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Chapter 1 The Scheduling and Compliance system

The HC Plus System comprises both scheduling and compliance functions. Scheduling enables you to
maintain client and employee information, enter orders, schedule care by matching clients to employees,
produce reports, and verify employee’s schedules for payroll purposes. The Compliance Reporting System
maintains all aspects of employee compliance in regard to training, certification, evaluations, and
adherence to contract requirements. This manual will explain how you can perform the various tasks the
Scheduling and Compliance System provides.

1.1 Start HC Plus

1. If you have an HC Plus Shortcut on your desktop,
type http://access.hcplus.com in the address bar.

click on it. Or open a browser window and

2. The HC Plus Login screen appears.

Sandata Technologies, an Innovator in Home Health Care
Automation.

Sandata Message Center

Welcome to our HIPAA compliant WEB site. You must be using a browser
that supports 128-bit encryption. If you have any questions, please contact
your Client Services Representative at 516-626-5666 or 718-628-2266.

HC Plus Supported Printers

a) Enter your username and password in lower case letters, then press |Log In

b) The Applications screen will now be displayed

Sandata Technologies, an Innovator in Home Health
Care Automation.

Sandata Message Center

=

Welcome to our HIPAA compliant WEB site. You must be using a
browser that supports 128-bit encryption.

If you have any questions, please contact your Client Services
Representative at 516-626-5666 or 718-628-2266.

HC Plus Supported Printers
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HCPlus

c) Click on the Icon

d) The Scheduling and Compliance login screen appears.

Scheduling and Compliance Login |
ENTER LOGIN INFORMATION

Log In Hame: IADMIN

Password: [====

Location: Il]l]1 -

Continue I HC Open . Exit
c) Fillin the Log In Name and Password and click

1.2 Log In Features

When the Scheduling and Compliance login screen appears. You will need to enter your Login Name, first.
A blinking cursor will be in the password text box waiting for entry of the password that matches your
login name. Your system administrator (or your HC Plus technical support) will supply you with your
password.

If you need to log in as a different user, press the up arrow on your keyboard or click in the Log-In-Name
text box with the mouse.

If you have keyed your login id, press the Tab key on the keyboard to position the cursor in the Password
text box. (In general, use the Tab key for moving around from field to field on a screen.)

If your scheduling system is made up of more than one location, select the correct location.
Press the Enter key, click on the Continue button, or press Alt + C to continue to the Main Menu.
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1.3 The Scheduling System Main Menu

The Scheduling System main menu contains eight buttons used to access scheduling or compliance
functions. Each is described in detail in this manual. You may select any function button by clicking the
mouse or by pressing the Alt key plus the underscored character (e.g., Exit).

You must enter and exit the system through this menu. When you finish processing a particular form

. . ¢ - - .
always exit your current screen through the Exit Door (E--save and exit icon) or the button—until
you backtrack to the main menu. Upon completion of your HC Plus work, select the |[Exit Scheduling

button to exit the system.

Scheduling Main Menu

Scheduling System

MaNHATTAN [001) Monday, June 27, 2005
H Enteriew Orders H%?rtlz::h:ce
Ll gl Yerify Schedules
Maintenance
Chent Maintenance Daily Functions
About | Beports Comphance
Select Location | iSyztem Functions Exit Scheduling

Figure 1-1 Scheduling System Main Menu
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1.4 Scheduling System Functions

Function/Button

Description

Enterf¥iew Orders

Employee
Maintenance

LClient Maintenance

Heports

Schedule
Maintenance

Yerify Schedules

Daily Functions

Compliance

Select Location

System Functions

Ezit Scheduling

Includes the functions related to client orders. You may enter new client
orders or view or modify existing client orders including their scheduling
requirements. Orders must exist before you can set up a schedule.

Enter new employees into the system or modify existing employee
information. Some of this information includes defining skills, availability,
and training. It also enables you to assign employees to clients and create
schedules.

Enter new clients into the system or modify existing client information. The
client information includes care plans, special requirements, diagnosis,
contacts, contracts, and billing. It also allows you to assign employees to
Clients schedule.

Includes all reporting including Client Reports, Employee Reports, Notes,
Expiring Care Plans, Contract Reports and more.

Includes the functions necessary for maintaining client and employee
schedules, open orders, and copying schedules.

Use to verify that schedules have been kept, and to generate time slips and
verification reports.

Includes various functions needed to support other maintenance and
scheduling tasks. Some of the daily functions include: call tracking; find
open orders; plan of treatment; transportation list; doctor’s orders tracking;
referral tracking; client/service interface; plan of treatment table; maintenance
training; and cluster care. Where applicable, you can print Santrax reports.

Functions used to establish and maintain employee compliance requirements.

@ When your agency has multiple locations, select the location whose
data you want to access.

Accesses functions needed to set system defaults, and fix values for various
codes. It also includes utilities for creating and maintaining contracts,
locations, and coordinators.

In addition, use this button to access all HC Plus security features.
Press this button to exit HC Plus.

Note: HC Plus automatically times out after 45 consecutive minutes of inactivity for all non-Admin
personnel. The following screens are exempt from timing out: Employee Payroll Info (in add mode only),
Contract Assignment (in add mode only), Create Work Sheet, and Daily Update and EOM.
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When you click on the button located on the screen toolbar, several options, listed below, appear.

HE|R!
aals

Print Screen  Chrl+P

Phone Book,

Abouk

144
i i} b | C CE
Calendar
Phone Boak, 4 2 b t "
it 1 2| 3 - {
0

Exit |

Hitting Tools opens a submenu: giving you access to a calculator and a calendar.

v [llceine
[ __uy | »] <] 2004 | v

Su Mo Tu We Th Fr

[z
3 9
14 15 16
21 2 23
28 29 30

Exit |

Sa

3
10
17
24
A

4 5 B
1 12 13
18 13 20
25 2B 27

7

Click on the Print Screen option to print an image of the contents of a current screen in Landscape mode.

The Phone Book option displays a searchable list of client or employees providing their current telephone

numbers.

Telephone Directory
Employees

Search:

-
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&l 2
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w
—
£
m
w
=
ES

—21[ABINADER, HILDAMARA,

cd

I

BR&MOVA, SARRA
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Y
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II

BRELI, AMERICA
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EREL, CARMEN
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22 |[AEREL, CAROLYM
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II

BREU, DOMINGD

cd

I

EREL. IRIS E
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[718) 515-7753
[718] 455-9501

[212) 563-2564

[718) 553-4323

[212] 740-2520
212] EG2-5602
[718) 553-4323

[212] 536-8176

[718) 555-2223

Telephone Directory

B
:I
[718) 562222

)
]
=2
2
“

Employees

JIEJL|M{HJO|PJQ]R|S|TIUV|W]|=]|Y]|Z

Contracts

HC Cpen

I
m
L}
Lar}
m
il
o
T

Figure 1-2 Telephone Directories
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- |
When you click on the Open Folder E button, the detail of the client or employee appears.

Telephone Directory

Telephone Directory
Employees Search: .

[[l-ceveDn arashaci [212 5235068 ) b

Employee Information

MName: ACEVEDO. ALTAGRACIA
Address: 603 'W 179 ST # 3-D

NEW YORK. NY 10033

Phone: [212) 923-5965

Phione:
T
| (Exit? |

Employees LClients LContracts Dther, m
Wiew Client Listings | HE Open I
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Chapter 2 Client Maintenance

This chapter will show you how to:
1. Access a client record.
2. Create a new client record.

3. Maintain current records.

2.1 Access the Client Maintenance Screen

From the Main menu (Figure 1-1), select the ml button. The Find Clients Screen appears.
2.2 Locate aclient’s record

1. Enter client data in any of the fields shown below and press to retrieve his/her record.

2. Toaccess the list of all your clients, press leaving all fields blank.

ES] FAMILY HOMECARE (001)  Find Clients

Location:  [011 <] Ignore Loc? [ Find | Clear |AddClient| Exit |
Client Name: I Show Term? [
Client Mo.: Social Sec. No.:
MEN: YNS Entry #: VNS Case #- I
Contract: 414 FaMILY HOME CARE hd Coordinator: |414E2 hd
City: County: -
Chent ## Client Hame Stat Loc Addiess City State Zip Coord MC  Phone

Note: If you need to include terminated
clients in your list, check the “Show Term”
box. If you just want to see Active or Current
Clients leave the box UN-checked.

Figure 2-1: Find Clients screen

Search Fields Description

Location Use the dropdown to select the agency’s location.
Ignore Location Access clients without regard to location.

Client Name Enter the name or part of a name.

Show Term? Include terminated clients in your list. (see note)
Client No Retrieve a client using the client number.

Social Security Find a client record using the social security number
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MRN Find clients using their Medical Record number

VNS Entry/Case Find clients using their VNS entry or case number.

Contract Limit clients to a specific contract

City Enter the city

Coordinator Use the dropdown to select a specific coordinator
County Enter the county or borough.

EE| MANHATTAN (001)  Find Clients

Find I Clear

HC Plus User Manual

]

__|[o020034[GIaNG, TEST

11507 15TH ZVENLE

Location:  [001 =] lIgnore Loc? [~ | Add Client | Ext |
Client Mame: I Show Temm? [

ClientMo.: [ Social Sec. No.:

MHAMN: Reference File #

Contract: WS = Coordinator: - I

City: r County: GUEENS -

Client # Client Name Stat Loc Address City State Zip Coord MC  Phone -
D|DD1?583 ||ASHLEY, BEATIOMA | A 11-391005T ||EDF|DNA ||NY ||11388 | |E?23‘I | |[?18] E99-5865
_||DIJ1?2F"2 ||BDD.-’-‘«MI, SARASIDE | A 11811 26TH AVE. .||BAYSIDE ||NY ||11380 ||EF"231 | |[?18] 279-8460
_||DD121 a7 ||BDYCE, FHYL | A 11470 41TH AVE ||FLUSHING ||NY ||‘I1355 ||E?231 | |[?18] 4B0-3355
_||DIJD4453 ||D'-\F|TEF|, LAUISHIM | A 117-20 45TH AVEMLE. ||FLUSHING ||NY ||11355 | |E?23‘I | |[?18] 88E-3755
_||DD18848 ||CLEMENTE, BRSIDE | A 11-22 209TH 5TREET ||BAYSIDE ||NY ||‘|1381 | |E?23‘I | |[?18] E31-8661
_||DIJDBB?D ||EDLLINS,ANG | A 11811 26TH &WE f||BAYSIDE ||NY ||11380 ||E?231 | |[?18] 224-5960
_||DEI11539 ||I:DVENEY, SHE | A 117-47 46TH AVE ||FLUSHING ||NY ||11355 | |EF"23‘I | |[?18] 539-4155
_||DDDBBB‘I ||DIAMDND,SHE | A 11-25 UMION 57. I||FLUSHING ||NY ||11354 ||E?231 | |[?18] 530254
_||DIZI13324 ||DUMIAK, AR | A 11-95 MaIM STREET .||FLUSHING ||NY ||11355 | |EF"23‘I | |[?18] 358-4355

| A

. |HITESTONE [N |[11357

| [E4292] [ 2 [F1ey 7671357

Figure 2-2: Client Roster

ZNOTE:

record count of the clients found in the

Left click on the scroll handle H to display a
search.

Record: 6737 of 11693

The roster shows the code of the coordinator
(Coord) assigned to each client; the MC column
shows the “Must Cover’ rating for the client.

Scroll Here

Top
Bakkon

Page Lip
Page Down

Scrall Up
Scroll Do

Right click on the scroll bar to carry out any of the
operations listed below.
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2.3 Process a new client

Processing a new client into HC PLUS involves carrying out the steps outlined below.

Add anew Create a Fill out an See the new
client 1T Service —»] order —] schedule

2.3.1 Add anew client

Click on Client Maintenance button

Press the |Add Client button on the Find Clients screen and a blank Add New Client screen appears.
Most text boxes are empty with the exception of fields that contain default values, notably Client No,
Location, Status and Start Date. All Mandatory Fields are outlined in black. (i.e. Last name, first name,
etc.)

MANHATTAN (001) Add New Client

Client Maintenance Al | Delete I Edit I Find | Brint | Cancel | Save/Exit |
Last Name [[ | First Name [ 1mitial
Client No. 0023254 Loc o0l - | Social Sec. No. Status Active Switch To:
Dischrg Rsn - I Grder Infa
[Personal and DemographicInfo f [ Health Care Info ! =
Schedule
Address 1 Start Date End Date Must Cover Hald
City SEate Zip Coordinator | Team - | Ilistary
- - G . Motes
Equipment Superyision [ _—
County; Borough Diskrick Requirernents
Last Call Date Frequency —E =
Birth Date Sex l:l sclusions
Race - I MediCare ID Yerify
Marital 2 | MNationality Medical Record (MRN) Diagnosis
Telephone Numbers Health Insurance Claim # ez
#1 ExE. Type - 485 [ 456
-~ Doctor | visit Freq
#2 Ext. Type - | Emergentcy.
#3 Ext. Type - | Nurse ;l

Directions

Figure 2-3: Blank Client Screen
2.3.2 Complete the Client Screen

1. Proceed to fill in the client’s name.

2. The program assigns the Client an ID number. (If you prefer to enter the Client No manually, please
contact Client Services to make this option available.)

The Location code may be chosen from the dropdown box, if you have multiple locations.
4. Enter the Social Security number.

5. The default for the Status drop-down is “Active.” The “Hold” and “Terminated” options come into
play when editing the record of an existing client. (In that case, the Discharge Reason will also be
operative.)
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6. Use the Tab key to navigate from field to field within the Personal and Demographic Info section.
Enter the pertinent address, including the state, city and zip.

7. The County field is next. Use the drop-down selections that were established when your system was
setup

8. Use the drop-down menu to fill in the District. A district is any type or size of geographic area that
your agency wishes to define. (Districts are established in the District Code Maintenance function via
the Codes Maintenance menu.) Your system administrator has probably created appropriate choices
that are available in the drop-down menu. .

9. For the client’s Birth Date, enter both the month and date in 2-digit format, and the year with four
digits (for example: 01/15/1953).

10. For Sex, enter “M,” “F” or “N” for Not Applicable. “NA” is used in situations where the Client is a
group, such as a nursing home unit or some other Cluster Care site.

11. For Race categories, use the dropdown.

white not Hispanic

Black not Hispanic

Hispanic

American Indian) Alaska Mative
Asian or Pacific Islander
Information Mak available

12. For Marital status, use the dropdown.

13. Use the Telephone Numbers fields to enter the client’s phone numbers. The system creates the
appropriate parentheses and dashes to format the number properly with an area code. Enter an
Extension if appropriate. The Type drop-down contains options describing the phone’s use.

Telephone Numbers
#1 (718)223-3245  Ext. 23 Type HOME EE}E:SORHO
#2 (718) 2225436 Emk. 1] Type MEIGHECR SO
#3 (718)332-1232  Exk S Type DALGHTER COLISIN
) ] ] ] BRCTHER,

The client phone number is mandatory if the client has a Santrax DAJGHTER

effective date. (See Service Maintenance) MEPHE'W

14. Enter a Nationality, if applicable.

Enter data into the Health Care Information section

1.

The Start Date defaults to the current date when you are establishing a new Client. If you wish to
modify this date, be sure to input two digits each for month, date, and year (for example: 06/05/04).

End Date cannot be edited in this screen; the date for terminating service is defined by other functions
in the HC Plus system such as using the discharge button (See section 3.4).

The Must Cover drop-down is used to quantify the necessity of making a scheduled visit in the event
of staffing problems or inclement weather. Higher ratings in this field indicate that the client may be
able to miss a visit without adverse effects. Lower ratings point out that the agency must take
whatever measures are necessary to supply an employee at the scheduled time. Once a Must Cover is
specified, that client’s schedule must be filled by the coordinator.
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4. The Coordinator drop-down shows the codes and names of
Coordinators currently in the system.

MARG MEL
41421 |IRIM SUP -
41422 ALl HEYS

41424 |MARGARET MELL

41431  |MERLE HOW!

41432 | JEMMI CULL

41451 |ALL  KAR -

**A coordinator code contains the contract ID in the first three
digits and the coordinator’s ID in the last two.

5. Select or establish a Team. A team is any grouping of employees within your agency selected for
particular skills or needs. Add new teams by accessing System Functions = Codes Maintenance =
Coordinator Team Codes.

6. Click the Equipment Supervision checkbox when the agency is required to handle
oversight/maintenance of special equipment (such as oxygen) in the client’s home. If equipment
supervision is designated for a client, enter the start date in the field next to the checkbox.

7. Enter the Last Call Date, the most recent date the client had been contacted by the agency.

8. The call Frequency field can be used for your agency to indicate how often they should contact the
client.

9.  Where appropriate, enter the Client’s Medicare ID. Together with the ID, enter the date this Medicare
ID number was Verified.

10. The Medical Record (MRN) is for use with your agency’s internal system of managing client medical
records, if applicable.

11. Record the Client’s health insurance claim number, if applicable, in the Health Insurance Claim #
field.

12. The Doctor Field uses a drop-down menu for physicians who are already entered in the HC Plus
system.

13. Nurse is a drop-down field where you may select a nurse to be assigned to the client.

14. Visit Frequency of the nurse allows the entry of values 1-12. (A default value can be set on an agency
level using the Systems Functions = Scheduling defaults =» Global module.)

15. Use the Directions field to provide directions for an employee regarding the client, e.g., how to get to
the client’s home.

NOTE: FOR AGENCIES THAT HAVE AUTO CLIENT NUMBERING TURNED ON...

If you are entering a new client into the system and the client’s name already exists a prompt will be
displayed (as below) to help reduced duplicate entries. You can then pull up the existing Client record.

Hep

FAMILY HOMECARE (001) Add New Client

Client Maintenance Add IDEIetel Edit | Find | Print |§ancel|55ve/E§itI

Last Name [HAAS First Name RICHARD Initial
ClientNo. [ | Loc Social Sec. No. Status active
= 7

Nicchun Den
| Personal and Demographicinfo | [ IEET W T TR EY T
Address 1

e (4]

N -
ity State Clientit  Address City Phone Start End
- [384347 | [223 06 BRADDOCK AVE | [GUEENS [rerasaz2s | [ 87170 |

County/ Borough Dist

Birth Date
Race -
Marital _~| mationality
Telephone Numbers
#1 Ext. Type
#2 Ext. Type
#3 Ext. Type [ N =T T [ ieiina Address |

Directions

I_|I_
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FAMILY HOMECARE {001) Add New Client

Client Maintenance Add | Delete | Edit | Eind | Print | Cancel | Save/Exit |
Last Name [HOMI | First Name  [HAL | Initial =
Client No. [101886 Loc |001 -| Social Sec. No. 334-55-4521 Status Active Switch To:
Dischrg Rsn ;l Order Info
_I Personal and Demographic Info '— Health Care Info ! —_—
Schedule
Address 1(12 W13TH Start Date End Date Must Cover Hold
Address 2|43 EAST TREMONT R MUt Cover 3 - I E—
MY =] 10023-5641 _
Tity State Zip Coordinator 41421 _~| Team = [ —_Hstory |
[dobes
STATER ISLAND ;I ;I Equipment Supervision [ Fiiof04 —_—
County, Borough Diskrick Requirements
Last Call Date ©/30/04 Frequency 2 —E e
Birth Date 11/11/1947 Sex| | HESIONS
Race Bilack not Hispanic ;I MediCare ID (W/11Z Yerify 91104 furse Wsits
Marital  DIVORCED =] Nationality Medical Record (MRN)  MRM1234 iaglriosis
Telephone Numbers Health Insurance Claim # 34290 Pedlicaton
- o 455 | 486
#1 (718)223-3245  Ext. 23 Type HOME - Doctor DR K PEARLMAN, ;l visit Freq 485 f
#2 (718)222-5436  Ext. 1 Type NEIGHBORLl Emergency.
#3 (718)332-1232  Exb. S Type DAUGHTER = || Murse EREESTETEEE =l e fddress
Directions

Figure 2-4: Client Screen filled in

16. When you press [Save/Exit, HC PLUS checks your inputs and directs you to correct them, if necessary,
as shown in the example below.

