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Reporting Tool

Overview

This category covers the Reporting Tool user interface in the HHAeXchange (HHAX) system, providing a
high-level description of the information required to create a new report.

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

Patient Befers t.O the Member, Consumer, or Recipient. The Patient is the person receiv-
ing services.
Caregiver Befers to the Aidef I-.|omecare Aide, Homecare Worker, or Worker. The Caregiver
is the person providing services.
Provider |Refers to the Agency or organization coordinating services.
Payer Refers to '.(he.Managefd Care.Organi.zation (MCO), Contract, or HHS. The Payer is
the organization placing Patients with Providers.
HHAX Acronym for HHAeXchange

Reporting Tool
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Reporting Tool User Interface

Navigate to Report > Reporting Tool (2.0) to open the Reporting Tool window, as seen in the following

image.

)X HHAeXcha nge Reporting Tool

Please note that most Reporting Tool data is compiled nightly. Those results reflect system data at the time of the most recent nightly update. For Reporting Tool reports that can be run in

real-time, please contact Technical Support.

New Report
5§l Caregiver Reports
Patient Reports

54 Billing Reports

The Reporting Tool

In the Reporting Tool page, select the New Report link (at the top of the left navigation panel) to create a
report, or select an existing report to run, edit, or delete, by expanding one of the Report Categories, or

the folders containing the created ad hoc reports.

x HHAeXchange Reporting Tool

Please note that most Reparting Tool data is compiled nightly. Those results reflect system data at the time of the most recent nightly update. For Reporting Tool reports that can be run in

real-time, please contact Technical Support.

wh-ﬂ Fields | = | Filters/ |=[ misc  |=[ Ppreview |=[userrignts

(5§ Caregiver Reports
) Report Category :
Patient Reports
9 Billing Reports ereiiEeh e
e
S
* Data Source:

e

Create New Report

X {HAeXchange Reporting Tool

Please note that most Reporting Tool data s compiled nightly. Those results reflect system data at the time of the most recent nightly update. For Reporting Tool reports that can be run in

real-time, please contact Technical Support.

New Report Caregiver Reports > Long Island City Office > Caregiver In-Service Report
-5 Caregiver Reports -b\ Ficlds |~ | Filters/Parameters | = | Misc  |= | Preview |~ |user Rights
= é Long Island City Office | Report Catsgory : |Caregiver Reports
; = P
| N | View Report Sub Category : |Long Island City Office|w
~j Patient Reports | TR
i -Service Re
K] Patient Authorizaions| B9
(59 Billing Reports | Detete Iy * Data Source Catagory
| ~Data Source:

Seve & Next

Select an Existing Report

When initially opening the Reporting Tool, the only option available is New Report (link). Report Cat-
egories are created as reports are generated in the system. The process of creating new Report Cat-

egories is covered in the Data Source section below.
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Reporting Tool, no Report Categories

Reports are divided into six sections, accessible using the tabs highlighted in the image below. Four of
these sections are used to set up the report, one is used to run it, and the last is used to assign report
permissions. Refer to the table below the image for descriptions.

New Report g | Fields |'~" | Filters/Parameters | g | Misc |°" | Preview |"“' | User Rights
[+~ Caregiver Reports
i~ Report Category :
+-—j Patient Repol
-5 Billing Reports Repotorh P
o —
* Dats Source Category
* Data Source:

Report Tabs

Field Description

Create/Assign the report to a Report Category (one of the folders in the
Data Source left-hand column of the Reporting Tool). Specify which Module in the sys-
tem where the report is to gather information from.

Define categories into which information in the report is sorted.

Expand the reports search results by defining limits or criteria for the

Filters/Parameters § . )
/ information compiled from the selected Data Source.

Customize how the report is displayed when run.
Select to run and export the report.
User Rights Permit or restrict access to reports on a case-by-case basis.
When creating, or editing a report, navigate to any of these sections by selecting the corresponding tab,

ensuring that the required information on the current tab is complete. To proceed through the report
creation process in a linear manner, use the Save & Next button at the bottom.

