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Managing Member Addresses Job Aid 

 

Only Providers with Payer-granted permissions can edit a Member’s Address(es); 
otherwise, this information is view-only on the Provider environment. 

 
In the HHAeXchange system, multiple addresses can be entered for a Member and assigned to be used 
for GPS coordinates. In addition, Providers can associate a Member’s phone number, FOB, or Beacon 
device to a specific address on the Member Profile to indicate where EVV is captured. This job aid 
provides guidance on adding and managing multiple addresses, editing GPS Coordinates, and how to 
associate a Patient’s phone number to the EVV location tracking feature.  
 

Adding a Member Address 
The Address Type(s) include GPS, Home, and Community, described as follows: 
 

Address Type Description 

GPS Can be selected in multiple addresses. This is the address used if GPS is the 
chosen modality to Clock In/Out (from this address). 

Home The Patient’s Home Address 

Community Address to a community facility where a Patient may receive services (such 
as a community recreational center or adult day care facility). 

 
Note: Multiple Address Types can be selected for an Address; however, Home and Community cannot be selected 
simultaneously.  
 
To add an Address and/or Allow GPS Address, click the Add button (as illustrated in the image below). 

 
New Member – Address Section 

 
As a result, the Member’s Addresses are shown as indicated.  

 
Member Addresses 
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To add Notes to a specific address, click the 
Add link in the Notes column. 
 
Enter a note in the Notes field and click the 
Save button. 

 
Member Address Note 

Note: Member Addresses and information is edited via the Member Profile page. 
 
Once saved, all entered Addresses appear under the Address section (as seen in the following image). 
The locator icon under the Address Type(s) column indicate that the address is GPS enabled. Under the 
Notes column, a note icon indicates if the address has a note attached. 

 
Member Addresses 

Editing GPS Coordinates 
At times, the coordinates attributed to an address by Google Maps do not properly reflect the actual 
coordinates of the Member’s home. This may be common for Members living in rural addresses or in 
large apartment complexes in a city. 
 
To address this issue, users may recalculate the coordinates of a Member’s address using the 
coordinates associated with GPS based EVV that is being held on Call Maintenance. This allows Agencies 
to correct the coordinates attributed to a Google address by replacing them with the more accurate EVV 
coordinates. 
 
Note that when the coordinates of a Member’s address are changed, all future EVV placed via GPS uses 
the updated coordinates to complete the confirmation. Coordinate updates should only be done for GPS 
based EVV that routinely ends up on the Call Maintenance page with a Status of GPS Signal Out of 
Range for a specific Member.  
 
Follow the steps below to update Google coordinates for a Member’s address via the Call Maintenance 
feature. 
 

Step Action 

1 Navigate to Visit > Call Dashboard. 

2 Click on the GPS icon under the Status column of the held EVV for a call with a Status of GPS 
Signal Out of Range. 
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Step Action 

 
Call Maintenance, GPS Signal Out of Range Status 

3 

The Edit Member GPS Coordinates window opens, displaying the coordinates of the EVV using 
Google Maps. The map contains a red marker (A), which indicates the current Google Map 
coordinates associated with the Member’s primary address and a blue marker (B), which 
indicates the Caregiver’s coordinates at the time the EVV was placed. The Latitude and Longitude 
fields (above the map) indicate the coordinates of where the EVV was placed.  

 
Google Coordinates (Red Marker) and EVV Coordinates (Blue Marker) 

Note: The Latitude and Longitude values in this window may not be edited; these represent EVV data 
received by HHAX. 
 
1. The Member’s Primary Address is selected by default. If multiple addresses are on record, 

then select the applicable address from the dropdown.  
2. Select the Save Coordinates button at the bottom of the window to overwrite the Google 

coordinates with the EVV coordinates for the selected address. 

4 

A confirmation message opens alerting the 
user that all future GPS-based EVV for that 
address will be authenticated using the 
updated coordinates.  
 
Click the OK button to confirm and save.  
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Step Action 

5 

Once confirmed, the change is processed via the nightly job which clears out the record on the 
Call Dashboard and refreshes the information in the system. With the updated coordinates 
reflecting the Member’s address accurately, the EVV is processed and linked properly to the 
corresponding Visit(s). 

6 The updated coordinates are also reflected on the Member’s Address section on the Profile page. 
To view, click on the GPS icon from the applicable address.  

 

Tracking Location Where EVV is Performed 
To accommodate Electronic Visit Verification (EVV) state mandates required by the Cures Act, the 
system has been updated to capture EVV at the location where services are performed. Providers can 
associate a Member’s phone number, FOB, or Beacon device to a specific address on the Member 
Profile to indicate where EVV is captured. In turn, the address is saved upon Visit confirmation.  
 
Note: Not valid for “Billing Only” addresses. 
 

Associate Member Address with Phone Number 
To associate a Member address with a phone number, navigate to the applicable Member Profile page 
(Member > Profile) and click the Edit button. On the Phone Number Information section, Phone 
Location fields have been added under each Phone field (Home Phone, Phone 2, and Phone 3). To 
connect the phone to an address, select the applicable address (previously entered in the Address 
section) from the Phone Location dropdown (as seen in the image below). 

