﬂ
. Hew shlled wigit
Hew nom-shilled viset
Hotes
New Visit Menu
The Skilled Schedule page opens. Enter values for the required fields (*) on the Schedule tab and
click Save.
HHA Exchange - Skilled Wiift Info
Skilled Winit: Wuer wpdate
Adenizston IDe LIC-23T0E7E Patient hanse: Hosthegst Ebzaber®
Wisit Dbes 1002006 Patiemt Phome #; —31-iillind
Awibgnnsend 10 Coondenslors:
| Bl info
3 Sehadube
E — Caregiver Code: | LIC-1056 |
Schedule Time:[ 1500 ] [1a50 ] —_— e
Annignment 10: 1000%G
Pay Codes | AN visa 3|
¢ Berroe Code: Saleo ¥ Camments!
o o L |
il Type:
Include in Mileage: @
|
New Skilled Visit, Schedule Tab

Like the Non-Skilled visits in the previous section, once the visit is saved, the system automatically per-
forms a series of validation and authorization checks to ensure that the scheduled visit does not breach
any Provider rules or contractual obligations. The same validation rules apply where Authorized visits
are denoted in green while those not meeting Authorization rules are displayed in pink.
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Assign to TEMP

If no Caregivers are available at the time of scheduling, a TEMP Caregiver (Caregiver Code 1000, Assign-
ment ID 010101) can be assigned as temporary placeholder.

To assign a TEMP Caregiver, enter 1000 for the Caregiver Code in the Schedule tab (as seen in the fol-
lowing image). The visit can now be saved without encountering any Authorization issues.

Adjust the visit once an actual Caregiver is assigned and scheduled. Note that visits staffed with a TEMP
Caregiver are held in the Prebilling Review page.

Visit Infio

sSchedule

¢ Sehididle Thivie: - Caregiver Code: 2

Temp Temp

POC: | -Selact-- Assignment 1D: 010101

* Service Code: [ HHA D1

Bill Type: Daily

5:1000-1400

B: N

e —
Temp

Temp Assigned to Visit

Master Weeks

If a Patient receives the same service on a regular basis, the Master Week function can be used to gen-
erate a permanent schedule. Once set, the system uses the information in the Master Week to update
the Patient’s Calendar every night for 14 days into the future in a process called “roll over”.

Any changes to the Master Week are reflected in future Visit when it “rolls over” again.

Follow the steps below to create a Master Week.

1 Navigate to Patient > Patient Search and select a Patient. Select the Master Week link from the
left nav.

2 |On the Patient Master Week page, click the Add Master Week button.
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The Add/Edit Masterweek page opens. In the From/To Date fields set the date range for the
Master Week. Leave the To Date field blank if the schedule is indefinite. To stop the Master Week
from rolling over past a certain date, enter a To Date.

Below the From/To Date fields, set the visit details for each Master Week day OR click the Hours
link to setup a “master schedule” and apply it to the applicable days.

HHA Lachangr - &dd)/Edf Havlcreeck =

AddSEdit Haster Week

[0 = fress Date: (02952015 | 5] Te Dates |

3 Loy Maser ek Sak Fun Haan Thu Fri
menc [ ] [ 1] [eomelfises] [oso][esoa] [amea][imac]
g | 1 [ Jr (2 ]z ? [ 2 [ |2
Frangui [ h han Frangui Fnalhan Frangui lonalhan
roc] s w]] [Comealw]] [meetlo]] [ w]] [mmetl=]]
wle |ufe ] wle ufe] wim]|ni{=] i wfm] wfem]wf{m]
Service Codes| ~Select- w||  [oseem[w]] [mmame [v]] [mapa w]] [mmaoa +]]
Cuaily Buaity Daity
B3 23
Add/Edit Master Week
The Select Days window opens if the Hours link is selected. Complete the schedule using the avail-
able selections. Click the Save button to finalize.
Select Days
Hnun: [ Saturday
Eanﬁlm‘.f [] Sunday
Frangui Jonathan R Honday
Ass.ID: 100053 B Tuesday
4

H: H hof] Thursday

b Fraday

Service cotes (01 2]

Daily
= 3

Select Days Window

At the bottom of the page, click the Save & Update Calendar button to “roll over” visits onto the
Calendar based on the Master Week details.

5 - -
From Date: | 8/12/2015 75 To Date: | 5/26/2015 it

Save & Update Calendar with Masterweek

6 |The Patient’s Calendar is populated with the Master Week schedule.
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Wdavei Higliry
| Priea |
Wednesday Tharsday Friday
3 4
RE000-1500 TR0 1500
i
BN Frangn a8
Frangs 2 lsoathes
hnathes
] SIRG00- LS00 BG00- 1500 1 IO SO0
[ [« Tt x T a8
Ienathen lenathen lenathan
© 000-1500 %:1000-1500
| x T | = |x]
hinathas hmathas

Master Week applied to Calendar

Cakemilar
[ e | veun[Z38 7] [ eeree. PR

Saturday sunilay Monday Tsesday
S1R000- 1500 - S1RG0H0- B S00
Eepnau [ = i
enathen niben
S0 G00- 1300 3 e 1 GHHD- U0
Wi o
L w o
Jesarhan bomathan

7 .
icon to delete the Master Week.

To edit or delete a Master Week, click the Edit Icon to edit Master Week details or click the ””
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Master Week and the Patient Status

The Master Week functionality is affected when a Linked Contract Patient is placed on Hold by the Payer.
Users can access the Linked Contract Patient Master Week page even if the Patient is on Hold, allowing
them to edit or delete an existing Master Week, or add a new one in preparation for a change of service

when the Patient is Active again.

In these cases, the system suspends the automated rollover process to ensure that unauthorized visits
are not mistakenly scheduled.

T et e S~y e iy
Ne Dae  (Paveien Calegery  [Barmien T Beviin Gl el Trer e [ o

o N - o |

o I o
“ . - . . T AT
B o o ol o
Linked Patient Profile, Master Week Page Locked
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Invoicing Confirmed Visits

Follow the steps below to generate invoices for visits scheduled under Linked Contracts.

1 |Navigate to Billing > New Invoice Batch.
On the New Invoice Batch page, enter values in the available filter fields to search for visits ready
for invoicing. Values for the Contract, Service Category and Discipline must be specified to per-
form a search. The Contract value must be entered first, as the values for the Service Category
and Discipline fields depend on the type of service permitted by the selected Linked Contract.
Mew Involse Batch e R
Tatal Ammenl
2 Billable Wit . .
P — Y — Y - —
e A e — S T — T P —
Caregiver Teass [0 %] Caregiver Loatiemc 28w tm:h:lé:—'j
Comtract: [Goien ¥ " et ttepeny Lot . . —
Patient:
[ et [ Comerte 8 e |
New Invoice Batch Filter Fields
As seen in the image below, the Service Category field automatically defaults to Home Health, as
the category authorized by the Contract. The Discipline field only contains two values: Select All
and HHA, or the only Discipline associated with the Service Category Home Health.
Click Search once the required search values are entered.
3 Fatal  Bemaunt .
Frosm Dte: | 1= Ta Dt | 13 otini): [ 5 v
Palized Team: | 2 Palizvd §acalinn: . -" Pt irml Brarah ‘_ i r_:
Earegeres Toam; 2 Earvprens Racsitan ol Camngirer frachy [ -
= =
Values Linked to Tiger Care DEMO PAYER
On the search results, any visits ready for invoicing (and matching the search criteria) are
returned.
4 .
If the search returns several pages of results, use the Save & Next button to save all selections on
the current page and navigate to the next. The Select All & Save button selects all visits included
in the search results.
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Porwm [ ivwom e Batih
(L1 Pty Naswlee 40000
Tetd Ammeser
illsbde Wi
[T —— i Tor Ensoas o oinos i [2 =]
Falieall Toami [ & | Pt Lacatian: | 0 T Pt Brarsihy) | 4 7]
Caregear Team: *‘ Cingienr Lasmi ﬁ Ciarr rend Brath: If
[T Coon vy s | Sepreicn Cabrgary: * Dincipline: | 4 -
oot | cocoic st |
Seanii Hewb kil
[-" X3 Liepiver  Malmisabin 0 Esthbl Hame Wl W HE sl K T b IT Rk ABtiusl Serrioe ihiliee
Lalagary
GRWLIMER  Bbesu Mes  WCAREN  Meeshaui ok et il 500 135,50 0 HLS 00 i Pl i
BRI Do Jkr LEEAMTRRTS  Hac¥abicil Ehtabith (Ee i) Cel Batag b3 Fil 65 Fismur Healt SHL
=3 ST ST T TR IR

Visits Ready for Invoicing

Select the checkboxs to specify which visits are to be invoiced.