FAMILY HOMECARE {(001) Add New Client

Client Maintenance add | Delete | Edit | Eind | Print | Cancel ISavengitI
Last Name [HOMI | First Name  [HAL | Initial ~
Client No. (101886 Loc (001 v| Social Sec. No. 334-55-4521 Status Arctive Switch To:
Dischrg Rsn ;I
@rder, Info
| Personaland DemographicInfo f [ Health Care Info I | Zrferonm
d Schedule
Address 1/12 W13TH Start Date End Date Must Cover Haold
Address 2|43 EAST TREMONT FET MUt Cover 3 - I e—
BACKWOODS MY ;I 10023-5641 —
ity State Zip Coordinator 41421 _-| Team 0 S i A
Motes
STATEN ISLAND ;I ;I Equipment Supervision [ 704 _—
County,/ Borough Districk Requirements
Last Call Date 63004 Frequency 2 ?
Birth Date 1171171947 Sex |:| ADUSINS

Race Black not Hispanic - MediCare ID O puy m— =[1/04 furse isiks
. . —I Microsoft Access - | ——
Marital DIYORCED  _»| Nationality Diagnasis

Medical Recorc

Telephone Numbers Health Insuran  Must Enter Client Sex Medication
. - 485 [ 486
#1 (718)223-3245 Eut. 23 Type HOME - R - K PE| st Freq 45/
#2 (718)222-5436  Ent. 1] Type MEIGHEOR - | Efmeraenty)
#3 (716)332-1232  Est. 5 Type DAUGHTER - | Nurse EBERMAD W

Directions DIABETIC WHO FORGETS HIS INSULIM,

Client Maintenance 2-26 Rev 11.5



HC Plus User Manual

L NOTE: Exit Confirmation X
Before you save, you can abort the new client : g
record by hitting . This brings up the @ CNEMEES e et SaEs,
dialog shown on the right. E:xit Without Saving?

e

@ On some HC Plus screens: to save your entries, click on the Exit door

wish to exit the screen without updating, select the icon instead.

ADDITIONAL NOTE: If your Agency is set-up for Auto ID numbering, and you decide to cancel an
entry, you may cancel BUT that number will not be used again.

button; but if you
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2.3.3 Create a service for a new client

Once a new Client is saved, automatically a blank service entry screen appears with certain fields such as
name, location, status, and start date filled in. A service ID number is also assigned.

Client: HONI, HAL A

Service NMaintenance Delete | Edit | Print | Cancel |§aVE\Euit|
Service ID Service Description Loc Status Start Date End Date Dischrg Rsn
N HOMNIL, HAL A [ oo1 ] Active - | l:l - |

Conktract Fiscal ID Category Live In 7 Equiv
contrace [ ] ! | | s

As you select in the contract name from the dropdown list, the bottom part of the screen (Additional
Service Information) is displayed.

@ Instructions related to filling out the fields of the Service Maintenance screen are provided in
Chapter 6 Service Maintenance .

Client: HONI, HAL A Service Last Modified On 07/19/04 01:28:43 PM By ADMIN

Service Maintenance Delete Print | Cancel | Exit |
Service ID Service Description Loc Status Stark Date End Date Dischrg Rsn
R HONI, HAL & |[[oot ] Active 7lz04

Contract Fiscal ID Category Live In? Equiv
Contract I 0000414 414 FAMILY HOME CARE | 665542 | Has ~ 1
[ additional Service Info
Switch To:
Eff. Date Linked Client Approval Type Home Attendant =
Auth History
I Duty Free 718104 Authorization Type |Daily —_—
 Tea Cluster Maink
Discharge
¥ Cluster 7jl0f04  ORDER, SPLIT Default Classif HA ——
[~ Mutual Referral c =
Eilling 2
[~ Ady Directive HRA Auth #: 321111 Insurance
Cert. Eff. Date Last Care Plan  5/12i06 Electrical Emerg T Unlink
Cert. Exp Date Bldg. Access 2 Link. History
¥ Use Santrax  6/26/04 Pay Source MC
Case Worker Name  JOM SIMMS
[ Suppress T S Printing Case Worker Phone (212) 433-4544
Work Code a1 Shift Code 2
MRN # MRN1234 Ref File # 44R434
Team & 41 Health Area 2233 CoverageCd R

Figure 2-5: Completed Service Maintenance screen.

Once you complete the Service Maintenance screen, press [Save/Exit|. Immediately, a blank Order
Entry screen appears.
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2.3.4 Fillin anew order

Proceed to fill in the Order Entry screen.

Order Entry (Add)

Loc:
101835 |HOMI HAL A

Dut
Order 1D: | OrderDate: [ 7/2/04) Tiot Day Cat/Sve: [HAS -
Effective Date: i 7204 Ends: | 101586 - EONT, HAL & [414) ;
Classf: ’IE 'i Live In: v Bill Dver 127 IN

Start Time: [ 5.0 4M 1 2
Plan: ’ Urit: I Proc. Code: I "i Work Cd: ! Yi Shift: !_

Authorization: ; ;

[~ SAT ¥ SUN ¥ MON v TUE v WED ¥ THU [T ERI His/Days:
Start: | [ .00 [ =00aM [ 3:00aM [300em [ =004M [
End: | £:00 PM| 500 M| £:00 M| £:00 PM| £:00 PM| |
Auth Hrs: [ 0.00 [emo [=00 [E00 [0 [=00 [0
Sched Hrs: | 0.00] 5.00| 5.00| - 5.00| 5.00| 5.00| 0.00|

Instructions:[&dminister IM/S0, Assign HHA To Assist Pt Care, Assist w/Dressing, Blood Glucoze maritoring

Scheduled Thru:

Instructions m W Bequirements Change Auth New Auth Authorization History,

Figure 2-6: Order Entry Detail Screen.

@ Section 5.1 fully covers the order entry procedure and the screen’s field descriptions in detail.
However, the simplest method to complete a new order is:

1. Enter the number of days for a service to be provided to the client.

2. Enter the total weekly hours.

3. On the lower portion of the screen, click on a weekday and enter the time period you want for the
service during that day.

4.  Adjust the days and hours so that the total hours that appear in the Hr:/Days segment matches the
values you entered in steps 1 and 2; that is, the scheduled hours/days match the authorized
hours/days.

)

6. Upon saving, a schedule that is based on your order entries appears.

to save.

5. When complete, press

All this schedule requires is that you assign an employee to provide services on the days shown. Note
that now when you return to the client Maintenance screen, a summary of the newly entered service
appears at the foot of the screen. Click on the service row to view the detailed service order. You may
also enter a new service order by clicking on the blank row beneath it.

A full description of service orders is given in Chapter 6, Service Maintenance .
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When you fill out an Order Entry, and save it, the schedule screen appears ready for you to assign

employee(s) to work with the client during the authorized/scheduled days.

FAMILY HOMECARE (001)

Coord:41421 SURIS, IRINA

District: 10023 MRN#:MRN1234 Santrax Eff:6/26/04

Client Schedule 101886 HOMI HaL & = *
12w 13TH ﬂ EL
Must Cover:3 Dul}l Free 43 EAST TREMONT 7/9/04
BACKWOODS, MY
Weekly
0.00 0.00 4000
oo oo 188
oo | i i o.oo i oo 0.oo
I Sat 743 | Sun 7/4 [H) | Mon 775 [H] | Tue 776 | Wed 7/7 I Thu 7/8 | Fri #79
20048 - EOOF [9.00] 5:008 - EO0F [9.00] 5:008 - E:00F [9.00] 5:004- E:00F [9.00] 200 4 - E00F [2.00] ﬁ
He, Has 414 PlHa Has 414 PlHA Has #4 PlHA Has 4 PlHA HAS 414 P
Hotes Chent Info Order Info Authorization History
Exclusions History Show Codes Perm Hew Order Hours Yac/Sick/Hol/Per.

Figure 2-7: Client Schedule Screen prior to employee assignment

FAMILY HOMECARE {001) Client Last Modified On 7/8/04 4:40:04 PM By ADMIN

Client Maintenance

Add |Delete Find | Print |gancel| Exit |

mnitial 5

IDuty Free.

| First Name

Last Name [HOMNI

Client Maintenance

Client No. |101886 | Loc |Dl31 Social Sec. No. 334-55-4521 Status Active Switch To:
Dischrg Rsn ;I
_ Order Info
| PersonalandDemographicInfo | | Health Care Info !
Scheduls
Address 112 W 13TH Start Date End Date Musk Cover Hald
Address 2(43 EAST TREMOMT Fzi04 st Cover 3 Discharge
BACKWOODS MY 10023-5641 -
City State Zip Coordinator 41421 . Team sy
Motes
STATEM ISLAMND 10023 Equipment Supervision [ 7li0/04 _—
County; Borough District Requirements
Last Call Date 53004 Frequency 2 —E E
Birth Date 11/11/1947 Sex xeclusions
Race Black nat Hispanic MediCare ID QW1lZ Yerify 9/11/04 Murse: Visits
Rar kT DTV ORCED Nationality Medical Record (MRN)  MRN1Z34 EIEANEER
Telephone Numbers Health Insurance Claim # 34250 et
- 485 [ 486
#1 (718)223-3245  Embt. 23 Type HOME Doctor DR K PEARLMARN, Visit Freq 485 [
#2Z (718) 2225436 Ext. 1] Type MEIGHEOR Emergency:
#3 (718)332-1232  Ext. 5 Type DALGHTER Nurse BERMADETTE MOEL il Aeiess
Directions DIAEETIC WHO FORGETS HIS IMSULIMN,
i FY
HOMI, HAL & Has | Ha | 41421 | 7/z/o4 0000414 v | 7iaiod 626004 [44R454
[ T 1 I I | [l I I I |
=l

Figure 2-8: Client Screen with services
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Chapter 3 Client Maintenance Functions

After displaying a client’s record, you can change many fields using the button. However, only users
with appropriate security clearance may change a Client’s Name and Social Security number. This is for
open orders, only.

Other changes may be made using the buttons on the right side of the Client
. . Crder Info
Maintenance screen. Each button allows you to perform specific tasks related to
the client’s welfare. In the following sections, each function/task is described in Schedule
the order they appear under the Switch To heading. Hold
3.1 View aclient’s order information Discharge
Hiskar
The [Order Info| button opens the Order Entry summary screen. This screen lists ==
all orders currently attached to a client. No modifications are permitted on this S
screen. A red asterisk to the right of the End Date indicates the order had been Requirements
terminated. If the client is HRA authorized, the HRA hour information is Exrlusiare
displayed at the bottom of this screen. —
Murse Yisits
You can use the dropdown box on the left side of the Order Entry screen to filter Diaqnosi
. . qnosis
out orders by contract—or select ALL to see every service for the client regardless —
of the contract to which the service belongs. Medication
455 [ 456
The [Client Info| button returns you to the Client Maintenance screen. E‘ i
mergency’
Mailing Address

FAMILY HOMECARE {(001) Coord: 55541 District:

6116 | RON.JOSE . M m
Qrder Entry Tert ot Irked [ TEA A

ALL -

Order ID Eff Date  Clasf Frequency Start Time Tot Hrs SAT SUN MOM TUE “WED THU FRI Sched Thru
End Date Days WC/SC/Proc Visits  Cat Contract Authorization

[-] -

we|[_15186][ 1/19/04] [HA_ |[Open |[wK [ 2004M] [2000][ ooq ooo] sof] 5o0]] 600 600] 000 | 6/6/04]
—[ 1/16/04] HR K| HAS |[555 FAMILY BOME CARE O

| 14024| 941503 |H.f3« ||12? |W’K | S:DDAM| 35,00 D.DD” D.DD|| ?.EID” ?.DDH ?.DDH ?.DDH ?.DD| |'I.-"18.n"04|
— [ 8115/03)[ 119/04)» HR 5| [HAS [[555FAMILY HOMECAREQ) |

I Schedule l Client Info _guthnrizatiun History JRELCIGLITES 5000 -

Figure 3-1: Order Summary List.

“Z NOTE: Press the button to set up a new order. See Chapter 5 for a full description of the
procedure used to create a new order record.
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3.1.1 Order entry summary list—field description

Heading

Description

Order ID/Date
Effective Date

End Date

Clasf

Qty
Days

Frequency
WC

SC

Proc

Start Times
Total Hours
Visits
DAYS (SAT,
SUN etc.)
Cat

Contract

Authorization

The ID number of the individual order and the date the order was originally placed.

Effective date of start of services. This field cannot be changed when scheduled visits
exist prior to the date you want to enter.

Note: When editing a change to the effective date of an order, cancelled visits are not
included. This allows you to handle the case where the effective date needs to be
changed to a later date but schedules exist prior to the new effective date. You may
cancel the unwanted visits—and you will then be able to modify the order’s effective
date.

The End Date field may remain empty, indicating that no end of service has yet been
projected. If you do put in an end date, ADMIN users will only be allowed to remove it
when there are no active orders for the client; this validation avoids the occurrence of
two open orders for the client.

The assigned employee’s classification: HHA indicates Home Health Aide; HM
(Homemaker); PCA (Personal Care Assistant). TRN indicates the employee is in
training and will be accompanied on visits by another employee.

The number of employees assigned to the client by this order, if applicable.

Number of days until contract expiration. If the order has been closed the number is for
the days the order WAS open. The order can be left OPEN and will be listed as OPEN..

Frequency of the employee’s visits, e.g., weekly, and daily.

Work Code. Further defines the employee’s duties. Categories include: HH (Home
Health maintenance); HIV (care for client with AIDS symptoms); House Keeping
assistance for partially or totally disabled clients; Live-in care, comprising multiple
duties; long-term care; MH (multiple patients at the site); short-term care.

The Shift Code refers to the work shift during which the client will be serviced. For
Example, a 1 may refer to the early morning shift.

Procedure Code. Attaches information about ordered procedures.
Times for start of each scheduled visit.

Total of weekly hours.

Number of visits scheduled for this client per week.

For each day, the number of hours (stipulated by the contract for service to be delivered
to the client) is displayed.

Category code. Displays an abbreviation for the agency that contracts the employee for
the client. Agencies and programs can be added, modified or deleted in Main Menu =
Special Functions = Codes Maintenance =» Category Codes. (See section 14.7.3.)

Used to distinguish among multiple programs offered by the agency indicated by the
Category code. For instance, Visiting Nurse Service offers Adult Care as well as AIDS
care training and Cluster Care. Contracts can be added, modified or deleted in Main
Menu =» System Functions =» Contract Maintenance. (See section 14.2.)

Displays the social services specialist or insurance company professional who has
authorized the ordered visits and procedures, guaranteeing payment to the agency.

Scheduled This field displays the last date of the current schedule of visits. This date serves as a

Thru reference for your renewing the existing schedule or for setting up a new one. Note the
difference between Scheduled Thru date and End Date. The End Date specifies the
projected end of all service for this client.
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When you press on the button to the left of an existing listed order, the Change Order screen appears,
as shown below.

@ A full description of the order entry detail screen appears in Chapter 5 Enter/View Client Orders.

1. You may change the information on this screen by pressing (Change Auth|. Note: upon
modification, the end date is validated to check if schedules exist that are past your desired end

date. Once your changes are accepted, the revised Schedule Screen based upon your changes is
displayed.

FAMILY HOMECARE(001) Change Order

Order Entry Loc: i
Pli E10002 | ADRAGA, MILDRED
LT 610085 | ADRAGMA, ANNA I Mutual

Order 1D: 1719 DldelDate:I 3/4/34  Tot Daps: |Open Cat?Swve: IHAS 'I

Effective Date: | 9/4,/94 Ends: | BI0002 - ADRAGA, MILDEED [414)
Classf-: |HA | Live In: [~ Bill Over 127 |N
Start Time: | 300 AM # Days: |_? Tot Hrs: [ 16800

Plan: I Unit: I 2 Proc. Code: I 'I Work Cd: I 'I Shift: I_

Authorization: | |

[ SAT ¥ SUN ¥ MON ¥ TUE ¥ WED ¥ THU ¥ ERI His/Days:
Start: [ 300 AM | 900 Ah | 200 AM | 3:004M [ 5 2 [ 51 b ["3-nn &
End:  3:00 &M| 300 &M .00 AM| FA| Modify Schedules
Auth Hrs: | 24.00 24.00 24.00 24.00
u = I I I I Procedure Code, Work Code, Shift Cade, Live-in
Sched Hrs: 24 DDI 24-DDI 24 DDI 24.00 skatys, Unit or Employee Classification Has Changed.
Please Enter Starting Date OF Schedules To Be Carie] |
Updated,

Instructions:| 2 dminister IV Therapy, Uze of ehergy consersation techniques

Scheduled Thru: 7/9/04
| perm Jl Schedule | Cirange Auth fl New Auth |
Figure 3-2: Changing the Order Entry Detail Screen

2. You may end an order either by discharging the client or by clicking on and entering a
new authorization.

3.2 Schedule aclient

Use the [Schedule| button to view, modify or set up a new schedule for the client. For complete scheduling
details, see Chapter 8, Schedule Maintenance.
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3.3 Place aclient on hold—or resume services

Pressing the button on the Client Maintenance screen (below) places the services to be administered
to the client on a hold status. When putting a client/service on hold, HC Plus will remove holiday hours,
only if the hold date is on or before the actual holiday.

MANHATTAN (001) Client Last Modified On 6/29/05 11:41:11 AM By ADMIN

Client Maintenance add | Delete | Edit | Find | Print | Lancel | Exit |
Last Name [HONI | First Name Initial &
Client No. |0023256 Loc [001 Social Sec. No. 325-32-4544 Status Active ] Switch To:
Dischrg Rsn ;I order Info
| PersonalandDemographicInfo f [ Health Care Info ¥ e |
d Schedule
Address 1(555 GREEM 5T, Start Date End Date Must Cover i Hold Button
Add 2
ress 6/29/05 L) Discharge
MEW YORK M 10019- _—
City State Zip Coordinator | Team | Histary
Mok
MANHATTAN | M | Equipment Supervision [ |
County/ Borough District Requirements
Last Call Date Frequency —E e
Birth Date Sex Exclusions
Race MediCare ID Yerify
Marital | Nationality Medical Record (MRN) Diagnosis
Telephone Numbers Health Insurance Claim # [ Dot |
#1 Ext. Type 485 [ 486
b - Doctor YisitFreq | — —
#2 E=xL. Type | o Emergency
#3 Ext. Type | Nurse |
Directions
Service Name Cat Clsf Coord Start End Contract DF DFEff  Sntrx EFf  Type Eff Ref File # -
HOMI, HAL & [Fr | [ &j29/os | [o014737 [ | | | |
| I I I [ [l I I I |
~|

Client Hold

Hold Reason: |2 vI
D ate: I 1430402

Note:

Patient has been sent to the hospital ]

Figure 3-3: Client Hold screen.

1. Use the drop-down menu to select a reason for the hold in your company’s service to the Client, and
enter the date when service has been put on hold status. You cannot enter a date more than 30 days in
the future when placing a client on Hold.

2. Click to save the data and leave this screen. Once a client is on hold, the button on the right of
the Client Maintenance screen toggles to and the service is shown with a red H and an end

date. Use the button to reactivate the client when necessary. When selecting fora
client in a Hold status, you are prevented from entering a ‘Resume Date’ of more than 30 days into the

future.

3. Reports are available listing all clients who are on hold and those that have resumed service.
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3.4 Discharge a client

The button (Figure 2-4, Client Screen) allows you to record the date and reason of a client’s
leaving your agency’s service. Use the drop-down menu to enter the code for an established discharge
reason. Once a client is discharged, he/she will not appear on the active client roster. Note that you cannot
enter a date more than 30 days in the future when discharging a client. When discharging, HC-Open will
remove holiday hours, only if the discharge date is on or before the actual holiday.

@ Before a client or service discharge, you will have to unlink any linked clients.

Client Dizcharge

Client Discharge m

Discharge Reason: - I

: DIED
el HOSPITALIZED

CLIENT IN AMOTHER INSTITUTIO
MO LOMGER MEEDS EMP

ALT SERVICE

OTHER

AUTHORIZATION ExP

Mote:

(] o0 et e gy I PR S

TEMP SUSPEMSION

Figure 3-4: Client Discharge screen
3.4.1 Correct adischarge

After the discharge/termination of a client, a button appears in the Switch to list of his/her
record. So, if you mistakenly discharged a client, do the following:

1. After pressing the button, the following screen appears.

Client Re-Admit Location: [N
Client:
Re-Admit D ate l— Services
Approval
Select Description Start Date End Date  Discharge Contract Type
r |HDNI,HALA 7/2/04 |mxu4 |2 414 FAMILY HOME CARE IH_

Client Re-Admit

‘fou are about ko Re-Activate HOML, HAL A.
all orders for Services discharged on 7/9/04 will be restored through 7f23/04,

0K to conkinue, CAMCEL to Exit without Re-Activating,

Cancel

Correct Discharge Re-Admit Service Re-Admit Client

Figure 3-5: Client Correct Discharge Screen
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2. Adischarge can only be corrected for the last discharged service. When you correct a discharge,
do not enter a re-admit date or select a service

3. Press|Correct Discharge| on this screen. A popup appears giving the reactivation information—
and requests you confirm you want to restore all orders as of the original discharge date.

4. Press OK. The following screen appears.

Client Discharge

Client Re-Aclivate

Dizcharge Correction reason:

He wazn't zick.

Correct Discharge I Cancel |

5. Enter a reason for correcting the discharge and Press [Correct Discharge| to complete the process.
3.4.2 Re-admit a client

1. On the Find Clients screen, enter either the ID # or the last name. Click on the |=fo% Temm? [
checkbox to the right of client ID #.

