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)° HHAexchangel The Enterprise System

Travel Time

Overview

DISCLAIMER
To include Travel Time in payroll exports, contact the HHAeXchange Payroll Department at HHAX Sup-
port Team.

The Travel Time (TT) feature is a multifaceted function that allows Agencies to generate payable travel
time records in the HHAeXchange (HHAX) system. This feature spans throughout the system allowing
one to perform the following:

. Enter TT records on a case-by-case basis on the Caregiver Calendar page,

. enter TT records in bulk using the new Travel Time page under the Action Module,
. setup a Default Pay Code for all TT records, and

. process TT records in Payroll.

Please direct any questions, thoughts, or concerns regarding the content herein to HHAeXchange Cus-
tomer Support.

HHAX System Key Terms and Definitions

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

Term Definition

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

Patient .
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 L . . . .
y organization placing Patients with Providers.

HHAX Acronym for HHAeXchange

Travel Time Page 1 Travel Time
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Entering Travel Time

The process of entering TT is like entering new visits in that both can:
e be entered directly on the Caregiver Calendar page;
¢ be entered and/or confirmed in bulk using associated functionality;

o utilize Pay Codes created using the Reference Table Management function.

Additionally, both Travel Time and visits are counted towards the Caregiver’s weekly hourly total. Like
visits, TT may push a Caregiver past the overtime threshold for a week, requiring authorization for the
entry (by a user with the proper permissions).

The Caregiver Calendar

Entering TT on the Caregiver Calendar is like entering a new visit. Click the date link in the corresponding
calendar cell and select New Travel Time Record from the menu (as illustrated in the image).

Thursday Friday '
30 1 2

S:0800 - 1000 New Non-Ski i

| New Travel Time Record _ ’

B: N ™| BN ™

P:N Elle:N X |
| McBride Harriet McBride Harriet

|S:1100 - 1300 S$:1100 - 1300

B: N = B:N B

PN Ele:n i
| Smith Louise Jane Smith Loulse Jane

Enter New Travel Time Record

Selecting New Travel Time Record opens the Travel Time window (as seen in the image below). The fol-
lowing table describes each field to be completed.

HHA Exchange - Travel Time X

Travel Time (User Entry)

Caregiver: Abreu, Alex (LIC-1002) Date: 12/1/2016
* Travel Time: | 1000 | -[ 1100 |01 Hrs. 00 Mins. Method:
* Pay Code: | HHA Base v Override Pay Rate: §

Pay Rate: $15.000000

Pay Amount: $£15.00 Payroll Batch:

Note: | |
Note: Upto 1000 Characters

Travel Time (TT) Window

Travel Time Page 2 Entering Travel Time
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Description

(Required) Specify the actual time the Caregiver began traveling to the visit
and when they arrived. For example, if a Caregiver begins traveling at 1000
and arrives at 1100, enter 1000-1100 as the Travel Time. The system calculates
this as 1 hour of TT.

*Pay Code (Required) Select a Pay Code to apply to the TT.
This field displays the hourly rate associated with the selected Pay Code.

The travel Method uses Google Maps to calculate the average time it would
take to travel between visits when Driving, using Public Transportation, or
Walking. This functionality does not look at real time data to determine the
travel time (i.e., traffic conditions at the time of travel are not considered).

*Travel Time

Note: The Method field is only available when entering TT using the Travel
Time page. This field remains locked if entering TT manually on the Caregiver
Calendar.

Enter a custom rate for the TT in this field. Entering a value in this field over-
rides the set Pay Code. If an Override Pay Rate is added to a TT record, it is
not reflected by the Pay Rate field. The Override Pay Rate is only available
when entering or editing a TT record directly from the Caregiver Calendar.

“ Enter additional notes or comments if required.

Override Pay Rate

When the TT is saved, a record is generated on the Caregiver Calendar, as seen in the image below.

Caregiver Info Active
Name: Abreu Alex
Team: Jon's Team
Address: BROOKLYN, NY, 11210
&

Caregiver Code: LIC-1002
Vendor: Northeast Homecare Services
Languages:

Office: Long Island City
Phone: 111-111-1111

DOB: 03/04/1990 (@) Caregiver Hours: H: 0 (1)
v: 0

Calendar Send Schedule Send Patient Info Caregiver Master Week

Sunday Monday Tuesday Wednesday Thursday Friday Saturday Hrs.
27 28 29 30 1] 2 3
S$:0800 - 1000 5:0800 - 1000
BIN B BIN =
P:N PiN
McBride Harriet McBride Harriet
ﬁ TT: 1000 - 1100 )| TT: 1000 - 1015 Hourly
PN PN [x] 9.15
$:1100 - 1300 $:1100 - 1300
BIN = _|B:N |
P:N PiN
Smith Louise Smith Louise
Jane Jal

Travel Time, Caregiver Calendar

The system also updates the Hrs. column on the Caregiver Calendar within several minutes of saving the

record to reflect the new weekly total.

Travel Time
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The Travel Time Page

The new Travel Time (Action > Travel Time) page is used to search for “potential” TT openings and com-
pile them into a Travel Time Batch. Use the search filters as needed. Once a Travel Time Batch is
gathered, the TT record may be finalized by specifying the travel Method and Pay Code.

