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Joint MCO Provider Information Session

The content contained herein (“Confidential Information”) is the confidential property of HHAeXchange and may not be copied or distributed without the express written 

consent of HHAeXchange. Distribution of this document or disclosure of any Confidential Information set forth herein to any party other than the intended recipient(s) of this 

presentation is expressly prohibited.



Agenda – Morning Session

9:00 AM – 11:00 AM

HHAeXchange Provider Information Session 

• System Presentation and Demonstration

• Functionality Common to all MCO Plans

11:00 AM – 12:30 PM

MCO Specific Training

• Each MCO will present for 30 minutes covering plan-specific 

workflows and HHAeXchange system usage
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Agenda - Afternoon Session

1:30 PM – 3:00 PM

HHAeXchange Provider Information Session 

• System Presentation and Demonstration

• Functionality Common to all MCO Plans

3:00 PM – 4:30 PM

MCO Specific Training

• Each MCO will present for 30 minutes covering plan-specific 

workflows and HHAeXchange system usage
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HHAeXchange at a Glance
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Visit Entry Options

• Quick Visit Entry

• HHAeXchange EVV

• Open Model EDI

Member Management

• Member Demographics

• Authorizations

• Service Details (if applicable)

Real-Time, Two-Way 

Communication 

with Multiple MCOs

Billing & Reporting

• Eliminate Denials with 

Pre-Bill Scrubbing

• Bill Multiple MCOs 

for Confirmed 

Visits



Provider Services in Scope

• Home Health Aide

• Nursing (LPN)

• Nursing (RN)

• Occupational Therapy

• Occupational Therapy Assistant

• Physical Therapist 

• Physical Therapist Assistant

• Speech and Language Therapist

• Personal Assistance Services (PAS) (Agency) (Mandated EVV)

• PAS (CSLA) - Shared Living 

• Respite (Mandated EVV)
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Service Coordination Services in Scope

• W1011 Service Coordination

• Any services billed on behalf of other providers
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Mandated EVV
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Top 6 Takeaways from Today

• Authorizations

• How to review authorizations sent 

from the MCOs in HHAeXchange

• Communication

• How to communicate with the MCOs 

using HHAeXchange’s Notes

• Visit Confirmation

• How to add or review visits in 

HHAeXchange
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• Invoicing / Billing

• How to review invoices and bill in  

HHAeXchange

• Credentials

• How to create user names and 

passwords in HHAeXchange

• Support

• How to access Quick Start Guides 

and Support Articles



Questions Anyone?

• We expect you to have questions

• Questions will vary based on

• Size of Organization

• Visit Entry Method

• Services Performed

• Questions Today

• Questions after Today’s Session

• Questions after you begin to use HHAeXchange System
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Next Month

• PA Provider Information Center

• https://hhaexchange.com/PACHC

• Create Credentials for Users

• Enter Caregivers or Prepare EDI Test Files
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HHAeXchange Provider Information Center

https://hhaexchange.com/PACHC
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Creating HHAeXchange User Access
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Provider Information Center – User Training

• Pre Go-Live: System User Training Webinars 

• Week of 12/2 and Week of 12/9 

• SCE’s may need to attend Non-homecare training and Homecare training

• Training registration will be emailed to all attendees by November 15th

• Registration will also be made available on the PA Provider Information Center Training 
Page

• Post Go-Live: Lunch & Learn Webinars

• 30-minute, single-topic sessions (2x per week)

• Topics such as Provider Quick Start Guide, Communications and Notes, EVV Call 
Dashboard, etc., are just a few of many that will be covered

• Visit the Provider Information Center (Training Page) after Go-Live for dates on 
upcoming webinars
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Inviting Users to System Training (Today)
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HHAeXchange Provider Information Session Agenda

PART 1

• HHAeXchange System Introduction

• Member Management

• Communications (Notes)
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HHAeXchange Provider Information Session Agenda

PART 2 – Based on Provider’s Method of Visit Entry/Management
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EVV
Manual

EDI

• HHAeXchange EVV 

(Free EVV System Provided by MCOs)

• Manual Visit Entry

(Visit Quick Entry Function – Directly into HHAeXchange)

• EDI

(Electronic Data Interchange – 3rd Party EVV/Agency 

Management System)

EVV
Manual

EDI



HHAeXchange Provider Information Session Agenda

• HHAeXchange EVV

• Manual Visit Entry

• EDI

EVV
Manual

EDI

1

Caregiver Module

2

Schedule Module

3

Visit Confirmation 
(EVV)

4

Prebilling

5

Billing

1

Caregiver Module

3

Visit Quick Entry 

(Manual)

4

Prebilling

5

Billing

3
Visit via 3rd

Party 
(EDI)
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PART 2 – Based on Provider’s Method of Visit Entry/Management