2. Display the client’s record. Click the button. The following screen appears.

Client Re-Admit

Location: m
Client:
Re-Admit Date lw Searvices
Appiroval
Select Description Start Date  End Date  Discharge Contract Type
r IW’IF'E, out 76404 I?!B/Dél |2 I!ﬂ 4 FAMILY HOME CARE IH_

Figure 3-6: Client Re-Admit Screen

3. Enter the Re-admit Date as shown above and click on [Re-Admit Client,.

4. Proceed to set up a new order and a schedule for this client.
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Note: Agencies are able to re-admit and schedule a VNS client by creating a new order, which will generate
the Scheduled Through Date for the current Friday. You will then be able to enter the schedule for the
current week.

We strongly recommend you allow the VNS process to handle the Re-Admits automatically. The Visit
Entry # is not used to determine a re-admit. You can manually discharge and readmit the VNS client: the
end date on the service will be removed; the service status will be changed to active; the visit entry number
cleared: the readmit written to history; and an order or authorization created as needed.

Readmitting Terminated VNS Clients: You may re-admit terminated VNS clients and assign them to a Non
VNS contract. From the Client Maintenance screen =» Re-admit =» Select ‘Re-admit Client’. You will be
transferred to the Service Maintenance screen and will be able to select a new non-VNS contract for the
client.

3.4.3 Re-admit a service

When a client who had been previously discharged is processed for readmission, you may elect—in the
case where he/she used multiple services, to reinstate some or all of those services. When you press Re-
Admit for this discharged client, the following screen appears:

Client Re-Admit Location: [
Client:
Re-Admit Date I U?IDSHDa Services
Approval
Select Dezcription Start Date End Date  Dizcharge Contract Type
r IWIF, uT I?‘JSHM I?HSJU4 |9 |4‘I4 FAMILY HOME CARE IH_
i IWIF, uT I?‘JSHIM I?HSJM |9 |44? FAMILY H.C.5 CHC CMC ID_
i |WIF, Ut |?JBHD4 |?HE£04 |2 |414 FAMILY HOME CARE IH_

Correct Discharge Re-Admit Service Re-Admit Client

Figure 3-7: Re-Admit a service

1. Select those services you want operative upon readmission of the client.

2. Press the |Re-Admit Service button.
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3.5 View client history

The button opens a screen that displays the Sharp status of the client, such as, discharged,
readmitted etc., and you may, with the proper security level, update this termination history.

Client SHARP Status History m

L] (g o ol 41 4 FAMILY HOME CARE -

D ate: Status:

| 7/9/04 |RETURMED FROM DISCHARGE
| 7/4/04 |TEMP SUSFENSION

L3

Lol Led Lef Lef Lef Lef Lol Led Lef Lef Lef Lo

4

HC Open History

Figure 3-8: Sharp Client History

The [HC Plus History| button on the bottom of the Sharp screen opens another screen that displays major
changes to a client’s status. No editing takes place on this screen. This history lists the most recent

changes at the top of the screen. Use the lateral scroll bar to view fields at the extreme right. Changes
made through the SHARP history will not affect the client’s HC Plus history.

Client: HONI, HAL

Clrent History [l
Dizcharge
DateTime Stamp UserChanged Type Start Date End Date # Days Code Description HI Clai
| 79004 20247 PMI |p’-\DMIN . |F|e-.-’-\cti\tate ' |?H2£D4 ' | ' | .| I I342SD
Notes |He wazn't sick. .
| 7/9/04 1:42:56 PMI |p’-\DMIN . |Discharged ' |?H2£D4 ' |?£9£D4 || ?.|2 IHDSPITALIZED I342SD:-"';:E.
Maotes |Has he gone bonkers? . G
2
| 7/8/04 350:49 PMI |p’-\DMIN . |F|e-.-’-\dmit ' |?H2£D4 ' | || .| I I34¢du :
Notes |Sewicea’EIient Readmit .
| 7/8/04 34705 PMI |p’-\DMIN . |Discharged ' |?HE£D4 ' |?£E£D4 ' | 0 .| I I342SD
Notes

-
-

Figure 3-9: Client History screen
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Field Description

Date Time Stamp This date is permanently attached to the change displayed on that line, to
provide reliable tracking of modifications in these records.

UserChanged If the entry in the field is different from the previous entry, this indicates that a
new user at the agency or in your company has been authorized to edit the
client’s account information.

Type Indicates a change in the client’s care status, such as discharge from the
agency’s care, a hold in service or a readmission.

Start Date Start date of service to this client.

End Date Entering an end date in one of the other maintenance screens will produce an

entry in this field.

# Days Number of days is automatically computed and entered here when start date and
end dates have been entered in the screens of a given order.

Discharge If the status change shown is a discharge, this field displays the distinctive
discharge code. These codes provide the ‘reason’ for the discharge such as
transfer to another agency, a nursing facility, or hospitalization. See section 3.4.

HI Claim #, Medical Use the horizontal scroll bar to view the following: Health Insurance Claim #,
Record #, Medicare ID | Medical Record #, Medicare ID and Medicaid ID. The fields reflect any
and Medicaid ID changes to those numbers.

3.6 Enter Notes

The Notes button on Figure 2-4 opens the Client Notes screen (below), and is used for entering comments
of various types, including billing and financial information.

Client Noles Client: ANESE. ANN % .
m OGRS 2 KING 5T ﬂ—

' Note Date
" Mote Type

NEW YORK, NY 10014

" User Entered Entered Date/Time

Note Tyve: Tope

User Entered

Figure 3-10: Client Notes Screen
1. Pressthe button. This screen below appears:
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Motes Detail

Client Notes e Dl .
o =
=l

Modified Date: | 11507 82227 P Note Type [SEaMEIRAINES -

FERFORMAMCE FERF “
REACTIVATE WVISIT REALCT

HOTES: ([This guy can dance. SCHEDULE CHAMGE SCHED
SHARP CLIEMT MOTE SHPCLT
SHARP EMPLOYEE MOTE  SHPEMP
SPECIAL SKILLS
UMEMPLOYMEMNT UWEM
WORKERS COMP Wi i

Figure 3-11: Enter a new note.

2. Use the drop-down menu to select a note type or category, and then enter text into the window. The
Note field is limited to 4,000 characters. If you exceed limit, a message appears warning that the
highlighted section of text will be deleted.

3. When you’re done, click the E‘ button.
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3.6.1 Edit Notes
1.  When you launch the Notes function for a client, all the notes currently on record are displayed.

Client Hotes
Client Notes (T o 101886 |HOMI. HAL A m m

m Address: QFERTRE]L]
Entered D ate/Time

43 EAST TREMONT
Note Type: Fope

e
Note Date BACKWOODS. NY 10023 | (718] 2233245
User Entered

" Mote Type
" User Entered
Client HOMI, HAL A was dizcharged on 7/9/04. HOSPITALIZED. 7/9/04 1:42.56 PM
= | Has he gone bonkers? CLIENT DISCHARGE
ADMIN

7/8/04 6:43:11 PM
SCHEDULE CHAMGE
ADMIM

Can only visit now on Sundaps, newver Fridaps.

L |

Figure 3-12: Multiple notes displayed.
To restrict the display of existing notes to one category, select that category from the drop-down menu.

To edit an existing note, press the [**| button and change the text as needed. A password is needed to
change existing notes but you can append (using the [ button) additional comments to an existing

note.

Hotes Detail

w n

Entered Date:
7/8/04 B:43:11 P

Modified Date: | 78404 B:49:17 PM Mote Type ISEHEDULE CHAMNGE v
NOTES: [Can only visit now on Sundays, never Fridays. ﬂ
%Ei Password

Fleaze enter a password to Edit the record.

LL

|| Cancel
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@ Print the notes using the ﬁl button. The notes print as sorted and displayed on the Client Notes

screen.

3.7 Enter Client Requirements

Requirement criteria, selected from a drop-down list, are used to match a client’s needs (requirements) with
an employee’s skills. These may include such specialties as languages spoken by the employee, his/her
ability to work around various types of pets and the ability to perform tasks that involve lifting. Pressing
the button on the Client Maintenance Screen (Figure 2-4) displays the Client Requirements

screen below.

Note: The selections in the drop-down boxes must be defined in the Skill Codes table. See section 14.7.13.

Description

Client Requirements —|
(W= T A 0001285 | S0k, LOUIS J

Description

Client Requirements

[T ol (001285 | SILK. LOUIS )

CREOLE SPEAKING
CATS | DOGS
BIEDS r FREMCH SPEAKING
HE&WY LIFTING
EDSSIAN SFEAEING |7 ITALIAM SPEAKING
HOYER LIFT v SMOKER
SPANISH SPEAKING
Figure 3-13: Client Requirements Screen.
FIELD Description
Description | This column lists other client requirements that have already been defined.
Rating Assigns a level of importance to the requirement. A low numerical rating indicates a low

level of importance. This rating will be matched with employee skills. The checkbox
indicates that the client should be matched with an employee who has the skills to fulfill

the requirement.
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3.8 Exclude an employee from working with a client

Using helps you document information regarding specific employees with whom the client
refuses to work.

The Client Exclusion screen displays two tabs: ‘Excluded from Client’ which lists all employees excluded
from working for the client and ‘Excluded from Contract ‘which will list all employees excluded from
working for the active contract. From the Exclusion screen, you are able to add, delete, and modify client
exclusions. When is selected, you will be presented with a look-up screen which will accept alpha or
numeric entries. You also may document exclusion levels and exclusion reasons.

The available exclusion levels are Warn and Prevent with new entries defaulting to Prevent. If the
exclusion level is set to Warn, you will be warned before assignments can be made with the option of
allowing the assignment left open. The ‘Excluded from Contract’ tab is informational only and cannot be
modified.

Excluded Employees and Contracts

Location

Client PO HONI, HAL &

Excluded From Clienk | Excluded From Cankract |

— Excluded Employees rExchusion Detail

Emploves [Level Emnlovess Emploves Name

Exclusion level

-

Exclusion Reason

e | [adif | SAVE | Caneel | Delete

Figure 3-14: Blank Employee Exclusions screen

1. Press New to bring up an employee selection window. Enter the first few digits of the employee
number or the first characters of a name and press the Exit button. A list of employees matching
your criteria appears.

dd E ded Employee

Enter Hame or number and presz Enter : m

Mame Emp &t Address =

ABABEAM, [RA ThETES 1003 BEANCOCE 5T BRLYN (13
|AGAGEV A, NOR, THETLG 3600 FOFLAE AVE AFT IC BELYH Ers

AEAGNOVICE, O Teaiss | 2677 EUEBADST v Ex

ALTALRN, TATT A e 458 NEFTUNE AVE AFTEE ERLYH WY

ARARLHILDA THEART 952 4157 5T AFT 2F BELYH HY

ATAYIDER,ELA ThZA5] 440 NEFTUNE AVE BELYH Y

EAEALD, EHAMF 762343 | [0650 T6TE STREET [FODDEAVEN |[HY =
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2. Select the employee you want to exclude.

3. The screen below appears with his/her name on the left side.

Excluded Employees and Contracts

Location m

Client [T HOML, HAL &

Excluded from Client I Excluded from Contract |

—Excluded Employees - Exclusion Detail
Employvess Emploves Mame
[rezs71 [ALTMAN, TATYANA

AWFORD, CRY Prewent
Exclusion lewvel
IWarn = I

Exclusion Reason
Speaks too loudly,

[ | Modify | SEVE | Cancel | Delete |

4. On the right side of the screen, enter the exclusion level (warning or prevention) and note the
+ . .
reason for the refusal. Press the E button to save the information.

5. By using the Excluded from Contract tab, you can globally exclude an employee from working
with any client who is covered by a specific service contract.

3.9 Nurses Visits

This screen keeps track of nurses’ visits to clients in accordance with order requirements. ‘A’ for
Assessment; ‘I’ for initial; and ‘S’ for Supervisory indicate the Type of visit. The Visit date field does not
allow the entry of a future date.

The interface of nurse visits from PC Sharp to HC Plus uses the following rules.
a) HC Plus will only store one nurse visit per date.

b) If a duplicate date is detected, HC Plus will update the existing visit’s type based on the hierarchy: ‘A’,
‘I’, *S’. This means that an ‘A’ssessment or ‘I’nitial assessment code will always replace an
‘S’upervisory type, and an ‘S’ type will never replace an existing type. If the duplicate date is detected
and the existing record is ‘A’ or ‘I’ then the replacement will only be performed if the PC Sharp visit
contains either an ‘A’ or ‘I’
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Hurse Visits

v -
Yizit Date Time Type  Murse Employee Heszult Compl?

B/30/00) ] ~ ~ v
3/5/00 5] ~ ~ v
12/29/00 El - ~ I
312/ & ] ~ ~ Iv

Vi 4101 | so0PM| [s]  [IEAFLOR] - - r
* & ] - ~ r

Figure 3-15: Nurses Visit screen.

3.10 Enter the Client Diagnosis

1. Torecord diagnostic information for a new client or to edit diagnostic information for an existing
client press the button on the Add Client screen (Figure 2-4). The Diagnosis screen

appears.

F

*

Client Diagnosis

Proceed to fill in the fields using the drop down boxes. Exit by pressingE.

Client Diagnosis

Dx Type Dx Code Description Type Date Eductd Dschg Dx

Aremia (iron deficiency) - I E 'I 27300
Principle Dx
Surgical Proc = =
Other dctive D :“ —I | —Il | ul u

Inactive Dy |
Urknown

Figure 3-16: Client Diagnosis screen.

FIELD Description

Dx Type Diagnosis type. Principle Dx, Surgical Procedure, Other Active DX, Inactive Dx, and
Unknown are the available diagnosis types. This drop down list cannot be changed.

Dx Code Diagnosis code number associated with the Diagnosis Description taken from the ICD-9
(International Classification of Diseases, Ninth Revision). You can enter a code here, if
you know the number, or have it automatically filled in when you select the Diagnosis
Description.

Description | This is the diagnosis description for the diagnosis code number. See 14.7.11 for more
information on maintaining your company’s database of diagnostic codes.

Type Specifies if this diagnosis is an Onset or Exacerbation of the condition.

Date Enter the date of onset of the condition.

Eductd Educated. Use this checkbox if the client has been informed about the diagnosis by a
doctor or nurse, or at a health care institution.

Dschg Dx Discharge Diagnosis. Check to indicate that this is the final diagnosis at the End Date of
your agency’s services.

Comments | Enter any comments pertaining to the diagnosis.
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3.11 Client Medications

When you press this button, the client medication screen appears. See Figure 3-20 for a full description of
the medications procedure.

il B=] Client Medications Eq

Client Medications client HONI HAL A
' ke tio Farm e Amount  Lnit Foute icy
Pwoaciin [casuie [ 15 | 020 [Tasteid 0 <[ o4
[1ate Educated =l Status EI Sched Mod

INSULIN NPH BEEF = [[vIAL (E4) - BREATI =] Iv =1
Ciate YT Educated W Status [TJEA| Sched Mod

Comments

L o
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3.12 Plan of Treatment—the HCFA 485 form

The system allows you to complete an electronic version of the federal government’s Health Care
Financing Administration Form HCFA-485. Many of the 485’s numbered fields are automatically filled
when the document opens. You will probably begin with field #10 or 11, entering diagnosis code(s) and
any medications that have been ordered.

@ Also see section 11.11, Plan of Treatment Table Maintenance.

1. Press the 485/486| button on the Client Maintenance screen (Figure 2-4), and you are prompted to
“Please Select a Service.” Use the drop-down menu to select one of the client’s services. Following
selection, the first page of the form appears.

%Ei Plan of Treatment History

Show Clients: | Client Plan of Treatment History
Active (r Please Select A Service
Terminated ¢ Client: [W _;[
JEa

Al C Service: |
Service Type Certification Period Category Last Printed Signed

Create Hew 485 | Yerbal Orders I Exit

Figure 3-17: Plan of Treatment History screen

e NOTE: Using the above screen, you can enter orders from a doctor in attendance of the patient.
Clicking on Verbal Orders brings up the following screen. The order may be viewed and printed.
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EE;".'erhalOrder
Physician Telephone { Verbal Order

Chient: {101886 : HOMI. HAL
Service: [101886 : HOMI, HAL &

Physician: [A. RIKH =

Signature on File:
| Mo

|
[715) 365-3565

Date Order Heason
| 7/E04 A pint of Doers every other night. Chivas wil ﬂ Get the guy to forget his problems.

alzo be fine. And have him swallow lats of cod
liver pills,

=
Taken By: [EERNADET TE NOEL l0n:| 7112704 AR 1:24 PM %l @' .-L‘ll

Figure 3-18: Physician Telephone/Verbal Order

3.12.1 Form HCFA-485—page 1

The client’s data plus information data that you filled in previously related to diagnosis and medications
appears on this first page.

Plan of Treatment

Client 1D 07285 HOME HEALTH CERTIFICATION AMD PLAN OF CARE Page 1 of 3
1. Patient's HI Claim Ma. 2 Start Of Care D ate 3. Certifization Period 4. Medical Recard Mo, 8. Provider Mo,

| From: | Te | | | =1
£. Patient's Mame / Addiess Telephone 7. Provider's Mame, Address and Telephone
Mame: |SILE, LOUIS |[?'1 &) BRR-8888 Mame: |Health Force
Address:| 1 WILLIAMSBEURGH ROAD Address:
: City State Zip: I I
City St Zip:|BEROOKLYM | MY |15‘| 511515 Telephaore: |[713) 403-0400
3. Date of Birth: I 1/18/15 | 95 WM ' 10. Medications: IDnses.n"Frequenc_l,l.f'Fioute [Mlew [Clhanged
ICD-3-Ch [11.12 13.] Diaghozes | Date/Type Fero-Gradummet, 100 mg. 0. BID, PO, 1
- = = Maprazen, 500 mg, 1, Tablets, gd-6h, PO, U

9596 P Hip & Thigh Injuy Mog 1100 0
021.52 5 Hip Replacement [partial) 1100 0
2809 0 Anemia [iron deficiency) 24300 E
14. DME and Supplies: | 15. Safety Measures: |

Morne |N0ne
16, Mutritional Regquirements "None 17. Allergies: INK.t’-‘-.

Erint 485 | Table taint | Eingt | = | I | Mewt | Last | A STnany E it

Figure 3-19: Form 485, 1** page.
Item 10 [Medicationg]: Click this button and the Client Medications screen opens.
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B3 Client Medications

Client Medications client SILK. LOUIS
Medication Form Dozage  Amount Uit RBouts
T — - T T B
Date E ed -k EI Sched Mod
mmlm o
Dae Edcate o= ,

Conme

tedication T ables I

Figure 3-20: Client Medications screen.

For the type of medication, use the drop-down to select a medication from the list of all medications in
your company’s database.

You may press the Medication Tables button at the bottom of the screen to add or modify the current
medications.

Items 11, 12, 13 . Click this button and the Client Diagnosis screen appears:

Chent Diagnosis

Client Diagnosis

Dx Type Dx Code Description Type Date Eductd Dschg Dx

Principle D [3596  |Hip& ThighlnuyNes =] [0 ][  1A/00]
Cormment: |
Sugical Froc = ][031.52  |[Hip Replacement [partial] =0 =] a0 M I
Comment: |
Other Active D = 2808 |[Anemia firon deficiency] ][E = z=aq r
Cormment: |
4 =l | 2 A | [ u|
Comment: |

_ m’

Figure 3-21: The Client Diagnosis screen.

Use the Dx Type pull down to specify Principle Diagnosis, Surgical Procedure, Other Active
Diagnosis (secondary health issues confronting the Client), Inactive Diagnosis (past illnesses or
injuries) or a diagnosis as yet undetermined (Unknown).

DX Code and Description fields. Use the drop-down to select from the list of diagnoses and their
codes that are stored in your company’s database.
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You may add a new diagnosis by doing the following:

Client Diagnosis
Client Diagnosis

Dx Code Descnpltion Type Date Eductd Dschg Dx

137 REMNAL DISEASE 'I E 'I 744404

Client reacted favorably to the treatment,
4 ||¢’-'«EE BAMDAGE

Dx Type

Surgical Proc

Comment:

Other Active Dy = |

C
iuiii=e

EE! Diagnosis Codes

77 [Surgical Proc = TICANEE BOIL \ Add new Diagm.]sis Cu.de " LANCE BOIL " to
i Diagnosis Table?
Comment: /"

LCancel I

Search ICDA |

Enter new text and press Return. The system asks for confirmation that you wish to add a new diagnosis
entry to your company’s table of diagnostic codes.

It is recommended that you search the ICD-9 for an established diagnostic code that fits the situation,
before inputting a new diagnosis.

Item 14| DME and Supplies): Click if any durable medical equipment or supplies are needed. This dialog
box appears:

Select DME and Supplies

b ezalt ;l
. s Micropore Tape
Click on items to select MG Tube
or deselect them, then Mon-Sterle Glaves
press OK. Mormal 5 aline |

U2 & 2 S5et-up

Permatype Tape

=l

0

K

Exit |

Figure 3-22: Select Medical Equipment and Supplies

Multiple items may be selected; be sure that an “x’ appears in the left-hand column. When you have
selected all of the necessary items, press OK. Do not be concerned if all of the selections fail to fit into the
limited text field at #14 on the form. When the form 485 is printed, any text that doesn’t fit in the original
field will appear in an addendum to the printed form. Note: this field also accommaodates free text.
However, if you wish to enter selections from the dialog box and free text, enter selections from the dialog
box first! If you enter free text into the field and then use the dialog box, the selection(s) will replace your
free text.