Travel Time Trip

e

Select Trips
* Office: [ Long Island City v Caregiver Last Nar

v
Cordinator: Contract: Min Time Btw Visits: [ | (Hrs.) ] (Mins) Max Time
Visit From: ] Visit To: ] confimed From:[ ]

The Travel Time Page

Travel Time Identification Logic

IM

The Travel Time page identifies “potential” TT openings based on the following criteria:
e Two back-to-back visit (scheduled on the same day) staffed by the same Caregiver.
e Both visit have a full confirmation (both Clock IN and Clock OUT).

e There is not an existing TT record for the Caregiver on the date of the visits.

TT cannot be entered on this page if:
e The Caregiver only worked a single visit on a given day.

e The Caregiver was scheduled to work two visits on a single day, but one of the visits is missing a
complete confirmation.
Note: If a Caregiver works three or more visits on a given day, and there is a missing confirmation for Visit 1,
the system does not consider the TT between Visit 1 and 2 to be valid. However, if the confirmations
between Visit 2 and 3 are complete, the Travel Time page considers this a potential TT opening.

Select Trips Tab

Navigate to the Travel Time page to open the Select Trips tab (default). This tab allows users to search
for “potential” TT openings and gathers them into a Batch. To perform a search, specify an Office,
required by the system to batch TT records.

Travel Time Page 4 The Travel Time Page
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Travel Time Trip

0 e soies

Select Trips
Discpline:
Cordinator:
Visit From: m

Search Results (6)

e
Caregiver Team:
Contract:
Visit To: =

Caregiver FirstName: [ ]

Caregiver Location:
Min Time Btw Visits: [__] (Hrs.) [__] (Mins.)
Confirmed From: 4]

= e

Note: Results are limited to trips comprised of twe confirmed visits starting on the same day, with the same Caregiver, with no existing Travel Time between them

CaregiverCode:[ ]
Caregiver Branch:
Max Time Btw Visits: [ (Hrs.) [ (Mins.)
Confirmed To: [ |17

Careaiver « Discipline Date visit 1 Visit 2 Time Btw Visits [ calculate

S WcBride, Harriet (LIC-56789) ‘Smith, Jane (LIC-900004

(u::E—uwazE)X PCA, HHA 12/05/2016 S: D800-1000 (V: 0800-1000) S: 1100-1300 (V: 1100-1300) 01:00 O
1 Court Square.LONG ISLAND CITY.NY,11101 47-47 39th Street, SUNNYSIDE.NY. 11104

e McBride, Harriet (LIC-56789) Smith, Jane (LIC-900004

ﬁﬁ PCA, HHA 12/06/2016 5: 0800-1000 (V: 0800-1000) 5: 1100-1300 (v 1100-1300) 01:00 O
1 Court Square.LONG ISLAND CITY.NY,11101 47.47 39th Street, SUNNYSIDENY, 11104

e WcBride, Harriet (LIC-56789) Smith, Jane (LIC-900004)

(Uc-1002) PCA, HHA 12/07/2016 St 0800-1000 (V: 0800-1000) St 1100-1300 (V: 1100-1300) 01:00 O
1 Court Square,LONG ISLAND CITY.NY,11101 47-47 39th Street, SUNNYSIDE.NY. 11104

e WcBride, Harriet (LIC 56789) Smith, Jane (LIC-000004

Eere PCA, HHA 12/08/2016 5: 0800-1000 (V: 0800-1000) i 1100-1300 (V: 1100-1300) 01:00 O
1 Court Square.LONG ISLAND CITY.NY,11101 47-47 35th Street, SUNNYSIDE.NY, 11104

e McBride, Harriet (LIC-56789) Smith, Jane (LIC-900004)

(c-1002) PCA, HHA 12/09/2016 S: 0800-1000 (V: 0800-1000) S: 1100-1300 (V: 1100-1300) 01:00 [m]
1 Court Square,LONG ISLAND CITY.NY,11101 47-47 39th Street, SUNNYSIDE.NY, 11104

e WcBride, Harriet (LIC-56789) Smith, Jane (LIC-500004

T PCA, HHA 12/12/2016 : 0800-1000 (V: 0800-1000) S: 1100-1300 (V: 1100-1300) 01:00 O
1 Court SquareLONG ISLAND CITY.NY,11101 47-47 35th Street, SUNNYSIDE.NY. 11104

8 ) EXIreT [T XD

The table below describes the content of each line item in the search results.

Column

Potential TT Openings

Description

Indicates the Caregiver
Specifies the Caregiver’s disciplines.
“The Date of the visit.
Specifies the information for Visit 1

Time Btw Visits

start of Visit 2

Specifies the information for Visit 2

Time Between Visits, or the total time between the end of Visit 1 and the

Calculate Select the TT and add it to a new Travel Time Batch.

Review and select TT openings for processing across multiple pages of results. Click either the Save or
Save & Next button at the bottom of the page to maintain the selections. Once all the TT openings to be
processed are selected, click the Calculate TT button to initiate the creation of a new TT Batch.

