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Overview Services Portal

Overview

The HHAeXchange (HHAX) Services Portal function helps Electronic Visit Verification (EVV) users meet
EVV requirements while keeping choice and control in self-direction among Patients, Caregivers, and
Representatives. Providers are responsible for certain Services Portal setups (such as Portal User
registration) and can approve or deny shift statuses for visits recorded through EVV.

This documentation provides instructions related to the Services Portal through the Provider application,
to include:
e A description of the Services Portal User Management page, including permissions setup.
e Instructions for registering Portal Users.
* Instructions for using the visit Verification tab to view shared Services Portal information and
approve and deny shift statuses.
e Information to detect and resolve a prebilling hold related to Services Portal approval

requirements.

For user instructions, refer to the Services Portal User Guide.

HHAX System Key Terms and Definitions

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

Term Definition

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

Patient .
services.

Refers to the Aide, Homecare Aide, Homecare Worker, or Worker. The Caregiver 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
organization placing Patients with Providers.

HHAX Acronym for HHAeXchange

Payer
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Services Portal User Management Per-
missions

DISCLAIMER

The Services Portal User Management function is activated by HHAX System Administration. Please
contact HHAX Support Team for details, setup, and guidance.

The Services Portal User Management function enables Providers to register and manage Services
Portal Users such as Patients, Caregivers, and Representatives.

Access to the Services Portal User Management feature is role-based and permission is granted via the
Edit Roles page (Admin > User Management > Edit Roles). On the Edit Roles page, select Admin from
the Section field and applicable roles from the Role(s) dropdown field and click View. From the Menu,
select the Services Portal User Management permission and Save.
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Permission: Services Portal User Management

Once saved, navigate to Admin > Services Portal User Management to access the page.

# Hlfaychange

Services Portal User Management

search Users

Laut Nams Firut Mams

Navigate to Services Portal User Management
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Services Portal Contract Service Codes
Setup

Authorized Providers must set up Patient visits with the correct service codes that support the Services
Portal connection. In the Contract Service Code window, the fields Share Visit Info with Services Portal
and Require Services Portal Approval both directly relate to the Services Portal and self-direction
approval requirements.

Complete the following steps to set up a Contract Service Code.

Step Action

1 [Navigate to Admin > Reference Table Management.

Select Contract Service Code from the Reference Table dropdown field and click Search.

Reference Table Management

Reference Table

I Select - I
Select
Fiscal
Export Cade
Caregiver Pay Code

Collection - A Nate raason M

Deducticns

Select Contract Service Code
3 |[Click the Add button at the top-right to add a Service Code.

The Contract Service Code window opens. Select Share Visit Info with Services Portal and/or
Require Services Portal Approval, as seen in the following image, and described below.

All flields marked with an asterisk (*) are required

Contract Service Code

Contract @ *

Select hd
4 _

Service Code O *

A A EEEEEEEEEE
Bypass Billing Review validations 0

Share Visit Info With Services Portal @

Require Services Portal Approval
Al Temoorans Worker

Contract Service Code Window: Service Portal Options
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¢ Select Share Visit Info with Services Portal to display shifts using the Service Code on the
Services Portal. Shared Services Portal information for the related visits are listed in the
visit Verification tab. Refer to Visit Verification Tab: Services Portal Information topic to
obtain further information.

¢ Select Require Services Portal Approval if the shifts using the Service Code require
approval by the Patient, Patient Representative, or Provider Coordinator.

5 |Click Save.

Note: These fields may not be applicable to all Contracts.

Overview Services Portal Page 4 Services Portal Contract Service Codes

Setup
Proprietary and Confidential



¥ HHAexchange The Enterprise System

Register Patients and Caregivers

The Services Portal User Management page enables authorized Providers to set up and register Portal
Users (Patients, Caregivers, and Representatives) in the Services Portal.

Complete the following steps to register Patients and Caregivers in the Services Portal.

Step Action

Navigate to Admin > Services Portal User Management. On the top-right of the page, click on
the Add Services Portal User button.

Service Portal User Management

Search Users @

Lask Name Firs bisme

Mt Aoess Type

fm./l-l!//l!llfl/IIIIIIIIIII
Add a Services Portal User

The Create New Services Portal User window opens. Enter or select values for the required fields

(denoted with red asterisks) to define the new Portal User, as described below.