Item 15/ Safety Measures): Click this button to record any special precautions that must be observed by
the Employee. This item operates in the same manner as #14.
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il Select Safety Measures

i Click on items to select
or deselect them, then
press OK.

| Obzerve Hourly
Hesztnct Mavement

Lok |

Exit |

Figure 3-23: The Select Safety Measures dialog box.

Item 16/ Nutritional Requirements): Click this button to record details regarding the Client’s dietary
needs. Be careful here, because some of the selections may contradict each other. Otherwise, this item

works in the same way as seen in #14 and #15.

il Hutritional Requirements

Calorie Restricted

Bland
, Click on items to select Dizbetic
or deselect them. then Law Salt
press OK. Mone

-

[

oK

Exit |

Figure 3-24: The Nutritional Requirements dialog box.
Item 17, Allergies: Multiple entries are permissible, so be careful not to select NKA (“No Known

Allergies”) along with other entries from the list.

Select Allergies

Codeine
W Dust
EES
MEA,

Click on items to select
or deselect them. then
press OK.

Sulphur

[

-

0K

Exit |

Figure 3-25: The “Select Allergies” dialog box.

3.12.2 Form HCFA-485—page 2
When you click on the second HCFA page appears.

Client Maintenance Functions 3-51

Rev 11.5



HC P

lus User Manual

Plan of Treatment

Client ID =101 HOME HEALTH CERTIFICATION AMD PLAM DF CARE
18. & Functional Limitations 18. B. Activities Permitted
1 [ Amputation B Paralysis 9 Legally Blind |1 [~ Complete Bedrest 6 [ Prt'Wwht Bear & [ Wheelchai
2 ¥ Bowel/Bladder & ™ Endurance & [~ Dyspnea 2 [~ Bedest ERP 7 [ Ind&tHome B [V 'alker
3 Contracture 7 [ Ambulation with Min 3 ¥ Upds Tolerated 8 [T Crutches C [~ Mo Restrict
4 [ Hearing 8 Speech B [~ Other 4 [~ Transfer Bed/Chair 9 [~ Cane D [~ Other

| 5 [~ Exercizes Prescribed |
19, Mental Status 1 Orented 3 [ Forgetful 5 [ Dizariented 7 [ Agitated
2 [ Comatose 4 W Depressed G [+ Lethargic & [ Other |

20, Prognosiz 1 [~ Poo 2 ¥ Guarded 3 Fair 4 [ Good 5 [ Excellent
21. Orders for Dizcipline and Treatments |[S|:ueu:if_l,l Amount/Frequency/Duration) Orders I

Sitz in front of window brooding, T ake kim down to the TV room once a day toowatch Howdy Doody,

-

[

Est |

Frint 485 I T able Maint I Eirstl F'regl NEﬂI ﬂe:-ctl Lgstl ABE Surnmmary I

Figure 3-26: Form 485, 2" page.

Item 18A. [Functional Limitationg. Click the checkboxes for any limits to the Client’s movements or
bodily functions that apply. Use the free-text field to add comments.

Item 18B/ Activities Permitted. Click the checkboxes to record types of movement that are permissible
for the Client. Complete or partial restriction to bed, exercise and the use of wheelchairs or walkers are
included.

Item 19., Mental Status. Use any of the checkboxes and the free-text field to record details of the Client’s
mental and emotional state. Be careful not to enter contradictory information.

Item 20 Prognosis. Use the checkboxes to record the Client’s prognosis.

Item 21. [Orders for Discipline and Treatments. The text field at #21 is filled by selections from
separate scroll lists for each of these categories. Clicking each category’s button opens a dialog box
containing a scroll list of entries. Multiple entries may be selected (make sure an ‘X’ appears next to the
selection). Click OK and your selections are entered into the text field.

21. Orders for Dizcipline and Treatments I[Specif}| Amount/Frequency/Duration) Orders I

Adminizter B12 Injection, Assign HHA To Assist Pt Care, Assist w/Dressing, Casemanamgement, Diet Regimen, Encourage uze of assistive device, Light
Housekesping, Mental Health Status, Chronic neck and shoulder pain due to work-related BS1. Perform Site Care, Physiological Responze To Meds, Post-Op

Instruction for T K Fe T -

¥ Administer B12 Injection
Adminizter Care of Traecheostomy
Administer IM/50
Administer Y Therapy
Administration of injection

L

Click on items to select
or deselect them. then
press OK.

) HH

Print 4¢

Form Yiew

zign HHA,
Azzign A To Perform

ok |

Figure 3-27: Orders for Discipline dialog box and text field.
o . Record any verbal orders that have been issued by the client’s physician.
3-52
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21. Orders for Dizcipline and Treatments l[Specify Amount/Frequency/Duration) | Orders I

Order # Type Gty EffDate  Instuctions

Click on items to select
or deselect them, then
press OK.

i =

Figure 3-28: Recording doctor’s orders.

3.12.3 Form HCFA-485—page 3
Client 1D = 000 HOME HEALTH CERTIFICATION AMD PLAN OF CARE

22, Goals Rehabilitation Patential Discharge Plans

Patignt will be increaszing strenath and endurance.
Fiehabilitation Potential iz fair for full recowveny.
Patignt will be dizcharged to family

23, Murse's Signature and Date of Yerbal 50C Where Applicable 2h. Date HHA Received Signed POT:
Sighature an File: v IPDHTEH, EILEEMN RM ;” 241,400 243400
24, Physicians Mame, Address, Phone Mumber and License |
ROBEY. HARLAN | Lic# |15‘I 5151515
9315 5TREET
BROOKLYM |NY |15151-1515
[715] GE6-5566 Upin#: [151515 |

27, Attending Physicianz Signature and Date Signed

Sighature an File: ¥ I 272700

COMMEMTS: [Mon Printable)

Frint 435 Table Maint | First | F'rexl Neﬂl e | {Lgt | A ST E it

Figure 3-29: Form 485, 3rd page.

Item 22/ Goals/Rehabilitation/Potential Discharge Plang. The text field is filled by selections from
separate scroll lists for each of these three categories. Clicking each category’s button opens a dialog box
containing a scroll list of entries. Multiple entries may be selected (make sure an ‘X’ appears next to the
selection). Click OK and your selections are entered into the text field.

22 Goals r Fehabilitation I— Potential Dizcharge Plans I
Patignt will be increazing strength and endurance.

Fehabilitation Potential iz Fair for full recovemn.
Patient will be dizcharged ta family.

Select Goals

Caregiver will be knowledgeable re dizeaze process and medications
Patient wil be increasing strength and endurance

Patient will be knowledgeable re diseaze process and medications
Patient will have stable C/U Status

Patient will have stable Neuro Status

Patient will have stable Pulmonary Status

Click on items to select
24, or deselect them. then
press OK.
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Figure 3-30: Goals/Rehabilitation/Potential Discharge Plans
. . Use the drop-down scroll list to identify the desired end result of agency health-care, as

established by the physician.

o |Rehabilitation. Use the scroll list to record the Client’s prospects for full recovery.

 |Potential Discharge Plans. Use the scroll list to specify follow-up plans for discharge. Types of plan

include monitoring by the Client’s family, physician, or both.

Item 23. |Nurse’s Signature and Date of VVerbal SOC where applicable: Use the drop-down menu to

select one of the nurses who have been entered into your company’s database. Click the checkbox if the

nurse’s written signature is on file in your records.

Item 24. |Physician’s Name, Address, Phone Number and License|. Fill these fields in one of two ways.

e Click the ‘down’ arrow to open a drop-down list of the physicians who are entered in your company’s

database.
24, Physzicians Mame, Addresz, Phone Mumber and Lic
= Lie #:
AMPLE ., JUAN X
MELYIN, HAROLD B
SANCHEZ. PADLD r
TSIDLKOVSKY. PETER pin #:
77 Al Phned

e Select one of the physicians on the list and his or her information from the database is entered into the

appropriate fields at #24 on the form.

o If you wish to fill in item #24 with a doctor who is new to the system, click on the button itself, as seen

below:

T

et [bg

I —
24, Physicians Mame, Address, Phone Mumber and License ||
I

Click Here For Doctar Table Maintenance

This action opens the Doctor Maintenance screens.

Doctor Maintenancel

Number Description Address

Phone #

[E=][ 001255 |[AMFLE MD_ JUAN = |[2112 AVERAGE FRWY [993) 2225355
[GARDEN CITv. MY 115330003 [999) 222-3332

== |[ 001296 |[MELYIN MD., HAROLD B [43 BLUENOTE RoAD [444] 444-1971
[HARMOMIA, MN_ 444444444 4441 443-1972

== |[ 151515 |[ROBEY MD. HARL&N [35 15 STREET 718 5555555
[ERDORCYN_NY 151511515 [718) 5555556

== |[ 999959 |[SANCHEZ . PAOLO [s9ES3sT. [715) 993-9993
[QUEENS, MY 999999999

= || 555555 [[TSIOLKOWSKY MD, PETER [T e avE [718] 222-2222

[ERDOKCYN_ N

New HC-Open Systems 11
= —

Exit |

Figure 3-31: Doctor List

e If you wish to edit a physician’s information, click the [**| button next to his or her entry. Click the
New button at the bottom of the screen to add information for a physician new to your company’s

database. Either action opens this screen:
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Doctor Maintenance

Doctor Maintenance

Doctor ID FUPNID: [
Last Hame: I—
First Name: I— Initial: I_
Address 1: l—
Address 2 l—
City: l— State: I_ Zip: I—
Fhone #: I— Fax #: I—
License #: I— License Type: W

-

Figure 3-32: The Doctor Maintenance screen.

o Edit or enter the appropriate information and press Save & Exit. Enter the newly added physician into
item #24 on Form 485 as shown above.

Item 25. |[Date HHA Received Signed POT|. Enter the date that the home health-care agency received the
Plan of Treatment, signed by the Client’s physician.

Items #26 and #28 appear only on the printed version of the form. Item #27 provides a field on the printed
form where the attending physician signs in agreement with these statements.

e Item #26 states: ‘I certify/re-certify that this patient is confined to his/her home and needs intermittent
skilled nursing care, physical therapy and/or speech therapy or continues to need occupational
therapy. The patient is under my care, and | have authorized the services on this plan of care and will
periodically review the plan.”

o Item #28 states: ““Anyone who misrepresents, falsifies, or conceals essential information required for
payment of Federal funds may be subject to fine, imprisonment, or civil penalty under applicable
Federal laws.”

Item 27. |Attending Physician’s Signature and Date Signed]. Click the checkbox to indicate that the
physician has signed a printout of this form, and enter the date. When printed, a space is provided for the
physician’s signature.

Text entered in this field will be recorded on the electronic version of this form in your
company’s database, but will not appear on a paper printout.
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3.13 Enter Emergency Contacts

The [Emgcy Jbutton is located on the right of the screen as seen in Figure 2-4. When you press this button,
the Emergency Contacts screen appears. Two contact persons may be entered. The top of the form
displays the Location, Client # and Client Name as recorded in the client’s general information. These
fields cannot be edited. The bottom half of the screen records information related to a client’s emergency
status including his/her agreement to a ‘Do not resuscitate order.’

lient Emergency Contacts

Location:
Emergency Contacts . m
geney Client #: LS
Client Name:
Emerg Phone #: |[2'| 2] 344-4444 Ext: |2211 Ignore Call Schedule: [

1:| Mext of Kin
Hame: |I3EEIF|I3E BUSH Rel: |BF|EITHEH ;l

Address: [33-31 64 AYEWNUE APT DS

City: |FOREST HILLS State: INY vI Zip: |113?5-

Phone #'s:  [[713) 275-4350 Ext: |23 Type: |HOME vI

Ext: Type: :‘* Lives With Patient

2:| Meighbor
Hame: Rel: | ;l

Address:
City: State: I vI Zip: I
Phone #"s: Ext: Type: - I
Ext: Type: 1 Lives With Patient |

Emergency Status ID_ Emergency Equipment I_
Pers.Emerg. Response: [v Pers.Emerg . Reszp. Date: I 1111403
Do Mot Resuscitate Order: [ DMR Order Date: I 11709

Figure 3-33: The Emergency Contacts screen.
FIELD Description

Ignore Call Schedule Check this box when you want the call schedule ignored.

Lives With Patient Button | Enters the client’s telephone number in the phone # field for the contact
person.

However, If you intend entering a separate home telephone number for the
next of kin or neighbor, you may manually input a different number.

Name, Address, Phone, Enter the name, address, telephone, and type of telephone of the person to

Type be contacted.

Rel Relationship. Use the drop down list to show the relationship of the person
to the client.
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Personal Emergency Indicate in the checkbox whether and on what date personal emergency
Response/Date response requirements had been set for this client. You must enter a PERS
date. A red P.E.R.S label appears on the following screens: Client
Maintenance, Client Schedule, Schedule Detail, Schedule Detail Verify,
Order Entry, and Detail Order Entry.

Do not resuscitate order Click this checkbox to indicate that a Do Not Resuscitate order is on file.

Date Ordered DNR Enter the date that the DNR order was filed.
3.14 Client Mailing Address

When the client uses a mailing address that differs from his residence, use the [Mailing Address| button to
record that information.

Mailing Address m

Location: m
(W[ 101886 HONI. HAL A

Addrezs Line1:|1453 NE SaLaD DRIVE

Addresz Line2 [in care of, etc ]: |.-’-'-.F'T 122
City: |EFIEIEIKH.-‘1'-.VEN

State:[NY | Zip: [23334-4456  Boro: [IFEANEENN -
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Chapter 4 Client Reports

1. Press the [Reportd button on the Main menu, Figure 1-1. The Reports Menu appears. Press the
Reports| button. The screen below appears. Using the template, you can create various client reports
including those relating to client profiles, schedules and activities. You may also use this screen to

print client mailing labels.

Client Reports

Location: EEE'

Client Reports

Use button to
toggle between
sort options.

PLEASE SELECT:
I_Flepmt Type: Activity Hepult:ll_ Client List:ll_ Lahels:ll_ mp Client Info [F'mﬁle]:ll_
REPORT ON: JINCLUDE: |
Employee S5M: r
Client: | Emergency Contacts: - Teams: |
Coordinator: | = Motes: [ Open Only: I
Team: Rl FPage Break For Chent: - Hequirements: |_
District: | Employee Exclusions: [ Diagnosis: |
Contract: Rl Cancellations: [ Header Page: [
Category: b | Schedules & Activity: r oord: [
City: =1 Active Only: ¥ Terminated Only:
Cluster- = Must Cover: | =
SHaRP:
Service Detail : [ Mail Address: [
Traditional Only : (I Cluster Only :
jl CLIENT SCHEDULE REPORT: CLIENT INFORMATION REPORT:
Start D ate: 7HE/DS - Start Time:l 12:00 A Start Date: p| Thru: I
End D ate: 7722705 End Time] 11:53 PM Discharge Date: || | rhnc |
Entered Date: ﬂl ﬂ Ihru: I
| [& )\ =] ﬂ! Summany: ¢ Detail i+ {Full Schedules}

Thursday, July 21, 2005

I ———
Figure 4-1: Client Reports Menu.

HC Plus I

2. Select one of four checkboxes for the type of report you want. The clicking on Report Type option
(Activity Report, Client List, Client Schedule, and Client Information Profile) defines further choices
you have for producing your report. For example, the graphic below shows different INCLUDE
options available when the Schedule Report is checked. In this case, the option appears allowing you
to display the client’s emergency contacts.
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Location: |[ITEa| Client chﬂrts

PLEASE SELELCT:
|_Hepult Type: Activity Flepull:"_ Chent List:||_ (M TR LN EE [ Client Information [Pmlile]:"_

JINCLUDE |

Client: =] Emergency Contacts: v Teams: [
- . Motes: [ Open Only: r
Coordinator: JEd | ! "
Team: =] Page Break For Client: r R equirements: r
Distri t: = Employee Exclusions: [ Diagnosis: |
ISHIC Cancellations: | Header Page: I
Leni=ras = Schedules & Activity: ™ _| sont By Coord: v
Eategl:!ry: —I Active Only: ¥ Terminated Only: r
City: | Must Cover: | 3|
Cluster: = SHARP: I |Medicare History: I
Service Detail - [ Mail Address: [
Traditional Only : r Cluster Only : r

3. Inthe REPORT ON section, you may set the report scope to include all or just one client, coordinator,
cluster group etc.

4. The INCLUDE section allows for the inclusion/exclusion of specific client data by clicking or
blanking any of the active checkboxes. Note that if you check the Header Page box, the first page of
the report will display the options you chose. For some agencies, a “Directions” option is also
available for being displayed on the Client Schedule Detail and Summary Reports.

5. When you choose Client Information Profile, the selection of “Start Date and Discharge Dates” is
optional. If the Schedules or Activity Report options are checked, the dates on the left side of the
screen are enabled and you can then enter a date range of schedules you want to have printed for your
clients.

il CLIENT SCHEDULE REPORT: CLIENT INFDHHAII]N REPORT: '
Start Date: < FHBMG Start Tim31 1200 AM Start Date: o M Thru: I
End Date: 722405 End Tim£=1 11:59 P Dizcharge Date: ﬂl H I hiru; I

Entered Date: ﬂ I— H ['hru: I—
| [& )\ =1 ﬂ! Summary. © Detail &+ {Full Schedules}

Thursday, July 21, 2005 HZ Plus I

6. The Hammer icon allows you to save the options you prefer for the next report you want to generate.
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Total Clients: 4

Run Date: §1/04 3:58:22 PM Client List
ClientID Hame Address City ST Zip/Clster Phone

386040 OLLD, MARIA, 800912TH AVERNUE BROCKLYM MY 11228- (06 ) 745-5706
Sctive

386210 ERNANDEZ ELI- G699 BAY PHWY BROCKLYM MY 11214- (164 ) 2654464
Adtive (164 ) 2654464
386018 ATZ,BEATRICE 2740 CROPSEY AYE BROCKLYM MY 11214- (78) 2663178
Adtive (12 8763512
36593 HEST AK, ARKAL 2402 G3RD STREET BROCKLYM MY 11204- (M ) 3360646
Adtive

e NOTE: You may sort the report by District Code (available to all Agencies) and by Client Type

Figure 4-2 Client List Report

(available only to DFTA, Housekeeping and Homemaking Agencies). These sort options are
available in the Include section of the report screen by selecting the sort by toggle button.

When you check the client activity report option, the client reports menu allows you to sort by contract
when you choose Admission/Discharge as shown below.

F

|_Hepult T_vpe:|7 Client List:[[~  Labels:[[- Schedules: [~ Client Info (Profile): [~
REPORT ON: {INCLUDE : |
Client: Ea| Emergency Contacts: r Teams: [
Coordinator: = Sort By Contract: r Orders: T
Team: =] Page Break For Client: r Requirements: r
Diztrict: B3| Employee Ezxclusions: ™ Veiification Hrs: [
Contract: | Client Phone Number: [ Header Page: I
Category: ] Admizzion / Discharge: v Sort By City: r
T - Active Only: ™ Terminated Only: r
City ]
P | = Must Cover: | ]
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Activity Report: (Detail) IC

Client: Start Date: 7:24.04 Run Date: 01-Augi4
Coordinator:  ARIL 'URA. 81175 Thru Date: 73004

Team:
District:
Contract:
Category:
City:
Cluster:

Confract Order Ho Service D Hame
1000511 16767 wEF39 ROY, RIA

#ofHours EffectiveDate Oty Visis
39.00 Ti24i04 1 -]

Selected Date Range: 7/24/04 Through 7.30/04

Total Hours Ordered: 1,400.00
Total Hours Filled: 1,376.00

Total Open Hours: 0.00

Total Cancelled Hours: 24.00
Total Hours New: 39.00

Total Hours Discharged: 0.00

Figure 4-3 Client Activity Report
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Client Information (Profile) FAMILY HOMECARE
Run Date: 12-Jul-04
[ HONI, HAL A MUST COVER:3 EQUIPMENT SUPERVISION
Client #: 101886 Coordinator: 41421 Location: 001 District: 10023
Start Date: 7/2/04 End Date: Discharge: SS Number: 334-55-4521
Status: Active

Address1: 12W13TH : Nurse: BERNADETTE NOE
Address2: 43 EAST TREMONT ' Doctor: DR K PEARLMAN,
City: BACKWOODS State: NY Zip Code: 10023-5641 z
DOB: 111111947 Sex: M Race: BL Nationality: (
paER R " | MRN: 3:1218233.:6600
Phone #1: (718) 223-3245 Ext: 23 Type: HOME | -
#2: (718) 2225436 Ext: JJ Type: NEIGHBOR !
#3: (718) 3321232 Ext: 5 Type: MNEIGHBOR |
Emergency Contacts: Phone Call Frequency: 2 Last Call Date: 06/30/2004
#1: Phone: Rel: Cluster:
#2: Phone: Rel:

DIRECTIONS: DIABETIC WHO FORGETS HIS INSULIN.