Travel Time Batches Tab

Calculated TT Batches are placed on the Travel Time Batches tab of the Travel Time page with a Status,

as follows:
Sta

Pending
Calculated

Processing

Description

The system is generating a new TT Batch.

The system is finalizing TT records within a Batch.

The system has finished generating a TT Batch. Enter Completed Batches and
finalize the TT Records.

Travel Time

Page 5
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Status Description

The TT records associated with a Batch have finalized and applied to the appro-
priate Caregiver Calendars.

TT Created

EoRTT10058
DoETT1003G

Travel Time Batch Tab (Statuses)

When finalizing TT records within a Batch, specify the Method (driving, public transportation, or
walking) of travel used for each TT record by selecting the corresponding icon. The system calculates the
time it takes to travel between Visit 1 and Visit 2 for the selected Method using Google Maps. Altern-

atively, choose to calculate TT using the time between the end of Visit 1 and the start of Visit 2 as the
travel duration.

The Remaining Gap column offers visibility into the value of the remaining gap (defined as the time
between the end of TT and the Clock in of the second visit). The Remaining Gap value is equal to the
Gap Time column subtracted by the value in the Method column. If the value changes in the Method
column, then it is automatically adjusted in the Remaining Gap column. Negative Remaining Gap values
are indicated in red bold font. The Remaining Gap column is sortable.

In addition to the Method of travel, specify the Pay Code. Once the information is specified, click on the
Create TT button once again.

Office: Excellence Qa Team Batch #: EXQTT10882 Status: Caleulated Total Records Calculated: 2 Batch Processed Date: 03/12/2019 10:53
Disclaimer: Travel time records are generated using Google Maps estimated time and distance calculations. Once results are returned, it is strongly recommended that agencies review records in detail before processing.
In order for ODT events to be created, default ODT paycodes must be set for each discipline in Reference Table Management and added to your Payroll Setup.
Records in Batch (2) @
Caregiver ~ Travel Date Visit 1 Visit 2 Gap Time Method Remaining Gap Pay Code Rus
Caregiver, 51 02/01/2019 Raj, Rocky (EXQ- Pandey, Prathap (EXQ- 00:10 - =z 00:00 H
(EXQ-1843) 900020598537796) 500020598537797) - % A G
000-11 1000-1135) S: 1145 V: 1145-1245)
Mins)  MAP
MY, 11377 »BROOKLYN, NY,11219 ( ° _
Caregiver, 51 03/06/2019 Fatient, Naveen (EXQ- Patient, Abhi (EXQ- 00:13 & 00:00 H
(EXQ-1843) 900020598537794) 200020598537795) &) | @7
S: 1100-1200 (V: 1100-1202) 5: 1215-1300 (V: 1215-1300)
13 M MAP
«HEMPSTEAD,NY,11550 LAMITYVILLE NY,11701 [N
Save [} Save & Next J| Select All & Save [ Unselect All Create TT
Create TT Entry
Travel Time Page 6 Travel Time Batches Tab
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Once the system has finalized the process, the TT Batch is listed as TT Created on the Travel Time
Batches tab. From here, verify if the TT records were created by reviewing the Travel Time Created
column for the corresponding batch (as illustrated in the following image).

Travel Time Trip

CRRCSEIS  Travel Time Batches

Search
Office(s): Batch Number: status: [ All v
Processed From: [ ][4 ProcessedTo: [ ]9
Search Results (9)
Batch Number ~ Status Travel Records Calculated  Iravel Time Created Travel Time Not Created Batch Processed Date Batch Processed By
TTi0018 TT Created 3 B o Franqui Jon (JonNE)
TT10017 TT Created 1

Franqui Jon (JenNE)

3 o
gt g oV S S S S Sl L EV S R N S N NN NSNS

TT10002 TT Created 1 [ 1 Franqui Jon (JonNE)

Travel Time Created

The system successfully finalized all TT records associated with the Batch. Any changes or deletions of a
TT record at this point need to be made in the corresponding Caregiver’s Calendar page.

Caregiver Info Active
Name: Abreu Alex Caregiver Code: LIC-1002 Office: Long Island City
Team: Jon's Team Vendor: Northeast Homecare Services Phone: 111-111-1111
Address: BROOKLYN, NY, 11210 Languages: DOB: 93/04/1990 @ Caregiver Hours: H: 0 @
& v:o
Calendar Send Schedule Send Patient Info Caregiver Master Week
Dy Yeade 16 l
PPVP PP OOV OITROPVOOOOOOPOOOPOPOIIIIV
@ - -
| | smith Louise Jane smith Louise Jane
e —
4 5] 8 7| g| 9 10
S:0800 - 1000 S:0800 - 1000 5:0800 - 1000 |5:0800 - 1000 S:0800 - 1000
BN ] B: N = B:N = le:N & B: N =
P:N x| (3 He:n Eie:n x| =3 B
McBride Harriet McBride Harriet McBride Harriet | McBride Harriet McBride Harriet
TT: 1000 - 1015 Wl 1000 - 1015 [ TT: 1000 - 1015 [ TT: 1000 - 1030 2[F:1100 - 1300 ’2"1“‘1";"
PN PN He:n ﬂ%p:u BN =
S:1100 - 1200 g " PN (X |
. | ) Smith Louise Jane

BN ) BN 3 BN 2 BN )

Edit Travel Time Recorded, Caregiver Calendar

When a TT Batch is first initiated on the Select Trips tab, it must be finalized on the Travel Time Batches
tab before a new Batch for the selected Office is created. The system does not allow multiple TT Batches
for a single Office to be initiated (as illustrated in the image below).

