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Scheduling

Overview

This category covers the Scheduling functionality providing instructions and guidance when scheduling
and adjusting visits for Internal Patients in the HHAeXchange (HHAX) system. There are two visit clas-
sifications to include Skilled and Non-Skilled.

Skilled Visits (clinical) involve care by a licensed medical professional (such as a Nurse or Physical Ther-
apist). Non-Skilled Visits involve assistance with daily routines, grooming, and general support.

There are three options when creating a new visit (Skilled or Non-Skilled), as follows:

. Manually entering the new visit on the Patient’s or Caregiver’s Calendar page
. Using the Copy and Create function on the Patient’s or Caregiver’s Calendar page.
. Creating a Master Week.

Once a visit is saved, the system automatically performs a series of validations and authorization checks
to ensure that the scheduled visit does not breach any Agency rules or contractual obligations.

Because each Patient may have unique services or scheduling requirements, HHAX recommends that
scheduling is performed from the Patient’s Calendar page. Furthermore, scheduled visits on the
Patient’s Calendar displaying in pink indicates not adhering to contractual authorization.

Please direct any questions, thoughts, or concerns regarding the content herein to HHAX Support Team.

HHAX System Key Terms and Definitions

The following provides basic definition of HHAX System key terms applicable throughout the document.

Term Definition

Patient Refers to the Member, Consumer, or Recipient. The Patient is the person receiving ser-
vices.

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

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 o . . - .
y organization placing Patients with Providers.

HHAX Acronym for HHAeXchange

Scheduling Page 1 Scheduling
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Creating Visits
Tip: You can press Ctrl-F on your keyboard to search this topic.

This section provides a high-level instruction on how to schedule visits using the Patient Calendar, as
well as scheduling using the Master Week function.

Non-Skilled Visits

Non-clinical visits in the system are classified as Non-Skilled, meaning only non-skilled disciplines can be
assigned to them. Follow the steps below to create a non-skilled visit.

1 [Navigate to the desired Patient and click the Calendar page on the Index.

Click on the date number (hyperlink) at the top-right of the Calendar cell and select “New non-
skilled visit” from the options.

Calendar

month: [y [V]] vear:[208 [V]]
Sunday Monday Tuesday
2 1 2 3

New skilled visit
New non-skilled visit_
Notes

Creating a Non-Skilled Visit

The Non-Skilled Schedule window opens on the visit Schedule tab. Complete the required fields
(denoted with a red asterisk).

Note: If a Caregiver is marked as Absent, has a Restriction for the select Contract, or is scheduled for an In

Service on the date of the visit, the system issues a warning either requesting confirmation or stating that
the selected Caregiver cannot be scheduled.

HHAeXchange - Non Skilled Schedule a
(G OF oF o ¥ oF oF SF OF oF SF oF oF oF oF oF oF oF oF oF oF oF oF oF ¥ oF oF oF oF o o oF oF 4
Visit Info Bill Info
Schedule:
3 * Schedule Time: [q500 | - [1300] MITemporary Ca"qi"'c*’ﬂﬂi lremporary
Singer D Adele
poc: [G1ess0-0s/07 V] Assignment 10:
TPayCode: [FABce V]|
* Primary bill to: [ Aetna = Secondarybill to: [—selec— V]| @
+ Service Gode: A Hourly T Service Code:
* w05 ]m{o0] w[n{]
Bill Type: Hourly Bill Type:
Include in Mileage: [ | @
Import Reference Number: [ Visit Type:
E=e=a g

Schedule Visit tab — Scheduling a Non-Skilled Visit

Note: The Visit Info and Bill Info tabs are used to review visit information after the visit has been com-
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pleted and billed.

4 |Click the Save button to schedule.

Once saved, the system automatically performs a series of validation and authorization checks to
ensure any Agency rules or contractual obligations are not breached. If a validation error is detec-
ted, then the system warns or restricts one from saving the visit.

Visits displayed in green are within Authorization parameters, while those in pink indicate an
Authorization issue, as illustrated in the image.

2 10

5 S:0800-1300 T (i)|S:0800-2000 T (i)
B:N |[B: N ]

Simger D Adele T E Singer D Adele T E

Scheduled Visits

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

Visits scheduled with a Service Code that is not covered by the Authorization, or setup to bypass Pre-
billing validations also display in white, even if within the 14-day block. Consult with an Administrator to
discuss which Service Codes the Agency has authorized to skip Prebilling validations.

Scheduling Page 3 Non-Skilled Visits
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Skilled Visits

Skilled visits (Clinical) are those involving medical services and only skilled disciplines (such as Nurses or
Physical Therapists) can be assigned to them. Follow the steps below to create a Skilled visit.

1 |Navigate to the desired Patient and click the Calendar page on the Index.
Click on the date number (hyperlink) at the top-right of the Calendar cell and select “New skilled
visit” from the options.
10 11
2 (1] new skilled visit
Mew non-skilled visit
n]lNotes
Creating a Skilled Visit
The Skilled Schedule window opens on the Visit Schedule tab. Complete the required fields
(denoted with a red asterisk).
HHAeXchange - Skilled Visit Info a
Bil o A
Schedule:
* Schedule Time: [1000 |- [1200 | || confirm visit ™ Temporary Caregiver CndE:Z M Temporary
N o oo [ ]
Visit Type: Skilled
“ primary bill to: [Agws 9] Secondary billto: ©
3 * Service Code: [RN Vst [v]] Service Code: [ Select =
* H:[02 | m: [oo ] [ m:[ ]
Bill Type: Visit Bill Type:
Include in Mileage: | | @
Visit Information
Scheduled Time:
visit Start Time: [ |[7/11/2018 |5 Visit End Time: ||| 7/11/2018 |4
EVV Call In: EVV Call Out:
Missed Visit:
No Data Found. v
_____________________________________________________________________________________________|
Schedule Visit tab — Scheduling a Skilled Visit
4 |Click the Save button to schedule.
Scheduling Page 4 Skilled Visits
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Once saved, the system automatically performs a series of validation and authorization checks to
ensure any Agency rules or contractual obligations are not breached. If a validation error is detec-
ted, then the system warns or restricts one from saving the visit.

Visits displayed in green are within Authorization parameters, while those in pink indicate an
Authorization issue, as illustrated in the image.

5 9 10 11
S:0800-1300 T (i)|s:0800-2000 T @ (0]
5:1000-1200 T
B:N (|BLN l
Singer D Adele T m Singer D Adele T ﬂ B: N d
Temp Temp T n

Scheduled Visits

Note: The system only reviews visits in a 14-day block based on the current date. visits outside of this range

display in white.

Patient Calendar - Unauthorized Visit Reasons

The Patient Calendar includes reasons for Unauthorized visits (displayed in pink). Hovering over the red
“thumbs down” icon displays a pop-up message indicating the reason the visit is not Authorized, as seen
in the following image.

TR Monthi] May ~ Year:| 2020 v 4>
e T2020 V] ==y | print |
b orders Monday Tuesday Wednesday Thursday Friday Saturday Sunday
terim Order 27 28 29 30 1 2|
bcumentation
lue Based Measures
Search
e [
Name: 4| S B| 7| 8| 9| 14
Last $:0900-1100 ®!|s|100d-1200 I 5:0900-1200 #)| Midsed visit $:0600-0700 §1/s:1000-1100 5
vl ] J T o1:15 A
B: N B:N B: N B: N B:N
mission Authorization not available with this service code]
e m—(| £ Temp B ] Tomp & Temp K]
Temp Temp Temp Temp Temp
N I3 m = e | Iy 16| 1]
$:1300-1400 §1/s:0904-1100 §1/5:0900-1400 81|s:do00-1300 ®)| Missed visit
- - TT: 03:00 A 5
B: N B:N B:N B: N B: N
Temp K| emp K| emp K| emp x|
Temp Temp Temp Temp

Unauthorized Visit Reason (Pink)

Note: A visit may have multiple un-authorization reasons. Hovering over the icon shows a single reason at a time. If
corrected, then the second reason displays.

Scheduling Page 5 Patient Calendar — Unauthorized Visit
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The following table provides a list of Scenarios, the associated Unauthorized Visit Reason and a descrip-
tion for each.