Search Results (2)
» Date - Caregiver Admission [D Patient Name

¥ 06/01/2016 Abreu Alex LIC-23870376 Mortheast Elizabeth
¥ 077272016 Doe John JIC=-42870876 Mortheast Elizabeth

Visits selected for Invoicing

Once selections have been reviewed and finalized, click the Invoice Batch button; OR, click the
Generate All Invoices button to prompt the system to invoice every Visit returned in the search
results.

The system alerts that the batch is generating. Use the Process Monitor page (Admin > Process
Monitor) to gauge the processing status.
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Linked Contract Setup

The Contract Search results include both Linked and Internal Contracts. Linked Contracts are Office-spe-
cific and contain a three-digit Office Code following the Office Name.

Contract Search

Search

Conbract Namee; [

Effective Dute From: [ |[9]

Search Results [56)

Contract Name Diffice

CEHO Paver (LICY {Leng Island City}
{Long Islansd City )
1 {Leng Tslaned City}
- 3 Sygtem (RO ) {Boris's Office)
Tiger Core DEMO PAYER (CIT) (Ci Caregroers)

Sandy Health System (TIC) (Tieas)

r»\\\\\‘\\\\‘\\

Sandy Heath System Linked Contracts

For example:

. If Payer Sandy Health System is linked to Agency Northeast Homecare’s Office Long
Island City (LIC), then the Linked Contract name is Sandy Health System (LIC).

. If Payer Sandy Health System is linked to Agency Northeast Homecare’s Office Long
Island City (LIC), AND Boris’s Office (BOR), then there are two Linked Contracts for
Sandy Health System, Sandy Health System (LIC) and Sandy Health System (BOR).

The layout of Linked Contracts is identical to Internal Contracts to include the seven tabs (pages) allow-
ing Agencies to define billing rates, scheduling and confirmation requirements, among other spe-
cifications. Unlike Internal Contracts, Linked Contracts are primarily managed by Payers and therefore
not all options are available across the tabs. Unavailable fields are locked (greyed out) for Linked Con-
tracts, indicating that only the Payer can enter or edit these fields (as seen in the following image).
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Contract Setug {Sandy Health Syviem (LIC)]

EETY o | searconnens | sstearion T Iy
doniract Detaily Hisary
Cosetrect ame: [Eedy Vioelh piiee actrens [T 7]
Contract Type[ Sar w3 OITicm: gy [lard Cifty
Ufsctive et | 900 [T T o I
[ Pt 0 Conturt Pewwen:[ |}
,..-,..MF'II Froviderimnibe | | E—
Wege Parity || (0 J
Beeris .
el FLC LT L — el I —
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e Phanes (358 [EE] [
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Linked Contract Setup
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The Billing Process

The Billing Process for Linked Contracts differs depending on the Payer. Click on the respective link
below to access the corresponding Billing Job Aid detailing the billing processes.

e Certified Home Health Agencies (CHHAs), primarily managing Medicare cases.
o The Billing Process (Linked Contracts — CHHA)

e Managed Long-Term Care Agencies (MLTCs), primarily managing Medicaid cases.
© The Billing Process (Linked Contracts — MLTC)

Rebill Function

Refer to the Rebill Process for Linked Contracts Job Aid to review common scenarios and instructions.

Updating Billing Rates

Agencies can update Billing Rates for Linked Contracts. Complete the following steps to update a Billing
Rate.

1 [Navigate to Admin > Contract Setup > Contract Search to locate and select the Contract.

Select the Billing Rates tab. On the Billing Rates page, click the Update Rate button on the
respective Service Code.

rmarral g alaciionn kbl Conlimaien  Ehghiliy  Guchbesks Wi pheds

[e—
o tevcptias: [ 7] Rta Typas [2

P Dt [ 70200 1B T Bt [0 LA 0 ¥

Dmcilen - Savion Cedn Culliny Usits Far  frasm Date P Eedy Eetn Fraen ety i AR e Wetan
e Vi oy

Contract Setup: Billing Rates

The Update Rates window opens. Update the applicable fields in the New Rates section.
Required fields are denoted with a red asterisk. Click Save to apply.
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Update Rate Window

Linked Contract Service Codes

Providers can review Service Codes for Linked Contract generated by Payers via the Contract Service
Code Reference Table. Although most fields for Linked Contract Service Codes are locked, Agencies can
change the name of the Service Code:

Payers may also grant Agencies permission to designate the Service Code for Mutual cases or select the
Allow Patient Shift Overlap checkbox.

Contract Servioe Code

Comtract:  Sandy Hea®h System (LIC] T (5}
* Service Categary:  Woma Hesith ¥
© Sorvece Type: HHE T
¢ Sewrvice Code: HHA SEandard 0]
o)
@

-

* Rate Type:  Hourly

-

© Wigil Type: Hourly lan-5idled
Mutual: (5
Allows Patient Shift Ceerlag @
Bypass Prebilling Validstions; « (3]

Dypass Dillimg Review @
Walidatiome:

Auls-Schedule Service Type ID: | (@) 1=
Export Code: 131548 ﬂ:l
Revenive Code: 52523
Tamanemy Code: SFELL4

HEPCS Code: 133484

Linked Contract Service Code
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Non-Billable Service Codes

Agencies can create Non-Billable Service Codes for Linked Contracts. Selecting a Linked Contract on the
Contract Service Code window prompts the system to add a Service Category field as well as a Service
Type field (which replaces the Discipline field). The system automatically flags and locks the Prebilling /
Billing Review bypass options as well as additional related billing related fields.

Contract Service Code

* Contract: | Sandy Healh Systerm (LIC) ¥ (1)

* Service Category! | Home Health ®
* Garyice Type: | MM *

* Servioe Code @

* Rabte Typs: | Select L [E_"

* Wisit Typees | Select * (@

Hutual: (3
Allow Patient Shaft Overlap: (3
Bypass Prebilling Validations: < (3)

Bypass Billing Review 0
Validatisns: =

Aula-Schedibe Servies Type 10: i) (ep womx
Expart Code: r.:J
Revenie Coide:
Tamonomy Code;

HOPES Code:

New Linked Contract Service Code

Complete the following steps to add a Billing Rate for a Non-Billable Service Code for a Linked Contract.

1 |[Navigate to Admin > Contract Setup > Contract Search and select the Billing Rates tab.
On the Billing Rates page, click on the New Rate button.
General m Bilking [ Callectians h'wdullllu.l'ﬂuullnllv
#
Billing Rates
Valunz | Actwe ¥ " Rate Type: | &l L
mebllr.'[t LALPLY ]_ 4
2 ’ Page L of 1]
Sararch Results (4) ( @
Discipline = Service Code Billing \knits Per  Erom Dale ( Iy Status
Hsur (
Hiria HH& Live fr 1.00 = AT . active  Edi m H
i il i il s
Add New Rate to a Linked Contract Rates
3 The Update Rates window opens. Complete applicable fields. Required fields are denoted with a
red asterisk
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Click Save to apply.

Cemniract Rate

- servcs eatogon: [T )
= Serghoe Type! | HHE '|

Rabe Typer HHL Hourly
® Froma Dale: |
* T Dafle: 15

Rater | 0.00 8
= #illing UnMa Per Hour: | &

Him Visit Haurs For Daily!

Sitsbus! | Achve ¥ I

. BsEm

Locked Contract Rate Fields

Note that the system automatically locks the Rate and Billing Units Per Hour fields to prevent
users from adding billing related values.

Provider Access to Mutual Checkbox

The Mutual and Allow Patient Shift Overlap checkboxes from the Contract Service Code window
(Admin > Reference Table Management > Contract Service Code) have been made read-only for Linked

Contracts.