Create New Services Portal User *

ekt mudrkesd with an astevisk (#) are required
Ermall Address *

Frihaeshange.com

©  Emaill address can be used to
register a Services Portal User

First Name * Last Mame *
2 Ray Richardson

Status

AlTive

IFFFFTITIT I T T T T T T TITTITFA

Define the New Services Portal User

e Email Address: (Required) Enter the Portal User’s email address used to register for the
portal. This email address is the Portal User’s username used to login and verification
purposes. Duplicate email addresses cannot be used across the system.

* First/Last Name: (Required) Enter the first and last name of the Portal User.

» Status: Select Active to activate the Portal User’s access to the Services Portal. Select

Overview Services Portal Page 5 Register Patients and Caregivers
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Inactive to inactivate the Portal User (user cannot access the portal once inactive).

In the Access Type required field select Patient or Caregiver. Click on the Search icon to search
for the applicable Patient or Caregiver to connect to the Portal User.

Refer to the Register Representatives section for registration instruction for Representatives.

L A
Agoess Type *

":!J PatEEnt Caresghver Repneden Late

Connect to Patient

Patient

i Q

e

Update shift status D

Select the Access Type for a Portal User

In the Search Patients window, click the patient's name in the Member Name column to connect
to the Portal User.

Search Patients
Admsusion 10 Land Fiames Fornf Bdiv Slatus

ot Hrtve

Search Results (2)

Mrmber Adreixsion 1D kbembser Hasms Cffie Coprlngdor SAartDabe  Stabas B
i - Bambir

I YTy v FIY.

Connect the Patient to the Portal User

In the Caregiver Search window, click on the Caregiver Name (link) to connect to the Portal User.

Overview Services Portal Page 6 Register Patients and Caregivers
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Caregiver Search
Lk Pt Farul hame Ak [Py S
Caregrees C e Ait Caregrees O ode Type Diciplre
"
Offoel1] Trem Lest pftwmn Bragezh
L pirrar G, Tran - . &l

Search Results{5168)

At Caregresr Code Dte of Berth

Connect the Caregiver to the Portal User

In the Permissions section, select applicable permissions for the Portal User, as follows:
* View reports enables the user to view applicable reports in the Services Portal.
» Update Shift Status allows the user to update relevant Patient/Caregiver shift statuses.
» Add/Edit Shifts allows the user to add and edit shifts directly in the Services Portal.
* Add/Edit Billing Adjustment enables the user to adjust billable hours in the Services Portal
for shifts as necessary.

Access Type *

Paspng Caregivr Dbt atsed

View repeets @

Connect to Patient i

Patient

L  Patiem 0} o (=1
Jecdate shift tabas @ L o~
- / Tro porarveorn Wi
:'\.!'!I.:I!.IIIII-u g ﬁﬂfﬂm and
T R —— AddEdt Bibrg Adusteent
Akl T Bille Adpustimeent @) et hoatures 1o Be wsed i

P S POl

s ﬂ

Save the New Services Portal User

Note: Portal Users can still view associated records and status histories even if Update Shift Status is
unselected.

Once saved, the new Portal User displays on the Services Portal User Management page. Click the
6 |ellipsis (...) under the Actions column to edit or reset the password for the Portal User.
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Partal User Name Ermadl Addreis

Zhhaexhange.com Careghor

Richardson, Ray

Reset Passwoard

Edit or Reset Password Actions for a Portal User

Select Edit to open the Edit Services Portal User window. Make necessary edits to the user’s
First/Last Name, Status, and/or Update Shift Status permission. Click Save.

Edit Services Portal User X

Email Address *

7 Shhasaange com
First Name * Last Name *
Ry Richardson
Sratus
Inacthe v

FFFFIIFFIIFIITFTFIFIIIIFITIINT.

Edit Services Portal User
Select Reset Password to reset a user’s password. Click on Reset Password button in the Confirm
Reset Password window.

Confirm Reset Password X

8 Wil afe Attempting to reset this user's Senvices Pomal login password, Daing so
swicard wall be sent to

wiill descthvarte thelr current password and a temporary
theirir #mail address with instrugiens for reseting, Do you wish to oantins?