Reporting Tool Page 3 Reporting Tool User Interface
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Creating an Ad Hoc Report

To create an ad hoc report, complete the below-listed sections within the tool. Navigate to each section
in this document for details and instructions per section.

e Data Source

* Fields

e Filters/Parameters

e Misc

e Preview

e User Rights

Reporting Tool Page 4 Creating an Ad Hoc Report
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The Data Source Section

The Data Source section is used to assign the report to a new or existing Report Category, and to specify
from which Module in the system the report is retrieving information. Refer to table under the image for
field descriptions.

x eXchange Reporting Tool

Please note that most Reporting Tool data is compiled nightly. Those results reflect system data at the time of the most recent nightly update. For Reporting Tool reports that can be run in real-time, please contact Technical
Support.

New Report ‘ Fields ‘ B ‘ Filters/ Parameters ‘ e ‘ Misc ‘ - ‘ Preview ‘ > ‘ User Rights

Report Category :
Report Sub Category :
* Report Name :
* Data Source Category :
* Data Source:

The Data Source Tab

Field Description

Sorting tool allowing to file similar reports in a single location. Select an exist-
ing Report Category from this field or create a new category by selecting the
New value. Every Report Category appears as a folder in the left navigation
panel under the New Report link.

When creating a new Report Category, the Add New Category window opens,
LR L-CIA [ ompting for a Category Name, as seen in the image on the right.

Adding a New Category
Create a sub-level within a Report Category. As with Report Category, new
values for this field can be created by selecting New from the dropdown. Val-
ues for this field are tied to the selected Report Category.

Report Sub Category

Note: The Report Category and Report Sub Category fields are not required. If no val-
ues are selected for these fields, the report automatically is filed under a Default
folder.

The name of the report as it appears within the Reporting Tool.

DETE R I[N ee1 {=Y-{s] g% Specify the Module within HHAX from where the report collects information.

Specify what information within the selected Data Source Category, or sys-
tem Module, the report is collecting information from. These values correlate

Data Source

Reporting Tool Page 5 The Data Source Section
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Field Description

_to the selected Data Source Category.

New Report Caregiver Reports > Long Island City Office > Caregiver In-Service Report
=) g(aregiver Reports - | ] | = | L Eae: |- ‘ Bl |- ‘ Sz ‘- ‘ User Rights
EJ Long Island City Office Report Category : [Caregiver Reports| v
i TR
] Caregiver In Senice Report Report Sub Catisginy 8| | Long Tsland City Office] v
[+ Patient Reports =
-5 Billing Reports * Report Name : |Caregiver In-Service Ref

* Data Source Category ¢ |Caregivers v

* Data Source:

Medicals
Training School
Restricted Caregivers
Trainee

Trainee Medicals
Compliance
Evaluations
Caregiver

Caregiver Notes
Availability

Data Sources tied to the Caregiver Data Source Category

Reporting Tool Page 6 The Data Source Section

Proprietary and Confidential



(] .
¥ HHAeXchange The Enterprise System

The Fields Section

The Fields section is used to specify what information from the selected Data Source is collected for the
report. This section is also used to define how the Field information is formatted, sorted, and grouped.

x eXchange Reporting Tool
Please note that most Reporting Tool data is compiled nightly. Those results reflect system data at the time of the most recent nightly update. For Reporting Tool reports that can be run in real-time, please contact Technical Support.
New Report Caregiver Reports > Long Island City Office > Caregiver In-Service Report
oY P— osasore |~ TR - | Fheripeameen |- |
i E-£3 Long Island City Office s
BN Caregiver In-Service Report ——
: -
£ Patient Reports L Dets 8 A
£9 Billing Reports 2 [Caregiver Code B + -
e [nime 8 -« -
4 [Discipline 1 ~ [caregiver Discipline B -« -
5 Pay Rate 1 ~ [Pay Rate B -« -
5 [office B « -
The Fields Tab

Define the following to set up a new Field.

Field Description

Select a Field for the report.

The name of the selected Field as displayed in the report. By default, the Dis-
play Name reflects the selected field. This value can be edited as needed.

Display Name

Specify how information in the related field is formatted. For example, fields
containing date information can be customized to display in one of several
ways.