Travel Time Trip

EETRS LBl Travel Time Batches

Select Trips
Discipline: Caregiver Team: Caregiver Location: Caregiver Branch:
Cordinator: Contract: Min Time Btw Visits: | (Hrs.) [__| (Mins.) Max Time Btw Visits: [ ] (Hrs.) [ ] (Mins.)
Visit From: [10/07/2016 [ Visit To: =] Confirmed From: ][ Confirmed To: [ |4

Note: A previous Travel Time batch for this Office has been initiated but has not yet been finalized. Please review batch details on the Travel Time Batches tab and finalize the batch before performing a new search for this Office.

Warning Message

Travel Time Page 7 Travel Time Batches Tab
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Setup Default Travel Time Values

Transportation Method

The Transportation Methods for Travel Time field in the Edit Office page (Admin > Office Setup) is a
multi-select dropdown allowing Offices to specify which Methods of transportation, if any, may be
applied to TT.

This field is set to All by default; therefore, all Methods (Driving, Public Transportation, and Walking)
may be used to calculate TT. If any one or more of these Methods is unselected on this page, then the
option cannot be a selected Method when entering TT on the Travel Time page.

Travel Time Setup History.

Validate for 0 Minute Travel Time Records: [ @ y Transportation Methods for Travel Timefl [ Al @
Travel Time Rounding: [ o Rounding v @ Set TT Records with Address Exception to "0" Minutesj | | Q
Travel Time Gap Time Calculation: [ Confirmed End Time of Visit 1 and Confirme v\@ , Always Round 7 Minute TT Records U [Select all]
Automatic Email ()
.

Office Setup: Default Transportation Method for TT

Default Travel Time Rate Flag

To designate a default Pay Code for TT, navigate to Admin > Reference Table Management.
Select the Caregiver Pay Code value and select the Default Travel Time Rate checkbox. Click Save.

When flagged, the designated Pay Code automatically populates new TT entries for any Office using the
selected Payroll Configuration. Users may still change the Pay Code, or enter an Override Pay Rate
value, when a default Pay Code is setup.

HHA Exchange - Caregiver Pay Code x

Caregiver Pay Code

» DisciDIine:‘ HHA

-]

* Payroll Canﬁquratiun:‘ Default Payroll Setup

v‘@

* Pay Code: [Travel Time Pay Code

|©

Default Visit Rate: [ | ()
Default Travel Time Rate: ¥ (1)

Default In-Service Rate: [ | (i)

Set Default TT Pay Code

Travel Time Page 8

Setup Default Travel Time Values
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Note that only one Pay Code can be designated as the Default Travel Time Rate per Payroll Con-
figuration. Selecting this checkbox for a different Pay Code listed under the same Payroll Configuration
removes the flag for the existing default Pay Code.

Pay Travel Time To-the-Minute

The Travel Time rounding option can be removed so that it is calculated to the minute rather than to the
nearest 15-minute interval. To activate this setting, navigate to the Edit Payroll Configuration page
(Admin > Payroll Setup) and select the Pay Travel Time to the Minute checkbox (as illustrated in the
image below).

B HHAexchange [l el ol el el e vl 2 24

Edit Payroll Configuration ‘
General
* Configuration Name: | Default Payroll Setup Status: | Active
Office(s): Organization (-

Pay Preference (Skilled): ® yyeekly | Bi-Weekly Pay Preference (Non Skilled): ®yeekly  Bi-v

Overtime: ®) ves O pg * Owertime after: Hrs ’

j

Overtime Rate: | visit Rate
(visits prior to 11/13/2015) (1.5 times thy

Overtime Rate: | Visit Rate 4

(visits on and after 11/13/2015) (1.5 times the

Allow More Than One Payroll Batches per Caregiver per Payroll I Blended OT Rate: | Select !
Period: (visits on and after 01/01/2100) ‘

Payroll Hourly Equivalent for Live-In Shifts: +[13:00 | HH:MM Payroll week-Ending Day: [ Sunday d

Display Patient Name on Stub: [ | Allow Payroll Creation on any Week-Ending Day:

Minimum Hours For Daily: Hrs

Calculate Over time For Prior Week: Yes ® No

Pay travel time to the minute

Pay travel time to the minute: [v/](i) ’
By default, when creating a Travel Time batch, Travel Time duration is rounded to the nearest 15 minutes. l

By checking this box, Travel Time will be calculated to the minute.

Payroll Holiday Setup

v = o

Travel Time To-The-Minute Option

Upon saving, the Travel Time is calculated to the minute instead of being rounded (up/down) to the
nearest 15 minutes. When using this option, the TT batch process calculates the time between visits by

taking the actual confirmed times using the confirmed End Time of the first visit and the confirmed Start

Time of the second visit.