Amank

ATy ... [T

Bebrie s pale Mot

Sabyreer Labir

T e el

do Sk b
Erem i

Contract Service Code Window
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Provider-Managed Billing Diagnosis
Codes

DISCLAIMER

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

Billing Diagnosis Codes are determined by the Payer and sent in the Authorization at the time of place-
ment. Providers servicing Linked Contracts receive Billing Diagnosis Codes as read-only, unable to edit

if/as needed for billing purposes.

A Payer-based permission is available to allow Providers to add and manage Billing Diagnosis Codes for
any Linked Contract; whether the ones assigned by the Payer or the one entered/edited by the Provider.

Refer to the Provider-Managed Billing Diagnosis Codes Job Aid for instructions and details.
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Rebill Process for Linked Contracts

This topic provides guidance to the various rebilling scenarios for Providers with Linked Contracts. These
scenarios illustrate what takes place once a claim is exported and Payer Adjudication is complete. A
Claim (TRN) number is required to rebill in the HHAX system.

Billing Review — On Hold Reason: Visits on same
day/Service Code must be billed on same invoice

Provider invoices Shift 1 and the HHAX system exports the claim. Upon Payer Adju-
dication, the Provider adds Shift 2 on the same day, for the same Patient, with the same
Service Code. Before exporting Shift 2, it is held in Billing Review with the Visits on same
day/service code must be billed on same invoice reason.

Un-export Shift 1 and add TRN numbers to both Shifts. The system exports these claims
as an Adjustment.

Step Action

1 [Navigate to Billing > Invoice Search > Search by Visit to search for the claim.
On the search results, locate the claim and click on the Y link under the Export Status column.

Scenario

Solution

= Bil oiceSeard erld=4372¢ ~ @ & | Search. o~

3] https://app hhaexchange.com/ENT1201010001/

3| HHAeXchange - Invoice Deta | % HHA Exchange - New

e C O -~ |~ | o | o [ e [ snre | e | omtns | O S B . e - e oo

expor

FE
B
L

@‘O@@@@O
DX P[] x[]

E !
H

On the Update Export Flag to No window, un-select the Place on Hold check box and add the
3 |TRN number. Once the Place on Hold is unselected, the Manual Hold Reason disappears. Click

Save.
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Navigate to Patient > Calendar > Bill Info tab to add the TRN Number for Shift 2.

Schedule Visit Info | il Inf

Hours should be adjusted to zero.

Primary Bill To:
Primary bill to: Demo ML1 (India Test Only)
Service Code: Rate0
Bill Type: Hourly
Service Hours: 01:00
TT Hours:
4 OT. Hours:
Billable Hours: 01:00
Billable Units: 1.00
Bill rate: $20.00
Total: $20.00
Billed: Y

Invoice#: 600075

[C] Place Updated Visit on Hold (3)

Entering $0 in the Pay Rate field will not automatically create a non-payable visit. To do so, a non-payable Pay Code must be assigned to the visit, or Payroll Service

History Payroll Bill To:

Override Pay Rate: [ |

Invoice Creation Date: 10/23/2018
) Include in Mileage: @ Override
L] E—
Shift! Distance from Last Loc: (1)

History
Payroll Type: Hourly
Pay Rate: $5.00
Pay Code: RATE 1 PCA

Service Hours: 01:00

Adj. Hours: {0000 |(-) HHMM

Total: £5.00

Payroll Batch#:

Mileage Rate: ®

Note: The TRN number is obtained from the Remittance File that includes Shift 1 and the associated TRN.

5 Once complete, the system generates an 837 Adjustment File and exports both shifts via the
nightly process (overnight). To view, navigate to Admin > File Processing.

Resubmit as Adjustment Due to Change of Schedule

or Visit Times

Scenario
uled and/or Visit times.

Provider bills a Claim. After Payer Adjudication, the Provider must make changes to Sched

Solution

Un-export Visit(s) and delete from Invoices. Edit Schedule and Visit Times accordingly and
re-invoice adding the TRN number. The system exports these claims as an Adjustment.

Step Action

1 [Navigate to Billing > Invoice Search > Search by Visit.

2

Locate the Invoice and Visit. Click on the Y link under the Export Status column.
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3 |On the Update Export Flag to No window, add the TRN number. Click Save.

The screen refreshes. Click on the red X and select Delete Visit from the options.

> - - Support Canter | Sign Of
R R |~ | [ [ [ | e | e | - L N N k- g (e o

Invoice Details

Invoice uistory TR

W Tnvoice Mumber: 600074 Edit Admission 1D: 65146

Patient Mame: Avril Prosper

b 0 8P 2 &P FFET 0000000000008 00000000000020

Mema: ‘

Search Results (7) [“uo-cxport it [ priot ovoico J prit outy sheet | |

visits/ Supplies/Expenses
Date i

[Admission 10 [Patient Nome  |Caregiver  [Visit/Suppiy/|Visit Hrs|Units  [Visit Rate |TT iy [Bilied [paid |palonce  [ard  [Payment Status [Export|E- Export

| Name ‘Exmiﬂ ‘ ‘ms Rate: | ‘ ‘M mtngﬂm History,
10/15/2018 _|MCL 65145 Reyos Anthony (0900-1000  [01:00 [1.00  [s20.00 $0.00 s20.00 's0.00 $20.00 $0.00 open
10/16/2018 _|McL-65136 Reyes nthony[1000-1200  J02:00 [200 2000 | [s0.00 ls40.00 Jsn.00 Js40.00 [so00Jopen e foriemion |
10/20/2018__|MClL 65140 Royoes Anthony (0800-0900_ [01:00 (100 |520.00 $0.00 s20.00 's0.00 520,00 5000 |open [Daiata Viek fnd Bchacin
10/17/2018 _|MCL-o5140 Reyes Anthony[1000-3100 [01:00 [1.00 [s20.00 | [s0.00 s20.00 ls0.00 [s20.00 |s0.00 _[open — = -
10/18/2018 _|MCL-GS145 Royes Anthony [1000-1100 _ (01:00 100 420,00 40.00 s20.00 [$0.00 $20.00 $0.00 _|open X n @A
10/19/2018 _|MCL-65148 Reyes Anthony [1000-1100  [01:00 100 [s2000 | [s0.00 [s20.00 [s0.00 |s20.00 [s0.00 [open [x[ v O |H
10/23/2018  |MCL-65146 Reyes Anthony |1300-1400  [01:00  [1.00 520.00 $0.00 ls20.00 50.00 520,00 50.00 |open ¥ N @ A

i e J] i oy s ||

On the Visit Delete window, select the Reason for the deletion and click Delete.

m
Visit Delete

m Patient ID: 65146 Patient Name Avrl Prosper
Visit: 0900-1000 Visit Hours: 01:00
5 Total Amount: 20.00

* Reason:

Notes:

Delete ) Close

Navigate to Patient > Calendar > Schedule tab to change the Schedule Times. Complete any
required fields (as denoted by a red asterisk). Click Save.

- 8¢ s o~

If applicable, select the Visit Info tab to change the Visit Times. Complete any required fields (as
denoted by a red asterisk). Click Save.
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T T T S e
Non Skilled Visit: Masterweek update
Admission 10: MCL-65146 Patient Name: Avril Prosper
Visit Date: 10/13/2018 Patient Phone #:

Assignment 1D: 100010 Coordinators: Carolyn Jones

Schedule i 1 Bill info
visit Information History
Scheduled Time: 1300-1400
Visit Start Time: ) visit End Time: [1200)[10/13/2018 | &
Missed Visit: Travel Time Request:

No Data Found.

* wew Resson: [Selec 1 * Action Taken: [ Select =
Hew Note:
Prebilling
Problems): Incomplete Confirmation, Caregiver Compliance
e R o ] o |

= VI IIIYL L.

8 |Navigate to Billing > New Invoice to invoice the Visit.

Navigate back to Patient > Calendar > Bill Info tab and add the TRN Number to the invoiced
Visit.

Once completed, the system generates an 837 Adjustment File and exports both shifts via the
nightly (overnight) process. To view, navigate to Admin > File Processing.

10

Resubmit as Void Due to Incorrect Billing

Provider bills a Claim. After Payer Adjudication, the Provider must void the claim and

Scenario
remove the Visit from the Calendar.

Void the Claim via the Rebilling Resubmission function. The Invoice and Visit records are

Solution
then deleted.