SERVICE: Contract Status  Start Date Duty Free Discharge PaySrc Medicaid ID Stx Eff Date Type
101886 414 FAMILY HOMECA A 712104 Y MC 6/26/04
Contract # Coordinator EndDate DF EffDate Referral App Type ExpDate VNS Enrty No. Eff Date
0000414 41421 7/8104 c H 44R434
SHARP: Supp TimeSheet Print  Advanced Directive  Adv Directive Date Certified Eff Date GSS Case Worker
¥l 1 JO SIMMS
Building Access: Duty Free Client  Last Care Plan Date  Cert Expiration Date = Case Worker Phone
2 M 5/12/06 (212) 433-4544
DIAGNOSIS: Dx Type Eductd DxCode Description DateType  Dschg Dx
Surgical Proc w137 RENAL DISEASE 7/4i04 E I
Other Active Dx v a0 ACE BANDAGE E |
Surgical Proc [] 45 LANCE BOIL U
REQUIREMENTS: Description Req Rating Order ID
FRENCH VM s
CREOLE VM 3
EXCLUSIONS: Name Phone
ALTMAD, TATYAN (718) 648-7620
CRAWFOR, CRY (718) 217-0649

Mailing Address:

Address1: 1453 NE SALAD DRIVE City: BROOKHAVEN State: NY Zip Code: 23334-4466
Address2: APT 122

| EndClient: HONLHALA

Figure 4-4 Client Profile Report
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Client Schedule Report INSTITUTE HOME CARE Run Date: 14-Jul-02
Coordinator: 58501 CUMMINGS, JENNIFER
ACHITA. RAMONA 131 FORT GEORGE AVE # 1 G (212) 8422114 Coord: 58501 CUMMINGS, JENNIFER
Client ID: 747791 NEW YORK, NY 10040- District:
TBA CLIENT NOT LINKED 7 o PA Exp: 3/31/03 MRN:
SAT SUN MON TUE WED THU FRI
WIE: 517/02 0511 05-12 05-13 05-14 05-15 ) 05-16 05-17
| Start Time: 9:00AM - 3:00PM T S:00AM - 4:00 PM [T 9:00AM - 2:00PM [T]|
Employee: CARABALLO, ANAR [T CARABALLO, ANAR [T| CARABALLO, ANAR [T]
Telephone: (212) 568-7290 HA (212) 568-7290 HA (212) 568-7200 HA #
— 600 [585] 700 ses| 500
Total Daily Hours 6.00 7.00 5.00
Tot Auth: 40.00 Hours Total Bank Hrs: 79.00 Total Hours For Week Ending  5/17/02: 18.00 Hours
WIE: §/24/02 05-18 05-19 05-20 05-21 05-22 05-23 05-24

Start Time: 9:00AM - 1:00PM [T| 9:00AM - 200PM I 9:00AM - 3:00PM [B] 9:00AM - 3:00PM T 9:00AM - 3:00PM [T] 6:00AM - 3:00PM [T 9.00AM - 200PM [T
Employee: GARABALLO, ANAR [T] CARABALLO, ANAR [Tl CARABALLO, ANAR [P] SUAZO, IRMA C [T suazo, IRMAC [Tl TAVERAS, MARIA  [T] CRUZ, GLADYS @

Telephone: (212) 568-7290 HA (212) 568-7290 HA (212) 568-7290 HA (718) 346-4188 HA # (718)346-4188 HA # (718)342-5429 HA (212) 795-2140 HA
[585] 400 [585] 500  |585] 6.00 [585] 600 [585] 6.00 [585] 700 [585) 5.00
Total Daily Hours 4.00 5.00 6.00 6.00 6.00 7.00 5.00
TotAuth: 40.00 Hours Total Bank Hrs: 79.00 Total Hours For Week Ending  §/24/02 : 39.00 Hours
'WIE: 5/31/02 05-25 05-26 05-27 05-28 05-29 05-30 05-31

Start Time: 9:00AM - 1:00PM [B} 9:00AM - 1:00PM [l 9:00AM - 3:00PM [ 9:00AM - 3:00PM Bl S00AM - 3:00PM [P S:00AM - 3:00PM [T] S:00AM - 2:00PM [1]
Employee: SUAZO,IRMAC (Bl SUAZO,IRMAC [Pl CARABALLO, ANAR [E] CARABALLO, ANAR Pl CARABALLO, ANAR [P! CARABALLO, ANAR [P] CARABALLO, ANAR Bl

Telephone: (718)346-4188 HA  (718)346-4188 HA  (212)568-7200 HA  (212)568-7290 HA  (212)568-7290 HA  (212)568-7290 HA # (212)568-7290 HA #
| 400  [585 400  [s85 6.00 [585 6.00 585 6.00 [585] 6.00 (685 5.00
Total Daily Hours 4.00 4.00 6.00 6.00 6.00 6.00 5.00
Tot Auth: 40.00 Hours Total Bank Hrs: 79.00 Total Hours For Week Ending  5/31/02: 37.00 Hours
WIE: 6/7102 0601 06-02 06-03 06-04 0605 06-06 06-07

Start Time: 9:00AM - 1:00PM ] 9:00AM - 1:00PM [T] 9:00AM - 3:00PM [T 9:00AM - 3:00PM 1 9:00AM - 3:00 PM [T| 9:00AM - 3:00PM [T] S.00AM - 3:00PM [T.
Employee: CARABALLO, ANAR (T) CARABALLO, ANAR T| CARABALLO, ANAR [T] SUAZO,IRMAC [T/ SUAZO,IRMAC [T CARABALLO, ANAR [T CARABALLO, ANAR [T
Telephone: (212)568.7290 HA  (212) 568-7290 HA (212) 568-7290 HA (718)346-4188 HA # (718)346-4188 HA # (212)568-7290 HA (212)568-7290 HA |

585 | 4.00 400  [585] 6.00 6.00 [585] 6.00 [585 6.00 [585] 6.00
Total Daily Hours 4.00 4.00 6.00 6.00 6.00 6.00 6.00
Tot Auth: 40.00 Hours Total Bank Hrs: 79,00 Total Hours For Week Ending 6/7/02: 38.00 Hours
WIE: 6/14/02 06-08 06-08 06-10 06-11 06-12 06-13 06-14

Employee: SUAZO, IRMA C [P, suAzo, IRMA C [Pl CARABALLO, ANAR [P CARABALLO, ANAR [P] CARABALLO, ANA R [P] CARABALLO, ANAR [P| CARABALLO, ANAR [Pl

Start Time:  9:00AM - 1:00 PME 9:.00AM . 1:00PM [P| 9:00AM - 3:00PM . 9:00AM - 3:00PM B 9.00AM - 3:00PM [F] 9:00AM - 3:00 PM [F] 9:00AM - 1:00PM P
Telephone: (718) 3464188 HA (718) 3464188 HA (212) 568-7290 HA (212) 568-7230 HA (212) 568-7290 HA (212) 568-7290 HA (212) 568-7290 HA

B 585 400 [585 400 [s85] 6.00 6.00 [585 6.00 [585 6.00 [585 4.00
Total Daily Hours 4.00 4.00 6.00 6.00 6.00 6.00 4.00
Tot Auth:  40.00 Hours Total Bank Hrs: 79.00 Total Hours For Week Ending  6/14/02: 36.00 Hours

Figure 4-5 Client Schedule Report

An option to include TASKS has been added to the Client Schedule Report (Summary Only) for
agencies using the Tasks Management Module.

4.1 Client Labels

Use the Client Reports screen to print Client Labels that may be used for the purposes of mailing or chart
updating.

*For Pro-Health clients the client ID does not appear on the printed label.

Smalls, Maria Pomerantz, Steven Makhmanson, Gregory
5905 Shore Parkuweay 2900 Yy est 8 Street, 870 Ocean Plovay
Brooklyn, MY 11236 Brookbn, MY 11224 Brookbyn, My 11230
LoOB: 517165 DoB: 4193 DoB: 8n2nelr
Morales, “vette Keeling, Tova Hines, Rosalva

1078 Bay Ridge Ave 100 Main Street 100 Man Street,
Brooklyn, MY 11219 Mewy York, MY 90384 ey ork, MY 98539
LoB: 37231924 DoB: DoB:

Figure 4-6 Client Labels

NOTE: Label sizeis: 1” x 2 5/8”
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Chapter 5 Enter/View Client Orders

5.1 Enter order data

Before you can schedule an employee to work with the client, orders authorizing the work assignment must

exist. You may enter new, or view/madify existing client orders by selecting from the
Scheduling Main Menu. .The Find Clients Screen appears as shown in Figure 2-1.

Alternatively, if you are already on a client screen, you may view his/her order information by clicking on
the Order info button located in the Switch To area of the screen.

1. Locate a client by entering his/her last name (or a partial name), then press the |Find Clients| button. If
you press the find button and the name box is left blank, the entire client roster appears.

2. Press the button to the left of the name you want.

3. The Order Entry screen appears. (The field descriptions for this screen are found below Figure 3-1.)

FAMILY HOMECARE (001) Coord: 55556 Distri

386080 |MaLL . ROSA
Order Entry 02640 JREHS MOV | TBA Linked Duly Free g m

| Cat [ Cls] Coord | Start Date| End Date | CrtretID | OF| Status | Sntrs EF 8
[ . WED THU FRI Sched Thiu

MalL [ ROS JEE0E0 HAS  HA | BERHE | FIT0Z 0ooosss v TEA TE0Z Authorization

MALL . ROS ng32 | HAS SEBSE, | 7430/ 0000414 M TEA | HI0M4

— | 7300 [T I [  [HAS J[FaMILY HOMECAFE |

wal| 13478 /603 [H& |[Open |[WH . gonaM] | a000 | ood] oo eo0] eo0] GO0 600 GO0 | 560
— [ 7 HE E HAS |[555 FAMILY EOME CARE (] |

Click on the linked client ID to
see the the order of that client

Use this
dropdown to
filter the service

I Schedule l Client Info _ﬁuthurizatiunHistur*g,ur Total Hours: 45.00 -

Figure 5-1 Order Entry Summary Screen

You may toggle between orders for linked clients by filtering the linked service and by clicking on the
linked client ID.

Coord: 41412 Dis

382640 |AKHS. -NOV. m m
386080 |MALL | ROSA TBA Linked Dut_l,l Free

Order ID ENf Date  Clasf Frequency Start Time Tot Hrs SAT SUN MON TUE WED THU FRlI Sched Thiu
Date End Date Qty Days WC/SC/Proc Visitz  Cat Contract Authorization
16224

5414704 H&S ||414FAM]1.YHDMECARE |
EIEEEDNEEIERIER [ zooPM] [2600][ ooof soof Sod soof 400 4o soof [ 514004
1D£B£DD| 5504 x J|_| ﬂ HAS ||414FAM]1.YHDMECARE | |
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4. To view an existing order, click on the three-asterisk button to the right of an order.

@ Hitting the buttons at the bottom of the screen can access other client information including schedule
and care plan data.

5. To enter new orders: click the button on the top of the screen. This action will access the Order
Entry (Add) screen. Some client information including the client name and current date is filled in, as
well as the order date and effective date. Likewise, the Order Id is filled in by the system; this
number is used to track the order in various screens.

6. Fill in the rest of the fields as described below. Most importantly, enter the number of days (# Days)
and the total hours for the week (Tot Hrs).

7. The actual days are filled in (according to those values) on the bottom section of the screen. Be
careful: if you don’t fill out the bottom portion (Days) section, a schedule will not be created.

8. To set the actual assignment days: a) click or unclick a day; b) change the start time if required; c)
enter the number of authorized hours—and the day’s end time will be calculated accordingly. At the
right, under Hrs/Days, you will see the total hours authorized for the number of selected days.

9. Once complete, press |Schedule| to see your input. Note: To see the schedule, you must access the
week that contains the effective date of your order.

Change Order I

Order Entry Loc: [PERS. @ -
ACHITA, RAMONA

TBA

Order 1D: 301 OrderD ate: Im Tot Days: |Open CatfSweo: [HAS <
Effective Date: Im Ends: I— 747791 - ACHITA, RAMON A [585)
Classk: [Ha = Live In: [~ Bill Over 122 [N
Start Time: Im #t Days: I_? Tot Hrs: Iw

Plan: I Unit: I Proc. Code: I 'I Work Cd: I 'I Shift: l_

Authorization: | |

v SAT Jv SN Jv HOH Jv TUE Jv WED J THL I EBI Hrs/Days:
Start: [ .00 £H [ 300 aM ["5:00 &M [ 500 &M [3:002M [3002M [300aM
End: 200 PM| 200 PM| 300 PM| 3:00 P 200 PM| 200 PM| 200 PM|
Auth Hrs: [ 500 [ 500 [ &0 [ &0 [ 00 [ 00 [ &0 40./7
SchedHrs: 5 | 5 | | 8 | 8 | 8 | | 4./ 7
Instructions:|Go west, then bwo paces to the left. -

Scheduled Thru:

| Perm || Schedule | Change Auth [ New auth [ Authorization History

Figure 5-2 Order Entry Detail Screen
5.1.1 Order Entry Detail Screen

FIELD Description

Order Date The date the order was entered. It defaults to the date the screen was opened.

Total Days Total number of days the order will extend. An order is OPEN when it has no end
date.
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Description

Cat/Svc

Effective Date &
Ends

Classf

Live In
Start Time
# Days
Tot Hours
Plan

Unit

Proc Code

Work Cd

Shift
Authorization

Days and times of
order

Hrs/Days

Instruction

5.2 Order Ent

BUTTON

Select a Service or Contract from the drop down list. This field is required.

Show the span of days/weeks the order will remain effective. If applicable, enter a
date in the Ends field when you know the end date when the order will become
inactive.

Choose a classification from this drop down list. These include HHA, HM, PCA,
and TRN. This is a required field.

Check if the order requires a live-in worker to help the client.

Enter the daily start time for the coverage. The default is 9 AM.
Enter the number of days in the week the client will be taken care of.
Enter the total number of authorized hours for the week.

The name of the service plan.

The unit that will expedite the order.

Select a Procedure Code Information from the drop down list. To have a procedure
code show up in the list you need to set up a provider, assign the procedure codes to the
provider and then associate the service with the provider.

Enter Work Code Information from the drop down list. These include HH (Home
Health maintenance), HIV (care for clients with AIDS symptoms), and HK (House
Keeping assistance for partially or totally disabled clients).

Enter a Shift code if needed.
Enter the name of the person who authorized the order.

The Start and End times and the total Hours for that particular day will be filled in
automatically from information added previously in the # days and Tot Hours
fields. You may override this information. Any or all (day of the week) boxes may
be checked, depending on what is needed for the order.

For example, 27/3 indicates that 27 hours are scheduled over three days.

Type in instructions related to the order. Pre-formatted Orders for Discipline are

also displayed here if the button is selected.

ry Buttons/Features

Description

Instructions

Perm Schedule

Enter/View Client Orders

Click this button to select pre-formatted instructions from the Orders for Discipline
screen. When you highlight an instruction, an ‘X’ appears to its left. That
instruction, when you press OK, will appear at the bottom of the Order screen.

Orders for Discipline

‘Administer 612 Injection =

Administer Care of Traechesstomy
Administer [M/50

Administer [ Therapy
Administration of injection

Click on items 1o select
or deselect them. then
press OK.

Zssign Hé | o dssit Bt Lare
Assign Il To Perform Pt Care =

This button brings up the Permanent Schedule screen. See Figure 8-19.
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BUTTON Description

Schedule See Client Schedule Figure 8-2.

Requirements See Client Requirements Figure 3-13.

Change Auth This button brings up the order screen allowing you to update some of its data, such

as the number of hours or days that are authorized. Change the weekday data on the
bottom of the screen to conform to your day/hour changes.

Note: when you select a client who already has an HRA Order/Authorization, you
cannot change the Effective Date to a date earlier than the Service Start date. For
more information see section 5.2.1.

New Auth Allows you to terminate an old order and create a new one by modifying the
effective date of the order. The system supports having multiple authorization
effective dates within the same week and the schedules are adjusted to match the
latest authorization.

Mew Authorization Eq

@ Do you want to terminate existing arder’?

Tes
Authorization Once orders are set up, this window (see Figure 5-3) displays the hours authorized
History for this client. For each service the client uses, the number of visit hours are shown

(for each day) along with the Hrs/days for the week. For example, 20/5 means that
the order authorizes 20 hours of service for this client—extending over five days
during the week.

5.2.1 Authorized Hours History Screen

Once orders are set up, this window (see below) displays the hours authorized for this client. You may also
access the Authorization History screen from the Order, Service Maintenance or Client Schedule screens.

The Authorized Hours History screen contains a button from which you can create a new
authorization. You can add a new authorization as long as its effective date is not greater than the current
authorization that is part of an ongoing order.

Authorized Hours History

Authorized Hours History Location: [Tl @ m
[N 746836 AGUILAR. RAMON
Effective Date Contract over 12?7 Hig/Days Sat Wed Thu Fii

Acc Banked Hrs : 105
PA Expiration Date - TR 1P Billable Autbonzoof Feors
| 8!28.:’98||INSTITUTE HOME CARE ||585 | |:| 11./3

* [ 4/18/35[NSTITUTE HOME CARE____ |5ga | [ ]

* [ 7/Z7/34[NSTITUTE HOME CARE [[585 | [ |

* [ 7/31/53 [INSTITUTE HOME CARE [Bs5] [N ] 0./5

No Order, Click To Modify.

Figure 5-3 Authorized Hours History Screen
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5.2.2 Changing Authorized Hours

Sometimes the Authorized Hours History Screen contains authorizations not related to an order. A red-
starred row signifies such an authorization. When you click on a red-starred row, the Authorized Update
Hours screen appears. Enter your changes and press the button to save.

Authorized Hours Update

Location: m Service #: FELTHEL

(ML 746836 | AGUILAR, RAMON
INSTITUTE HOME CARE 585

i e c
Billable over Awhorrod o s

Effective Date 12 hours? Hrs/Days Sat Sun Mon Tue ‘Wed Thu Fii

=t S e e e

Modify Authorization And Press Exit To Save.

Figure 5-4 Authorized Hours Update Screen

The screen above contains a trash can icon which allows you to delete the authorization.

A non-starred row on the Authorized Hours History screen, however, is an authorization related to an order
and may only be changed by using the Change Authorization feature on the Order Entry screen.

Authorized Hours History
Authorized Hours History Locaton[JR  Serice +:[IIEENN m m

Effective Date Contract Service ID Clsf over 127 Day SAT SUN MON TUE WEDTHU FRI

Client: -1 01902 W DIFTA. TRY
Acc Banked Hrs - E
Fo=ih = whorirad Mors
PA Expiration Date - Emp Billable  Hrs? Authonizod Hoor:

[ 7/14/04][443 FHCS DFTA GH3 443 ][1o1903 | [Pca ] os J o o g 4 4 4 4
[ 7/13/04][443 FHCS DFTA EH3 [#43 ] [107303 [Pee ] MOJfe4 T o 8 4 4 o 8§ o
Microsoft Access

This Authorization Is Associated With Order 16117,
Please Use Order Entry To Update.
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5.3 Change an order

For a client with more than one HRA Order/Authorization, you have the ability to modify the Effective
Date of an Order using the |[Change Auth| function on the order screen. If the new Effective Date overlaps
with another order for the same HRA service, then any schedules are accordingly shifted.

Loc: 001 Coord: 0158% District:

747352
Qrder Entry EEE

4 - ¢

Order ID EMf Date  Clasf Frequency Start Time Tot Hrs SAT SUN MOMN TUE WED THU FRI Sched Thiu
Date End Date Oty Days WC/SC/Proc Visits Cat Contract Authorization
E| | 10/30/01

o722 RS [[INSTITOTE

] A (1071601 [B& J[6 || [ S00M] [ 3100 [ 400] 400 400] 400] 400 o0 7.0 | 1o72s/00]
10715701 [ 10730701 T | [ [Fas J[ermmore

] ElIEEE | [ Sa0aM] [ 3200 [ 600 600] 400 400] 400 400] 4o [1o1ami]
5/24701][ 10715701 11 (7] [As [t [ |

] [ oot e B [ [ S00M] [ 3100 [ 400] 400 400] 400] 700 o0 o0 | arze/ni]
901 924701 T | [T [Fas J[wstmors:

Schedule Client Info Authorization History JREE I LINES 32.00

a) If the Effective Date is changed to the Effective Date of a prior order, the prior order is deleted and its
schedules are moved to the changed order.

b) If the Effective Date is made earlier causing an overlap, the End Date of the earlier order is changed to
the new Effective Date of the changed order. Schedules for dates equal to or after the new End Date
are moved to the changed order.

c) If the Effective Date is made later and there are schedules prior to the new Effective Date, those
schedules are moved to the prior order and the End Date of the earlier order is changed to the new
Effective Date of the changed order. If there is no prior order, this change cannot be made and an error
message is displayed.

d) A warning message is displayed, with a confirmation required when a different order is effected (i.e.,
the End Date changed and schedules moved).