Scenario Unauthorized Visit Reason Description

N |nsufficient Authorization - Guard- Visit does not have sufficient authorization
Exceeds Guardrail Limit . .
rails because of a monthly Guardrail limit
. Additional Rules — Failed Val-
Additional Rules o
idation

Visit fails Additional Rules validation

Authorization not available with  Missing Service Code or the Service Code is not
Service Code . . . o
this Service Code valid for the Authorization Type
No Authorization Authorization Not Available
Visit Out of Authorized L .
Authorization Not Available
Date Range

A SR E R BRI R Visit less than 15 Minutes

Blackout Date Blackout Date

Daily Period Type Author-
(Y21 (o R W T M (g (5l Insufficient Authorization

No Authorization available for the visit
Visit falls outside of Visit Start or End Date

Visit is less than 15 minutes

Visit on a blackout date

Visit scheduled outside of Daily Period Type Time

. Restrictions
tions

W ELTEIW-UL TP 21d ] 0 Manual Authorization
I AV 2l eV T = Insufficient Authorization

Weekly, Monthly Author-

Manual intervention required due to a manual
Authorization

Missed Visit Travel Time approval

L. Insufficient Authorization
ization (Type 1)

Billing Adjustment to use
Authorization Units
Daily, Weekly, Monthly
Authorization (Type 2)

Insufficient Authorization

Insufficient Authorization

Primary/Secondary Con-
tract

Insufficient Authorization

on a Weekend

VUG EWA YT [ ET M Visit cannot be scheduled to start

VTG T N o TLe 1 (D ETIM Visit cannot be scheduled to start
on a Weekday (unless a Holiday)

Visit exceeds the allowed Max Units per Period

Billing adjustment causes the visit to not have suf-
ficient Authorization

Visit exceeds the allowed Max Units for the Entire
Authorization

Primary and Secondary Contract together do not
have sufficient Authorization for a visit

Visit is authorized for a specific date type (week-
day) but the visit is scheduled on the weekend or
holiday

Visit is authorized for a specific date type (week-
end/holiday) but the visit is scheduled on a week-

Scheduling Page 6
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Visit Authorization Allocation

Agencies may review and edit Authorizations automatically applied to Scheduled visits on the visit Bill
Info tab.

-
Fihexchange - Non Skilled Gill Tnfo

Non Skilled Visit: Masterweek update
P L O OPP OO LOLOOO&PPVI LIS

0.

Schedule Visit Info ‘ | Bill I 7 ,_

Primary Bill To: Histery Secondary Bill To: History Payroll Details: History

o - st so. Ly

Primary bill to: Caring Hands LLC secondary bill to: Payroll Type: Hourly
Service Code: HMA Standard Service Code: Pay Code: HHA Base
Bill Type: Hourly Bill Type: Service Hours:

S AT A S S JF o oV ' oF SF oF SV SF oF SV o SV O SF AP A W

sei ad . i e A o
number{s): number(s):
Distance from Last Loe: (1)

e-Billing Batch#: e-Billing Batch#:
Mileage Rate: (1)
Authorization (Auto]
L, m Mileage Expense Total: (D)
Authorization Number Units Expense Pavroll )
[wk3oas9 Ml 2.00 | tchi:
Visit Schedule Units: 2.00

Authorization on Bill Info Tab

The Authorization section of the Bill Info tab contains the following fields / functionality:

Field / Functionality Description

The Authorization currently assigned to the visit. This field also contains
all the Authorizations associated with the Patient applicable to the visit.
For example, if the Scheduled visit is for Non-Skilled service, only Author-
izations for Non-Skilled service are available.

Allows one to set the number of Units from the Authorization applied to
the visit.

e For Hourly Service Codes, a Unit equals 1 hour; therefore, a visit
scheduled for 4 hours equals 4 Units. A 3-hour and 15-minute visit
equals 3.25 units.

o Visits scheduled with a Daily or Visit Service Code always display as 1
Unit.

Allows one to apply additional Authorizations to the visit.

Authorization (Manual) m

Authorization Number

Authorization Number Units
Add (button) [ wk30459 ] 1.00 | A
‘ Select v H |n

Visit Schedule Units: 2.00

Apply Additional Authorization

Scheduling Page 7 Visit Authorization Allocation
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The Authorization functionality is available for both Primary and Secondary Contracts, allowing Agencies
to split Authorization hours between the two:

Deleted invoice Deleted invoice
number(s): number(s):
e-Billing Batch#: e-Billing Batch#:
Authorization (Auto) m Authorization (Auto) m
Authorization Number Units Authorization Number Units
Auth 1 V][ 2.00]E [Auth2 ~] [ 100 A
Visit Schedule Units: 3.00 Visit Schedule Units: 1.00

Set Primary / Secondary Authorizations

|ll

The Authorization section of the Bill Info tab has several “statuses” depending on how the Authorization
is applied to the visit, as well the Contract’s scheduling requirements, as follows:

Status Description

This status indicates that the system assigned the Authorization(s) to the
visit.

Authorization (Auto) m

Authorization (AutO) Authorization Number Units
WK30459 M 2.00| 4

Visit Schedule Units: 2.00

Authorization (Auto) Status

Scheduling Page 8 Visit Authorization Allocation
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Status Description

This status indicates that the system was unable to assign an Author-
ization that matches the visit details (e.g., no Authorization for selected
Caregiver skill type).

No Matching Author:
ization Found

Authorization (Auto) m

Mo Matching Authorization Found

Visit Schedule Units: 1.00

No Matching Authorization Found

This status indicates that the selected Contract does not require an
Authorization to schedule visits.

Authorization Not Authorization (Auto)

ReqUIred Authorization Mot Reguired
Visit Schedule Units: 2.00

Authorization Not Required

This status indicates that that an existing Authorization has been deleted
and a new one was not assigned.

No Authorization Authorization (Manual) m

Selected Mo Authorization Selected
Visit Schedule Units: 2.00

No Authorization Selected

Validations and Scheduling Scenarios

This section covers scheduling scenarios and validations caused by the addition of the Visit Author-
ization Allocation function.

Over/Under Applying Authorization Units

Over or under applying Authorization Units to a visit results in a validation error. For example, if a single
Authorization Unit is applied a to a visit scheduled for 2 hours, one is only authorizing a single hour of
the visit. In the other hand, applying 3 Authorization Units to a 2-hour visit authorizes an hour of non-
scheduled service.

Scheduling Page 9 Validations and Scheduling Scenarios
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The system does not allow for either scenario. If over or under Authorization Units are applied, the fol-
lowing validation messages display:

HHAeXchange - Validation(s) X

- You have not applied encugh Authorization Units to this visit.
Please check Authorization details before saving.

Under Applying Units Validation Error

HHAeXchange - Validation(s) x

- You are attempting to apply too many Authorization Units to
this visit. Please check Autherization details before saving,

Over Applying Units Validation Error

Apply Zero Authorization Units

Users may choose to apply 0 Authorizations Units to a visit without triggering a validation error. Instead,
the visit displays in pink, indicating that it is unauthorized and will be held on the Prebilling Review
page. The system requests confirmation before saving a visit with 0 Authorization Units.

HHAeXchange - Confirm X

You are attempting to manually save this visit with no Authorized
units. While this is allowed, please note that the visit will be held
on Prebilling until adequate Authorized hours are saved. Do you
wish to continue?

Confirm Zero Authorization Unit Entry

“"Manual” / “Automatic” State Visit Logic
Authorizations applied to Visits may exist in two states: Automatic and Manual.

An Automatic state refers to a visit Authorization unedited or removed by a user. The Author-
ization/Units are automatically applied to the visit by the system at the time of scheduling. When a visit
Authorization is in this state, the system automatically updates the Authorization information with
respect to changes to the visit schedule.

A Manual state is when a user manually edits, removes, or adds Authorization information (for either
the Primary or Secondary Contract) to a visit. In this case, the system does not automatically adjust the
Authorization to fit changes to the visit schedule. More specifically, if the visit schedule duration is exten-
ded or the Service Code is changed, the system automatically reduces the Authorization Units to 0. The
visit subsequently turns pink on the Patient Calendar signifying that there is an Authorization issue.

Scheduling Page 10 Apply Zero Authorization Units
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The system reduces the number of applied Units in a “Manual” state if a visit is rescheduled with a
shorter duration.

This logic also applies when the Authorization is edited on the Patient Authorization page. The system
reassesses visits in an “Automatic” state to ensure they are still compliant, whereas visits in a “Manual”
state are automatically reduced to 0 Units.

Bypass Pre-Billing / Authorization Not Required Logic

If the Service Code selected for the Primary Contract is set to bypass Prebilling validation, or the
Primary Contract does not require an Authorization, the visit Authorization section for both the Primary
and Secondary Contract is set to “Authorization Not Required” (as illustrated in the following image).

Schedule Visat Infio | Bl I |
Primary Bill To: Hiztory Secondary Bill To: History Payroll Details:
WP YIS UYWL
Ak (S, el dlea, .
e-Billing Batch#; e-Billing Batch#: from
— Last Loc: &
Authorization (auto) Authorization (Auto)
Mileage Rate: (1)
Authorization Not Required Authorization Mot Requined §
Visit Schedule Units: 1.00 visit Schedule Units: 1.00 FHshie BxpaRes (1)
Expense Payroll
Batch#: Q
b ”.