Step Action

Navigate to Billing > Electronic Billing > New Batch > Resubmit Claims (Linked) to Void the

1 .
claim.
Locate and select the invoice. Click the Add button.
PO PPECEI PP P800 000000 P 000004 LGP PO PP PE PP 05800000000
2 s i S

...... Ho Careai¥er  Sonegule visit  VisitHours P Biled gy, Billed = ™

Rayes Anthony  1300-1400 1300-  01:00 ouoo 100 Wowly  $a0.00  Rawo  submited o}

o MISTMCLN00003  mcL-esiae

[Ty [ Te—— “wwoors S b 0000700 06000100 Groe 180 vewhy | #1000 wm | S ©
P88 8282888888880 808888888808888088880808008008200080002000020202e

[ MEecU00:  moLesies v prosper 1071572018 00073 Heyes Anthony 0700080y Q700 OLi0w ouoy  leu  hewly  smou  Rmeo Subminiea o v

Select Al & Aad [ Ada ) close
=

3 [The Resubmit Claims window opens with the selected claim. Click on the edit icon.
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% HHAexchange

Resubmit Claims

Resubmit clait

et clims search e
Batch Numb Admission 1D Patient N Visit Dats L N S Cod Caregiver N Schedul Visit  Visit He il Billed Units Bill Typs aillad ST IRN

Export and Downtoad (OO cancel |

The Claim Adjustment window opens. Select Void in the Submission Type field and enter the TRN
Number in the required (text box) field. The Place Updated Visit on Hold is automatically selec-
ted, select a Manual Hold Reason and click Save.

HHAeXchange - Claim Adjustment x

* TRN Number: Update TRN for:  Single Claim v @
Note: The Shift and associated TRN is found in the Remittance File.
5 |The system routes back to the Resubmit Claims window. Click Export and Download to continue.
6 |[Navigate to Billing > Invoice Search > Search by Visit to un-bill and delete the Shift.
7 |On search results, locate the Visit and click on the red x and select Delete Visit and Schedule.
8 |On the Visit Delete window, select the Reason and click Delete.
9 Upon completion, the system generates an 837 Adjustment (Void) File and exports the Visit via
the Nightly (overnight) process. To view, navigate to Admin > File Processing.
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Automatic Emails for Linked Contract
Patients

Several changes have been made to facilitate system-generated automatic emails triggered by specific
functions performed in the system for Linked Contract Patients. The Automatic Email library of Common
Notifications is now expanded into its own section and includes a diverse number of notification emails
created according to functionality and business needs.

The Automatic Emails functionality is located at the bottom of the Edit Office page. To view and set Auto-
matic Emails, navigate to Admin > Office Setup > Search Office > Search [Select Office] and scroll to the
bottom to the Automatic Email section.

Automatic Emall 'E:' ,

Cammen Motilications Rt ipients |5m.n

Caregiver Mobsle Opts-Out Nobfication 1'1“- ’ At £
Reguest for Mew Placement : @hhaexchange com-Hi ’ :Jdme : Bt
Confirmed Flacement #hhamichange oom-His dartrie Eait
Camcellation of Placsment | Shhasxchange. com-NA ’ [ stive | Edht
Rewike Placerment | Ehhaerchanae. o i F | Active 1 Edit
Trawel Teme Apprewed I [ cthes | Ednt
Trawel Time Denied ¢ I-‘-:t-'a-! I Edit
Trareel Time in Revies .’ IMM! I Edd
Patiant's Status Changed to Hold I-’.r:'lr\-! I Esht
Hoid Patstnz Ractrested By Payes [ ¥ acw |
Patient's Statud Changed ko Hosglahsad | ’ . -A,L'lnlr g
Patient’s Status Changed to Discharged | | ctive Exdit
Discharge Date Enbered | ’ Iﬂ.tt-'a-! Edit
Discharge Date Updated # [t Egi
[richipige Dabte Deletad 1 ’ :Adr\.ll el
Kew Authonzation A Agdrog Esn
Authentatish Edited --Ju. ’ . -Aﬂr\-r el
Augthorization Deleted -'H.l‘I IWE Exdst
HewyUpdate to Bladkout Date ‘-Hﬂ- ' -mu Eds
Blackeet Gate Osleted [ & |rane fult
EBdling Batch Motihcation @hhaaxchange. com-Hi ‘ Actron Egh

Edit Office: Automatic Email Settings

Adding and Editing Email Notification Recipients

To add specific intended recipients, click the Edit link corresponding to the applicable Common Noti-
fication such as Authorization Edited (as shown in the image below). Select specific recipients and/or
recipient groups (such as Patient Coordinator and Roles). Only intended recipients can be edited using
the Automatic Email functionality. Refer to the table below describing recipient types.
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Automatic Email © History
Email: ¥ (O

Test@test.com

Coordinator Of Patient: « ()

Roles: v (D[ al .

Active: «

Selecting Automatic Email Recipients

Recipient Type i
Description
(Select...) .

Enter specific recipient’s email address to receive notification. Enter as many
email addresses as needed separated by a comma and space.

(ofeJo] (s [[1F-14s] <)} Sl Directs the system to automatically send an email notification to a Patient’s
Patient Coordinator as indicated in the system.

Expands a multi-select dropdown menu to indicate applicable roles to
receive notification. The dropdown defaults to “All”; Users may select a spe-
cific role as assigned by the Agency.

Select the Active checkbox to generate an automated message for all entered recipients when the appro-
priate condition is met. To stop the automated message for all recipients, deselect the Active checkbox.

Received Note Notification

To ensure that standard notification emails are received, add a Received Note Notification located below
the Automatic Email section. Click the Add button (as shown in the following image) to indicate the trig-
gers (selected under the Note Reasons field) for the notification.

Beceived Note Notifications = | Recipients. | Status
MNew Note Roles-ALL Inactive
Urgent @hhaexchange.com Inactive

Received Note Notifications

On the Automatic Email window complete the required fields as indicated on the table below the image.
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Automatic Email & History
Notification Name: [Notes || urgent ]
Note Reason: [ 4 ]

Emergency of Priority: | A g

Email: # (L

ec.duropat. B excelle

Coordinator Of Patient:
Roles: & @ [all v

Active:

Automatic Email Settings

| eew | Demtn

e L. Required field which is the subject or title of the notification used to
Notification Name [ . P P . e,
identify the notification under the “Received Note Notifications” column.

Emergency of Pri-
ority

Required field used to select which reasons trigger an automatic email.
Note Reasons originate on the Payer side and indicate the corresponding
Payer. The dropdown menu defaults to All; however, dropdown values are
based on the associated Payer Reasons by Office.

Automatic Fmail (1 Mistory
*Hotidication Niﬁlr:__.hlrﬂ- Hone ] |
“Hole Reason: || Solect VI |
*Emergrmcy of Pricoity: Q,
Fmail; £ |
mal [ Sebect 28] =
Coordinator Of Fatiee: Authorization brformation |
Rabes: Cane DEHD FAYER)

Aativer Chasnage in Comgtig | ¥
CERG PAYER) |

Automatic Email: Note Reason
Select Yes, No, or All to configure the priority of the messages; emails are
only sent based on priority settings.
e Yes = Urgent
e No = Not urgent
o All = Applies to all messages regardless of priority settings

Refer to previous section.
m Refer to previous section.

The following is a sample email notification for a Confirmed Placement.
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Confirmed Placement

Recipients receive the following email when Payer sends o Confirmed Placement request

( )-

Other Details:

& & @

Service Type: HHA

This is an automatically triggered email. You are receiving this emall because you are listed as a
recipient of the Confirmed Placement notification, This action was triggered by the payer Demo

This action was triggered for the patient with the Admission 1D 00000.

* Start Date: 07/18/2017

# Discharge Date: 07/25/2017

Request Sent At: 07/17/2017 05:11:16
Cut Off Time: 07/17,/2017 05:41:16
Service Category: Home Health

Email Notification

Common Notifications

The following table lists the various common notifications currently in the system.

Common Email Notifications

Caregiver Mobile Opt-Out

Request for New Placement

Cancellation of Placement
Confirmed Placement

Revoke Placement

Travel Time Approved

Travel Time Denied

Travel Time in Review

Patient’s Status Changed to Hold
Hold Patient Reactivated by Payer

Patient’s Status Changed to Hos-
pitalized

Discharge Date Entered
Discharge Date Updated
Discharge Date Deleted

Description — To/From (typical recipients)

Alert indicating that a Caregiver has elected to be unlinked from
an Agency.