“# NOTE: For a client with Weekly Authorizations who has banked hours: because of the banked hours,
you may allow total hours to exceed the total weekly authorization.

5.4 Split Order Entry

You may take an order and split it into two periods. For example, if you currently have an order with an
effective date of 7/14/04 and an end date of 9/1/05, you can enter another order with an effective date of
7/15/05. The new order will be assigned an end date of 9/1/05. This, in turn, will change the original
order’s end date to 7/15/05.

1. Clickon on the Order Entry screen.
2. Note: If no end date appears on the order, you will get a prompt “Do you want to terminate existing
order?” Click on “NO.” Enter all information needed for the new order, then press E‘

3. If there is a specific end date (a red dot is displayed to the right of the End Date) then a new order will
be will adjusted accordingly as shown in the message below.
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FAMILY HOMECARE (001) Coord:  District:

Order Entry [Duty Free| #

Order ID Eff Date  Clasf Frequency Start Time SUN MWON TUE WED THU FRlI Sched Thru
Date End Date Qty Days WC/SC/Proc ¥ Contract Authorization

INET T443 FACS TFT 4 RA:

Order Entry L
101902 | DIFTA, TRY
Duly Free
Microsoft Access
Order ID: I Orec
Effective Date: I 715404 'Will Create Mew Historical Order EFfective: 7/15(04, End Date: 9/1/05 Fr (443)
Order ID: 16118, Effective: 7/14/04 will be ended as of 7/15/04
Classf: |HHA = Schedules will be moved o the new order, Continue? Dver 122 IN
Start Time: I 5:00 AM W o | Tot Hrs: I 14.00
Plan: | Shift: [
Authorization: | |
[~ SAT [+ SUN ¥ HON I~ TUE [~ WED [~ THU [~ ERL His/Days:
Start: [ E T | | |
End: | 500 P 500 P | | | |

Auth Hrs: | 0.00 I .00 I .00 I 0.0o 0.00 n.oo 0.00 14./2 I
Sched Hrs:  0.00 B.DDI B.DDI D.DDI 000 0.00) 0.00) 16./2 I

5.5 Locate Open Orders

For scheduling purposes, you often have to locate those orders that are unfilled, that is, no employee was
assigned to the client for a day mandated by the order. To do so, press the [Find Open Orders| button on
the Schedule Maintenance Menu and follow the instructions detailed in section 8.5.
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On the bottom of the Client Maintenance screen is a scrollable list of services provided to the client. You
may add a new service by clicking on the last blank row. If you click on a current service, you will see all

the details of that service.

To view the contract data for that service, press the contract button to the left of the contract name and

Figure 14-8 General Contract Information appears.

After entering a new service, you will be taken to the order entry screen; upon filling it out, the client

schedule screen will appear.

Client: HONI, HAL A

i i Delete Edit Print | Cancel |Save'\Exit
ervice amienance
Service ID Service Description Loc Status Start Date End Date Dischrg Rsn
| 101886 | | HOMI, HAL & || 001 | Active j 7/2(04 d
Contract Fiscal ID Category Live In 7 Equiv
Contract | 0000414 ] 414 FAMILY HOME CARE ]| | r
_[ additional Service Info
Switch To:
Eff. Date  Linked Client Approval Type Home Attendant - -
Auth Hiskory
I” Duty Free Authorization Type |Dailv || ————————
uster Mainl
I TBA Cluster Maink
Dischiarge
[ cluster Default Classif J
Guarankar
= Mutual Referral | j
Billing &
[~ Adv Directive HRA Auth g#: Insurance
Cert. Eff. Date Last Care Plan Electrical Emerg Link.
Cert. Exp Date Bldg. Access Link History
[V Use Santrax Pay Source j
Case Worker Name
¥ Suppress T 5 Printing Case Worker Phone
Work Code j shift Code
WNS
MRN # Ref File #
Team & Health Area Coverage Cd d

Figure 6-1: Incomplete Service Maintenance Screen

6.1 Service Screen Field Descriptions

SERVICE DESCRIPTION

FIELDS

Contract Use the dropdown to assign a contract. Hitting the Contracﬂ button to the left of the
dropdown will bring up a screen where you can view the contract’s details.

Fiscal ID Corresponds to the client number of the client being billed if the client has more than
one service; otherwise, it corresponds to the service number.

Category These are shorthand codes identifying the different institutions that provide services.

STV
YMS

CeBH CBH
LIC LIcC
MTS

T

ST.WIMCENT'S
YISITING MURSE SERVICES

HUMAM RESOURCES ADMIN =

F

Service Maintenance
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See the category table, section 14.7.3 which is accessed by pressing Special functions
=>» Codes Maintenance =» Category. (Note: If the category is DFTA, different fields
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such as Case Management and Client Type (Home Maker or Housekeeper) appear on
the Service Maintenance screen.)

Live in? Check if the service requires the attendant live together with the client.
ADDITIONAL

SERVICE

INFORMATION

Duty Free If a client is set to duty free, then the lunch or dinner hour is not included in the

|Effective Date

TBA/ Effective
Date/Linked
Client name

Cluster/ Effective
Date/Linked
Client name

Mutual/ Effective
Date/Linked
Client name

assigned hours; that is, if the attendant is scheduled to start at 9 am and work 8 hours,
then he/she must work from 9 am to 6 pm. However, if the client were not set to duty
free, the attendant would work 9 to 5pm.

HC Plus automatically removes 1 hour for scheduled visits when the duty free is
checked. When changing a client’s duty free status, you will be asked if the system
should reduce the schedules by 1 hour.

Check this box to indicate the client is Task Based Assignment. If checked, you must
enter the TBA effective date. The TBA client may be linked to another TBA client.
See section 6.6 for details.

Check this box to indicate the client is part of a cluster situation. If checked, you
must enter the effective date. The cluster client may be linked to another client.

Check this box to indicate the client is a mutually linked client. If checked, you must
enter the effective date. The mutual client may be linked to another client.

Advanced
Directive/Date

Cert Effective
Date

Cert Expiration
Date

Use Santrax/
Effective Date
Last Care Plan
Date

Bldg Access

Special Care

Supp Timesheet
Print

Approval type

Authorization
type

Service Maintenance

Sharp defined field indicating that certain forms (e.g. living will) and instructions
have been given to the client to sign off on. If you check this field, you must also
enter the directive date.

Date of certification of services.

Date certification of services expires.

Fill in the date the Santrax time-tracking service goes into effect.
This indicates to HC Plus that the client will be tracked via Santrax.

Enter the date of final service to be provided for the client.

NOTE: This is a user-defined field. Enter a code designating the nature of access to
the building where the patient is located.

Check if special care is being provided, if applicable.

Check to suppress printing of the Timesheet.

Select the approval for service from the dropdown.

DFTA ]
Harne Attendant H
Housekeeping K.

Contract with Authorization

“Wac/Hol/Sic etc. W

Enter daily, hourly, weekly etc.
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Special Code
Default

Deflt Classf

Referral

HRA
Authorization #

Electrical
Emergency

Pay source

Case worker
Name

Case worker
Phone

Work Code

Shift code

HC Plus User Manual

Use the dropdown to assign the codes for holidays, sick, training, etc.

Default Classification. Enter (via dropdown) the type of service, e.g. Home health
aide, Housekeeper etc.

Select the source of the client’s referral to your agency.

Enter the HRA authorization number for this service

When it is imperative that the client’s electricity supply should not be cut off (for
example, a generator must be provided) enter an appropriate emergency level.

Enter a code denoting payment sources.

Enter name of HRA worker.

Enter worker’s telephone number.

Drop down values indicating the scope of the work.

CT  CHARITY

HH  HOME HEALTH

HI HIY

HE.  HOUSEKEEFIMG

LI LIWE-IM

LT LOMG TERM

MH  MULTIFLE PATIEMTS
ST SHORT TERM

Enter the work shift number 1, 2, 3 etc.

For VNS services: Enter the Entry number, the Health Area, VNS team # and coverage code.

VNS FIELDS DESCRIPTION

MRN # The medical record number appears here as entered on the client maintenance screen.

Entry # Enter his/her health insurance claim number. This is the Reference # that appears on
the verification screen.

Ref File # Enter the reference file number for the service.

Team # Enter the number of the team assigned for this service.

Health Area Enter a 4-digit code that relates, for example, to nursing, grooming, and speech

therapy.

Service Maintenance
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Coverage Code H-Hourly, R-regular or B-both.

Client: HONI, HAL A

Service Maintenance | | | Cancel |§ave\Exit |
Service ID Service Description Loc Status Start Date End Date Dischrg Rsn
| 101886 | | HOMI, HAL & || 001 | Active j 7/2(04 j
Contract Fiscal ID Category Live In ? Equiy

Contract [ 0000414 414 FAMILY HOME CARE ][ eessa3 | I 1

_[additional Service Info }

Switch To:

Eff. Date Linked Client Approval Type Home Attendant - =
Auth Histar
IV Duty Free 7igi04 Authorization Type [Daily = I+Y
[ TBA Cluster Maint
r Default Classif HA j T ——
I Referral c j =
Billing &
™ Adv Directive HRA Auth #: a21111 Insurance
Cert. Eff. Date Last Care Plan  5/12/06 Electrical Emerg T Link
Cert. Exp Date Bldg. Access 2 Link History
¥ Use Santrax  6/26/04 Pay Source mc] j
Case Worker Name JON 5IMMS
¥ Suppresz T 5 Printing Case Worker Phone (212) 433-4544
Work Code j shift Code
¥NS
MRN & MRM1234 Ref File # 44R434
Team & 41 Health Area =233 Coverage Cd R j

Figure 6-2: Completed Service Maintenance screen.

@ Sometimes, you have to create more that one service order for a client as, for example, where the
client requires both a health attendant (HA) and a registered nurse (RN) to take care of his health needs or
where different contracts are involved in providing for his/her treatment. To create a new service order
click on the blank service summary row on the bottom of the Client Maintenance screen; and a blank
service order will appear.

FAMILY HOMECARE (001) Client Last Modified On 7/19/04 1:46:0% PM By ADMIN

Client Maintenance Add | Delete | Edit | Find | Print | | Exit |
Last Name [TERSCHN | First Name ALEX, Initial &
Client No. [101877 Loc 001 Social Sec. No. 021-04-5450 Status Active Switch To:
Dischrg R: =
e J Qrder Info
| Personal and DemographicInfo f | Health Care Info ! o efeafale
Schedule
Address 1(1210120- Start Date End Date Must Cover Hald
Addi 2
ress 67 i04 MfA Discharge
BELYM Y 12141-0000 _—
City State Zip Coordinator Team Histary
_ - Nokes
Equipment Supervision [~ _—
County,/ Borough District Requirements
Last Call Date Frequency 7[5 e
Birth Date 4/21/1945 Sex Exclusions
Race American IndianfAlaska Mative MediCare ID Yerify Murse ¥isits
Marital SINGLE Mationality Medical Record (MRN) Diagnasis
Telephone Numbers Health Insurance Claim # Medlc&
#1 Ext. Type 485 | 486
L Doctor VisitFreq | — - |
#2 Ext. Type Emergency
#3 e Type s Mailing Address
Directions
Service Name Cat Clsf Coord  Start End Contract DF DEEff  Sotrx Ff Tvpe Eff ¥NS Entrvs N
TER.SOM, ALER OFT | RN 7i19/04 aonosiz 6/19/04
TERSOM, ALER HAS | HA 67104 0000414 ™ 6504
TERSOM, ALEX HAS | HA 67104 0000555 | 6{5/04
TERSOM, ALE: DFT 67104 0000416 I j
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6.2 Service Screen Functions

The button list (Switch to) to the right of the Service Maintenance screen enables
you to perform functions that are related to services provided to clients. For
instance, you may register guarantors, remove the service and view both the
authorized hours and the client’s cluster history.

BUTTON FUNCTION

HC Plus User Manual

Switch To:
Aukh Hiskory

Clusker Maink

Guarankor

Billimig &
Insurance

Lirk,
Link, Hiskbory:

Authorization Displays the authorized hours as per the order requirements.

Histor
Y

Authorized Hours History Location:[IIll Service - EXZIIPNN

(WIT11H 383892 QW SMITH, HARY

Acc Banked Hrs : %
o ) dhonizad Hows
PA Expiration Date - Emp Billable  His/ Authorized Howrs

Effective Date Contract Service ID Clsf over 127 Day SAT SUN MON TUE WEDTHU FRI

[ 3/1/01|[4T4 FAMILY HOME CARE___ 414 | [383852 [[Fe ) [ Ifes 10 o9 o 4 3 9 3 3
= [ 2/1/99|[4T4 FAMILY HOME CARE___|[414 | [383852 I I
* [_7/20/38| [414 FAMILY HOME CARE___ 414 | [383852 I | 1A JC 5 o 4 4 o 4 4

No Order. Click To Modify.

the hours.

Authorized Hours Update
Localion'm Service 1t:

When the hours are not part of a current order (red-starred rows) you can modify
the hours by clicking on the row, then updating the hours. However, when the
hours are associated with an order, you must use the Order Entry screen to change

Authorized Hours Update

Billable over Aethorzed Howrs

Service Maintenance 6-75

Effective Date 12 hours? Hrs/Days SAT SUM MWON TUE WED THU

ez N e e

[MTT1S 383892 | SMITH, MARY
414 FAMILY HOME CARE 414

FRI
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FUNCTION

Cluster
Maintenance

Discharge

Service Maintenance

Use this button to create and maintain a cluster situation. See section 6.5 for
details.

Cluster Maintenance

Cluster Maint Location: m

Client: LTS SB EL
Service: BECEEY &B EL

Current Case Type

" Mon-Cluster
1 Ciuster Group #: Im Effective Date: I 741/84
! Traditional
HIStDry N = Non-Cluster C = Cluster
Cluster Case : M g g J J J
Cluster Group #: [ 000 - [o02 =] [oo2 = | =1 | =1 | 3|
History Date :  6/1/94]  5/29/93) 5/1/91] | | |

Modify
History

Press this button to remove this service for the client. Enter a reason and date.
When a service is discharged—it does not mean that the client is terminated.
However, it indicates that the order for this service is ended, and all the schedules—
on or following the day you entered into the service discharge form—(red
signifying open) are blanked out. The End Date will appear in red in the service

summary row located on the Client Maintenance screen.

B Service Discharge

Semrvice Discharge

-

DIED

Discharge Beason:

D ate: 1
CLIEMT IM AMOTHER IMSTITUTIO
MO LOMGER MEEDS EMP

ALT SERVICE

OTHER

AUTHORIZATIOM ExP

TEMP SUSPEMSION

W oo~ oL

Figure 6-3: Service Discharge screen.
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FUNCTION

Guarantor

Use this button to enter the name of the guarantor for this service.

B3 Guarantor

Guarantor

Client: |l]l]l]l]348 |ACEVEDD, JENNIFER
Service: |I]I]I]I]348 |ACEVEDIJ, JENNIFER=®

ID: 0000348

Name: [JONH ADAMS
Address1: [13 24TH
Address2: |

City 5T Zip: |BALTIMDHE

Phone: ,7

Category: [HF] -

a

[PA =]

e

Figure 6-4: Guarantor screen.

6.2.1 Billing and Insurance
Use the form below to enter financial information related to the services provided to this client.

Provider ID

Enter the ID of the
provider.

Program Type
may be any of the
codes in the
dropdown—that
were entered in the
in the Codes
Maintenance
section such as

Las

LAC

LOMBARDI PROGRAM
PEDIATRICS

P SPECIAL PROGRAM
WA

WP

Initial Surplus
funds: Amount of
money available
for servicing the
client.

Billing Type may
be:

Private 3
DFTA Private | 4
CHO ]

Service Maintenance

Client: HONI, HAL A

Service Maintenance

Billing and Insurance | Exit |

Print |

Service Mame ;/ Description
| [Hon, HAL &

Service No
[101338

Provider ID

Program Type

Init Surplus Funds $1Z2,000 Billing Type

<| Insurance h

MediCare ID
MediCaid ID

34290
11110

HI Claim #
Expires

9/11/04
8/7/04

Yerify
Yerify

W12

_| Misc h
Difibrilator
User Field 3

User Field 2
User Field 4

Insurance information: includes the Medicare and/or Medicaid 1D as well as the
dates the ID’s were verified. The Health Insurance claim number is displayed along

with its date of expiration.

User Fields 1/2/3/4: You may create your own fields using the Contract-general
information screen. These labels will be copied to the Misc section of the Billing
and Insurance screen.
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BUTTON FUNCTION
Link

When you press
this link button, the
Find Client screen
appears. Select the
client you want to
link for the
service—and the
link window to the
right appears.

Now, use this
window to link the
two clients in
either a Mutual,
TBA or cluster
situation.

Link History

Provides a
snapshot of the
link/unlink history
of a client.

| Link Client ORTIZ. CATALINA as: I

1 Secondan Mutual
€71 Frimary kutual
1 TBs

% [Tluster

Link LinkHistory |

See the following sections for more details on how to implement link procedures.

Client Linked History

Location: m
(M3 101886 HONI, HAL A

Linked To CATALINA ORTIZ Ag Cluster Eff. 7/13/04 By ADMIM on 7/13/04 3:27:25 PM
Unlinked From SPLIT ORDER As Cluster Eff. 7/19/04 By ADMIN on 7/19/04 3:01:16 Pt
Linked To SPLIT ORDER As Cluster Eff. 7/19/04 By ADMIN on 7/19/04 1:28:43 Pt

6.3 Handle mutual client cases

A mutual case is the situation where two clients live in the same household and the attendant is servicing
both clients at the same time. One of the clients will be designated as the primary client and all schedules
are opened up under the client number of this primary client. The other client is designated as the

secondary client.

Note: When linking mutual clients, if the secondary client has surplus funds on their record prior to the
link, the surplus amount will be set to zero and grayed out.

6.3.1
1.
2.

To create a mutual situation
First, set up the “Primary client’ with a service order and a schedule.

Then set up the secondary client with only a service order. Do not create a schedule for the

secondary mutual, that is, do not enter data in the Order Entry screen—use the STOP icon to exit
leaving it blank.

Note: When

linking two existing non-mutual clients, you have the option to automatically end the

open orders of the secondary client.

Click on the button at the right of the Service screen. The Find Clients screen appears.

Select a client. The Client Link window appears. Select the appropriate radio button. You may

enter an effective date when linking clients as Mutual. Otherwise, the effective date defaults to the
date the clients are linked

Service Maintenance
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Client: HORSE HARRY

| Link Client ZAPATA, AMADA as: I

% Secondary Mutual

= Primary Mutual Date: I 12430/

) TB&
€ Cluster

@ Link LinkHistory |

Figure 6-5: Client Link Window

In the example above, ZAPATA is linked to :

HARRY as being the secondary mutual client. This

information now appears on the HARRY client Last Name |  HARRY |
record, designating HARRY as the mutual primary Client No. |38E|319 | Loc ||:||:|1
client.

Secondary | ZAPATA, AMADA - 3354465

The linking data also appears on the Additional Service info section of each client’s Service Maintenance
record.

Eff. Date Linked Client Eff. Date Linked Client
I Duty Free 1142003 v Duty Free 1120003
[~ 1BA [ 1BA
[ Cluster [ Cluster
¥ Mutual Sec. 1211003  HARRY HORSE W Mutual Sec. 12110§03 TOPATA AMADS

Duty Free status must be in sync for mutual clients. You may update any changes made to the primary
client’s duty free status. These updates include removal and editing of DF at the service level. Updates can
only be made on the primary’s record and will be reflected on the secondary client’s service screen.
However, the secondary client’s DF option on the Service Maintenance form will be disabled in edit mode.

The linking of Mutual Clients will be prevented if any of the following conditions exists: a) The Duty Free
Status of the clients differ. b) If only one client has a DF effective date that is later than the Link Date. c)
Even if both Clients have DF effective date that is later than the link date, however, the effective dates are
not the same.

Once two clients are linked, when you proceed to the Schedule of the secondary client you will see that the
schedule of the primary mutual was copied to it starting from the date following—the day after—the date
the link was made. The code MB appears in each cell of the primary and secondary schedules. Note that
unscheduled visits also appear on the Mutual Secondary schedule if they appear on the primary’s schedule.

Loc:001 Coord:02585 MEDINA. RDSA District: MRMN#:

= Pri
Client Schedule (TS 111334 . ZAPATA, AMADA m
2WE B[ 14002 |

I Mutual Case Duly Free

EVERYWHERE. WY
Weekly

G004 EO0F [900] | 9004 OO [900] | 004 GOOFP [2.00] | 9004 GOOF [900] || S004- GOOF [900) [ %00A- G00F [9.00]
Ha  HAS 585 PlHA  Hes 585 PJHA Has 585 PlHa  Has 585 PlHA  HAS 535 PlHA HAS 635 P

ME ME ME ME ME ME
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Be aware that when you unlink mutual clients, the primary client will retain his/her schedule while that of
the secondary is broken and erased.