Travel Time
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Processing Travel Time for Payroll

The introduction of Travel Time does not change the payroll process. When payroll with TT is processed,
the TT records are distinguishable from visits as the system enters “Travel Time” as the Patient Name
and “N/A” for the Patient Number, as seen in the image below.

Caregiver Info Active
Name: Abreu Alex Caregiver Code: LIC-1002 Office: Long Island City
Team: Jon's Team Vendor: Northeast Homecare Services
Address: BROOKLYN, NY, 11210 Languages: Caregiver Hours: H: 0 ()
v:o
Pay Check
Pay Check View Mode: ® Batch View Register View
Batch Number: | NEHS0028(12/04/2016-12/10/2016) ¥ | WeekDate: [ |9 m m
Current Week (12/04/2016 - 12/10/2016) Created On : [12/15/2016] [15:43:18]
Vvisit Date  Visit/ Patient Patient Name RegHrs Daily  Pay Code Pay Rate  Amount OTHrs OTRate OT HHrs HRate HAmt Total
Expense Number Amount
12/05/2016 0800-1000 LIC-56789  McBride Harriet 02:00 HHA Base $15.00 $30.00 00:00 00:00 $30.00
12/05/2016 1000-1015 N/A Travel Time 00:15 HHA Base $15.00 $3.75 00:00 00:00 $3.75
12/05/2016 1100-1300 LIC-000004 Smith Louise Jane 02:00 HHA Base $15.00 £30.00 00:00 $30.00
12/06/2016 0800-1000 LIC-56789  McBride Harriet 02:00 HHA Base $15.00 $30.00 00:00 $30.00
12/06/2016 1000-1015 N/A Travel Time 00:15 HHA Base $15.00 $3.75 00:00 $3.75
12/06/2016 1100-1300 LIC-900004 Smith Louise Jane 02:00 HHA Base $15.00 $30.00 00:00 $30.00
12/07/2016 0800-1000 LIC-56780  McBride Harriet 02:00 HHA Base $15.00 £30.00 00:00 $30.00
12/07/2016 1000-1015 N/A Travel Time 00:15 HHA Base £15.00 $3.75 00:00 $3.75
12/07/2016 1100-1300 LIC-900004 Smith Louise Jane 02:00 HHA Base $15.00 $30.00 00:00 $30.00
12/08/2016 0800-1000 LIC-56789  McBride Harriet 02:00 HHA Base $15.00 $30.00 00:00 $30.00
12/08/2016 1000-1030 N/A Travel Time 00:30 HHA Base $15.00 $7.50 00:00 $7.50
12/08/2016 1100-1300 LIC-000004 Smith Lovise Jane 02:00 HHA Base $15.00 $30.00 00:00 00:00 $30.00
12/09/2016 1000-1015 |y, Travel Time 00:15 E’:;:‘ Time Pay <15 09 $3.75 00:00 00:00 $3.75
Current Week Total: 17:30 $262.50 00:00 $0.00 00:00 $0.00 $262.50
Caregiver Pay Check Page, Batch View
Travel Time Page 10 Processing Travel Time for Payroll
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Travel Time P

ermissions

Permissions for Travel Time are granted via the Edit Roles page (Admin > User Management > Edit Roles
> Section > Action) allowing assigned roles the right to perform specific TT related actions, and the
authority to override set TT record values (as illustrated in the following image).

Edit Roles
Edit Roles

- ot

missions will not take effect until the user logs out and then logs back if

Roles:

L ADMIN
Action Fn

Missed Visit +

Coordinator Payroll

H H ¥ H

[ tnken Test
L H #H

o s o S S JF 3 3 8V

VR o o S

S A A A o O O O L

- o

PTO Approval

-

v F

H

H H

i

T
H

i

U NEIB BB IR B

Travel Time Permissions

The following table lists and describes the Travel Time permissions in the system.

Permission Description (Allows...)

Travel Time

Calculate Travel Time B
Change Travel Time Method

Override Travel Time Value

Clear Selected Travel Time
Records from Travel Time Batch

Create Travel Time Records
Copy Travel Time

Delete Travel Time Record

Access the Travel Time page.

Calculate a compiled TT batch.

Selection of the Method of travel associated with the TT record.

Manual entry of a Travel Time value.
Removal of TT records from a batch.

Create TT records on the Travel Time page.

Copy a TT record on the Caregiver Calendar page and apply it to

another date.

Delete a saved TT record from the Caregiver Calendar page.

(O TN TR TENE R NG M Create TT records on the Caregiver Calendar page.

(o110 b LRIV R N VA1 (W Override the Pay Code associated with a saved TT record.

(o1 0e s CRNEV M IE VA E - Override the Pay Rate associated with a saved TT record.

Travel Time
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Travel Time Address Exception

An Address Exception column has been added to the Travel Time Batches page (Action > Travel Time >
Travel Time Batches tab) for a Provider to see the number of address exceptions in a Travel Time Batch
(as illustrated in the following image). This column captures the number of Travel Time records which

could not be processed in each batch because the system was unable to identify one or both addresses

associated with the record.