Cangel Reset Paswwaord

Confirm Reset Password

Page 8 Register Patients and Caregivers
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Register Representatives

Complete the following steps to register Representatives in the Services Portal.

Step Action

Navigate to Admin > Services Portal User Management. On the top-right of the page, click on
the Add Services Portal User button.
| Service Portal User Management
Search Users @
1
ate derreds Typs
P‘m/!//llll!l!///!//llll!
Add a Services Portal User
The Create New Services Portal User window opens. Enter or select values for the required fields
(denoted with red asterisks) to define the new Portal User, as described below.
Create New Services Portal User *
Ermall Address =
Fhihasxhange.com © Emall addvess can be used to
register a Senvioes Portal User
First Name * Last Hame *
Rav Richardson
2
Status
IFFFIFFFIFIFTIFIIIFITIIFIIIIFA
Define the New Services Portal User
e Email Address: (Required) Enter the Portal User’s email address used to register for the
portal. This email address is the Portal User’s username used to login and verification
purposes. Duplicate email addresses cannot be used across the system.
 First/Last Name: (Required) Enter the first and last name of the Portal User.
¢ Status: Select Active to activate the Portal User’s access to the Services Portal. Select
Inactive to inactivate the Portal User (user cannot access the portal once inactive).
3 In the Access Type required field select Representative. Click on the Search icon to search for the
applicable Patient to connect to the Portal User. Click on the Add another patient link to add
Overview Services Portal Page 9 Register Representatives
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more than one Patient to the Portal User.

VP TIFIFTITETFTIIETFTTFTIPIPIAFIFTFIETIFETEAD
Acorss Type *

Il:!} Patisnt Careghver Aepresentathe

Connect to Patient O

Patient

& Q

Q

Select the Access Type for a Portal User

In the Search Patients window, click on the Patient Name (link) to connect to the Portal User.

Update shift status D

Search Patients

Admasiion 1D Lant Nams Furut Buarme Slatun

Search Results (2)

Membrer Admision 1T brmiber hame Courdingdar  §dari Date

o -

FEFIFFY. FI Y PV PPV VI vy vy FVY.

Search for Patient

Select Update Shift Status permission field to enable the Portal User to update relevant shift
5 |[status per Patient(s) using the Services Portal. Click Save.

Overview Services Portal Page 10 Register Representatives
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I & Ernall scicreas b B used b5 regher b Sarvions Pertal User

Firss Hame * Lotk Name * Hatus

Rabeca [Py . Bty

Ao Typs *
Patiend Coregiver () Rupresartath
Connect to Patient iy
Patigrit
£ even o
pelite shift et O
Connect io Patient i
Pt
L B ioben Q

Update shft matus. @

Select Update Shift Status Permission

Note: Portal Users can still view associated records and status histories even if Update Shift Status is
unselected.

Once saved, the new Portal User displays on the Services Portal User Management page. Click the
ellipsis (...) under the Actions column to edit or reset the password for the Portal User.

Partal User Mame Ermadl Adidreis Connected Patkents
6
Richardson, Rav hhaexchange.com Careghver HiA Active @
Reset Passeord
Edit or Reset Password Actions for a Portal User
Select Edit to open the Edit Services Portal User window. Make necessary edits to the user’s
First/Last Name, Status, and/or Update Shift Status permission. Click Save.
Edit Services Portal User X
Emall Address *
7 Bhhas AN OO
First Hame * Last Mame *
Ry Fichardsen
Stagus
InaThne L

T FTFTFFFFFFFFFFFFFFFTFSFS.

Edit Services Portal User

8 |[Select Reset Password to reset a user’s password. Click on Reset Password button in the Confirm

Overview Services Portal Page 11 Register Representatives
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Reset Password window.

Confirm Reset Password X

Wiy ane atiempting to reset this user's Serdces Pomal login passweed, Daing 50
willl deaectivate thelr current password and a temporary passwond will be sent to
thir email aodress with instruqicns for reseqting, Do you wish 1o continus?