Recipients receive notification when Payer (broadcasts) sends out
a New Placement request

Payer cancels a Placement request

Payer sends a Confirmed Placement request
Payer revokes Placement

Payer approves Travel Time

Payer denies Travel Time

Payer is in review of Travel Time

Payer changes the Patient’s status to Hold

Payer reactivates a Patient (from Hold status)
Payer changes a Patient’s status to Hospitalized

Payer enters a Patient’s Discharge Date
Payer updates a Patient’s Discharge Date

Payer deletes a Patient’s Discharge Date
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Patient’s Status Changed to Dis-
charged

New Authorization
Authorization Edited
Authorization Deleted
New/Update to Blackout Date
Blackout Date Deleted

E-Billing Batch Notification

Payer changes the Patient’s status to Discharge

Payer adds a new Authorization

Payer edits an Authorization

Payer deletes an Authorization

Payer adds or updates a Blackout Date
Payer deletes a Blackout Date

Payer informs Provider that an E-billing batch has been created
and is ready for download.
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Financial Pages Added to Linked Contract
Patients

Financial functionality has been added to Linked Contract Patient pages as shown in the image below.
The functionality is identical to that of the Internal Patients unless stated otherwise.

Fatiem finasciah
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Pr——— P S——— prove—
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4’ r
L4 ¢ E2
+, ¥
e #
n [P, 4 s P 4
3= @ —i3 55 e
T T ' ] ) &
- - P — b
Teae T # e Tits.tem r
Vo e s fr.
Tt FFY F 2 T b )
# &

Patient Financial Summary Page

Financial Tabs

In the Patient Financial page, Users can search tab-specific information by using the search filters in each
available tab as shown in the image below. The Contract field is listed (un-editable) with the respective
Payer.

Patient Finandals

Irevosbors Payments E-Submisshon /Bakch imlo Dendals AR Motes

Inwoices

vigitsfrom:[__ | 7 visgs Tt | Tnvoice Wumber:
T I tvoicetoc____ |7 Statws: [ 4l ~
Follow UpFremc[ | 77 FollewupTa:[ | E Contract: | Derme il ]
=
Eudy w Edpribetnt & TT Adpell. & Wrbe-oN & nher Adjud
Page 1ofl|]

Lmvoioe Lovgicr | Status | Confrt | Servicn Mmlm |m!nd Amrunt | Jed Adi | Crodig |'P-I'l' lduﬂxlllwld;l].l'ri.m

Daie |= | | =3 |{Lapenses | Bate | Uit Party | | |Amgunt, | v

DRORINIT  GOHESAT | Opan | Deme P Woaprhy | 100- [400 | DEOLIIT |4 0000 | §0.00 S0 | 8000|000 Fa00.0g 2

Patient Financials: Invoices Tab (Search)

Permissions

Access to the Linked Contract Patient Financial page is governed by the same permissions equivalent to
those of the Internal Patient Financial page:

e Patient Financial Summary

¢ Patient Financial Invoices
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« Patient Financial Payments

o Patient Financial E-Submissions
» Patient Financial Denials

» Patient Financial Notes

e Delete Financial AR Note
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Caregiver Note for Linked Contract
Patients

Creating a Caregiver Note via Linked Contract
Patient

Navigate to the applicable Caregiver’s Profile and select Notes from the index. On the Notes page, click
the Search button to generate Search Results. Above the results, click on the Add button (as pictured
below).

Laregiesd [sde detorr
e Carngrons Cains BC1 531
Fra= ol T, ey Carn

1

Larmgires Hamern o 7 (]

Adding a Caregiver Note

The Caregiver Note window opens. Complete the fields; the Note field is required (denoted with red
asterisk). To select a Linked Contract Patient. Click on the (?) icon to the right of the Patient Search field.
The Patient Search window opens. On the Contract field, select the applicable Linked Contract from the
dropdown. Click Search to select the Linked Contract Patient from the results.

Patiemt Search
Lash Mame! | First Mame: | © OMloed] =1 | H yre. . |
Patient 10! | Admission 10 [ sumbus: [ Acvve 7|
Coortinator[ 8 +] B o — Castract
O — P — S —
e E— O —

Patient Search - Linked Contracts

On the Caregiver Note window, the selected Patient appears in the Patient field.

The Internal checkbox is selected to indicate that the note is for internal purposes and only available for
review by the Provider Agency who created it.

This option is checked by default for Linked Contract Patients.
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Caregiver Note Window - Linked Patient

Note: The Reason field (dropdown menu) is populated by the respective Reference Tables. For Linked Contract
Patients, it is populated by the Payer Agency’s Reference Table because Authorization comes from the Payer. The
dropdown menu is based on Patient selection.

Caregiver Note for Linked Contract Patient: Internal
Checkbox not Selected

If the Internal checkbox is not selected, then the note is made available for review by both the Provider
Agency and the Payer (responsible for the relevant Patient). The Payer receives a system-generated noti-
fication. Refer to images below.

Hotes
rromoate: 1 SN — e —
Dats Subiect Bats User Hams Carcaiver Paticnt
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[#vasizaa7 5:a8:08 am T ™ : H
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b doet HHAeXchange CG given b new gate code |-|rl-:;rlm.::m Closed | Close Rephy m
‘Office
s - - |
= - - Patent has ratemad from Patent

8/21/2017 HHAXchange - vacation i B Clesed | Close Reply m
‘Office |

Caregiver Notes
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Patient Multiple Address for Linked Con-
tract Patients

The Patient Multiple Address (Patient > Search Patient > Patient Profile) feature is available for Linked
Contract Patients. Multiple addresses can be entered for a Patient and assigned to be used for GPS
coordinates. In the address selection, values include Primary Address, Allow GPS Address, and Billing

Address as described in the table below.

Note: Only Providers with Payer-granted permissions can edit a Patient’s Address(es).

Unique for each Patient and required for the Patient Profile. The Primary
Primary Address is stored in the Patient Profile. At-least one Primary Address must

be defined.

(Optional) Can be selected for multiple addresses. This is the address used if
GPS is the chosen modality to clock in/out (from this address).
For Payers using the Multi-Rate functionality, the Billing address is used to
determine the rate for a given Patient.

Billin
g Note: The Allow Provider to Update Patient Billing Address option on the Payer sys-
tem controls whether a Provider can edit the address that has been designated as

the billing address.

Fredile Ennt Prefis
Demographics Histery
Farst Masse: 5 Haadddle W
Lask Maamwsac =0 mn Patserd LDz
Gendor: Male CeO8: DL'ULI1
Mrde aid Musshes.
Debeied Paiient Address insbasy
Address
Address Line 1 Address Line 3 City SMatr County Tip Crows Sreat Primary dfdrean Type{a) Haley
¥ By Spner Gy » ol [FAT] =2 FLs e i%331 T -1 H
A8 Bl Bk Ladlndd o LEELAND: L M dnaga Banmg Eoad Ls S 5 H
L A Fortn Ulare Bzl tan) * s ] ]

Patient Multi-Address Section

With the proper permissions granted by a Payer, Providers can update a Patient’s address to include
adding an Address Note. To add Notes to a specific address, click the Add link in the Notes column for a
specific address. Enter a note in the Notes field and click the Save button.

Addross Rote
Pateril Frasdes aie hardled by & Tierady member 31 the Sadeialed sddvedd)

=l

Halpu:
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Patient Address Note

Deleted Patient Address History

View the Deleted Patient Address History by clicking on the link at the top of the address grid. On this

window, all deleted addresses for the Patient can be viewed.

Deleted Patbent Address History

Address Liss 1
170 Hudson Strest

State Croas Strest Primary

Wl

Caunty
Bargan

Fip
o

Address Line 3 Cilty.

HACKENSADK L]

Aiddawss Type
o

Dokt By
s dnpayer

Deleted Patient Address History

GPS Edit

Click on the GPS icon and edit the existing location manually. This overrides the current latitude and lon-

gitude automatically, replacing the address with newly defined coordinates.