3 Trovel Time Tip

e FHAexchange | I K e g el IR Y

Travel Time Trip

PRRREI 1oaucl Time Ratches

Search

office(s):
Processed From: =]

Batch Number: [ ]
Processed To: =

Saarch Rasults (205)

Status:

Support Center | Sian Ou|
Welcome - minikunj (Excellence QA - ML,

Al

Datch number[offes s e e e e e [
exorrios7e T Created 2 o 2 B |owsmairosa
PR ) s = . 2 o [ ——
o Excellence QA Team | T Created = o = 20 12/30/2016 03:32
anaTrioscs FitAeahange Office | TT Created 2 o 2 20 1272872016 06129
- SR e — . o = . [ a—
pe=— excellence @A Team | Creme o B E - [——
—— Excellence QA Team | T Created 2 o 25 s 0s/20/2017 07:01
exorrioss Excellence QA Team | T Created B . s p 04172017 05:as
xorriosos Excelence QA Team | T Crastad 2 o 2 P N
ST xcetonce @A ream | 11 Cremed B v P B seraeone orios

Travel Time Batches Page: Address Exception Column

Note: The system automatically sorts all Travel Time records with Address Exceptions

to the top of the results.

In the Search Results, click the Batch Number (link) to open the batch. The Batch Summary (on top, as
shown in the image below) indicates the number of Address Exceptions in the batch.

Travel Time Trip

CERER PP Travel Time Batches

Batch

Office: Excellence QA Team Batch #: EXQTT10635 Status: TT Created Total Records Calculated: 25 Address Exceptions: 5
Disclaimer: Travel time records are generated using Google Maps estimated time and distance calculations, Once results are returned, it is strongly TECOMMENTEd TRAT BOENGES review

In order for ODT events to be created, default ODT paycodes must be set for each discipline in Reference Table Management and added to your Payroll Setup.

Batch Processed Date: 09/20/2017 07:01
records in detail before processing.

Records in Batch (25) @

Caregiver Travel Date Visit 1 visit 2 Gap Time Method Pay Code T |
pandey, Shrinath 08/07/2017 Pandey, Amit (EXQ 088) | Pandey, Amitam (EXQ-900121) 11:00 [Select [<]]| Mot Created | &
(EXQ-1111) S: 0100-0200 (V: 0100-0200) 5t 1300-1500 (V: 1300-1400)
BROOKLYN,NY,11213 Address1,Address2,NEW
o - [580_](rins) map
ndev. Shrinath 05/11/2017 Pandey. Amitam (EX0- Pandey., Sushant (EXQ123321) 19:00 Select 1]/ Mot Created |
(EXQ-1111) S: 0100-0200 (V: 0100-0200) S: 2100-2200 (V: 2100-2200)
Address1 Addr . 1
Sdidrzel Addrs 1140 (Mins) A
pandey, Shrinath 08/01/2007 Pandey, Amitam (EX0-900121 Kaurya, Sushant (X0 08100 [Select []]| ot created | 1
(Exq-1111) S: 1300-1500 (V: 1300-1500) 500020598537435)
Address1 Address2,NEW S: 2100-2300 (v: 2100-2230)
Vomica 1000 BROQKI VLY. 1213 (550 Jowins) e
ndey, Shrinath 08/05/2017 Pandey, Amitam (EXQ-500121 Bandey, Rahat (EXQ- o7:00 [Selec <7]| Mot created |
(ExQ-1111) S: 1300-1500 (V: 1300-1400) S: 2200-2300 (V: 2200-2300)
ress1.Addr w v,
St ao001 (520 J(rins) e
pandey, Shrinath 08/01/2017 Pandey, Ssp (EX0-9881315375) Pandey, Amitam (FXQ-900121) 09:00 [Setewt T<]]| Mot Created | 1
(ExQ-1111) S: 0100-0400 (V: 0100-0300) 5t 1300-1500 (V: 1300-1500)
A¢LBROOKLYN,NY,11213 Address1,Address2,NEW
e [5a0_](rins) Map
0 & 2 FN 8 FF BN W RGN o & 20 2 o e FE .
= Vo i iv & & & 4 - & A &T & 4 > Y 4 2 &

Travel Time Batch Summary

Travel Time
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Set Travel Time Address Exception to 0
Minutes

A Set TT Records with Address Exception to 0 Minutes checkbox has been added to the Edit Office page
(Admin > Office Setup), as seen in the following image. When selected, the system automatically sets
Travel Time (TT) records with address exception errors to 0 minutes (instead of calculating the entire dur-
ation time between Visit 1 and Visit 2). This ensures that TT records are not mistakenly created for
greater durations than desired. This option is available to all Providers. By default, TT records with
address exception errors continue to be calculated using the time between Visit 1 and Visit 2.