Authorization Not Required

Invoice Logic

When invoicing a visit with more than one Authorization applied to the Primary Contract and/or Sec-
ondary Contract, the system applies the first Authorization for each to the invoice. For example, in the

following image, Auth 1 for Primary Contract and Auth 3 for the Secondary Contract would be applied
to the invoice for this visit.

Schedule Visit Info | Bill Info
Primary Bill To: History Secondary Bill To: History Payroll Details:
Primary bill to: Caring Hands LLC Secondary bill to: Private Pay Original Payroll Type:
Service Code: HHA Standard Service Code: Private Pay Hrly Pay Code: |
B A a2 o ¥ oF oF oF 8 o o' oF oF oF o o o o o
Lo..ofa s gy sl e A sy . .00, J0)
rieayec nave:
Authorization (Manual) m Authorization (Manual) m i
Mileage Expense Total:
Authorization Number Units Authorization Number Units Expense Payro
[[Auth 1 | 100 |E  [Auth3 Ml v.o0 | Batch#:
[ Auth 2 v oo B [Authe M 1.00 |4
Visit Schedule Units: 1.00 Visit Schedule Units: 1.00
—_—

Auth 1 and Auth3 Appled to Invoice

Scheduling Page 11 Bypass Pre-Billing / Authorization Not

Required Logic
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Authorization Deletion Logic

Any visits associated with an Authorization that have been billed or exported cannot be deleted. If a user
attempts to delete an authorization where visits have been billed or exported, the system displays the
following message: “This Authorization has already been applied to billed visits and cannot be deleted.”

Copy and Create Tool

With the Copy and Create tool apply new visits to the Calendar in either of the following ways:

e Select Copy to duplicate visit information to a ‘clipboard’. Once copied, apply the visit information
to other dates.

o Select Copy and Create to copy the visit information and open a new window to apply the inform-
ation to other dates and also edit the visit information.

The following tables provide step-by-step instructions on how to use the Copy and Create tool.

Copy a Visit

From the Patient’s Calendar page, click the Copy and Create icon on the right side of the Cal-
endar day cell (as illustrated in the image). Click Copy. The system informs that the visit details
have been copied to the clipboard.
8 ]
1 S:0800-1300 T (i)
BN CLD
Copy
Copy and Create
1] 16
Copy Visit
Once copied, click on the date number (hyperlink) in the desired Calendar day cell. Select Paste
visit information from the options.
15 16
2 Mew skilled wisit
Mew non-skilled wisit
Paste wisit information
Motes
i
Paste Visit Information
Scheduling Page 12 Authorization Deletion Logic
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Upon selecting, the visit details from the first shift are copied to the selected date. The visit
details may be applied to multiple dates, as desired.

16 17

S:0800-1300 @ 5:0800-1300

B: N qB: N B |

3 Singer D Adele ﬂ Singer D Adele nl
Copied Visits

Note: Even if a copied visit is authorized, pasting the visit information on a day that is not covered by the
Authorization results in an Unauthorized visit (displays in pink).

Copy and Create Multiple Visits

Step Action

From the Patient’s Calendar page, click the Copy and Create icon on the right side of the Cal-

endar day cell (as illustrated in the image). Click Copy and Create. The system informs that the
visit details have been copied to the clipboard.

12 13
1 $:1000-1400 G)
B:N @D
Abreu opy
Alex Copy and Create

Copy and Create Visit

The Copy and Create Multiple Visits page opens. Select the checkboxes in the right column to
copy the visit information to multiple days. Visit information may also be edited for each day it is

Copy and Create Multiple Visits
Schedule:
Schedule Time: [1000 ] - [1300 Caregiver:[1002 |2
Abreu Alex
poc: [1842575-12/00/15 v Assignment 10: 100002
Pay Code:
Primary bill to: [ Caring Hands LLC ~ Secondary bill to:
Service Code: service Code: [ —seleci— -
+:[04 ] m: [00_] Bill Type: Hourly H:[00_|m:[00 ] Bill Type:
2 Timesheet: | Required [ | Approved
From Date: (T7EmTE 173 o vate: [(EEREE ] s per Days 151
Include in Mileage: [ ]
+ The information will not be loaded i the From Date and Ta Date are ge of Patient Scart
. Service Code . [tnc. in
[l |pate Schedule/Confirmed Times m] (Contract (Primary/Secondary) |, o Hours POC / Timesheet |Caregiver/Pay Code Mile
02/12/2016 | Sched:[1000 ] - [2300 | Prif_Caring Hands LLC ~1] |[ 1 Standard <] w:[ea Imi[oo] [1eszsrs-12/02/1s [ V]| (1082 1z ~
O o Abreu Alex m
cont| [ O | sec{saia: || 53] X e o o S i
02/12/2016  02/12/2016
02/13/2016 |Sched{1000 |- [1400 ] Prif Caring Hands LLC 1] |[ A Standard ~1][w:{ea Imoo] [[1sazs7s-12/02715 [ V]| |[mc-1002 z
M =) Abreu Alex O
Conf:[ -] 10 Sec] -Select— 1) [[setect— =31 | G o TSReq:¥] TS Ae:[]|[inA rourly 510 |7

Copy and Create Multiple Visits

Once the visit information has been applied to the selected days, scroll down and click the Save
button. Refresh the webpage to see the updated Calendar.

Scheduling Page 13 Copy and Create Multiple Visits
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Setting a Master Week Schedule

If a Patient receives the same service on a regular basis, the Master Week function is used to generate 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 known as “roll over.” Any changes
to the Master Week are reflected in future visit when it “rolls over” again.

Note that if a Master Week schedule results in a Caregiver surpassing the Agencies set overtime
threshold, the Master Week only needs to be validated once. The system does not inform/require users
to validate the Caregiver’s overtime in the future. Refer to the Overtime Validation section of this doc-
ument for further information.

Scheduling Page 14 Setting a Master Week Schedule
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Creating a Master Week

Complete the following steps to create a Master Week.

Step Action

1 [Navigate to the desired Patient and click the Master Week link on the Index.
On the Master Week page, click the Add Master Week button.

Patient Info - Active

Name: Lanister Sean Admission ID: LIS- Patient 1D: Contract: Aetna, Amazing Health
7897654654321734
DOB: 06/18/1930 Primary Alt. Patient 1D: Home Phone: 305-321-1234 Address: 50 S River Drive, MIAMI, FL,
@ 33138
Coordinators: Carol Hill Office: Lisset's Office Languages: English

Last 3 authorizations

Contract |Auth. # |From Date To Date IDiscipline|Svc. Code :a‘);urlils for Type i .S M T w T F s i inis [Notes|
2 Amazing 5454545(01/01/2015(01/01/2013|HHA }g;‘fz';"" /A Hourly Daily 5.00(5.00(5.00(5.00]5.00(5.00]5.00 0.00
Actna |78998776|01/01/2016|01/01/2019 RN RN Visit N/A Visit kly|40.00) 0.00]
Master Week History
From Date: [71672618 | [ T Date: [0 LD
* [Update Calendar] will update only unbilled visits
“Master Week will create schedules only for Active contracts
Adding a Master Week
The Add/Edit Master Week screen opens. Set the Master Week date range in the From/To Date
fields. The From Date field is required. The To Date field is optional and may be left blank for
indefinite stop date. If a To Date is entered, the system does not generate visits from this Master
Week past that date.
Enter the visit details for each Master Weekday OR click the Hours (hyperlink) for a streamlined
version of this window (next step).
Add/Edit Master Week ]
@ * From pate: [ Topate[ ][
3 Copy Master W?fk Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Hours] (1 AN T N N I I [ N N I Yy N ) By I £ B
Ccaregiver: || [ Jz [ Jz | Jz [ J2 [ Jz [ 2
Assi. 1Dz
Pay Code:|[ —Select— |||  [—select— [v]| [ —select— [v]] [-select— [v]| [—select— [v]] [-select— [v]] [-select— [v]]

poc:|[ -select— [v]| [-Selec- [v]| [-select- [v]] [-Selec— [v]] [-select— [v]] [-Selec [v]] [-select—- [v]]
Bill To:|[ —-Select— [v]] [-select- [v]] [—select- [v]] [—select— [v]] [-select- [v]] [-select- [V]] [--select—- [v]]
wEIwE] ] wEiwk] eElwE] wEiwk] seiwlE] wEiwE]

Service Code:| —-Select— [v]]  [-select- [v]| [ -select— [v]] [—select— [v]] [-select- [v]] [-select- [v]] [-seleat— [v]]
Rate Type:
ST AT A SF S o o ar o o o v & o o o 5 ar i o S oF &= o 3 oF SF o &V gr ov o &V 4

Creating a Master Week

The Select Days window opens allowing one to set visit details and apply them to different days
4 |be selecting the corresponding checkbox, as illustrated in the image. Click the OK button to con-
tinue (return to the Add/Edit Master week window).
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Eelec‘t Days
Hours: [0800 -
Caregiver: 2

Temp Temp
Assi. ID:
Pay Code: [ Select— [v]]
POC: [ -Select-- [v]]
Bill To: [[Actna [v]]
H: M
Service Code: [ HHA Hourly 2]

Rate Type: Hourly

A 27 o S o S O o P N LV

[ saturday
[] sunday

[ Monday

[ Tuesday
[ Wednesday
[ Thursday
[ Friday

Set Visit Details using Hours Link

On the Add/Edit Master Week window, the selected days and visit details are displayed. Click the
Save button to finalize the Master Week.