And keep in mind, you may not link clients unless they both are HRA approved (see Approval Type field
on the Service Maintenance Screen). The HRA authorized schedule should also be completed.
Furthermore, a client may not be set to mutual if the client is currently a Cluster or a TBA client. In
addition, a client may only be designated as the secondary client if there is no surplus fund amount or
schedules for the client.

Certain conditions must be met before linking can be accomplished. If the link cannot be made, (e.g., the
secondary client was a TBA, or has a current schedule) the reason for the rejection of the link is shown on
the screen—as shown below. In such a case, press the stop icon, correct the problem, and proceed to link.

Client: HARRY HORSE

| Link Client ZAPATA, AMADA as: I

' Secondary Mutual

S —
" Primary Mutusl

= TBA
1 Cluster

fou)

PRIMARY CLIENT DOES NOT HAVE ACTIVE HRA SERVICE |

LinkHistory |

Figure 6-6: Link screen w/reason for ‘no’ link

After linking, the Link button on the Service Screen toggles to Unlink, allowing you to break the mutual
connection between the clients. The |Link History| button on the Service screen brings up a screen
documenting all the changes made in a client’s mutual situation.

A NOTES:

1) If the primary client is put on Hold or Discharged, the schedule automatically changes to MS. MS
signifies Mutual Secondary—and an order is automatically created for the secondary client.

2) If the primary client is returned from discharge, the schedule reverts back to MB for Mutual Both and
the schedule is reinstated and a new order is created. (The same process occurs if a secondary client is
discharged and returned from discharge.

3) When the Primary Client is discharged or put on hold, the Weekly special code record
(\Vac/Sick/Hol/Per) is moved to the Secondary client.

4) Also note that a change in mutual status is a criterion for a new timeslip. The Manual Batch process will
place schedules with changes in mutual status in separate timeslips.

6.4 Order Entry Changes for Mutual Cases

a) For Mutual cases, you may allow the effective date of a changed order to be the effective date of the
previous order. This allows you to overlay one order with another, in effect deleting the original order.

b) When the Primary Client is put on Hold or Discharged, the Secondary client’s effective date will
become the original order’s effective date.

6.5 To handle cluster situations

After creating a service for a client, if necessary, you can specify that service as being part of cluster
situation. Cluster Care clients can be Duty Free—and both Cluster and Duty free indicators are displayed.
Santrax calls for Cluster cases with 2 shifts for the same attendant/client pair—are applied to both shifts
with one call in and one call out; however, the shifts must be consecutive.
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Schedules for cluster clients who reflect the Duty Free status function the same way as a regular client who
is duty free. a) The schedule’s duty free indicator will be set to yes for all cluster clients who are duty free.
b) The schedules for all cluster clients who are duty free are inspected and if the scheduled hours are
between 5 and 11 hours, an hour is added to the scheduled hours and the end time is adjusted.

Note: A change has been made to the HC Plus Santrax call processing to allow calls for split shift cluster
cases to use the non-cluster update logic if the employee is not working for any other client on that day

1. The Service Maintenance screen, Figure 6-2, contains a button labeled [Cluster Maint. Click it to
display a screen where you create, view, or change a cluster situation.

2. To create the cluster, click on the Cluster Case radio-button, then enter the cluster group number and
the effective date for participation in the group. When a cluster group number is changed without a
change in cluster status, the correct cluster group humber is displayed on the client maintenance screen
and on the client schedule report. The cluster group history is shown at the bottom of the screen and

may be changed using the Modify History] button.

Cluzter Maintenance

Cluster Maint Location: [EINN m

Client: HOHI HAL
Service: JHOHIL HAL

Cumenl Caze Type

" Mon:Chuster
" Eh.mlar Group #: [Tz =] Effective Date I 771,24
) Tredifiomy

— Histary

N = MNen-Clusier = Cluster

Cluster Cage - ﬂ _H ﬂ J J J
Eh:lalﬁmq:i:l[lltld ]IIE;I [o2 =] | =1 =1 | =1

History Date - 6134  &2393] 5009 | | |
Modify
History

3. After clicking the button, you will be returned to the Service Maintenance screen. Exiting from
there to the Client Maintenance screen, you will notice a red Cluster in the service row—indicating
this client service is part of a cluster situation.

Figure 6-7: Cluster Maintenance/History screen

| Service Name Cat Clsf Coord Start End Contract DF DFEf  Sotr=Eff ~ Tvpe Eff ¥MS Entry
HOMI, HAL A Has | Ha [ 41421 [ 7y2/04 oo00414 [ 7iaio4 | gjzei04 | Cluster | 7/10/04 [44r434

6.5.1 To link cluster cases

Once you’ve established clients as cluster cases, you may group these clients, that is, link them by pressing
[Link Jon the bottom of the Client Maintenance screen. The Figure 6-6: Link screen appears. Click on the
Cluster radio button to establish a link between two cluster cases.

6.6 To handle Task Based Assignments (TBA)

A TBA (task based assignment) case is the situation where attendants are assigned to clients based on the
types of tasks required by the clients. A task-based client can be linked to one other task-based client in the
SHARP system. The attendant who, on a given day, services two task-based clients who are linked will be
paid at a higher hourly rate for the day. If the attendant services task based clients who do not have any
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link to other task based clients, the rate of pay will be the same as for a regular client. Note that TBA
clients cannot be assigned to a cluster.

To enter a TBA client:

1. When you enter a new service for a client, check off the TBA checkbox on the Service screen (Figure
6-1) and enter a TBA effective date. A client may not be set to TBA if the client is currently a Cluster
or Mutual client.

Client: TIBA, ADI

i i Delete Edit Print | Cancel | Save'Exit
ervice amienance
Service ID Service Description Loc Status Start Date End Date Dischrg Rsn
| 1015905 | | TIBA, ADI || 001 | Lrctive j 711904 j
Contract Fiscal ID Category Live In ? Equiv
Contract | 0000414 414 FAMILY HOME CARE -] | r
_[ additional Service Info |
Switch To:
Eff. Date Linked Client Approval Type Home Attendant - ruth Hict
ul istory
I” Duty Free Authorization Type [Daily || —
¥ TBA Cluster Maink
Dischatge
I cluster Default Classif J T ——
I~ Mutual Referral d =
Billing &

[~ Adv Directive HRA Auth #: Insurance
Cert. Eff. Date Last Care Plan Electrical Emerg Link.
Cert. Exp Date Bldg. Access Link Histary

[ Uze Santrax Pay Source J

Case Worker Name
[ Suppress T 5 Printing Case Worker Phone
Work Code j Shift Code
YNS
MRN & Ref File #
Team # Health Area Coverage Cd d

2. Usethe button to select the client who is to be serviced together with this client. This newly
linked client must be TBA and cannot already be linked to another client. Discharged clients also
cannot be linked.
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Client: TIBA, ADI Service Last Modified On 07/19/04 04:40:11 PM By ADMIN

Service NWaintenance Delete Print | Cancel | Exit |

Service ID Service Description Loc Status Start Date End Date Dischrg Rsn

| 101909 | | TIEA, ADI || 0ot | Active 719/04
Contract Fiscal ID Category Live In ? Equiy
Contract | 0000414 414 FAMILY HOME CARE | 101908 | HAS r 0
Additional Service Info §
Switch To:
Eff. Date Linked Client Approval Type Home Attendant auth Hist
uth History
I" Duty Free Authorization Type |Daily I—
¥ TBA 7/19/04 | TIEA, DIDOI |Gty e |
Discharge
I Cluster Default Classif P ——
[ Mutual Referral =
Billing &

[ Adv Directive HRA Auth #: Insurance
Cert. Eff. Date Last Care Plan Electrical Emerg Unlirk
Cert. Exp Date Bldg. Access Lirk Hiskary

[# Use Santrax ~ &/5/04 Pay Source

Case Worker Name
[¥ Suppress T 5 Printing Case Worker Phone
Work Code Shift Code
¥NS
MRN # Ref File #
Team & Health Area Coverage Cd

3. When linked, the Service screen will display the current TBA effective date and TBA linked client.

4. If aclient who is linked to another client in discharged, there is a vendor option in SHARP to
determine if the TBA link should be removed. If the vendor option for breaking TBA linkage is set to
yes, then the two linked clients will be unlinked from each other (but still remain TBA clients).

6.7 View a client’s link history

Press the [Link history]| button at the bottom of the Service screen to see the links (Mutual, TBA, or Cluster)
that had been established or broken for this client. The following screen appears:

Client Linked History

Location: m
Client: [EEEEER] ABEL, 5AN

Linked To kA ABEL Az Mutual Secondary  On 1/16/01
Unlinked From kAR ABEL Az Mutual Secondary  On 1/16/01
Linked To kar ABEL Az Cluster On 1416401

Figure 6-8: Client Link History screen
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For the purpose of assigning special codes to handle [EZZZBR2 |[BEREAVEMENT, CLIENTZ |
vacation, sick, or training days for employees, ‘dummy’
client records may be set up. IACLUSTR |[CLUSTER.C |
When an employee is on vacation, jury duty or sick leave, (111111 [JURY DUTY, A1 |
he/she is assigned for that day to one of these ‘dummy’
clients; and then, his/her pay for that day is properly taken |8211111 ”*”-'FW* puTY |
care of by HC PLUS. [£333333 |NO ENTFY. HOURS |
The services shown at the bottom of the Misc client screen |?????1 ||SII:K =T |
describes the “services’ (e.g. vacation) that are assigned to -
the dummy client. (777772 |[5ICK. A2 |
[777773 |[SICK. R2M |
[66EEET  |[TRAINING, R |
[66EEE2  |[TRAINING, R2 |
[BEEEES  |[TRAINING, R2M |
[388881  |[VACATION, R |
FAMILY HOMECARE (001) Client Last Modified On 9/23/02 11:57:43 AM By ADMIN
Client Maintenance add | Delete Eind | Print | Cancel | Exit |
Last Name [VACATION | First Name  [R1 | mnitial
Client No. [888831 | Lec[oot Social Sec. No. Status Activs
Dischrg Rsn _'|
_l Personal and Demographic Info i— Health Care Info i Qrder Info
| Schedule
Address 1|M/A Start Date End Date Must Cover Hald
Address 2 " " /A Discharge
City State Zip Coordinator Team Histary
. _ . [okes
Equipment Supervision [~
County, Borough District Requirements
Last Call Date Frequency E—
Birth Dat 5 M -
Rlarce e e:r: MediCare ID Yerify Mlurse isits
Marital Nationality Medical Record (MRN) Liagnosis
Telephone Numbers Health Insurance Claim # e e
#1 Ext. Type » 485 | 486
72 Ext. Type Doctor WEE A Emnergency
#3 Ext. Type BRE=E [ailing Address
Directions
Service Name Cat Clsf Coord  Start End Contract DF DFEf Sntrs Eff ~ Type Eff ¥NS Entrv# ﬁl
WACATION, R1 HAS a/14f02 0ooos11
WACATION, R1 HAS a/14/02 ooo0s14
WACATION, R1 HAS aj14f02 00o0s13
WACATION, R1 COFT 3/14/02 ooaoEiz ™ LI
Figure 6-9: Sample Miscellaneous Client Screen
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6.8.1 Special Codes on Service Screens

When you access the Service Maintenance screen (click on a service row on the Client Maintenance
screen) you can, by using the dropdown box on the Special Code Default field, select a default code for
the service. When paying an employee by special code, (see 8.18.4) the ‘reason code’ on the special codes
screen will default to the selected code after you choose a contract/service for miscellaneous clients. If a
default code had not been assigned for the service, the reason code will be blank.

Client: YACATION, R1 Service Last Modified On 07/08/02 04:27:33 PM By ADMIN

Service Maintenance Delete | Edit | Print | Cancel | SavelExit |
Service ID Service Description Loc Status Start Date End Date Dischrg Rsn
| 100654 | | YACATION, R1 || oot | Active j 7ja/0z j
Contrackt Fiscal ID: Category Live In? Equiv
Contract [ 0000414 414 FAMILY HOME CARE B IEEEE r 0
[ additional Service Info }
Switch To:
Eff. Date Linked Client Approval Type vac/HaolfSic ete. - R
Auth Hiskar
I" Duty Free Authorization Type - — .y
I TBA Cluster Maink
Special Code Default Yacation j —_—
™ Clust Discharge
luzEzs Default Classif HA d Y
Guarantar
= Mutual Referral | d
Eilling &
™ Adv Directive HRA Auth #: Insurance
Cert. Eff. Date Last Care Plan Electrical Emerg Link
Cert. Exp Date Bldg. Access Link Histaty:
[~ Use Santrax Pay Source j
Case Worker Name
[¢ Suppress T 5 Printing Case Worker Phone
Work Code d Shift Code
¥NS
MRN # Ref File &
Team # Health Area Coverage Cd j

Figure 6-10: Special Codes on Service Screen
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Chapter 7 Employee Maintenance

The Employee Maintenance screen allows you to enter new employees or modify the records of existing
employees. It includes defining employee skills, availability, and training. It also enables you to assign
employees to clients and to set up work schedules.

7.1 Find an employee

1. Click on the |Emp|oyee Maintenance| button in the Main Menu (Figure 1-1). The Find Employees
screen opens. Enter your search parameters and click to retrieve the names of the
employee(s). When you check then the list will also include employees whose status is
other than active, namely T (terminated), N (not active), or some other status such as X (not to be
rehired).

B Find Employees M=l E3
Enter one or more values to search on:
< | *
Social Secunty Humber: I Find Employees n |

Employee Last HName: |RAM
Employee First Hame: Clear |
Employee Humber: Show All ? [
5 — MHew Employee |
City:

Contract: =1

Emp Mo Hame Stat Loc Address City State Zip Code FPhone E~|
[E][e5m2z 454 |[RAM. KOR A [001] 2551 214TH ST HUEESN VILLAGE [NV | [11427-2454 | [i715) 464-6464| [
__|[f6357 340 |[RAMIREZ. CH T [001][460E 15T BELYM Wy | [11226-6340 ] [[715) 540-9940]
__|[F5046337 |[RAMIREZ. CR T [001|[sam a6 ot w/D0DSIDE v | W'm;
| |[E5118457 |[RAMIREZ ELT A [001] [0 LAMONT &WE. |[ECMRDRST v | (a7 457 |[716) 570457 ||
JWEAMKUM BN T ﬁ [FoEOx NEW YORK N E 10163 437 mj
__|[f6314526  |[RAMLOG, P A [001] [EACIRCLE OR ELMONT Wy ] [11003-2326 | [[516] 326-7326)
__|[Fom7s0s |[RAMNAR KAM A [001|[1042 BBTH éwE RICHMOND HILL [N | [11416-2805 [[718) 5051805 0
__|[55053848 J[RAMNARL CHANDI | T [T05 95STREET |[0Z0NE PARE, | [11417-1845|[I718) 848-3848|E
__|[5023738 JRemMNAR MA | T [[11 133THST |[SO0TH OZ0NE PARI[NY | [11420- 738 ] [(7181 738-3738] |
__|[F0005523 " J[ReMNAL L LEI |T [[05 UNIONHALLST.  |[AMAICK |[Wv ] 114352523 | [ir1el 5236523 |
__|[76334341 |[RaMOS, MAR |c [21 SPRING 5T |[HE* YORK J[Wv ] [10mz- 941 [i212) 9410941 | [
__[[Fooan277 |[RAMPER — DED " | T [001][5C EUCLID AVE |[BKLYN |[Wv ] (112083277 |[irie) erea2er | [
__|[fU025454 |[ReMPRAS REM T | T [ 1855T | R |[r ] [114231454 | [(5) 454-4454[:
« | o[

Figure 7-1: The Find Employees screen.
7.2 Edit employee data

When you click on the button to the left of an employee name, an existing record appears (see Figure 7-2).
Users who do not have appropriate permissions cannot change the employee’s SSN, Last Name, First
Name, and Middle Initial; however, if you do have an appropriate security level, you may change employee
data by first clicking on the button on the Employee Maintenance screen and them modifying the
fields.

7.3 Add anew employee

1. Click the button on Figure 7-1. A blank screen similar to that below appears. Proceed
to fill in the employee information, including a six-digit employee number. Instead of manually
entering the number, HC PLUS can automatically assign Employee IDs. If you would like to have this
option activated, please contact Client Services.

2. Complete the Employee form below.

Employee Maintenance 7-86 Rev 11.5



HC Plus User Manual

FAMILY HOMECARE (001) Employee Last Modified On 7720/04 11:01:30 AM By ADMIN

Emp]oyee Maintenance Add | Delete Find | Print | Cancel | Exit |
Last Name [CEBALLAS | First Name [M&RI | Initial =z Title 1R
Emp # FE2420 Emp S5# (114-74-1755 Status ACTIVE Loc |O01
_|Personal and Demographic |
Address 1 |5 OLLEGE. Birth Date 6/19/1934 o
Availability
Address 2 T =
EDISON M3 05317- Schedule
- = Race
City State 2ip p
Maiden Name MARGAROTA Skills
Borough i
Exclusions
—| work Related Information | :
Hiskory
| Telephone Numbers | Hire Date Term Date Rehire Date
Maotes
#1 (732)2458-1234  Ext. Type HOME 3zi03 =
- - Partall Info
w2 Ext. Type First Day Worked  Last Raise Date
#3 Ext. Type &/19/90 5/8/03 Status Change
Classification  [HA Supervisor? [ Contracts
[n Case Of Emergency Contact DALGHTER Coordinator 41412 Team 001 Compliance
Emergency Telephone Number (305) 123-9098 Transpt BUS&TRAIN Training
Diskrict 10023 Pickup: |- Supervisory
Mailing Address

Field

Figure 7-2: Employee Maintenance screen.

Description

EMPLOYEE
BASIC
INFORMATION

Name and Title
Emp #

Emp SSN#
Status

Location

PERSONAL AND
DEMOGRAPHIC

Name, address,
borough, city,
state

Phone Numbers

Emergency Info

Birth Date

Sex

Employee Maintenance

Enter the employee’s name and title.

If your agency uses employee numbers for ID purposes, enter one for the new
employee. The field accommodates up to six characters.

Social Security number

This field records the employee’s standing with your agency. The employee may be
active; eligible for re-hiring; temporarily unavailable due to classes; or may have

been terminated. Use the [Status Change| button to terminate, enter a Leave of

Absence, or to alter in any way an employee’s status. See section 7.5.8, page 7-101

Choose the location code that identifies your agency’s area of coverage.

Enter the employee’s address.

Use the checkbox, if appropriate, to indicate the employee is a supervisor.

Enter contact telephone numbers for the employee.

Enter the person to contact in case of an emergency along with the appropriate
telephone number,

Enter the employee’s date of birth. Enter a 4-digit year.

Enter the employee’s gender
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Description

Race
Maiden Name

WORK
RELATED
INFORMATION

Hire Date

Term Date
ReHire Date
First day worked
Last raise date

Classf

Supervisor?
Coordinator

Team

Transpt

District
Pickup

For Race categories, use the dropdown.

Enter the employee’s maiden name if appropriate.

Enter the date the employee is to be hired cannot be more than 30 days. (HC Plus
does not create an “active’ entry in the Sharp History when an employee or client is
added.)

Date employee was terminated. This is a protected field. See section 7.5.8.

If the employee has been inactive or terminated and re-hired, the ReHire date
appears in this protected field.

This date is automatically populated with the first verified workday in the
employee’s first payroll. This indicator will remain until manually removed.

Enter the date when the employee was last given an increase in salary.

Classification is a drop-down used to categorize your employees. Employee types
include HHA (Home Health Aide), HM (Home Maker), and PCA (Personal Care
Assistant).

Check this field when the employee is a supervisor.
The drop-down box shows the names of Coordinators who are in your system.

Select or establish a Team in the same manner as Districts, Counties and
Coordinators. A Team is any grouping of Employees within your agency. The table
itself is accessed by System Functions =» Codes Maintenance =» Coordinator Team
Codes.

Transportation. Use the drop-down to record the employee’s means for traveling to
scheduled visits.

Transpt:
Distret:

Su

SUBWAY

Code of District in which the employee will be working.

This field indicates whether the employee personally picks up his check. If so,
Sharp is informed. This indicator will remain until it is manually removed.

3. Once the employee form is completed, click on the button to save its contents.

4. The Contracts Assignment immediately screen appears. Fill in the appropirate contract(s) and press
. Follwing your saving of the contract data, the Employee Payroll Information screen (Figure
7-14) appears. Fill in pay information and then press .

7.3.1 Enter Contract Assignments

After saving a new employee record, the contract assignment screen appears (for Multi-Contact agencies)
and you are requested to select the contract under which the employee will be working. When you exit and
save, the completed Employee screen displays the selected contract(s). Check a default contract when
more than one contract exists. See section 7.5.9 for details. Note that the Contract Assignment screen does
not appear when adding a new employee for a single contract agency.