Note: The Format option is not available for every Field.

Select this checkbox to sort the results of the field in ascending order. Selecting
this checkbox for multiple Fields prompts the system to sort based on the Sr.
No, located in the left-most column of this section.

Select this checkbox to group report information based on the associated
Field. For example, to run a report to review Caregivers based on the Office
they work for, then select the Group checkbox for the Office field, ensuring
that Caregivers are grouped together based on this criterion.

Reporting Tool Page 7 The Fields Section
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Field Description

Select the icon to define additional formatting requirements to include italiciz-
ing or bolding the field text, adjusting alignment or cell width, and specifying a
Subtotal Function as well as adding a count to the field.

Field Setting

Fields defined as a Group contain additional Setting options to also add colors.
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Group Field Setting

VX Lo W ETA(:1T1a 6 T0) B Click the Add Row button to add more fields.

DN [S61)) M Click on the delete () icon to remove unwanted fields from the report.

Field A 111114 Use the up/down arrow buttons to rearrange fields. Click the up arrow to
(TR TG move the field one place right in the report.

x eXchange Reporting Tool L 4
Plzase note that most Reporting Tool data is compiled nightly. Those results reflect system data at the’ rumn in real-time, please contact Technical Support.
&
New Report Caregiver Reports > Long Island City Office
-3 Caregiver Reports j - User Rights
e e s | setung | Acarow ]
. = e [ SRR
£ Patient Reports = = ] ] = < | - -
£ Billing Reports ’ ~ | (] E=) = - v
R 4 TI=1 O O o B8 - -
& 1 O (] £=1 B8 - -
' ~1 (] [ ] £=3 [5<] - -
5 gsi | 8B -« -
»
&
ol
=
Add, Delete, or Move Field
Reporting Tool Page 8 The Fields Section
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The Filters / Parameters Section

The Filters / Parameters section is used to set parameters for the set report Fields. Setting up filters and
parameters ensures that only relevant information is collected in the report.

X EXChange Reporting Tool

Please note that most Reporting Tool data is compiled nightly. Those results reflect system data at the time of the mast recent nightly update. For Reporting Tool reports that can be run in real-time, please contact Technical
Support.

New Report Caregiver Reports > Long Island City Office > Caregiver In-Service Report

ot || |- T - | e |~ [ e | [ e |

[l Caregiver Reports
£ Long Tsland City Office

[™] carcgiver
£ Patient Reports
1.9 Billing Reports

The Filters/Parameters Section

Define the following to set up a new Filter / Parameter.

Field Description

Select a Field from the dropdown. This dropdown allows the selection of any
field associated with the Data Source, even if not used by the report.

Operator Define the relation between the selected Field and the set Value.

Enter the Value of the selected Field. Depending on the selected Field, enter a
date, select a predefined value, or manually enter.

Once the Value is set, the new parameter can be saved. The following image
illustrated the selected Value for a report that provides all Caregiver In-Ser-
Value(s) vices dating back to 06/01/2016:

Caregiver Reports > Long Island City Office > Caregiver In-Service Report

Cosmsoe | [ rises - [ | e ][ prien < [ s |

e " N

1 [pate Iv] 1s Greater Than | v | |05/01/2016 El O = empty

Select this checkbox to return “empty” results for the Field when there is no

Is Empty value. For example, to run a report to review Alt. Caregiver Codes and see Care-
givers who are missing a value for this field.

Select this checkbox to hide the parameter; does not appear under the Pre-
view Tab. Refer to the Preview Section below.

Link multiple parameters using the AND / OR values. Linking two or more para-
meters with the AND value means all the parameters must be satisfied to
return results. If the parameters are linked with an OR, then the report yields
either one parameter OR the other.

Add Field Click the Add Row button to add more Fields.

LE AN ST B Click on the delete icon to remove unwanted Fields from the report.

Reporting Tool Page 9 The Filters / Parameters Section
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The Misc Section

The Misc section is used to customize the look and organization of the report. This section is divided into
three sub-sections: Page Settings, Show/Hide Items, and Color Settings.