Add/Edit Master Week

@ * From Date: [07/10/2018 | [5] ToDate:[ | [

Copy Master Week Sunday Monday Tuesday Wednesday Thursday Friday Saturday
vowrs: [ |- ] [osoo]-[rz00] [ ]-[ ] [esoo]-[rae0] [ ]-[ ] [esoa]-[z2e0] [ ]-[ ]
Caregiver: | ]z [1000 [E ]2 [1000 2 | ]2 [1000 Jz |z
Temp Temp Temp Temp Temp Temp
Assi. ID: 010101 010101 010101
5 Pay Code: ‘ --Select-- ﬂl | —Select— | | -—-Select-- ﬂ‘ | --Select— | | —Select— ﬂl ‘ —-Select— ‘ |~Salect~ ﬂl

POC: [ --select- [v]|  [—Select— [v]] [-Select-- [v]]  [--select— [v]| [-select- [v]| [--Select- [v]] [--Select— [v]]

Bill To: ‘ --Select-- ﬂl | Aetna | | --Select-- ﬂ‘ | Aetna | | --Select-- ﬂl ‘ Aetna ‘ |--Salect—- ﬂl
wejwp] wErw@] wolwp] w@wE] wplwp] wEdwwm wplw]

Service Code: ‘ --Select—- ﬂl | HHA Hourlyl | --Select-- ﬂ‘ | HHA Hourhl | —Select-- ﬂl ‘ HHA Hourl)‘ |~Salect~ ﬂl

Rate Type: Hourly Hourly Hourly

0 8 8 0PI I VP IIIFTOFIFFTOIFITFOIIveITFIverIvye

- 9
Een

Save the Master Week

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.

6
—— @ o ate (D, l‘
e —
Save & Update Calendar with Master Week
Scheduling Page 16 Creating a Master Week
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Editing/Deleting a Master Week

To edit a Master Week, click the edit icon, as seen in the image below. To delete a Mater Week, click on

the red (lﬁ') icon to the right of the edit icon.

Master Week

07/10/18 -
=

The information has been saved and a rollover req

Sunday Alt.

Monday Al

t has been regi

ed! History

Tuesday Alt.

Hours: |

[o8oo ]-[1200

Caregiver: |

[1000

Wednesday Alt. ay Alt. :
I r I 1 —-ﬁ’ﬂﬂ |
| \EECIick icon to Edit the Master Week. %

Temp Temo
—

Edit/Delete Master Week

By default, the system rolls over the Master Week for the 14-day range in the From and To Date fields. If
desired, adjust the date range and roll over Master Week details to other date ranges.

Note that a Master Week does not rollover if a Patient’s Authorizations do not cover the future dates;
unless the Contract authorizing service for the Patient permits the Master Week to generate unau-
thorized visits using the Allow Masterweek Rollover without Valid Authorization checkbox on the Con-

tract Setup page under the Scheduling/Confirmation tab.

Scheduling
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Multiple Master Weeks

If visit times and date ranges do not overlap, one can enter multiple Master Weeks for a Patient. These
are common in the following special scenarios:

The Patient has multiple shifts on the same day. If the Patient consistently receives service in
the morning and then again in the evening, one can add one Master Week for the morning shift
and another for the evening shift.

The Patient has “tapered” service. If the Patient’s schedule changes on a set basis: for example,
the Patient receives 5 visits per week for one month, then 4 visits per week the next month,
then 3 visits per week the following month. In this scenario, once can enter one Master Week
with a date range for the first month, a second for the next date range, and a third for the final
date range.

Scheduling Page 18 Multiple Master Weeks
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Master Week Alternate Shifts

For some permanent schedules, aspects of the schedule alternate from week to week. For example,
every other Sunday a different Caregiver might work, or every third week the Patient requests services
in the afternoon instead of the morning. In these scenarios, an Agency can set an Alternate Master
Week schedule. Once set, the Master Week rollover alternates back and forth based on what is set here.

Complete the following steps to create an Alternative Shift.

1 [Navigate to the desired Patient and click the Master Week link on the Index.
On the Master Week page, each weekday has an Alt. link. Click on the applicable Alt. link.

Master Week History

06/05/17 - 06/07/17 Sunday Alt. Mond JAIt. Tuesday Alt. Wednesday Alt. Thursday Alt. Friday Alt. Saturday Alt. |
Hours: = = P e 1 L = = - HEI

2 Caregiver: | [us-13s0 | [us-13s0 | [us-13s50 | | ] | |
Lafleur Bianca Lafleur Bianca Lafleur Bianca

o1& vt coenss [ nas v et |

Alt. Master Week Link

The Alternative Shifts window opens for the selected day displayed the visits details. Click the
Add Alternate Shift link to add an alternate record.

Alternate shifts for Monday
Admission ID: LIS-7897654654321417 Patient Name: Trainor Will 4 Patient ID:
Primary Contract: Amazing Health Authorization For Monday: Date of Birth: 02/01/1945 _
< @akernate shift
3 Week # |From  |To Caregiver # Time & Att |PayCode  [POC Bill to P.H [P.M|PSrvcode |Bf  !s.H [5.M[s. Srvcode (5 BT
T | Type.
] L15-1350 2 100350 HK Hrly v || |[ 2176392 v ]| [ Amazing Re[~]] |[22_]|[00_]|[ Hsk Hrly_[v]] 4 [00 ]|[00 ]|[ —select- [+]]
Lafieur Bianca |
4
100350 ‘
= =3 )
y

Alternate Shifts Master Week Window
The Add Alternative Master Week Shift window opens. Make the necessary additions for the
selected day. Click the Save button to finalize.

Add Alternate Masterweek Shift for Monday

Lafleur
Bianca

Assi. ID:
4 Pay Code:
POC: | 2176392 [v]
u [ m:
Service Code: | HSK Hriy_ANT [~]

Rate Type: Hourly

P PP POPPPPPPEIS
( @7- m w

Alternative Shift
5 |Once saved, the Alternative Shift displays on the Master Week header in red, as illustrated in the

Page 19 Master Week Alternate Shifts
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image below.
Master Week
06/05/17 - 06/07/17 Sunday Al Mondaf Alt. (2)
Hours: | |- | [1000 |-[1Z0 [100
Caregiver: | | [L1S-1350 | [us]
Lafleur Bianca Lafl

Alternative Shift Entered

When rolling over the Master Week, the system works through each alternate shift entered and
places those visits on the Calendar.

Scheduling Page 20 Master Week Alternate Shifts
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Custom Master Week Length

The Master Week rollover length can be customized to fit an Agency’s needs, particularly, to view and
coordinate visits (schedules) on a monthly basis according to Authorization calculations. Because the
Master Week rollover length may 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, the system then val-
idates up to 30 scheduled visits at a time. If Contract B has the rollover set for 10 days, the system then
validates up to 10 scheduled visits at a time.

This feature is applicable for both Linked and Internal Patients.

Note: This Master Week Timeframe setting can only be changed by HHAX. Contact HHAeXchange Cli-
ent Support 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 to the right.

Edit Office
eneral
* Office Name: l:l Status:
. * Office Code: |:
s
Office Grouping: M — —
(Yau can select only leaf group)
w0 Netho: [ |OProvider 0 (330 |
Pravider Zip Code: l:l |: Default Coordinator: :
Mobile Fixed Visit Verification: @ * Mobile GPS Visit Verification: /] Tolerance Range (f): @
Allow Caregiver In-Service and Visit Overlaps: [ | @ Mobile Beacon Verification: ] O
Alow Caregiver Absence and Visit/In-Senice Overlaps: [] () UnBalanced Tlerance: Huurs@ in 30| ©
(8 Duty CodeView (§) )
Display MD Order Aide Tzb as: (e Ve @ Transportation Methods for Travel Time: @
Master Week Rollover Time Frame: E Days @

Edit Office: Master Week Rollover Field

Patient Master Week Page

When a User opens 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).