HHAeXchange Provider Information Session Agenda

PART 3

• Pre-Billing/Billing

• Reporting 

• Administration

• Upcoming Enhancements
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HHAeXchange System Introduction
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HHAeXchange System Introduction

• HHAeXchange System Nomenclature
• Member = Patient = Recipient = Consumer = Participant=Client

• Caregiver = Attendant = Aide

• Provider = Agency = Vendor

• MCO = Payer = “Plan”

• Log In Process (www.hhaexchange.com➔ CLIENT LOGIN)

• Home Module
• Landing Page

• Reviewing Pending Placements and Communications with MCOs
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http://www.hhaexchange.com/


System Support

• Super Users

• HHAeXchange Support Center: Documentation Catalog

• Process Guides

• Job Aids

• Reference Material

• Resource Center https://hhaexchange.com/PACHC/

• Register for live training

• Review recorded trainings on demand

• Review FAQs
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https://hhaexchange.com/fl-smmc/


Member Management (Placement)

21



Member Management – Placement Alerts
• New Placement Request (Email)

• New Placement Request (Home → Pending Placements)
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Member Management – Placement Review

• Review Placement

• Click on Admission ID to display Placement Window

• Review Member Info
• General: Demographics (Masked)

• Special Requests: Gender, Language, Notes
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Member Management – Placement Acceptance

• Accept Placement

• Select Member Team and Coordinator

• Select Button at bottom of Placement Window
•

•

• (Must select Reason Code for denial)

• Placement is cleared from Pending Placements on Home Page

• Member Module → Profile Page (Status = Active)
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Member Management – Placement Queue

• Action → Pending Placement Queue

• 4 Placement Queue Sections

• Pending
• Default Cut off Time (per MCO)

• Approaching Cut Off (in red)

• Removed from Queue after Cut Off

• Staffed with Temp Caregiver

• Staffed

• Accepted with no Masterweek
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Member Management – Member Profile

• Member Module – Index of Pages

• General
• Provider Information

• Status History

• Member Notes 

• Profile (Demographics)
• Authorization

• Primary Statuses (Pending, Active)
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Member Management – View Info

• Member Module – Profile Page (from MCO Demographic Info)
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Member Management – Authorizations

• Process (Timing varies by MCO)

• Authorization with Provider matched to Member in HHAX

• HHAX sends back confirmed placement file which confirms provider 

acceptance

• Review Authorization as necessary (Member → Authorization Page)
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Communication & Notes
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Communications – Overview (Types)

• Member Notes 

(Communication between Provider and MCO related to a Member)

• Automated Notes 

(System Generated Notes, such as Authorization and Status Change)

• MCO Communications

(Communications between Provider and MCO not related to a 

Member)

30



Member Notes - Review

• Home Page → Notes (Status = Open)

• Member → General Page → Notes

(All Statuses – Open and Closed)
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Member Notes – Create and Respond

• Create (New)  - See next slide for details
• From Member → General Page only

• Member → General Page → Notes Section →

• Reply
• From Home: Home → Notes → Reply

• From Member: Member → General Page → Notes Section → Reply

• Close
• From Home: Home → Notes → □ +             (checkbox to left of Note)

(Once closed, Notes will be removed from Home Page)

• From Member: Member → General Page → Notes Section → Close
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Member Notes – Create Notes

Member → General Page → Notes Section →

• Complete Notes Window

• Select Reason

• Enter Note

• Upload File (if necessary)       →

• Click          (Note Status = Open)

• Note Reason Values

• Varies By MCO
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Member Notes – Print

• Print Individual Notes (send to non-system users)

• to obtain hardcopy of Individual Note (PDF)

• Print Notes Report (Report → Other Reports → Member General 

Notes)

34



MCO Communications – Review/Create

• Search/Review

• From Action → MCO Communication

• Create (        )

• Reason 

(by MCO)

= Inbound Note

= Outbound Note

= Attachment
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MCO Communications – Print

Perform Search → Right-click to Print  → Print Page(s)
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Communication Policy and Timeframes

• Varies by MCOs

• Covered During Afternoon MCO Sessions
• Communication Policies for usage

• Expectation for Monitoring Notes

• Timeframes for Reply (Urgent Notes  vs.  Non-Urgent Notes)
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Caregiver Management

(EVV & Visit Quick Entry)
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Caregiver – EVV and Manual only

• HHAeXchange EVV

• Manual Visit Entry

• EDI

1

Caregiver Module

2

Schedule Module

3

Visit Confirmation 
(EVV)

4

Prebilling

5

Billing

1

Caregiver Module

3

Visit Quick Entry 

(Manual)