X eXcha nge Reporting Tool

Please note that most Reporting Tool data is compiled nightly. Those results reflect system data at the time of the most recent nightly update. For Reporting Tool reports that can be run in real-time, please contact Technical Support.

New Report Caregiver Reports > Long Island City Office > Caregiver In-Service Report
£+ Caregiver Reports | patasource | = | Fields = Filters/Parameters | = “ = [ preview || userRights |
3 Long Tsland City Office Page Settings

R Carcgiver In-Service Raport| * Page Header : |Caregiver In-Service Report Font Size [ 18 ot

59 Patient Reporis
= i—— Page Footer - | | Font size [ et
heght: [ |in

Width :

[Somiriteneme —————————— —

Show Page Number :
Page Break After Groups :

Show Date And Time :

Display Group In Different Column :

OREO~

Display Only Summary : ] (at least one group field s required. Subtotal function is required for every non-group field.)

Border Color : [Black

Page Header Color

Page Header Foreground Color : [Firebrick
Page Footer Color :

Page Foater Foreground Color :
Item Color : [Select

Ttem Foreground Color :

o ol [ o
4 LS g
B EREENE
d
2
RIGIRIRIRIBIGIG

Altemate Ttem Color = [Select

Previous | Save | Save & Next | Cance

The Misc Section

Description

e *Page Header: (Required) Set the text for the header of the report. By default, the
Report Name is applied to the field. Enter/adjust the font size for header.

* Page Footer: Set the text for the footer of the report. Enter/adjust the font size
for footer.

¢ Height: Set the height of the header/footer.

¢ Width: Set the width of the header/footer.

¢ Show Page Number: Select checkbox to include the page numbers in reports.

¢ Page Break After Groups: Select checkbox to separate Group by page.

¢ Show Date And Time: Select checkbox to include the date / time the report was
run.

Show/Hide Items ¢ Display Group In Different Column: Select checkbox to sort multi-level groupings
into different columns.

¢ Display Only Summary: Select checkbox to review a summary of each fields Sub-
total Function. To use this function, one field must be designated as a Group and
all fields must have a Subtotal Function value.

Page Settings

Reporting Tool Page 10 The Misc Section
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Field Description

¢ Border Color: Select the border color around the report.

¢ Page Header Color: Select the page header color.

¢ Page Header Foreground Color: Select the page header foreground color.

¢ Page Footer Color: Select the page footer color.

Color Settings ¢ Page Footer Foreground Color: Select the page footer foreground color.

¢ |tem Color: Add a color to every other row values.

¢ Item Foreground Color: Select a color for the foreground.

¢ Alternate Item Color: Add a color to every other row values; works in tandem
with the Item Color field.

Reporting Tool Page 11 The Misc Section
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The Preview Section

The Preview section is used to review and export reports and to review existing filters set up in the Fil-
ters / Parameters section.

X {HAeXchange Reporting Tool

Please note that most Reporting Tool data is compiled nightly. Those results reflect system data at the time of the most racent nightly update. For Reporting Tool reports that can be run in real-time, please contact Technical
Suppart.

New Report Caregiver Reports > Long Island City Office > Caregiver In-Service Report
1 £ Corcgiver Reports | patasource ||  Felds |=[ Filters/Parameters |~ | Misc |- m -

= d Long Island City Office Existing Filter

B Patient Reports -
ey 3 1 [I= Greater Than[v] [10/01/2016 |T8 O isempty AND ~

- Billing Reports

I N S Y ]
1 [Belect [~ [Belect v | O sEmpty AND v EE

[viow o repon sreomer Carcr] Epor oo

The Preview Section

Field Description

All Filters / Parameters created for the report are listed in this section for
review purposes only.

Existing Filters

Create additional filters in this section before previewing or exporting the

Additional Filters . . . . -
report. The filters created in this section are cleared once the report is closed.

Generates a copy of the report within the tool allowing assessment of the report
before exporting it. Use the toolbar within the report to navigate between result
pages, export, and refresh the data.