Scheduling Page 21 Custom Master Week Length
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For example, suppose the Master Week Rollover Time is set for 20 days. When the Patient’s Master

Week is opened, the From Date displays as current date and the To Date displays as 20 days from the

current date.

brvice Code: l Select

x|

Select

vl

oo ] W:[o0 ]
Select

Rate Type:

E in Mileage:

From Date: |9/25/2017 "1 To Date:

10/15/2017 =0

"Master Week Rollover Time Frame" is set
for 20 days; therefore, the dates are

automatically populated from current date +
20 days

Save & Update Calendar

Users may choose to manually schedule for a number of days greater than the default setting (on the

Patient Master Week: Automatic Rollover Date Settings

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 may choose to 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.

[raet 3 suthonzations

Contract Jauth. # _|rrom bate _[To Date [piscipline__|sve. Code_[Max units for Auth [rvpe [perod [max. |s s |m [t w1 |f|Remamingunws notes |
[tojoa207  [10/31/2008  |nma [ARAFouty A Hourly loaity | [s:00 |s.00 [s.00 [s.00 [s.00 [s.00 [s.00 | 0.00| [
702007 Jozronzons e A ooy | [o.00 |o.00 [5.00 |50 [s.o0 Js.00 [o.00 | 0.00] I
Calendar Rollover History Legend
Saturday Sunday [Monday [Tuesday [Wednesday [Thursday Friday
30 1 2 3 4 5 5
5:0800-1400 " |s:0800-1400 ~ |5:0800-1400 ~ |s:0800-1400 " |5:0800-1400 " |5:0800-1400 o
B: N (06:00) le: N 08:00) ) |B: N (06:00) CEn N J|EN
Am 1 will (Am 1 will Am 1 will |Am L will |Am 1 will E¥ |am1win (x N
7| 3 E 10| 11 12| 13|
5:0800-1400 5:0800-1400 5:0800-1400 5:0800-1400 5:0800-1400 5:0800-1400 5:0800-1400
BN (BN BN J|BiN JB:N |B: N BiN |
|Am 1 will EX |am1wil EX [Am1wil Ed |am1wil E |amrwil E¥ [amzwill EX |am1will (X}
14 15| 15| 1| 15| 13| 29)
'5:0800-1400 5:0800-1400 5:0800-1400 5:0800-1400 5:0800-1400 5:0800-1400 5:0800-1400
BN BN - -1 (0] e BN |
[Am 1 will E [Am 1w EX [Am 1wl E |Am 1wl EH |amrwin B [Am1wil EX [am1win (X
21 23] 23| 24 25| 25| ]
'5:0800-1400 5:0800-1400 5:0800-1400 5:0800-1400 5:0800-1400 '5:0800-1400 5:0800-1400
BN JB:N BN 1|B:N JB:N B:N B: N
|Am 1 will B |am1win EX |am 1 wil K |am 1wl K |am Lwin B4 |amLwil B |am1win (xR
25| 29) 30 31 1 2 3
'5:0800-1400 5:0800-1400 5:0800-1400 5:0800-1400
BN B: N B: N BN
|Am 1 will B |amwin B |am 1 wil B |am1wil H
Patient Master Week Rollover Time Frame (20 days)
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The Appointments Function

The Appointments function (Visit > Appointments) is a robust scheduling and confirmation tool which

provides an alternative means of scheduling new visits, such as:

e Schedule and confirm visits,

e Create or edit Master Weeks,

e Delete scheduled visits, and

o Perform Availability Searches for multiple Patients or Caregivers at once.

Appointments

Hart, Kevin
L1C-900008

Morthesst, Elizabeth
11C-43370876)

Silverman, Denise

LIC-900003)

View By:
LastName:[ ]
Assignment1D:[ ]
Billed:
Confirmed:

Patient @ caregiver

TUESDAY - 10/4
tyoian wy

+ Office: [ Long Island City v
FrstName:[ ]

Paid

=

WEDNESDAY - 10/5
srysuen vy

THURSDAY - 10/6

* From Date: T Display Empty Rows: @
Status: Caregiver Code:[ ]
Visit Discipline: Event Type:
Timesheet: Overtime:

FRIDAY - 10/7

& MINIMIZE FILTERS

MONDAY - 10/10

SATURDAY - 10/8 SUNDAY - 10/9

5:1000 - 1100 (HHA)

5:1000 - 1100 (HHA)

5:1000 - 1100 (HHA)

5:1000 - 1100 (HHA)

TEMP

Vi -
TEMP

Ve
TEMP

W
TEMP

5:1000 - 1100 (HHA) $:1000 - 1100 (HHA
Vi - Vi
TEMP TEMP

5:0900 - 1400 (HHA)

5:0900 - 1400 (HHA)

5:1200 - 1400 (HHA)

5:0900 - 1400 (HHA)

TEMP

ME:=
TEMP

NE=
TEMP

NE:=
TEMP

5:0900 - 1400 (HHA
W
TEMP

5:0600 - 0900 (HHA)

5:0600 - 0900 (HHA)

5:0600 - 0900 (HHA)

5:0600 - 0900 (HHA) 5:0600 - 0900 (HHA)

Vi

Anderson, Rebecca

Vi

Anderson, Rebecca

Vi -

Anderson, Rebecca

V- Vi -

Anderson, Rebecca Anderson, Rebecca

The Appointments Function

Refer to the Appointments Function category for full details and instructions when using the Appoint-
ments function.

Scheduling
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Selecting a Caregiver

There are several methods to search for and add Caregivers to visits to include Availability Search, Care-
giver Search, or Assign to Temp. This section covers the Assign to Temp method, used as a placeholder
to create a visit in the system.

Refer to the Caregiver Search and Communications category for full instructions and details on the vari-
ous methods to search for a Caregiver, including: Caregivers (for a general Caregiver Search), Caregiver
General Availability, and Fill a Specific Shift.

Scheduling Page 24 Selecting a Caregiver
Proprietary and Confidential


Caregiver Search and Communications.htm

Y .
% HHAexchangel The Enterprise System

Caregiver Search

The Caregiver Search function allows one to search for a specific Caregiver using several filters, such as
Discipline, Team, and Location to sort the search results.

Complete the following steps to perform a Caregiver Search when scheduling a visit.

Step Action

On the Schedule tab, click the ? hyperlink and select the Caregiver Search option.

Schedule Visit Info Bill Info Verification
Schedule:
. CaregiverCodes[ -
1 * Schedule Time: [ |- [ | ETemporary aregiver Cade s = ry
] [Coreaver Search ]
poc: Assignment Io: P a—
* Pay Coda: | -Selectz o .

Caregiver Search Option - Visit Schedule

The Caregiver Search module opens. Select a the desired Caregiver Search method: Caregivers,
Caregiver General Availability, or Fill a Specific Shift, as seen in the image below.

Refer to the Caregiver Search and Communications category for full instructions and details on
the various methods to search for a Caregiver.

'l:aregi'u'ers
2

Carpghes Caregivns Garrral heatab bny T & Spei 52

Search General Availability

[ B il flanes

P s BT T T TP T YW oo W aray
Caregiver Search Module
Scheduling Page 25 Caregiver Search
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Assign to TEMP

If a Caregiver is not available to assign or unknown when scheduling a visit, select the Assign to TEMP
option to place a temporary placeholder to save the visit.

On the Schedule tab, click the ? hyperlink and select the Assign to Temp option.

Schedule Visit Info | Bill Info Verification
Schedule:
# Schedule Time: Caregiver Code: 7
Schedule Time: l:l - l:l Temporary Availability Search bry
c .
Poc: [Haea <] Assignment 10: Qe e |
* pay Code: [ -—-Selsct-- ——

Assign to Temp Option — Visit Schedule

The Caregiver Code field is populated by the Temp Code (with the Temp Temp name), as seen in
the image.

Note: One can also manually enter 1000 or Temp in the Caregiver Code field to assign a temporary place-

holder to the visit.

Caregiver Code: | 1000 |2

Temp Temp
|__Assionment ID:

Temp Caregiver

Once saved, the visit displays with a Temp Caregiver on the Calendar page (as seen in the image).

3 16
5:0800-1300 T @ 5:0800-1200 T

J|B: N_

B: N
Mark E Mark T E Temp Temp T h

Temp Caregiver Assigned to Visit

B. oy

Once an actual Caregiver is found, revise the visit and replace the TEMP Caregiver with the

III

“actual” Caregiver.