Confirm Reset Password
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Visit Verification Tab: Services Portal
Information

The Verification tab is comprised of two sections: the Services Portal information section and the Shift
History table within the section. The table below describes the fields related to the Services Portal
information.

bure 22, 200 mrey

Liew Walter

samananld Sragrrmas i

Serwvhoes Pestal

DT oo R FFrFryFrFrrrFyFrryrrrrrryrES.,. FaFoFEEEEFENEEEESEESEE.

Visit Verification Tab: Shared Services Portal Information

The most recent type of status update performed.

Shift History The historic table of shift status updates.

(Link) Select Approval Locked or Denial Locked for a shift
status. Approval Locked locks an approval for a visit into
place and overrides any previous shift status. Denial Locked
Change Status locks a denial for a visit into place and overrides any
previous shift status.

Note: If a visit is billed, Approval Locks are not allowed.

If Share Visit Info with Services Portal is enabled for the related Contract Service Code, then the Shared
Services Portal information displays in Services Portal section in the Verification tab for a Patient using
Self-Direction services, as seen the image above.

If Require Services Portal Approval is enabled, then authorized Provider Coordinators can lock shift
approvals and denials in the Verification tab. Click on the Change Status link to deny or approve a shift
status, as seen in the image below.

Overview Services Portal Page 13 Visit Verification Tab: Services Portal
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Services Portal

Shify Snatus

|, Adiuasmens Propossd Changs Statuz »

Davind Lacions

Shift Histary

Epprcval Locked

Visit Verification Tab: Change Status to Denial or Approval Locked

The following table defines the fields in the Shift History section.

Field Description
The date and time when the shift status change occurred.

Transitioned The updated transition from one shift status to another
From/To status.

The Portal or Provider Coordinator responsible for updating
the status.

Supporting notes written by the actor pertaining to the
status update.

Overview Services Portal Page 14 Visit Verification Tab: Services Portal
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Locked Shift Approval

Complete the following steps to lock shift approvals.

Step Action

Navigate to Patient > Search Patient > Calendar. Select the visit to approve.

Select the Visit to Approve
In the Verification tab, click on the Change Status link and select Approval Locked.

Schedule ¥izit Info Billing Infa Yerification

Services Portal

2
Shift Status
':: Sgrforrmpd :: Changs Smamus ¥
Denial Locked
Shift History
Approval Locked Shift Status
Enter a supporting note in the Notes for Status Change (required) field. Click Save.
Schedube visit Imfla Biling Enfo Verification
Services Portal
Shife Statud
3 ': Apprcal .b-e-m-n.: Chargs Statul
HNotes for Status Change * Reguired
This spproesl hai baen oMicially =f-=n"
Ty —
m Dizcard Changes
Overview Services Portal Page 15 Locked Shift Approval
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Enter a Note for the Shift Status Change (Approval)

Clik OK. The saved Shift Status displays in the Verification tab, as seen below.

Services Portal
4
Shift Status
/. ALD o Lok s ;l
Approval Locked Shift Status
Overview Services Portal Page 16 Locked Shift Approval
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Locked Shift Denial

Complete the following steps to lock shift approvals.

Step Action

1 [Navigate to Patient > Search Patient > Calendar. Select the visit to deny.

In the Verification tab, click on the Change Status link and select Denial Locked.

Services Portal

Shift Status
F y
|, Adjustment Proposed J Change Status »

Denvial Locked

Shift History

Approval Locked

Denial Locked Shift Status

Enter a supporting note in the Notes for Status Change (required) field. Click Save.

Services Portal
0 Please note that a denisl-hocked shifs vzt can be deleted

Shift Seatus

3 '::lvu'bm:-u-d :l Charsge Status =

Motes for Status Change * Seguined

Sanial iocked

m Discard Changes

Enter a Note for the Shift Status Change (Denial)

Once saved, the visit is deleted from the calendar.

The saved Shift Status displays in the Verification tab as Denial Locked.

Overview Services Portal Page 17 Locked Shift Denial
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Prebilling Hold - Missing Services Portal
Approval

When the Require Services Portal Approval field is applied to a Contract Service Code, the visit must
meet the approval requirements; otherwise, a Missing Services Portal Approval Problem displays in the

Prebilling Review page (top image) and in the Visit Info tab on the Patient calendar (second image).