FHA Eschangs - Bt Pationt GFS Coostinatos [= |
Hislers
oy -}
*
~ " i ..
rooghe (=] [T BT  —
it WOR8! Wiy Aedy B BEAIRA, P Farhen g i oo MUl 10 Brumatoily SO anE e G Dot Pates For Tnat BS0EE. Hiwi #, 8 AL
mbmabaon & rot preow, whet oen et o epTR GFF confrrmatora v the Finkh Bachange Mobsls Apg.
Entnr PS5 Coonfirgbm ey # vow wat fo overnda e coorderatug for the Fetesd. Minr sofebrg. pleme ey thet wforrmaston entered @ comredt. se thame coordnstes
vl Bop b @ bl e SR Genbernel e e Bk Pl gl Addeia

Editing GPS Coordinates

If a Patient Address is updated after new coordinates are defined, then the coordinates are recalculated

based on the revised address.
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Payer-Managed FOB (Linked Contracts)

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

DISCLAIMER

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

A single FOB device can be assigned by a Payer to a Patient (based on the Medicaid Number) and linked
to multiple Providers. Using the Patient Medicaid Number ensures that the device is connected to the
same Patient (in cases where multiple records may exist for the Patient).

Add/Update Patient Medicaid Number - FOB Details
Updates

If a Patient’s Medicaid Number (associated to a Payer-assigned FOB) is added, edited or removed from a
Patient Profile, then the FOB information is updated accordingly in the Patient Profile.

For example, a Patient’s Medicaid Number is changed from AM13579T (associated to Payer FOB
326280) to XX98766X (associated to a Payer FOB 326296).

Comeral

NisFRE!

Caregivers with Access to o
Patient Inle via Hobile App: el

EVY Required: Change will tiks #ffect o R Folleranssy day
Dizable &vtesmais ¥isil Crealisn Ty
Bazed on LYV Confirmation; -

Enakle FON Confirmation: 263280 (FOB Dedce D
FOBR Seal 00: 3o
Emahle Bescon Confirmation:

Service Type: Hultiple Services :;}

Initial FOB Information

Upon saving, the system issues the alert indicating that Patient’s information must be updated to match
the Payer FOB. Click OK.
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The patient’s Medicaid 1D has been updated and now matches
FOB 326205, The patient has an existing FOB 325280 in their

profile. Vendors must use the

new FOB for FOB EVV,

Once updated, the FOB information on the Patient’s Profile now reflects the updated information (Payer

FOB 326296).
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Updated FOB Information

Patient Medicaid Number for New Patient

When creating a New Patient in the system, ensure the Patient’s Medicaid Number is entered before

saving the profile.

W Palidal

M=t (o] =

Unirisinnge? dabom &

= Part P [ SRy
QLT | TRy ]

e T
T

Lom ol | Carle ]

o PLA o FERA. =1
o LN Fi af

L1 e " R
o Pl BT

MT
= g paphid Rervioea: o PR [ THA

—
Mol Harnr: |

= oo oo | 09

= ey LT Hedide

R

Aot 1| b
Swrna: | ke

d|31a|d

E¥Y Argaiend:
[ S BTN RV [RPEFS P
i mabir Forgon i oovl emgd e

——
Paiiral 10

| - [Comamgas___isgcmmwwenn |

—_—
1 Larrs Piosrders .
e —

Creating a New Patient Profile: Medicaid Number
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Upon saving the New Patient Profile, the system indicates that the Patient’s Medicaid ID (Medicaid
Number) is a match to a Payer-issued FOB, as seen in the image. Navigate to the Patient’s Profile to view
the Payer-assigned FOB details.

HHAsXchange - Message

The patient's Medicaid ID matches FOB 326295, This FOB can
now be used for EVY.

Medicaid ID matches Payer FOB

In the Patient Profile page under the General section, the Enable FOB Confirmation checkbox is selected
linking the Patient to the Payer FOB. The FOB Device ID and FOB Seal ID fields automatically populate.

General
Muiris: | Select v |
Caregivers with Access to - C
Patient Info via Mobile App: L35 Jlefo
EVV Hequired: Changs will takod et on the Feldawnng iy £
isable Avtomatic Yisit Creation D Sefvice Regues
Based on LWV Confirmation:
Emable FOB Confirmation: = 336386  (POB Device 0] Proj
FOB Seal 10 [555s% | Saurce
kiRl Begton Sonlimation

Patient Profile Update: Enable FOB Confirmation

Read-Only Payer-Issued FOB Information

For Payer-issued FOBs, the FOB fields and functionality is read-only such as the Enable FOB Con-
firmation checkbox as well as the FOB Device ID and FOB Seal ID fields.

Gemeral

s oo

Caregivers with Actess 1o 5
Patient Lafo via Hebile Apge 2520 @@ Gt
EWY Required: & SRasge will Bake eMect 5a the Falawng day Con
Disable Astamatic Wikt Creaticn | ) Servics Request 3

Based em EV Conl)
Enable FOB Conlwrmations *  [133188  (FOB Device 10/ Prajected
FOB Seal 10z [S5558 ] Source [ A
Enghle Deacom Conlawastion: Tisnesheet Required
T B
FOB Fields

Linked and Mutual Patients

The Payer FOB applies to both the Patient and any Linked/Mutual Patient. Payer FOB details are disabled
for Primary Linked Patient (top) as well as for the Secondary Linked Patient (bottom).
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Payer FOB details are disabled for Primary Mutual Patient (top) as well as for the Secondary Mutual

Patient (bottom).
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If a Patient is no longer Linked or Mutual with the Patient whose Medicaid Number is associated with
the Payer-issued FOB, then the FOB information for the Linked/Mutual Patient is removed and the fields

become available to edit.

Patient has both Agency and Payer-issued FOBs

In cases where a Patient has an Agency-issued FOB and then a Payer-issued FOB becomes available for
their Medicaid Number, then the option to Update to Payer FOB becomes available on the Patient Pro-

file.

The system issues the alert indicating that Patient’s information can be updated to match the Payer FOB.
Click OK.

HHAeXchange - Message *

The patient's Medicaid 1D has been updated and now matches
payer FOB 321B58. The patient has an existing FOB 323601 in
their profile. The existing FOB can be updated to the payer FOB
from the patient general page.

Once updated and saved, the Update to Payer FOB becomes available in the Patient’s Profile as illus-
trated in the image below. To apply the update, click the Update to Payer FOB button.

General

Murse: | Select |

Caregivers with Access to
Fatient Info vin Mobile App: |52 Qloko]

EVY Required: = Change will take effect on the Following day

Disable Automatic Visit Creation @
Based on EVV Confirmation:

¥ 323601 | (FOB Dewice 10)

Enable FOB Confirmation:

FOB Seal ID: [13213 ]

bl Baan Confiomation:

The system prompts for a confirmation. Click Yes to confirm the update. Upon confirmation, the Payer-
issued FOB must be used for FOB EVV.
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HHAeXchange - Confirm X

The patlent’s current FOB will be updated to a payer managed
FOB. after this ecours the payer managed FOB must be used for
FOB EVV. Are you sure you wish to update the patient's FOB
Information?

Validations/Alert messages for Payer FOB Man-
agement

The following are examples of validations (system-issued alerts) appearing when FOB information
and/or associated fields are added, edited, or removed.

Update from No FOB to Payer FOB

In this example, the Patient’s Medicaid Number is updated (with an assigned Payer FOB). Initially, the
Patient does not have an existing FOB.

The patient's Medicald 10 has been updated and now matches
FOR 123185 . This FOR can now be used far BV,

Update from Existing FOB to another FOB

In this example, the Patient has an existing FOB and their Medicaid Number is updated (with an
assigned Payer FOB) in their Patient Profile.

HHArXchange - Messagn x

The patient's Medicaid 1D has been updated and now matches
FOB 326260, The patient has an existing FOB 326296 in their
prafile. Vendors must use the mew FOB for FOB BVV.

Update from Existing FOB to Payer FOB

In this example, the Patient has an existing FOB and their Medicaid Number is updated (with an
assigned Payer FOB) in their Patient Profile.
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Thit patient's Hedicaid 1D has been updated snd now matches
payer FOB 321868, The patient has an existing FOB 323601 in

their profile. The existing FOB can be updated to the payer FOB
from the patient gereral page.

Updating Patient Profile - Removing FOB

In this example, the Patient’s Medicaid Number is updated and no longer matches the assigned FOB.

HHAeXchange - Message x

The patient’s Medicaid [D has been updated and no longer
ratches FOB 321870, This FOB can no longer be used for FOB
EWV.