To see a list of all visits with assigned TEMP Caregivers, navigate to Visit > Visit Search and select Search
Open Schedules field (as seen in the image).

Scheduling
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Caregiver Bram:h:| All - search Open Schedules: [
Search Results Total Visits : 9 Total CallIn: 0 Total Call Out : 0
Coordinators Admission.ID Patient Name Caregiver Code |Caregiver Name |Assignment ID
Reqgie Love 300014 Smith Rachel 010101
Susan Robee 200013 Anderson Melissa 010101

Visits with Temp Caregivers

Note: If the Caregiver Code field is not updated by the time of the visit, EVVs placed by the Caregiver do not sync to
the visit. As a result, the visit is held on the Prebilling Exception page until the calls are linked to the visit and a user

manually enters a real Caregiver in the Caregiver Code field.

Scheduling
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Managing Scheduling Validations

When a visit is saved, the system performs a validation check to ensure the Caregiver assigned to the
visit complies with all Agency rules. These validations serve as safeguards, preventing compliance and/or
audit violations. The validations an Agency chooses to employ varies on a case-by-case basis. Some
potential validations an Agency may opt to enforce include:

e Ensuring the Caregiver scheduled for a visit does not exceed regular working hours.

e Ensuring the Caregiver is compliant, as per the authorizing Contracts definition.

e Ensuring that the Caregiver is not scheduled for another visit or In-Service simultaneously.

Furthermore, an Agency may choose to use this process to stop invalid visits from being scheduled, or to
warn users of existing issues before saving a visit.

This section covers the validations that may be activated by an Agency.

Overtime Validations

The Overtime Validation allows an Agency to control whether a Caregiver may be assigned to a visit

based on the number of hours they have already worked in a given week. If a Caregiver assigned to a
new visit breaches the overtime threshold by working the visit, the system either stops the user from
saving the visit or requests an override password.

Complete the following steps to set up an Overtime Validation.

Navigate to Admin > Office Setup and scroll down to the Overtime Scheduling section to review
the Agency/Office Overtime setup, as described in the table below the image.

Overtime Scheduling @

Overtime Validation at the time of Schedule: @ Yes © No & Prompt password at: HH:MM (When Caregiver has both hourly and Live-In Visits) &

Hourly Equivalent for Live-In Shifts: [ 1200 HH:Mm @ Prompt password at: [ 4000 HH:MM (When Caregiver has Only Live-In Visits) @

Overtime Setup

 hee o
(O i CEAVEHLEHI Y R[] If Yes, then a password must be entered to authorize the overtime,
time of Scheduling as well as a reason to justify the authorization.
3 VT4 \YA G TTVE T | & (o TR BIVZSEl The number of Hours a Live-In shift may continue before paying the
In Shifts Caregiver an overtime rate.

The number of Hours a Caregiver may work in a week before they
Prompt Password at reach the overtime threshold. After X’ number of hours, a pass-
word is required to continue scheduling the Caregiver.

Note: Overtime rules in this section are setup during Implementation; therefore, this information is read-
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only. Contact HHAeXchange Technical Support to revise any information in the Overtime Scheduling sec-
tion.

Authorize users to override the overtime validation. Navigate to Admin > User Management>
User Search and select the Can Override OT Limit checkbox for the selected users.

Office Setup m
2 Office Role Is Coordinator | yjew Open Cases for @ Can Override OT Limit  |Primary
Atlantic Avenue ~] |[Admin v [ O Select [v] i} M |E| H
Long Island City VI Admin v | O n H

Authorize Overtime Override

If enabled, the Caregiver who can receive overtime when scheduling is shown (as seen in the
image).

Overtime authorization required for the following caregivers:

Caregiver Name ‘C:regiver Code ‘Current Hours |Drojeded Hours

Baasly Pam ‘IDIB ‘42:00 |51:DCI

* Override Reason: | No Aide in the Areaﬂ

Please enter your login password to continue or cancel to abandon:
* OT Validation Override:

Enter Credentials

If not, an error message is generated (as illustrated below).

Overtime authorization required for the following caregivers:

Caregiver Name |Caregiver Code |Current Hours |Projeded Hours

Your profile has not been configured to permit Overtime Limit overrides. You will
not be able to save this change, as it would place the Caregiver over the hourly limit
for the week.

Please contact your System Administrator to enable Overtime Limit overrides.
(=]

Authorization Required
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Overtime Dashboard

If an automatic adjustment to a schedule sends a Caregiver into Overtime, then it is reflected on the
Overtime Dashboard (Action > Overtime Dashboard). The following are HHAX OT parameters set by the
system at an Office level:

e When Caregiver has both Hourly and Live-In visits = 40

e Hourly Equivalent for Live-In Shifts = 15

e When Caregiver only has Live-In visits = 20

Note: These values are common; however, an Agency can configure as desired at the Office level.

Overtime Dashboard
Overtime Dashboard () summary view ® Detail view @ * Office:
“ Week End Date: = Caregtver codes [ ] Carearver Name: [ ] iscitine:
Caregiver Team: [AT_—— 7] Caregiver Location: CarcgiverBranch: [A ] Contract:
Patient Team: Patient Location: Patient Branch: Coordinator:
Override Reason: o Approved by: el ——
Total Caregivers (2) Total OT Hours (15:11)
Caregiver d Tuesday Wednesday hursday Friday Saturday Sunday 0T [override[OT
Hours |Reason |Approved
04/01/2019 04/02/2019 04/03/2019 04/04/2019 04/05/2019 04/06/2019 04/07/2019 x By
P: Praveenks. Aptnsmind P: Praveenks, Aptrismind pP: enks, — 8:30 H|OverTime |Nandaniya,
Cont: AMERICARE Cont: AMERICARE g d - ks, Apt: 4 Nikun;
Mesl Prashant || SMARTLIFE PROTECT SMARTLIFE PROTECT Cont: AMERICARE = (minikunj)
(3050) Coor: RANI WALKER Coor: RANI WALKER SMARTUIFE PROTECT | i ves prorecr Apr 5 2015
SH/CH: 400/ SH/CH: 10:00/- e 5:40AM
SH/CH: 10:00/~
P: Nayagam, Sen P: Nayagam, Sen Travel Time P: Nayagam, Sen 6:41 HfAutomaticlAuto,
Cont: ABDemoContract Cont: ABDemoContract 24:00 Cont: ABDemoContract S:tmddlz Process
Coor: NI WALKER Coor: RANI WALKER Coor: RANI WALKER Adjust (Auto
1102, Production || SH/CH: 24:00/24:30 {M} |SH/CH: 1:00/01:00 {M} SH/CH: 0:30/00:22 {LI} Process
l(2290) ™) (Auto
Schedule))
Apr 4 2019
SBAM

Action > Overtime Dashboard
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The Overtime Dashboard

The Overtime Dashboard allows one to review all overtime authorizations made and the number of
overtime hours worked. Complete the following steps to review information on the Overtime Dash-
board.

Step Action

1 |Navigate to Action > Overtime Dashboard.

Use the search filters to search and view overtime information for a specific Caregiver, week, or
the number of authorized hours for a specific user. The Office field is required to perform a
search.

Note: Only a single Office can be searched on the Overtime Dashboard at a time.

If viewing in Summary View, the results show summary totals for Overtime Scheduling grouped
by the authorizing Coordinator, the Caregiver Team, the Caregiver Location, the Branch, Con-
tracts, or Override Reason (as seen in the image below).

Overtime Dashboard

Overtime Dashboard View: ® summary View (O Detail view & * Office:
* Week End Date: [06/28/2015 | [75] Caregiver Codes| | Caregiver Name:[ | Contract: | All -
Caregiver Team: | All - Caregiver Location: | All - Caregiver Branch: | All - Coordinator: | All =

Group Results By: | Coordinater [v]

Include Results with Ne Overtime: [/]

Results from 08/22/2015 through 08/28/2015
Coordinator Total Caregivers Careqivers with OT|  Careqivers Total Hours| ~Careqiver OT Hours | or
urs|

Reggie Love 15 5 448:30 101:00] 22.47%

Tsolee Jenkins 2 q 18:00 0:00) 0.00%

Mary Jones 4 4] 63:00| 0:00| 0.00%

Daniel Potocki 4 ol 91:00] 0:00| 0.00%
Totals: 25 5| 621:30 101:00‘ 16.26%

The Overtime Dashboard: Summary View

If viewing in Detail View, the results show a full detailed listing of Caregivers with overtime for
the selected week (as seen in the image below).