4

Prebilling

5

Billing

3
Visit via 3rd

Party 
(EDI)
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EVV

Manual



Adding Caregivers – Data Entry

• New Caregiver

• Required Fields

• Demographics

(Employment Type)

• Address

• Emergency

• Save

• Creates Profile
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EVV

Manual



Caregiver – Profile Overview

• Demographics

• Employment

• Address

• Emergency
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EVV

Manual



Schedule Management

(EVV)
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Scheduling – EVV only

• HHAeXchange EVV

• Manual Visit Entry

• EDI

1

Caregiver Module

2

Schedule Module

3

Visit Confirmation 
(EVV)

4

Prebilling

5

Billing

1

Caregiver Module

3

Visit Quick Entry 

(Manual)

4

Prebilling

5

Billing

e
3

Visit via 3rd

Party 
(EDI)
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EVV



Scheduling Visits – Requirements

• Member Status = Active

• Authorization = Valid Dates/Service Info

• Plan of Care (POC)

• Can be added to member

• Caregiver can clock in and 

record the duties
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EVV



Scheduling Visits – Functionality 

• Creating a Visit (Non-Skilled/Skilled)

• Schedule Components

1. Scheduled Time

2. Caregiver

3. Optional: Plan of Care (POC)

4. Service Code

5. Save Schedule
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EVV



Scheduling Visits - Calendar

• Member Calendar (Member → Calendar Page)

COLOR CODES:

Green

Pink
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EVV



Scheduling Visits – Deleted Visits

• Schedule created in error

• Process

• Delete from Calendar

• Capture Reason for Deleting Visit
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EVV



Scheduling Visits – Master Week

• “Permanent Schedule”

• “Roll Over”

1. Hours (per day)

2. Caregiver

3. Service Code

4. Selected Days

5. Save “Permanent Schedule”
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EVV



Visit Entry

(EVV, Visit Quick Entry, EDI)
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Visit Entry Options  - EVV, Manual, & EDI

• HHAeXchange EVV

• Manual Visit Entry

• EDI

1

Caregiver Module

2

Schedule Module

3

Visit Confirmation 
(EVV)

4

Prebilling

5

Billing

1

Caregiver Module

3

Visit Quick Entry 

(Manual)

4

Prebilling

5

Billing

1
3

Visit via 3rd

Party 
(EDI)
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EVV

Manual

EDI
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Visit Management

(EVV)



Visit Management - EVV

• EVV Configuration

• Placing EVV via Phone

• Clock In

• Clock Out

• Successful EVV
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Sample 

Instructions

EVV



Visit Management – Missed Visits

• Visit Does Not Take Place (not a “Scheduling Input Issue”)

• Process

• Edit Visit Information and select Missed Visit checkbox

• Capture Reason, Action Taken, and Note
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EVV



Visit Management – Manual Visit Confirm

1. Visit Info Tab

2. Visit Start Time

3. Visit End Time

4. Reason

5. Action Taken
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EVV



Visit Management – Manual Visit Confirm

6. Timesheets

• Required

• Approved

7. POC Duties

(Plan of Care)
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EVV



Visit Management – View EVV Visits

• Visit Search (Visit → Visit Search)

• Member Calendar (Member → Calendar Page)
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EVV



Visit Management – Call Dashboard

• Searching for Call Issues (Exceptions)

• Understanding Call Maintenance “Buckets”

• Call Maintenance

• Missed Calls (In/Out/Call)

• Visit Log and Rejected Calls
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EVV



Visit Management – Call Dashboard

• Addressing Call Issues (Exceptions)

• Fixing Call Issues

• Linking Calls

• Rejecting Calls
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EVV
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Visit Management

(Visit Quick Entry)



Visit Quick Entry (Visit -> Visit Quick Entry)
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Manual



61

Visit Management

(EDI)



3rd Party Interfaces 

• One file to send the following:

• Caregiver Information

• Schedules

• Visit Confirmation

• Billing information (invoice numbers)

• EVV information (telephony, GPS, other)

• Recommended but not required for 1/1/19

• OLTL will require EVV by Summer  2019
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EDI



EDI  Validation Tool and SFTP Creation

File Format Validation Tool

• Validates structural correctness and basic data formatting for Import files

• Successful format validation required before self-service SFTP creation

Self Service SFTP Creation

• Eliminates need for EDI providers to 

contact HHAX to manage SFTP sites

• All EDI providers can create, configure 

and manage their SFTP account for file 

transfers to HHAeXchange
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EDI



Prebilling

(EVV & Visit Quick Entry)
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Visit Entry Options  - Workflow by Choice

• HHAeXchange EVV

• Manual Visit Entry

• EDI

1

Caregiver Module

2

Schedule Module

3

Visit Confirmation 
(EVV)