 
Associating a Phone Number with an Address 

 
Note that a Member Address can be associated to multiple phone numbers; however, each phone 
number can only be associated to one address. To clear out an address association, select the “Select” 
value from the dropdown and save. 
 
Once saved, the Phone Location fields are populated with associated addresses, viewed on the Member 
Profile page (as illustrated in the image below).  

 
Associate Phone Numbers with Addresses 
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Updates to Patient Address Types 
Home and Community options have been added to Address Types to allow further categorization of the 
Member address. Although Address Types is a multi-select column, the options of Home and 
Community cannot be selected together. In essence, a Member address cannot be both Home and 
Community.  

 
Home and Community Address Types 

 
Address Type Validation Error 

Note: Payer permission must be granted to the Provider to edit Address fields. 
 

Associating a Patient Address with a FOB or Beacon Device 
FOB Device 
If a Member has been set up with a FOB device, then the Member Addresses can be associated to the 
FOB device in the Member General page (Member > General). An FOB Location field has been added to 
associate an address to the device. On the FOB Location dropdown, select the applicable address (as 
entered in the Member Profile page).  
 
Only one address can be associated with the FOB device.  

 
FOB Location – Associated Address 

 
Once saved, the FOB Location field is populated with the associated address, viewed on the Member 
General page (as illustrated in the image below).  
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Associated Address with FOB Device 

 

Beacon Device 
If a Member has been set up with a Beacon device, then the Member Addresses can be associated to 
the Beacon device in the Member General page (Member > General). A Beacon Location field has been 
added to associate an address to the device. On the Beacon Location dropdown, select the applicable 
address (as entered in the Member Profile page).  
 
Only one address can be associated with the Beacon device.  

 
Associating a Beacon to Patient Address 

 
Once saved, the Beacon Location field is populated with the associated address, viewed on the Member 
General page (as illustrated in the image below).  

 
Associated Address with Beacon Device 

 

Updating or Deleting an Address 
When an address is updated or removed from the Member Profile page, the system removes the 
association with the applicable FOB or Beacon device.  
 

Manually Linking Calls 
Call Maintenance 
The system captures the associated Patient address when a Call In or Call Out is made for a Patient Visit. 
If an error occurs during this process, then the call goes to the Call Dashboard to be resolved. Use the 
Link option under the Call Type column on the Call Maintenance screen to store the confirmed EVV and 
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the associated Patient address (as illustrated in the image below). The system stores the address 
according to the EVV modality (Phone, FOB, GPS) used to Call In or Out.  

 
Linking on the Call Dashboard 

 

Visit Info Tab 
The same occurs on the Visit Info tab. Use the Link Calls button (to the right of the Visit End Time field; 
as seen in the following image) to link Call In and/or Call Out. Once linked, the system stores the 
associated Patient address according to the EVV modality used.  

 
Linking via Visit Info Tab 

 

Viewing a Stored Patient Address 
After a call is successfully linked, the address (if available) is stored and visible in the Visit Info tab of 
each visit along with the EVV ID used for the confirmation. Hover over the telephone icon in respective 
EVV Call In or EVV Call Out fields to view the stored address (as seen in the following image).  

 
Viewing a Stored Address in the Visit Info Tab 

Note: In rare occasions, (however, possible) a Patient Visit may start in one location and end in another.  
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The absence of the telephone icon may indicate that the Visit is either manually confirmed or not yet 
confirmed. 
 
At times, an EVV ID and confirmation time is present for a Visit without an address. This indicates that 
there is no address associated with the EVV method used (Phone, FOB, or Beacon). In this case, an 
address can be associated and then the Visit can be manually updated as described below. 
 

Manually Updating a Stored Patient Address 
Stored addresses may need to be manually updated or removed if the address associated with an EVV 
method is incorrect (and stored for a confirmed Visit); or no address is associated to the EVV method 
used (resulting in a missing address). 
 

To manually update a stored Patient Address, 
navigate to the Patient Profile page (Patient > 
Profile) and click on the Edit button.  
 
On the Phone Number Information section, 
select the applicable Phone field and the correct 
stored address. 

 
 

To associate the correct address to an EVV 
Method, navigate to the Patient General page 
(Patient > General).  
 
From the FOB Location and/or Beacon Location 
field dropdown, select the correct stored 
address.  

 

Once the proper address is associated, navigate 
to the applicable Visit Info tab and hover over the 
telephone icon to access the confirmed address 
window.  
 
Click on the Update Address button. HHAX finds 
the address matching the EVV ID used for 
confirmation.  

 

Note: Stored addresses can also be removed using the Update Address button.  
 
A confirmation window opens to confirm the address association. Click OK to refresh and store the 
address for the Visit. 
 
If the address is incorrect or missing for the Call IN, it is likely incorrect or missing for the Call OUT and 
vice-versa. Be sure to check both the EVV Call In address and EVV Call Out address for accuracy. 
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