[ Total Caregivers (9) Total OT Hours (400:0)
|Caregiver ||Saturday |Sunday Monday [Tuesday 'wWednesday Thursday Friday loT (Override|OT
Hours |Reason |Approved
08/22/2015 [08/23/2015 l08/24/2015 08/25/2015 08/26/2015 |08/27/2015 [08/28/2015 = By
d TEST, : TEST, : TEST, P:Hamilton TEST, g TEST, E TEST, E TEST, [8:00 H |Other
Hamilton, || Amanda k. Amanda k Amanda k. Amanda k. Amanda k. Amanda k Amanda le Rallover
liohley | Cont: Private Pay Cont: Private Pay Cont: Private Pay Cont: Private Pay Cont: Private Pay Cont: Private Pay Cont: Private Pay Process
(38770) | Ceor: Dorothy Coor: Dorothy Coor: Dorothy Coor: Dorothy Coor: Dorothy Coor: Dorothy Coor: Dorothy Aug 14
SH/CH:Z:00/- SH/CH:7:00/- SH/CH:7:00/- SH/CH:7:00/- SH/CH:Z:00/- SH/CH:7:00/- SH/CH:7:00/- 2015
12:344M
P:Bakshi, Jonathan P:Bakshi, Jonathan P:Bakshi, Jonathan P:Bakshi, Jonathan P:Bakshi, Jonathan P:Bakshi, Jonathan P:Bakshi, Jonathan 51:00 H [Other  [Masterw
Hamilton, | CONt: Senior Health Cont: Senior Health Cont: Senior Health Cont: Senior Health Cont: Senior Health Cont: Senior Health Cont: Senior Health Rallover
4 ko | Coor: Dorothy Coor: Dorothy Coor: Dorothy Coor: Dorothy Coor: Dorothy Coor: Dorothy Coor: Dorothy Process
(38753) |SH/CH:L3:00/- {LI}  |SH/CH:1:00/- {UI}  |SH/CH:13:00/- {LI}  |SH/CH:13:00/- {LI}  |SH/CH:13:00/- {LI}  |SH/CH:13:00/- {U}  [SH/CH:13:00/- {LI} Aug 14
2015
12:334M

The Overtime Dashboard: Detail View

Visits highlighted in yellow indicate that the Caregiver begins accruing overtime for the visit. Visits
highlighted pink indicate that the Caregiver receives overtime for the entire visit. The Override
Reason and overriding user also display for reference.
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Compliance Validations

Compliance Validations ensure that a Caregiver with missing, incomplete, or expired documentation or
certifications are not scheduled for any visits. Complete the following steps to set up Compliance Val-
idations.

Step Action

1 Navigate to Admin > Agency Profile and scroll down to the Check Caregiver Compliance at Time of Schedul-
ing section.
The fields in this section are the items reviewed in the Compliance Validation process. The 19 /
Criminal Background, Training School, Medicals, and Evaluations fields are specific to Non-
Skilled Caregivers, while the Prof. License / Malpractice Insurance field is only for Skilled Care-
givers.
Check Caregiver Compliance at Time of Scheduling &
2 I9 / Criminal Background: ® no C Warning _ Validate Non-Skilled Caregivers Only
Training School: | O Warning O validate Non-Skilled Caregivers Only
Medicals: ®) pyo O Warning O validate Non-Skilled Caregivers Only
Evaluations: (® MNo O Warning O Validate MNon-Skilled Caregivers Only
(i) Prof. License / Malpractice Insurance: (®) yg () Warning D validate Skilled Caregivers Only
Agency Profile: Compliance Setup
In each field select which items to include or ignore in the validation process, described as fol-
lows:
Validation If selected, the system...
does not include the item in the validation process.

3 includes the item in the validation process. If the Caregiver does not meet the
proper documentation on file, the system warns the user of the issue; however,
this does not prevent one from scheduling the Caregiver for the shift.

Validate does not allow the Caregiver to be scheduled if missing that information.
a If a requirement is set to No or Warning, a warning message appears when attempting to save a
Caregiver who does not meet the validation requirements (as illustrated in the following image).
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The Caregiver{Cox Sandra /1004) you have selected is not compliant
l % for the following reasons:

I-9 / Criminal Background [Validate]
Training School [Validate]

Medicals [Validate]

Evaluations [Validate]

If the compliance item is set to Validate, you cannot schedule this
Caregiver until their compliance details are updated.

Validation Warning Message

Note: If the requirement is set to Warning, click OK on the popup and proceed to schedule the Caregiver.
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Incorrect Discipline

The Incorrect Discipline validation ensures that the assigned Caregiver’'s Employment Type (or Dis-
cipline), matches the Patient’s Accepted Services.

Complete the following steps to review this information.

Navigate to Caregiver > Profile to review the Caregiver’'s Employment Types.

Employment Info

*Type: | Employee [v|| n

* Employment Type: 7,0, M HHa Orn

1 Cien Oer ot
Osr Omsw hsk

Cnr Oer Cea
hess Oena Oaec

[ other (skilled) [ other (Non Skilled)

Employment Type
Navigate to Patient > Profile to review the Patient’s Accepted Services.

2
Note: When scheduling a visit, the Service Code values also reflect the Patient’s Accepted Services.
When scheduling a Caregiver to a visit, the system ensures the Caregiver’s Employment Type
matches one of the Service Codes attached to the Patient. If there is an issue, an error message
is generated (as seen in the image).
Message from webpage
3 You are attempting to schedule a Caregiver whose Employment Type is
“ %% notauthorized to work a visit of this Discipline Type, Please select a
Care.giver whose Employment Type is approved to work this level of
Error Message
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Contract Restriction

The Contract Restriction validation ensures that Caregivers assigned to a visit are authorized by the Con-
tract to work with their cases. Complete the follow steps to review an existing restriction or enter a Con-

tract Restriction.

Step Action

1 [Navigate to Caregiver > Absence/Restriction.
2 [Click the New button.
The New Caregiver Restriction window opens. Specify the Contract issuing the restriction, the
Reason issued, and the Start Date. If the Contract did not specify an end to the restriction, the
End Date field may be left blank. Click Save.
New Caregiver Restriction
* Contract: o©
* Reason: [Tardiness _ v]®
3 * Restriction Start Date: [02/01/2016 | 5| (D)
Restriction End Date: [02/29/2016 | (%] (@
[ 5ove I concel |
New Restriction
Note: The values for the Reason dropdown are set via the Reference Table.
Once saved, review and edit the restriction on the Caregiver’s Absence/Restriction page.
Start Date End Date Reason Contract [Created | | m
02/03/2016 |02/29/2016 [Tardiness |Rhans care |02/04/2016 08:51 AM (donNE) | et | E
4 Existing Restriction
Once set, the Caregiver cannot be scheduled for visits under the specified Contract for the dur-
ation of the restriction. The system also blocks users from attaching the Caregiver to a visit that
falls within the restriction after it has ended.
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Declined Caregivers

The Declined Caregiver validation is placed as requested by a specific Patient restricting the Caregiver
from working their scheduled visits. Complete the following steps to mark a Caregiver as declined.

1 |Navigate Patient > Caregiver HX.

2 |[Click the Add button.
The Declined Caregivers window opens. Complete the required fields such as Caregiver Code and
Date of restriction. Select a Reason from the dropdown. Click Save.

Declined Caregivers

* Caregiver Code: [EaT-1003 7

Caregiver Name: Barker Greg
3 * Date: [08/27/2015 T
Reason: | Theft Allegation [v|

New Declined Caregiver

Note: The values for the Reason dropdown are set via the Reference Table.
Once saved, the Caregiver is restricted from working visits scheduled for the Patient.

Declined Caregivers
Name ‘M |Reasnn m |
Smith Jack Jo1/20/2016 |attitude Edit | A
4
All Declined Caregivers
Once set, all Declined Caregivers are listed on the Caregiver HX page. For Declined Caregivers,
there is no option for an end date, which means records must be deleted manually to assign the
Caregiver to the Patient again.
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Automated Non-Compliance Restriction

The Automated Non-Compliance Restriction function combines the Contract Restriction and the Com-
pliance Validation processes by generating restrictions whenever a Caregiver is Non-Compliant. By
default, the system reviews the following Caregiver compliances:

e 19 / Criminal Background
¢ Training School

e Medicals

e Evaluations

« Prof. License / Malpractice Insurance (Skilled Disciplines only)

If the scheduled Caregiver is missing any of the compliance requirements, the system generates a restric-
tion for each day the Caregiver is non-compliant. This functionality generates restrictions regardless of
the options an Agency has entered in the Check Caregiver Compliance at Time of Scheduling section.

To check whether an Agency is using this functionality, navigate to Admin > Agency Profile and search
for the Enable Automated Non-Compliance Restriction field in the General section.