4

Prebilling

5

Billing

1

Caregiver Module

3

Visit Quick Entry 

(Manual)

4

Prebilling

5

Billing

3
Visit via 3rd

Party 
(EDI)
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EVV 

Manual



Prebilling

• Prebilling Process 

• Billing → Prebilling Review

• Exceptions (Problems)

• Prebilling Validations
• Review Exceptions (focus on Missed Visit and Authorizations)

• Address in HHAX (EVV, Manual Visit Quick Entry) or 3rd Party System (EDI)
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EVV 

Manual



Billing

(EVV & Visit Quick Entry)
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Visit Entry Options  - Workflow by Choice

• HHAeXchange EVV

• Manual Visit Entry

• EDI

1

Caregiver Module

2

Schedule Module

3

Visit Confirmation 
(EVV)

4

Prebilling

5

Billing

1

Caregiver Module

3

Visit Quick Entry 

(Manual)

4

Prebilling

5

Billing

3
Visit via 3rd

Party 
(EDI)
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EVV 

Manual



Billing – Process Overview

• Billing Processes
• Create Invoice Batch

• Perform Billing Review

• Address in HHAX (EVV, Manual Visit Quick Entry) or 3rd Party System (EDI)

• Reviewing Billing Files
• Claim Files (837)

• Remittances (835)

• Rebill process
• Select, Adjust, Submit

• Must have claim number from remit (i.e. TRN)
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EVV 

Manual



Billing – Create Invoice Batch

• Billing → New Invoice Batch

• Search for Billable Visits (Filter by Date Range and Payer)

• Select Visits to Invoice (to be included in Invoice Batch)

• Save Selected Visits    (                                      )

• Click                    (Generates “Batch” of invoices; 1 per Visit/Member)
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EVV 

Manual



Billing – Perform Billing Review

• Billing → Billing Review

• Search for Invoiced Visits

• Review Details for “Hold Reasons”

• Address Exceptions (Hold Reasons)

• In HHAX (EVV, Manual Visit Quick Entry)

• In 3rd Party System (EDI)
71

EVV 

Manual



Billing – Reviewing Billing Files

• Nightly Processes (837 Generation)

• Reviewing Billing Files (Admin → File Processing)
• Claim Files (837)

• Remittances (835)
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EVV 

Manual



Billing – Rebill Process

• Billing → Electronic Billing → Batch Search and Resubmit Claims

• Add claims for resubmission
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EVV 

Manual
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Reporting



Reporting – Key HHAeXchange Reports 

• List of Members

• Census Information (Data from Member Module)

• Batch Detail Report

• Revenue Generation (by Individual Invoice Batch)

• Unverified Visits Aging Detail

• Listing Visits with Exceptions (before Prebilling processes)

• Member General Notes

• Listing of Notes captured in HHAX (Related to Member Services)

• List of Caregivers
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Reporting – Overview of Report Layout

• Report Generation and Navigation

• System Reports

76



Reporting – List of Members

Path: Report → Members → List of Members
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Reporting – Batch Detail Report

Path: Report → Billing → Invoicing → Batch Detail Report
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Reporting – Unverified Visits Aging Detail

Path: Report → Compliance → Unverified Visits Aging Detail
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Reporting – Member General Notes

Path: Report → Other Reports → Member General Notes
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Reporting – List of Caregivers

Path: Report → Caregiver → List of Applicant/Caregivers
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Administration



Administration and System Support

• Provider Profile

• Email Alerts

• User Management
• Roles

• Permissions

• Restrictions

• Coordinator Setup – Must Add At Least 1 (Default)

• Provider Reference Table Management 

• Rate Management
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Administration – Provider Profile

• Admin → Provider Profile

• General Section

• Address Section

• Automatic Email Section
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Creating HHAeXchange User Access
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Administration – User Management

• Admin → User Management → User Search → Edit User
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Administration – Coordinator Setup

• Admin → Coordinator Setup

(Note: Must be at least 1 created for Placements!)
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Administration – Reference Tables

• Admin → Reference Table Management
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Administration – Rate Management

• Admin → Rate Management

• View Only
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Additional Users and Feedback

• Think of additional users for training?

• Hhaexchange.com/system-training

• Info Session Feedback Survey

• Hhaexchange.com/info-session-feedback
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https://www.cognitoforms.com/HHAeXchange1/systemtrainingrequest
https://www.cognitoforms.com/HHAeXchange1/informationsessionfeedbacksurvey
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Questions?



HHAeXchange Provider Resources

• Provider Information Center

• www.hhaexchange.com/PACHC

• Support

• support@hhaexchange.com
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mailto:support@hhaexchange.com