Payer FOB Management Notifications

Any changes (additions, updates or removals) in the system regarding an FOB and/or Patient Medicaid
Number updates are now listed as notifications in the Link Communications tab under the Notes sec-

tion.
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Link Communications Tab: FOB Management Notes

Note: Notifications do not display for Discharged Patients.

FOB Notes also appear in the Patient’s General page under the Notes section as illustrated in the image
below. Click on the Notes link to open search filters to locate a specific Note (second image below).
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Payer FOB Ramoaed

Payer FOB Added

Parger POB Remoreed

Parpwr FOB Added

Payer FOB Added

Patient Profile Page: Notes Section

Select an FOB-related value from the Reason field to view specifics (such Payer FOB Added, Payer FOB
Available, and Payer FOB Removed).
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Patient Note Search: Reason Field
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Linked Contract Patient Office
Reassignment

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

Providers can reassign a Linked Contract Patient Office provided that the Move Linked Patient Office
permission has been granted by System Administration. The same permission must also then be enabled
at the Agency level via the Edit Roles functionality (Admin > User Management > Edit Roles).

Select Admin from the Section dropdown as well as the applicable Role(s) to assign the permission to.

The Move Linked Patient Office permission is located under the Patient General category (as seen in the
image below).

- v % v % . % 4

Move Linked Patient Office Permission

Aside from having the needed permission, the following factors must also be met to be able to change

the Patient’s Office.
¢ The Patient cannot have scheduled visits or associated EVV held on the Call Dashboard.

¢ The User must also have access to the other Offices linked to the associated Payer. Said Offices
must also be configured to staff the case with respective Service Category, Service Types, and
Service Codes as defined in the Authorization. This only applies if there is an Authorization on

file.

If any of the required factors are not met, then the Office field is unavailable to edit.
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Proprietary and Confidential


mailto:support@hhaexchange.com

@
¥ HHAeXchange

The Enterprise System

Patient Info - Active

Home Phane:

General

Marme: Hirsf Jayesh
Admission 10: 500-]ayesh

Caregivers with Access to Patient
Info via Mabile App:

Payer Name: Demo ML
Patient ID:
Office: PCA Excharge Office

| PCA EBxchange Office ¥

Murse:

o
| Select v

@

[ setec

EVV Required:

Changing the Office

Office Field Disabled

To change a Patient’s Office, click the Edit button on the Patient Profile, General section. In the Office

dropdown, select the applicable associated Office. Click Save.

Pathent Info - Active

Homee Phame:

Other Macements

General

Name: Mrani Jayesh
Admission 1Dz 500 Javesh

Murse: | yHaexchange Ciffice
Caregivers with Access to Patient * Exchange Céfice ©

Infa via Hobile App: | Prvate pay test office

Payer Name: Demo ML
Patient ID:
Office: PCA Exchange Office

There are no other patient records cor

ﬂ'mﬂfl PCA Exchange Office :{" {E}

Excelipnce & Tepm

DO Easnuiced

Office Field Available

Removal of Office-Specific Fields

Changing the Patient Office results in Office-specific fields to be removed. Even if values are shared
across associated Offices, these are not carried over when the move is performed. Because the Phys-
ician field is Office-specific, then other fields such as MD Order, Med Profile, and Interim Order as also
affected even if they do not contain Office-specific values; therefore, the entire record is removed upon

moving.

The system prompts confirmation, listing all fields to be removed once saved (as seen in the following

image).
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HHAsXchange - Message x

Plaase note that the following values will be remioved upsn moving the
patiarit to the selected office:

Tesm

Branch

Lacaban

Hurse

Coregrvers with Aocess to Patient Info e Mobile 2pp
Coordnator

Coordnator 2

Coordnator ¥

Evatupbon Tone

Evacuation Location

Mobility Status

Proveder Prionty Code

Electromic Egquipment Dependency
Caregrver HX

Patient Preferences

Phgioian

idvanoed Directives

MDD Order

POC [f POC was setup by Provider)
Hed Profile

Intenm Order

L R A I A O N B Y

Chik OF to tonbiiue &g, Cancel ba chndel,

Office Change Confirmation Alert

Placement History

A Patient Office change is captured in the Status History section of the Patient General page (as seen in
the image below). These messages are titled Patient Office Updated providing the Provider Name as
well as the Office Name (in parenthesis).

Status History

Placement ID AL Message Yendor Name WUser Name
1495374 /872019 6:13:39 AM Request Brobdcasted Broadcnst dema
1495144 2/8/2015 12:43:53 AM Patient Office Updated Excotllence mitnikun]
1495144 272019 2:23:42 AM Patient Office Updated E’;‘::‘;"“ QA - ML (PCA Bxchange oy ni
1495144 2/5/2019 6:4B:13 AM Request Sent to Provider With Canfirmation E:i::f"‘” QA - ML (Excellence Q& 4 0

Status History: Patient Office Change
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Serviced Zip Codes

A Serviced Zip Codes link in the Office Setup (Admin > Office Setup) page enables Providers to identify
the serviced Zip Codes at an office level. Click on the Enter Serviced Zip Codes link to open the Serviced
Zip Codes window. From this window, a Provider can add, edit, or delete zip codes.

Agency Info: Serviced Zip Codes (Link and Window)

Agency Infa
General F
'm.‘-’ Agency Inftials: Exds
* Agencfl Serviced Fip Codes: Enter Servced Jip Codes
I¥R Fv © Languages: 1“ Wil Eochange - Serviced Tip Codes - Google Chrome = =] =
Drefault Coordy Totsl Uploaded File Usage: o o RhstrhangecomyENT21 .
Pulwd{nplresv Tax 1T Mo :
Vemdor - Serviced Zip Codes
Py Prowider Zip Code [
HName: Excelesos Q& - ML Intiaks: Exda
Aeiswmnl Receivable
roaugh which books are closad)f |
Encryphion Pags, Zip Codes
Imwsice Musmbers By Cod. HRtA Agency 1D |: ornz Lad =1
ories £ Deigte
Speak Out antifier to Biling Batch Numberd Tu0d Edi Cigleie
areol Lat Celeie
" th Current Time During Tl
Tompt FrEn! I“A g L Homsepage Delauh Viewd | 27108 T Dielese
OTI06 it Delete
* Rioept Time and Aftendance Call . ey of Caregiver Mobile Acess: I oTior Lid Delete
GFuoa il Criete
orane £ J
vendor Expart Hl‘v rasdirm Timevherts Page Wiken : oTELD Ej M:!
13501 Bt Crigie
MD Order 160 Code Requirll Aeek Rollover on Debeted visnsg | 15002 Bt [errery
15303 Edd Euisie
Walidate ICD Code M A Bon-Compliance Restrictions 15004 it Brise
alt=d ¥ o 1D Code 5:’ hi = 13003 Lt Lo
valsdale Truncale e Changing Canegiver sn Vit 15006 Bt Dl
Orders Faxed thll’ 15307 Lid Calese
13c08 Balete |
N WBC D"‘hml 2 \Weekly Totals in Appointmestsg | e ]

Once configured by the Provider, Payers can generate a Provider Office search and send placements

based on identified Patient Zip Codes.
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Custom Fields in the Visit Info Tab

Custom Fields are Payer and/or State required; configured by System Administration. These fields are
only visible if the Payer and/or State requires capturing information. Please contact HHAX Support Team
if any questions.

Custom Fields may be added to the Visit Info tab for Skilled and Non-Skilled visits to capture Payer
and/or State required information (based on the Patient’s Primary Address). If applicable to the Patient,
custom fields would appear in Green text to differentiate from a standard field (as seen in the following
image).

Some custom fields may become required (denoted by a red asterisk) depending on the Payer or State
mandate. When applied, these fields are visible in both the Provider and Payer environments; read-only
in Payer environment.

Bl Type: Haurly

Visit Information Custom Field History | Histors

Seheduled Time: 0100-0200

Visit Start Tima: gafaarase |0 Vinit End Time: |

Missed Visl: o

= Cuktom Fleld 1 [ Yerd

L]

# Civiom Fleld 2 i Vg
* Emter Dabe: [oz/1n201% |-
Laxt 3 mofes:
Heazon Actiom Taken Haote Usar Duate Timse
Caregever fall sk ety fesn erd 2015-02-18
FEFFFFFFNFFNNFNFFYNYNYYN. i f 4 F i
Sample Custom Fields on Visit Info Tab
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POC Compliance Provider Override

The POC Compliance Override feature is applicable only to Providers who are using the new Prebilling
features. In addition, Providers can request POC Compliance Setup from Support. Please contact HHAX
Support Team for details, setup, and guidance.