) ) 0
% HHAexchange BRI , s 2 2 2
Edit Office ’
General ’
* Office Name: [HRAeXchange Office | Status: [Active [v]
’ * Office Code: LHHA
* office 1 Westchester M '
Web Applicant Unique URL: https://ust hhaexchange.cony
- el et
P P P PP PP PPPPPPPPIPPIPPOPIIPIE P2 PPOPPIPIPOPPIFFFFY
T N P | Ps o, stic ay. gus sk LUl Ok cOn om .na n. ees o]
by
Auto-Approve Patient Schedule Changes for Consumer Directed: [ (@) ' I Set TT Records with Address Exception to "0" Minutes: [ | (D) I
(
Allow Carenivers ta modify Confirmed Time via the mohile ann: [ () y ]

Edit Office: Set TT Records with Address Exception to 0 Minutes

This setting can be seen in the Travel Time Batches page (Action > Travel Time). Select a batch with
Address Exceptions. On the Results page, the system displays a set value of ‘0 Mins’ under the Method
column (instead of the entire duration between Visit 1 and Visit 2), as seen in the following image.

(T ] - B - e - iy Qe g

Trawel Thme Trig

nascn ]

Travel Time Batches: 0 Minutes

Travel Time Page 13 Set Travel Time Address Exception to 0
Minutes
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Travel Time Configuration

A Travel Time Setup section in the Office Setup page (Admin > Office Setup) is used to manage Travel
Time settings, as seen in the following image and described in the table underneath.

SJI Tax Jurisdiction:
Travel Time Setup History
Validate for 0 Minute Travel Time Records: @ l Transportation Methods for Travel Time: | All | @D
Travel Time Rounding: | Up ~|@ Set TT Records with Address Exception to "0 Minutes: (| (D)
Travel Time Gap Time Calculation: | Highest end time from Visit 1 (confirm or s¢_ | @) Always Round 7 Minute TT Records Up: [ (1)
=
Automatic Email (1)

Office Setup: Travel Time Setup Section

Field Description

If this checkbox is selected, then the system validates for 0-minute
Travel Time records.

Validate for 0 Minute Travel Time
Records If unselected, then the system allows for the creation of 0-minute

Travel Time records. Providers can create non-payable Travel Time
records to clear the visits from the Travel Time page.

Configure the rounding logic for Travel Time to round TT records
up, down, or to the closest quarter-hour increment for created
payroll batches. Select No Rounding to opt-out of the rounding

Travel Time Rounding logic functionality altogether.

Note: By default, the Always Round 7 Minute TT Records Up checkbox is
selected which overrides any setting configured in the Travel Time Round-
ing field. Ensure to deselect this setting when applying rounding logic.
Configure the gap time calculation when creating a Travel Time
record by selecting any of the following options:

e Highest End Time from Visit 1 (Confirmed or Scheduled)
and Lowest Start Time from Visit 2 (Confirmed or Sched-
uled); this is the current system behavior.

e Confirmed End Time of Visit 1 and Confirmed Start Time for
Visit 2: use only the Confirmed Times to calculate the gap;
or

e Scheduled End Time of Visit 1 and Scheduled Start Time for
Visit 2; use only the Scheduled Times to calculate the gap.

Travel Time Gap Time Calculation

Select default transportation methods for Travel Time to include
All, Driving, Public Transportation, and Walking to automatically cal-
culate time between shifts.

Pl e e LR G ool When selected, the system automatically sets Travel Time (TT)

Transportation Methods for
Travel Time

Travel Time Page 14 Travel Time Configuration
Proprietary and Confidential



@
) H-HAeXchange

The Enterprise System

Field Description

records with address exception errors to 0 minutes (instead of cal-
culating the entire duration time between Visit 1 and Visit 2). This
ensures that TT records are not mistakenly created for greater dur-

Exception to “0” Minutes

Always Round 7 Minute TT
Records Up

ations than desired.

Select to round up any Travel Time record that is 7 minutes or less
to 15 minutes, regardless of the defined TT Rounding rule. The gap
time is defined as the time between the end of the first visit and

the start of the second visit.

Travel Time

Page 15
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Travel Time: Define Gap Time Calculation

Providers can configure the Gap Time calculation (in essence, the time between two visits), when cre-
ating a Travel Time record. To update the setting, navigate to the Travel Time Setup section and select

the desired option from the Travel Time Gap Time Calculation field to include:
¢ Highest End Time from Visit 1 (Confirmed or Scheduled) and Lowest Start Time from Visit 2 (Con-

firmed or Scheduled); this is the current system behavior.
¢ Confirmed End Time of Visit 1 and Confirmed Start Time for Visit 2: use only the Confirmed

Times to calculate the Gap; or
¢ Scheduled End Time of Visit 1 and Scheduled Start Time for Visit 2; use only the Scheduled Times

to calculate the Gap.

Travel Time Setup b History
Validate for 0 Minute Travel Time Records: @ Transportation Methods for Travel Time: 0]
Travel Time Rounding: @ Set TT Records with Address Exception to "0" Minutes: ()
Travel Time Gap Time Calculation: ‘ Highest end time from Visit 1 (confirm or sc v |® Always Round 7 Minute TT Records Up: [) @

Highest end time from Visit 1 (confirm or schedule) and lowest start time from Visit 2 (confirm or schedule)
Confirmed End Time of Visit 1 and Confirmed Start Time of Visit 2
Scheduled End Time of Visit 1 and Scheduled Start Time of Visit 2

Automatic Fmail (5)
e ——

Travel Time Gap Time Calculation Field

Based on the current logic, the Gap time (time between visits) is 15 minutes, because the system is tak-
ing the scheduled End Time for Visit 1 (the later of the two) and the confirmed Clock-In for Visit 2 (the
earlier of the two). If changed to look only at confirmed duration (1345 and 1415) the Gap is 30 minutes.
For scheduled (1400 and 1430), the Gap is also 30 minutes.