Frive b i) Mo w v

Prebsling Meviere Searh
Fraem iDwte: [T 340002 = o Date: [TR2 T2 13 oitcain | & = (L e T e =
e e * Eipinnt Tami | 2 7] e acsties [ 20 Rt Beash [ 7]
0 - ‘1 —
Disripling [ & *|  Femecars Werker Toam: | 4 0 oot I:_"I';'*_l 7] Heemears Werkes Brasch: | & =
Timsiaat: | - 7] Serwin G

Recigast: Hamacans Warkn

(hack A Valadstian:

Bt LR Bttt £ o an Temg Homaie ok L R e ] O Cowpharcd
Ot mog-rg S ORTT ot Apgroved a1 pd noma e W T mpitae WV e Drey +
dhoramor O Dosamarbston Hpd-opd Complarcn B Meanrg Jarwcn Forim ke el Cratoom vesdatora
Tobed Seaeh Gmult: 75 Tolsl Howrly: (13%:35)  Tobel Vied: (H008]  Tolsl Duily: (B608]  Eafims
f-rarch Hewlls
e = Mdmosioelll  Roupend Mame  Cffac LI P Hemoiarr Hemsoiecr Wedicr Secvcefsde  Cane Subedubod Vil Time Docilios 18 | Frablos
T Rudfrat Liutilinaten Lisrrt
Code
HEhd 5 L F = F.-.I-L.- 2 [ ]

Prebilling Review: Missing Service Portal Approval

Schedaa L | Ball Inio waritication

Wizt Information
TR W B

Visit Start Time! L v Wit End Tinses [2300 | (0773872002

Minsed Winit: TT/0T:
Last 3 notes:
Source Resson Action Taken Rote User Dt Timse
B [oversonng shit A3 out prawer  waszsaz saens an| R
V| Aiiiom Taken l Selelt

* Mew Reazon! |__5_: et

Boewr Mode:
Prabilling e Complance. Mg &
Probbem(x]; "o Worker Complance, Missing Servce Portal Approve
S e S e

Visit Info Tab: Missing Service Portal Approval

Resolving Prebilling Hold

To resolve this type of prebilling hold, authorized Providers can wait for the appropriate Portal Users to
perform the approval requirements. In some cases, if a Portal User cannot fulfill such requirements,
Provider Coordinators can perform shift Approval and Denial Locks for the related pending visits.

For instructions regarding shift approval to resolve this hold, refer to Locked Shift Approval.

Overview Services Portal Page 18 Prebilling Hold - Missing Services Portal
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Services Portal CDS Reports

The Services Portal displays CDS-specific standard reports to Patients (or CDS Employers) based on the
related configured permissions. The reports are as follows:

e EVV Service Provider History Report

e EVV CDS Employer Usage Report

e EVV Service Provider Clock In and Clock Out Report

e EVV Reason Code Usage and Free Text Report

e EVV Units of Service Summary Report

Page 20 Services Portal CDS Reports
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CDS Employer Patient Profile Con-
figuration

In the Patient General page (Patient > Search Patient > General), the Patient is a Consumer-Directed
Services (CDS) Employer checkbox field can be selected to identify a Patient’s active role as a CDS
Employer (as seen in the image below).

amily Partal
Doc Management
Member I5 Consumer Directed Services (CDS5) Employer
s Chnscal Info
D% Selection ™ Designated Representative
&) Certification Option &; The form & nat submitted
¥} Med Profile

Agency Profile: Logo

If the Patient is a CDS Employer, select the applicable CDS Selection option using the dropdown. Enter
the name of the Designated Representative for the Patient.

The CDS Selection options are described in the table below.

CDS Selection Option Description

Option 1 | will enter my approval of the time my CDS employee worked in the EVV
system, and | will perform visit maintenance in the EVV system.
| will enter my approval of the time my CDS employee worked in the EVV
system. | delegate the performance of visit maintenance to the FMSA. After
the FMSA completes visit maintenance, | will enter my approval in the EVV
system of any changes to time worked made by the FMSA, if necessary, as
part of visit maintenance.
The FMSA will confirm my approval of the time my CDS employee worked in
the EVV system. | delegate the performance of EVV visit maintenance to the
FMSA.
Option 4 The form is not submitted.
Note: Option 4 is the default value.
Note: In the state of Texas, the CDS options for the Patient support EVV-related visit maintenance
policies.
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