Providers can request to override the POC Required Compliance setup at the Office Level (to further
restrict compliance). The following table provides POC Compliance Override guidelines.

If selected... Then the Provider can...

Request to set the compliance to Contract Compliance, Personal

No Compliance
B Care Compliance, or Patient POC Compliance.

Request to set the compliance to Contract Compliance or Patient

Personal Care Compliance
i POC Compliance.

No change can be requested; however, a Provider can add addi-

Patient POC Compliance
: Pl tional Duties to the Patient’s POC.

Contract Compliance No change can be requested (strictest level of compliance).

For a high-level view of Compliance Requirements, navigate to Admin > Contract Setup > Contract
Search. On the search results, refer to the Required Compliance column for defined compliance settings
(as seen in the image below). To view the Required Compliance settings, click on the applicable Contract
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Contract Search Results — Required Compliance Column

Select the Scheduling/Confirmation tab. The compliance options are listed under the POC Duty Com-
pliance field as well as the Count Refused Duties Toward Compliance Totals (as illustrated in the image
below). These fields are un-editable; settings are based on the Provider’s Office level data configured by
HHAX.
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Contract Setup: POC Duty Compliance Settings

When scheduling a Visit (Patient > Calendar), select the applicable POC under the POC field. Once the
Visit is saved, the system calculates the POC Compliance based on the Provider settings (as described in
the section above). If the Visit does not pass the applied POC Compliance Requirements, then it appears

in the Prebilling Review with a POC Compliance problem.
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Visit Scheduled; Selected POC

Note: This only applies if the Provider is using the updated Prebilling optimization.

To review a Patient’s POC, navigate to Patient > POC. When POC information is updated, the system
recalculates unbilled visits to verify that these visits remain POC compliant. POC is also recalculated after
the POC Override request is processed by HHAX. If a visit does not pass POC Compliance Requirements,

then it appears in the Prebilling Review.
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Caregiver Restrictions Using SSN

This functionality is applicable only to Providers who are using the new Prebilling features. Please con-
tact HHAX Support Team for details, setup, and guidance.

Payers can place a Caregiver Restriction using the Social Security Number (SSN) to avoid duplication of
Caregiver records caused by the current method (a combination of Caregiver First/Last Name and DOB).
Both types of restrictions can be used, as well as a restriction date range.

When adding or editing a Visit, the system validates for Restricted Caregivers (whether by SSN or by
Name/DOB within the Restriction Date range). This mechanism prevents any erroneous scheduling of a
Restricted Caregiver(s).

system alerts the user if the Caregiver is Restricted

When scheduling a Caregiver for a Patient Visit, the R
(as seen in the image).

In these cases, the schedule cannot be created until H

an unrestricted Caregiver is selected. Restricted Caregiver Validation

The Restricted Caregiver validation (logic) applies when adding or editing visits across the system where
a Caregiver can be edited, including:

¢ Scheduling: Patient Calendar, Master Week, Master Week Rollover

e Appointments: Creating New Visits, Editing Caregiver, Drag and Drop, and Bulk Adjustment

¢ Visit Confirmation

» Accepting/Updating Patient Placement

¢ Call Dashboard: Call Maintenance, Automatic Creation of Schedule

e Prebilling

e Billing

Prebilling: Restricted Caregivers

A Caregiver restriction may have been applied after creating a Visit. In these cases, the system stops
those visits in the Prebilling Review process, as a safeguard to catch scheduling errors. The Restricted
Caregivers validation is seen under the Problem column (as illustrated in the following image).
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Prebilling Review: Restricted Caregivers

Billing: New Invoice Batch

A Caregiver restriction may have been applied after creating a visit. When creating a New Invoice or
when generating a New Invoice Batch, the system skips visits that have a Restricted Caregiver during the

Billing process. The system indicate

s no Billable visits.

Linked Contract Patients

Billing: New Invoice Batch
Proprietary and Confidential
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Waiver Programs

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

The Waiver Program feature allows Providers to create invoice batches based on a selected waiver pro-
gram for a specific contract.

When the Waiver Program feature is enabled for a certain Linked Contract (on behalf of the Payer), the
Waiver Program field appears in the Contract Service Code window (Admin > Reference Table Man-
agement > Contract Service Code), as seen in the following image. Select the applicable program from
the Waiver Program field to create an invoice batch for the Service Code based on the selected pro-
gram.

Contract Service Code History
* Contract: Universzal Patient Payerl-Q4 [ @
* Discipline: HHA v @
* Service Code: |Rated @
* Rate Type: Hourly ~ @
* Visit Type: | Select v | @
Mutual: @
Allow Patient Shift Overlap: @
Bypass Prebilling Validations: @
Bypass Billing Review Validations: @

Auto-Schedule Service Type ID: @ (=g, x)

Location Code:

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

Weekend/Holiday Codes:

Default Mileage Code:

@
Mileage Code: @
@
S

Custom Hourly Rounding: Select hd @
Waiver Program: Select b
we: [ @

Contract Service Code Window: Waiver Program Field
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Custom Master Week Length

The Master Week rollover length can be customized to view and coordinate visits (schedules) on a
monthly basis according to Authorization calculations. Because the Master Week rollover length can be
adjusted for each Contract, the system needs to validate scheduled visits based on the Contract settings.

For example, if Contract A is set for the Master Week rollover length to 30 days, then the system val-
idates up to 30 scheduled visits at a time. If Contract B has the rollover set for 10 days, then the system
validates up to 10 scheduled visits at a time.

Note: This Master Week Timeframe setting can only be changed by HHAX. Contact HHAeXchange Customer Sup-
port, for further details.

Office Setup Page

The system default is set at 14 days. To view the Master Week Rollover Time Frame, navigate to Admin
> Office Setup > (Search Office) > Edit Office > General (section), as illustrated on the image below.

Edit D

e neral

LU o —
PP - —

ou Lies deledt by leal o oup)
Tax [ I_—|:|-_I
Provider g Code: [0 |- |
Habile Fixed Visit Verilicatism: ) (D)
Allcwr Caregiver In-Service and Wisit Cverlaps: T

Allovs Caregiver Absence and VisitfIn-Service Overlaps: | (1)

Dingdlay M0 Order Alde Tab an: -4

el Vissree [

BB S A% %%%AN

Hasier Week Rolloves Tinee Frame! [10 | Days (1)

Edit Office: Master Week Rollover Field

Patient Master Week Page

When opening the Patient Master Week page, the From Date and To Date are automatically set based
on the Patient’s Office Master Week Rollover Time Frame settings (as described in the section above).

For example, if the Master Week Rollover Time is set for 20 days, then the From Date displays as the
current date and the To Date displays as 20 days from the current date.
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Patient Master Week: Automatic Rollover Date Settings

Users can manually schedule for a number of days greater than the default setting (on the Office Setup
page) on a Patient’s Master Week. A manually entered schedule overrides the default Master Week
Rollover Time Frame setting.

For example, if the Master Week Rollover Time Frame is set at 20 days, a user can manually schedule a
Patient’s calendar for 31 days. In this case, the Patient’s calendar is populated with 31 days of scheduled
visits; however, the Authorization figures only extend up to 20 days (as per Office settings).

The Patient’s Calendar displays Green for 1 to 20 days (October 4 to October 24), and White for 21-31
days (October 25 to October 31), indicating those dates past the Master Week Rollover Time Frame are
not validated yet against the Authorization.
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Patient Master Week Rollover Time Frame (20 days)
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EDI Tool

DISCLAIMER

This functionality is enabled by HHAX System Administration. Please contact the HHAX Support Team

for further assistance.

The EDI Tool allows users to transfer electronic data directly into the HHAeXchange (HHAX) system
without the use of an FTP/SFTP application. In addition, the tool allows users to correct failed records dir-

ectly on the screen further streamlining the process.

Refer to the EDI Tool Job Aid for a high-level view of navigation and basic functions.
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