CaEuivET Dbtipdent Trayel Dals Wisit 3 Wisit ¥ Tieret: By 'idils Calculate

ik 1 L0arpeEl & O 1AGD (v D84S 345) #c LAMELEGD (Vi 141%-585%)
A 00K, Moo Y L DM B0 K, b e, E, |06 T

Gap Time Calculation

Travel Time Page 16 Travel Time: Define Gap Time Calculation
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Set Caregiver Preferred TT Method

Providers can set the Caregiver’s preferred Travel Time (TT) method on the Caregiver Profile to allow for
more accurate payment of TT.

The Travel Time Transportation Methods are first identified in the Office Setup page (Admin > Office
Setup) in the Travel Time Setup section as seen in the following image. From the Transportation Meth-
ods for Travel Time field, select all applicable values to include Driving, Public Transportation, and Walk-
ing.

Travel Time Setup History.
validate for 0 Minute Travel Time Records: [6) Transportation Methods for Travel Time: ﬁ @
Travel Time Rounding: @© Set TT Records with Address Exception to "0" Minuteff: Q
Travel Time Gap Time Calculation: [ Highest end time from Visit 1 (confirm ors¢_v| @ Always Round 7 Minute TT Records U [select all]
Driving
m m Public Transpertation
ic Email (1) Walking

Travel Time Setup: Transportation Methods

Note: Deactivating any Transportation Method at the Office level removes the options in the Caregiver Profile.

On the Caregiver Profile page in the Employment Info section, select the Caregiver’s preferred Travel
Time method from the Default Travel Method field, as seen in the image below.

* Application Date: [12/30/2021 [Juc] Team: [ Select v]
Hire Date: 01/01/2022 @ Location: ‘ --Select-- V}
First Work Date: Branch: ‘ --Select-- v ‘
Last Work Date: Contract: | oEmo [icop
HHA/PCA Registry I Added/Checked Registry [ =
Number: Date:
| License
Number: NPI Number: [ ]
Referral Source: Referral Person: | |
NYC Registry checks: Signed Payroll Agreement: (|19 @
Exclusion/Verification - e
Lists Checked On: i @ H Ev ublization: [ ] ®
Default Travel Method: @
Address History
] Street 2: |
Cir. \w L ]

Caregiver Profile: Default Travel Method

When a Travel Time Batch is created, the system automatically selects the Transportation Method as
defined in the Caregiver Profile. The transportation Method can also be changed before submitting the
batch.

Travel Time Page 17 Set Caregiver Preferred TT Method
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Batch

Office: Twillio 20.07 Batch #: TW2TT11126 Status: Calculated Total Records Calculated: 1 ‘Address Exceptions: 0

Batch Processed Date: 12/16/2021 03:19
Disclaimer: Travel time records are generated using Google Maps estimated time and distance calculations. Once results are returned, it is strongly recommended that agencies review records in detail before processing.
In order for ODT events to be created, default ODT paycodes must be set for each discipline in Reference Table Management and added to your Payroll Setup.

Records in Batch (1) @

Caregiver Iravel Date Visit 1 Visit 2 Gap Time Remaining Gap Pay Code o
Twillio Office, Hardik ~ 11/14/2021 patient123, 125962AN Test (TW2-  Patient, A) Test (TW2- 00:28 -16:57 AB PayCode u H
(Tw2-6550) 9000205985386175 5000205985386176)

St 0100-0240 (V: 0100-0240) Si 0308-0410 (V: 0308-0410)

New York1, New York2 NEW add1, EAU GALLE,WI1,54737

YORK,NY, 10001

Caregiver Preferred TT Transport Method

Batch

Office: Twillio 20.07 Batch #: TW2TT11126 Status: Calculated Total Records Calculated: 1 Address Exceptions: 0 Batch Processed Date: 12/16/2021 03:19
Disclaimer: Travel time records are generated using Google Maps estimated time and distance calculations. Once results are returned, it is strongly recommended that agencies review records in detail before processing.
In order for ODT events to be created, default ODT paycodes must be set for each discipline in Reference Table Management and added to your Payroll Setup.

Records in Batch (1) @

Caregiver TIravel Date Visit 1 Visit 2 Gap Time Remaining_Gap Pay Code arr
Twillio Office, Hardik ~ 11/14/2021 patient123, 125962AN Test (TW2-  Patient, A) Test (TW2- 00:28 -23:32 AB PayCode O H
(TW2-8550) 5000205985386175) $000205585386176)

S: 0100-0240 (V: 0100-0240)

S: 0308-0410 (V: 0308-0410)

New Yorkl New York2 NEW addi, EAU GALLI

YORK,NY, 10001

54737

£ o eI EEE A

Changed Transport Method in TT Batch

Travel Time Page 18 Set Caregiver Preferred TT Method
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