Agency Info

General History

*Agency Name: |Northeast Homecare Service Agency Initials: NEHS

* Agency Code: [1000 ] Email Event: [o)
PP P PP PPPPIPPPPPPPPPIPPPIPPPPIPPOPPPOPPPIPPIPIPOPPIPOPIPPIPOIIIPP APPSO IIOS

* Accept Time and Attendance Call From: 7| Home Phone  Phone 2 [ Phone 3 [o) Hide Manual Confirmations on confirm ﬂmesheel.;,l;'agef L visit start time is updated
en: [ Tyisit end time is updated
Vendor Export Hyperlink: | (1) Master-Week Rollover on Deleted Visits: | (1)
MD Order ICD Code Requirement: | ICD-10 Effective Date | v|| (@) m* Enable Automated Non-Compliance Restrictions: | | (1)

Required Fields (0} History

Enable Automated Non-Compliance Restriction Reference Field

Note: To activate this functionality, please contact HHAeXchange Client Support.
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Adjust Schedule on "Unbalanced” Visits

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

Providers can adjust the Schedule Start and End times to match the confirmed duration of a shift using

the billing rounding rules setup for a given Contract. This ensures that Agencies maximize on their
Authorizations and that Caregivers are fully paid for their work.

After registering a complete Visit Start Time and Visit End Time, the system compares the confirmed dur-
ation with the scheduled duration of the shift and calculates accordingly. Scheduled times are auto-
matically updated by taking the confirmed duration of the shift and rounding based on the Contract’s
“Round On” configuration (Admin > Contract Setup > Billing/Collections), as seen in the image below.

E-Billing Configuration (3)

Export/Print Validations for E-Billing and/or Paper Invoicing @

Round Dr|:| 15 ¥ | mins | Closest T |®

Admin > Contract Setup > Billing/Collections

In cases where no Authorized hours remain, the schedule is still updated but the visit is tagged with a
Prebilling Authorization exception which can be manually reviewed.

Office Settings

To enable this feature, navigate to Admin > Office Setup. Select the new checkbox field titled Auto-
matically Adjust Schedule to match Confirmation Times. Once selected, all confirmation times for the
Office are checked against the scheduled times and are adjusted based on the Contract’s Billing Round-
ing Rules (Admin > Contract Setup > Billing Collections tab).

Edit Office

General

* Office Name: | HHAeXchange Office Status:
- - - PO~ Cofte: SHHA
Enable Mobile App Oidine Mode: [ (1) Caiculace and Pay Oft Outy Time (OLT): | (1) * Max OUT: | 500 Min
Mobile Offline Sync Period: @ Automatically adjust schedule to match confirmation times: [ |
Address (D) Automatically adjust schedule to match confirmation times
. _ ‘When this flag is checked, schedule times will be updated to match
streett: [Newvora ] he confimaton Smes for the ok, How sthecule mes wil foiow the [T ]

City: [NEW YORK Contract Rounding Rules found in Admin = Contract Setup = E

Billing/Collections = Round On

B wvvvo-s— T wvr-s—

Admin > Office Setup

Note: This feature is not enabled by default. In cases of multiple Offices, use the rules applicable for the Patient's
Office.
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Disabled Visit Schedule Rounding

If the Disable Visit Schedule Rounding (Admin > Contract Setup > Scheduling/Confirmation) is checked,
and the Automatically Adjust Schedule to Match Confirmation Times is selected for the Patient Office,
then the schedule is adjusted to match the confirmation times to the minute.

Patient and Caregiver Calendar

Upon adjustment, the visit Schedule Time on the Patient and Caregiver Calendars turns red indicating an
automatic update. This only applies to the Patient and Caregiver Calendars; all other calendar views
(such as Appointments) are not changed.

Click on the Search button to refresh the page to see any adjustments.

Calendar Rollaver in progress...please wast until update completes! Eollover History  Legend
HMonday Tuesday Wednesday Thursday Friday Saturday Sunday
25 25 27 8 1 2 3
S: 0415-0615 T o}
B: N (02:00) J
Lariyh Aryjun
2 5 [ a 3 0|
S: 0200-1700 T Y]
B M 3
Hegl Praghaet [
1 13 ¥ 13 15 15 17
5: 0100-0400 T (1) §: 0130-0445 T (1) §: 0300-0500 (1) 5 0130-0345 (1)|5: 0100-0445 (1) 5 D100-0500 ()| s: p900-1300 I @
B: M (03:00] /B M (03:13) ] B: M {01:50) B N (02:15) ]| B N (03:34) B N (03:47) o |B: M {04:00 3
Carggiver Testing 1BnYE Argjun Ianya Aryiun Janya Angjun Janya Argjun Janya Argjun Hegl Frashant Il
18| 13| | u| 22| 23| za|
5: 0230-0400 T (3] 5: 0230-0430 T (i) 5: 1930-2130 [T (i} 5: 1000-1230 [T (1)|5: 0130-0430 [T (i) 5 D130-0300 (1] 52 0100-0400 ()
: M [ B: M (2:00) BN {DL:200
M 2rp 3 -

Patient Calendar: Adjusted Visits

Calculation Example

Schedule and Confirmation times for 24-hour (or longer) visits have various outcomes; however, Sched-
ules will never round over 24 hours, or less than the Round-On time. For example, if a Contract is set to
Round On 30 min down, but the Confirmed Time is 14 min, then the visit actually rounds up to 30 min
in order to prevent a 0 min visit. If it were set to Round On 15, it would adjust to be a 15-min visit.

If No rounding is set, then the system rounds to the closest 15 minutes. For example, if the Scheduled
Time is 0800-1200, and the Confirmed Time is 0820-1248, then the system adjusts to 0815-1245 (the
closest 15 minutes).

When the Schedule Time is changed then the visit(s) may be held in Prebilling. For example, if the Care-
giver and Patient visits overlap, then the visit shows up in Prebilling with a Shift/Caregiver Overlapping
problem. If the change affects Authorization, then it shows up with a No Authorization problem.
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Automated Note upon Schedule Adjustment

Upon any schedule adjustment via the auto-process, the system creates an automated Note on the Visit
Info tab as seen in the following image.

Action Taken Note
autamatic schedule ) schedule adjusted ta march
@ |agjoer Schedule adjusted Confirmed Times

Date/Time

20195-03-27 D1:32:38

2015-03-25 05:58:40

Automatic Schedule Schedule Adjusted to match
@© [agjuse Errziulz fafusizt Confirmed Times

Visit Info - Note

Adjusted Schedules Indicator

When a schedule is auto-adjusted, the Schedule Time turns red on the Patient and Caregiver Calendars.

13 14 15 16
S: 0300-0500 5: 0130-0345 (i)|S: 0100-0445 (1)|S: 0100-0500 (1)
B: M {01:50) |-]|B: M (02:15) |2]|B: M (03:34) | ]|B: N (03:47) =)
Janya Arujun Janya Arujun Janya Arujun Janya Arujun

Patient Calendar: Adjusted Schedule Time

In addition, the system also checks the Authorization against the updated Schedule Time. If the visit
meets Authorization, then the visit(s) display in green; or pink if Authorization criteria is not met.

Monday Tuesday

1 i
5100002007 ()
B: N (03:00) 4
1 Production kemal

Updated 1050 7

Within Authorization

Honday Tuesday Wednesday
)| 1
sosT ()
BN (02:45)

1 Produdtion komal

ntiet 50T

Out of Authorization

Process Monitor for Auto Schedule Update

Track the Automatic Schedule Adjust in the Process Monitor (Admin > Process Monitor) under the All
Others category. Every time a schedule is updated, it shows up as a separate line, with the following
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details:

e Process: Automatic Schedule Adjust
« Started by: Auto Process
o Details: Admission ID, Schedule Time, Visit ID

Process

Automatic Schedule
Update

Automatic Schedule
Update

Completed Processes

Total Results(1329)

Started By

\Auto Process (Auto
Schedule)

Auto Process (Auto
Schedule)

Details Request Start Time Process Start Time

Page 1 of 27 | First Prev Next Last

Admission 1D: 500020598537797
Schedule Time:

08/22/2018 04:00:00 AM 4/5/2019 3:25:53 AM  4/5/2019 3:25:53 AM

08/22/2018 12:00:00 PM

Visit ID: 206499422

Admission ID: 900020598537797
Schedule Time:

08/22/2018 03:00:00 AM 4/5/2019 3:17:32 AM  4/5/2019 3:17:32 AM

08/22/2018 06:00:00 AM
Visit ID: 206499422
———

End Time Duration Status
4/5/2019 3:25:54 AM  00:00 Completed
4/5/2019 3:17:36 AM  00:00 Completed

Process Monitor

Scheduling
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