New Report Caregiver Reports > Long Island City Office > Caregiver In-Service Report
529 Caregiver & [ bamsource | = | Faelds. - Filters/Parameters - Misc B oo~ EEEETESTeTT
! =3 4Ln-|qldind City Office Existing Filter
LEEEETTY | T | R Y
1 B Peticnt Rrpocts 1 I Greater Than v [10/01/2016 E ) <
(¥ Billing Reports _—
Additional Filter
: Select [ 1l empty
m|=|
H 42 o1 b bl Select a format | ] Export @
Page 1 of 1

x \eXchange
Caregiver In-Service Report

Date:12/29/2016 10:33:28 AM

office Date |caregiver code  [Time eqgiy y Rate
Boris's Office
Friday, October 7, 2016 1024 1000-1100 HHA Hon Payable
Friday, November 11, 2016|1030 1400-1500 HHA Hon Payable
Friday, November 11, 2016|1060 1400-1500 HHA Han Payable
Friday, October 7, 2016 1104 1000-1100 HHA Non Payable
Friday, October 7, 2016 1108 1000-1100 HHA Hon Payable
Friday, October 7, 2016 1182 1000-1100 HHA Hon Payable
Tuesday, November 1, 2016 [ 1200 1000-1200 HHA on Payable
[Thursday, December 1, 2016] 1258 0900-1000 HHA Mon Payable
Long Island City
Thursday, December 1, 2016|1243 1200-2000 pCA hon Payable

1% [ R {o W {=To o[l Use this button to add the ad hoc report to the Report Scheduler, a function

Reporting Tool Page 12 The Preview Section
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Field Description

mwhich allows Agencies to define automated scheduling logic for reports.

Click this button to export the report as a CSV file.
3(sJo] g R NS\ Note: Exporting the report in this format may remove any customized formatting/color
options applied in the Misc section.

Click to exit the report.

Reporting Tool Page 13 The Preview Section
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The User Rights Section

The User Rights section permits Agencies to set the level of user access/permissions for the report. From
here, Agencies can select the user permissions to View/Run, Edit, and/or Delete the report. Rights are
granted on a Role basis or by individual user.

New Report Caregiver Reports > Long Island City Office > Caregiver In-Service Report
[+ Caregiver Reports [ patasource = Fields || Filters/Parameters | | LlEy [= [ preview m
\ £1£5 Long Iskand Gity Office
b PRR] Coreiver In-service Report [ 7aa-ven-aomn | [ view | [ Edit | O peet=_|
Patient Reports
/5 illing Reports |2 apmn | ] view | Edit | %I pelete |
Coordinator | L] view | ] Edit | [ pelete
|E_ADMIN-Boris | [ view | [ Edit | [ peete
Trainee | [ view | [ Edit | [ pelete
Ex-Trainee | [ view | T edit | [ peet=_|

User Rights Section

To grant report rights on a Role basis, select the View, Edit, and/or Delete checkboxes at the Role level,
as seen in the following image. Selecting at a Role level assigns rights to the entire Role group.

New Report Caregiver Reports > Long Island City Office > Caregiver In-Service Report
£ Caregiver Reports | pataSource |=| Fieds |- | Filters/Parameters | | L [=[  preview | m
£+£5 Long Island City Office
E o e [E) 724 ven-aomm | [ edit | [ pelete_|
(5 Patient Reports e P
Billing Reports ] aprm | Edit | i m
Coordinator | [ edit | [ Delete
| ApMIN-Boris | [ Edit | [ pelete |
|E Teainee | [ ] Edit | [ pelete |
I G I ]

Assign User Rights to Role

To grant report rights to an individual user, click on the plus to expand the Role category and locate the
individual(s). Select the View, Edit, and/or Delete checkboxes, as seen in the following image.

Reporting Tool Page 14 The User Rights Section
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Caregiver Reports > Long Island City Office > Caregiver In-Service Report
| Datasource |=|  Fields |=| Filters/Parameters | | Misc  |=  Preview |—m

[E 744 ven-apmin | ] view | [ Edit | [ pelete |

[rovow [ v cone

Assign Rights to Individual Users

Reporting Tool Page 15 The User Rights Section
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