Employee Maintenance
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Cuntract Assignment m r

Employee: 752420 |cEBSLLAS. MaR |
Contracts: [ ;l
401 FAMILY H.C.5. V.M.H. 40 -
416 FAMILY H.C.5. DFTA 415
419 FHCS DFTA 2HZ 413 —
dor Vend
. 441 FHCS DFTA EH4 PRI el
tatus 4473 FHCS DFTA GH3 4473 umber Stant Date End Date Last TS Date
445 FHCS DFTA BHE 445
ACTIVE | 442 Fariily H 0.5 CHC CMC 147 414] [ 72420 | [ 3711/02 ] | | [ 3/26/04 | Change Statusl
551 FAMILY HCS DFTA 5H3 B51
ACTIVE | coc iy HOME CARE o F5E| | 762420 || 6/28/04 | | I | Change Statusl
811 CARE AT HOME WNS 11
812 CARE AT HOME PvT g12
813 CARE AT HME GUILDMET 713
B14 CARE AT HME WNS AIDS 14
#4006 FAMILY HCS CHC WNS 405 .
408 FAMILY H.C.5. CHC 408 -

Figure 7-3: Contract Assignment screen
7.3.2 Enter New Employee Payroll information

After recording the contract for the employee, the payroll screen is displayed. See section 7.5.7 for details.
You must enter the State and Federal marital status and City Tax 1 before exiting.

Note: After entering your payroll data, you will be requested to enter availability information for the
employee.

7.4 Returning Employees

HC Plus allows you to return an employee from History, if applicable. That is to say, you may use his/her
past record of employment in your agency.

1. When an employee is added into HC Plus, the social security number, and HC Plus ID is
compared to the history table for a possible match. If a record is found, the employees on history
who matched, is displayed. You then have an option to select an employee from the list and return
him/her from history.

2. If the employee # entered in HC Plus is different than the one that was used in the past, the HC
Plus employee # will be replaced by the ‘old” employee #.

Returning an employee from history updates the HC Plus history table's status for that employee. The
Employee Contract assignment screen displays entries for vendors where the employee has a history and
has the option of returning employee from history. The employee export to Sharp will send additional
information to Sharp (date returned & status code) to trigger the return from history. Note that this ‘return’
feature must be activated on an individual Agency basis.
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7.5 Functions of the Employee Maintenance Screen

The employee screen allows registering of special information about an
employee through the use of the function buttons that are displayed on the right
side of the screen.

7.5.1 Availability

For a new employee, this button opens the window below; allowing you to
define the hours and days an employee is available for assignments. Enter the
effective date of employment and any comment that you wish.

E Employee Availability Header

Employee Availability m

Effective Date: I 141400

il wirk al the time ﬂ

|

Notes:

Please Enter above Information To Define Awvailability

When you exit this window, the layout below appears.

E2 Employee Availability

Employee Availability  avail Th: [EEEIE
3 Weeks: [l 151155552 [SMITH, GEORGE M.

(A0 1/12/700 ~ 1957 MAIN STREET

BROOKLYM, NY 15154-5{(718] 554-5454
SUN TUE WED THU

e Jf 3¢

HC Plus User Manual

Availability
Schedule
Skl
Exclusions
History
hotes
Payroll Info
Statys Change
Conkracts
Complance

Training

Madlirg Address

FRI

Awvailability Comment

Figure 7-4: Initial Employee Availability screen.

1. Double-click in any of the cells (for example, Saturday) to define the employee’s available hours for

that day.

@l D ¥

Saturday |
Start Time: I 2:00 AM End Time: I 5:00 P

M suN ¥ MON M TUE

Hours: 9. DDl

T THU [ FRI

MNotes:

" Preferred
¥ Available
™ Unavailable

Employee Maintenance 7-90
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Figure 7-5: Defining availability for each day.
e Remember to enter a 2-digit hour value for Start Time and End Time.
e Enter AM or PM.
e The total “Hours” field will be calculated by the system.

e Check “Preferred,” “Available” or “Unavailable” as appropriate. If an employee is
unavailable, that status will appear in the time/cells of the employee’s schedule
calendar.

e Enter any Notes in the free-text field.

Note the checkboxes for other days in the week. These comprise a work-saving
feature of the system. If the specifics of the employee’s availability on a given day
are the same for other days, clicking the checkboxes for those days will copy this
information to the availability screen.

2. When availability data is saved, the grid reappears with the appropriate cells populated. If you wish to
copy this availability to a second week, click on the red arrow to the right of “Week 1’ and you will be
prompted to copy the availability one week forward.

B3 Employee Availability !Ii[ E

Employee Availability  avail Thiu m m

it Weeks: “ 151-15-6552 |SMITH, GEORGE M.

Effective: IR 1957 MAIN STREET Week 1 | @D

BROOKLYM, NY' 15154-5{(718] 554-5454

FRI

.00 Hours 3.00 Hours 9.00 Hours 3.00 Hours 200 Hours

Awailable Al able Awailable Aunailable Awailable

Awailability Comment

Figure 7-6: Employee Availability screen with times filled in.

.
When you use the E door to leave the above

screen, the window to the right appears Copy Availability
prompting whether you wish to copy the new
employee’s current availability status to future

weeks. From Date: [ 1/12/02
Thru Date: I 118/02

Current Availability Copied Thru: 1.-"11.-"D2|

Please Enter abowve Information To Copy Availability

7.5.2 Employee Schedule

The [Schedulg| button on the Employee screen opens a display of the employee’s assigned clients and
hours—as shown in Figure 8-25. Employee schedules (covered in Chapter 8) may be established and
forecasted for an indefinite period into the future.
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FAMILY HOMECARE {001) Coord: 41412 NELLS, MARGARET  District: 10023

Employee Schedule For: EEEIN IR
BOLLEGE.
EDISON, NJ_ 0561 7- [732) 2451234

Weekly

40.00
000

| Sat 6/12 [H] I Sun 6/13 I Mon 6/14 | Tue 6/15 | Wed 6/16 | Thu 6/17 I Fri 6/18

G004 200F [G00] | 200F- G0OP [300] | S:004- 200F [500] | :004- 200F [S.00] | 004 - 200P [5.00] | 9004 200F [5.00]

HAS 414 P JHAS 555 P HAS 414 PHAS 414 PIHAS 414 P HAS 414 P

TERSOM, ALES G P|TERSOM ALEXG P |TERSOM ALEXG P |TERSOM ALEXG P TERSOM ALEXG P |TERSOM ALEXG P
# # # * # *

200F- B:00F [3.00] Z00F- B0OF [3.00] | 200F- G00F [300] | 200F. S00F [3.00]

HAS G55 P HAS G55 P JHAS 555 P |HAS 556 P
TERSOM, ALERG P TERSOM, ALES G P|TERSOM, ALEXG P |TERSOM ALEXG P
" * " *

General Avail

Compliance

Yac/SickfHol/Per.

Skills Employee Maint
Exclusions Motes Show Codes

Hiatug

| Pref Avail |

VYerfication

Select Location

7.5.3 Employee Skills

The button opens the Employee SKills screen that allows definition of an employee’s training and
experience. This field can also include physical restrictions on an employee’s duties, as well as work
environment preferences. Skills, restrictions, and preferences include additional languages spoken by the
caregiver; allergies, including intolerance to smoke; Pet restrictions; Lifting restrictions, or notation of capacity

for heavy lifting.

Skills can be added, modified or deleted via Main Menu =» Special Functions =» Codes Maintenance =» Skill
Codes

Employee Skills

Employee: [EEXRES ACOSTA, ILUMINADA
siits: |G|

Primary Language?

Description

EDUCATION

[ [[ENGLISH
[RUSSIAN
[SPANISH

v

i

=l

Figure 7-7: The Employee Skills screen.

1. Use the Skills drop-down menu to add a skill to the employee’s record. Note that some agencies also
use the skills feature to specify restrictions on environments in which the employee can work.

2. Toremove a skill, place your cursor on the skill row and press Delete on your keyboard.
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7.5.4 Employee/Client Exclusions

The button will display a screen where you can register clients (and contracts) with whom this
employee cannot work. The screen displays two tabs: ‘Excluded Clients” which lists clients the employee
will not work with and ‘Excluded Contracts’ which list contracts the employee will not work for.

Excluded Chients and Contracts

Employee g SMITH, SAMNDRA m

Excluded Clisnt | Excluded Contracts |

—Excluded Clients r Exclusion Detail

Client [Level Client# Client Name

Exclusion level

-

Exclusion Reason

Mew | Modify | Save | Zancel | Delete |

1. Press , and key in a client’s name in the following screen.

Add Excluded Client

Enter Hame or number and press Enter :

ZA0

Name Client #  Address
J[zADIEOW, JEAN |[z5593s ] [evswasT#ID | [EROOELYH  |[wry

2. Press the button to the right of the client’s name; that client will henceforth be excluded from being
visited by this employee. You may also type in a reason for the exclusion.
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Excluded Clients and Contracts
Employee Fe2420 CEBALLAS, MARI m

Excluded Client I

— Excluded Clients ~Exclusion Detail

Client Level Client# Client Mame
|555935 [zADTROW, JEAN
Exclusion level
IPrevent - I

Exclusion Reason

| -

=l

[t | [adify: | Save | Cancel | Delete

Figure 7-8 Employee/Client Exclusions
7.5.5 Employee Sharp History & Employee History

On the ‘SHARP History’ screen you may update the termination history of an employee to correct errors.
The screen reflects the data SHARP uses for the employee’s status history. (The ability to view and modify
information on the *SHARP History’ screen is controlled by the security item ‘Sharp Employee Status
History” which is located in the ‘Employee’ category under security maintenance.)

The ‘Employee History’ function, however, provides an audit trail of the employee’s work history; and
changes made via the SHARP History will not alter information on this screen.
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7.55.1 Sharp History

When you click the button, the SHARP Status History screen appears listing the dates changes
have been made to the employee’s status. If you change the rehire date, you are asked to confirm the
change. The updated rehire date is now displayed on the Employee Maintenance screen.

Employee: CARMEN ABREU

Employee SHARP Status History m

Contracts: |[EELLNISEF -

Date: Status:
I 12/12/94 ITEHMINATED | ﬂ
| 1143401 |REHIRE 3|
I [ 51|
I HC Open
; Update Employes Rehire Date to 11/3/01 7
No |
I_
| | =1
| I =1
I | =] ﬂ
| | 1|

HC Open History

Figure 7-9 Employee Sharp Status History
75.5.2 Employee History

When you click the [HC Plus History| button on the bottom of the Sharp Status History window, another
window appears listing all the changes that have been made to the employee’s status (audit trail) with the

reasons for the change.

Note: You are notified when attempting to make a change causing an inconsistency between a current HC
Plus client/employee status and his/her Sharp History status. A discrepancy error message displays
advising you to examine the data and correct if necessary.

Employee: MILA ROS5

Employee History

Dale:l 1/16/2001 Slalus:l LO& Reason: |MNeeds a rest ﬁ|
Madified 1416401 £:18:13 PM by ADMIN

Dale:l 4/271997 Slalus:l ACTIVE Reason:

Modified by

Dale:l 1041941996 S lalus:l MNOT ACTIVE Reason:

Modified by

Figure 7-10 Employee History
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7.5.6 Employee Notes

This button opens a screen displaying all notes that have already been recorded for the current employee.
The name and address information cannot be altered.

Employee Notes

Employee Notes m
|Sait By|

Employee: [IiLred] |ABREU. VICENTA A
& Mote Date 75 BARUCH DR #4B
" Note Type NEW YORK, NY 10002- | [212) 529-5207

SEEES] o e I Enteed Dote/Time
Type
Notes User Entered
Show up an time and in regulation dress. 1A1E/01 2:38:49 PM
SHARP EMPLOYEE MOTE
ADHIN
Keep the faith 1/16/01 2:38:34 PM
== | SHARP EMPLOYEE MOTE
ADMIN

Figure 7-11 Employee Notes Summary screen

Below the address field is the drop down box Note Type. You can use it to select the type of note to be

Mote Type || ;I
BILLING CODE
COUMSELIMG COUM
PAY OMLY PAYO
FERFORMAMCE FERF
REFEREMCE REF
IMEMPLOYMEMNT IIMER
WORKERS COMP Wil

Figure 7-12 Note Types

The three-asterisk button to the left of the list of entries brings up a particular note to view/edit. For an

existing note: use the [+] button to append a message to the current note. The button displays the old
note with the addition and includes a date stamp indicating who made the change to the note.

The button brings up a blank note screen whose Note Type field and text areas are ready to be filled in.

Motes Detail

Emplovee Notes Entered Date:
Py mf+|S|D

Modified Date: |1D£2?£D1 10:25:22 AM Note Type |SHAF!F' EMPLOYEE MOTE |

NOTES: |NEW PHOME
B Hotes Append

Motes:

Add an extra line.

o o

Figure 7-13 Employee Notes screen with append feature

Clicking the J button at the top of the screen will print a notes report that looks similar to what is
shown on the screen.
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7.5.7 Employee Payroll & Tax Information

The [Payroll Info| button opens a screen that contains employee payroll and tax information. A drop down
box (Current Contract) on the Employee Payroll Info form allows you to enter payroll information for
different Contracts. The [Contract Specific| screen then displays the employee ID number specific to each
contract assignment. The |Direct Degosiﬂ information screen also has a drop down contract selection box
for viewing direct deposit information.

Employee Payroll Info Print | Cancel | Exit |
Last Name [CEBALLAS | First Name|M~RI Initial 2
Emp # FE2420 Emp S55# [114-74-1765 Status (ACTIVE
— | Ppayroll Contract Selection |
Current Conkrack 414 FAMILY HOME CARE ;I 00o0414 .
Conkract Specific
| General Information | Deductions
Federal Exemptions 0 Skake Tax[NEW YORE Ciky Tax 1 [MEW YORE CITY . |- Direct Depaosit
Federal — State Exemptions ] Ciby Ta 2 Pay fdjust
Matital Status |:|nge State 7
Marital Skatus @
—| Sharp-Specific Information }
Union Init Balance 40,00 Temp Rate Code 0 Weekend Pay?
Ins Cow Insur Marr  SINGLE Owvertide Ins, Elig.? [~ FICA.? [

Figure 7-14 Employee Payroll Information

Field Description

GENERAL

INFORMATION

Federal Exemptions | Enter the number of federal tax exemptions (0-30 or 99). Required field.
Federal Marital Enter married or single for Federal tax purposes. Required field.

status

State Tax Use the dropdown to select the state. Required field.

State Exempt Enter the number of exemptions. Required field.

State Marital status | Enter married or single. Required field.

City Tax 1 Use dropdown for city tax entry. (NOTE: City Tax 1 is a required field.)
City Tax 2 Use dropdown for city tax entry
EIC Click to indicate Yes if the worker is eligible for and can claim the Earned Income

Tax Credit (EITC). The credit reduces the amount of tax an individual owes, and
may be returned in the form of a refund.

SHARP-SPECIFIC
INFORMATION
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Description

Union Init Balance

Ins Cov

Temporary Rate
code

Ins Marr

Override Ins. Elg?

Weekend pay
FICA
Pay Adjust

Employee Maintenance

Enter amount of union initiation fee.

Use the drop-down for the type of insurance coverage—Family or individual.

| f applicable, a dropdown for a 0-9-rate code can be assigned for tax w ithheld
where zero is the default value.

In Group Maintenance, a security option Temp Rate Change is present in the
Available Objects for Selected Category within the ‘Employee’ Available
Categories option in order to allow access to updating this field

This option works in conjunction with the ‘Payroll Information’ security
permissions:

If a Security Group allows Access and Update rights assigned in ‘Payroll
Information’, then the Temp Rate Change security option will have Allow Access
and Update rights automatically enabled. However, if the Security Group has only
Allow Access enabled in ‘Payroll Information’, then the Temp Rate Change will
only have the Allow Access right enabled.

In that case, the Allow Update (in the Employee Available category) will have to
be set manually to allow updating the temp rate field on the payroll screen.

Use dropdown to record whether employee is single, married, divorced, legally
separated, or widowed.

Check when you want to override an employee’s eligibility for insurance
coverage.

Check if employee is paid at a different weekend rate. Defaults to yes.
Check if FICA is to be deducted.

If applicable, should you need to add additional dollars to the gross payroll or
subtract dollars from the gross payroll you can you this function.
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Click the [Contract Specific button to display the payroll data related to a contract. The contract Payroll

information screen displays employee contract accumulated totals for Paid Hours, Insurance Hours and
Accrued Vacation and Sick Hours. Employee totals are displayed on this screen when an employee is
assigned to multiple contracts.

Employee: HILC MARA

Payroll Info

Employee Totals:

Employee Maintenance

Insurance

Figure 7-15 Contract Specific Payroll Information

Hours:

Last Paid Paid  Vac Hrs Accrued Sick Hrs Accrued Sick Hrs
Contract Name Ven#t Start Date W/E Hours Ratel Hate2 Ratel Rate2 Used
INSTITUTE HLTH | sa0 | sszaves | | 0.00| ooo| oo 000  aoo]  oodf
Hire Rate Current Rate Insurance o¥ Oct Sep ul Jun
£.a9| s/28/98 739 741000 Hours: 0.00| 0.00| 0.00| 0.00| 0.00|
Last Paid Paid Yac Hrs Accrued Sick Hrs Accrued Sick Hrs
Contract Name ¥en # Start Date  W/E Hours Ratel Hate2 Ratel Rate2 Used
INSTITUTE CARE | sa5 | seemees | 1vmon | 7aeacy| 000|240 5000 1seo00] ool
Hire Rate Current Rate Inshanee Hov Oct Sep Jul Jun
689] 5/za/98 7.69]  7s1.00] VT 131.00]  1s000]  243.00] 158.00| 0.00|
Last Paid Paid V¥ac Hrs Accrued Sick Hrs Accrued Sick Hrs
Contract Name Yen # Start Date 'W/E Hours Ratel Hate2 Ratel Rate2 Used
INSTITUTE H.C. | sa7 | sr2evee | | 0.00| ooo| oo oo  ooo] ool
Hire Rate Current Rate Insurance  MO¥ Oct Sep Jul Jun
£.89| 5/28.98] 7.39  7m1000] Hours: 0.00| 0.00| 0.00| o.00| 0.00|

Nov Oct Sep Au Jul Jun
131.00 15000 24900 m 15a00l  0.00)

Paid
Hours

7-99

Vac Hrs Accrued
Ratel Rate2

[ ooo] “2aoo] ool sooo] o] o

Sick Hrs Accrued Sick Hrs
Ratel

Rate2 Used
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7.5.7.2 Deductions

The deductions screen lists all the items for which an amount will be garnished from the employee’s pay.

Employee Payroll Deductions Edit | Erint | Cancel |5a\"EfEEit |
Last Name [CEBALLAS | First Name [MARI Initial z
Emp # 762420 Emp 55# ([114-74-1765 Status |ACTIVE
Current Contract 414 FAMILY HOME CARE ;l 0000414

1 Ded 1 Garnish: Hl s | 5. ToAZ: 0004 -

2 Deduction 2: 0.00 % ;I b. Credit Union; 1.00 %;I

2. Union Dues: 5.00 7. Pal Act Mankhly: 0.00 % ;l

4 Tax Deffered Annuity 1! 0.00 8. Deduction 8: 0.00 % ;I

Gatnish Armount $0.00 Garnish Balance $0.00

Figure 7-16 Deductions Information

Fields Description

Deductions 1 Garnish | Enter amount of a first deduction.
Deductions 2 Enter amount for a second deduction.
Union dues Enter the Union dues amount.

Note: The system (on a contract level) can disable the copying of union dues from
one contract to another. Contact Customer Relations for further help.

Tax Deferred Annuity | Enter the tax deferred annuity value.

TDA/2 This deduction is agency defined. Some agencies refer to this deduction as TDA2,
while other agencies refer to it as Deduction # 5.

Credit Union Credit Union fee amount or percentage.

Pol Act Monthly This deduction is agency defined

Deduction 8 This deduction is agency defined.

Garnish Amount Total amount to be garnished from employee’s salary.

Garnish Balance Balance remaining after salary has been garnished.

7.5.7.3  Direct deposit information

The payroll screen above allows you to enter an employee’s direct deposit data. Click on the
button and the screen below appears. Fill in the necessary bank account information.
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The Pre-Note Waiver option is enabled when the ABA number is entered; and the Pre-Note date is automatically
copied from the default Contract to any other Contracts the employee may be assigned to in a Multi Vendor
Agency.

Employee: HILD MARA

Direct Deposit Info

[T B (NS TITUTE HOME - - 0000530

Account 1: |

Prenote Date: 4/14/00| ABA: TSR
Type: ISaving& 'I Accountit: |?92‘I 0BE36

Status: I 'I Amount: I § 0.00
Account 2: |
Prenote D ate: | ABA: I—
Type: I vI Accountit: |
Status: I 'I Amount: I $ 0.00

Figure 7-17 Employee Direct Deposit Information
7.5.7.4  Payroll Adjustments

Press on the Employee payroll information screen to enter adjustment amounts for an
employee working under contract.

I Payroll Adjustment r

Contract Name Yendor # Payroll Adj. Amount Payproll Ad. Type

| [NSTITUTE HLTH | [FE0 ] [ B | [AddtoGross ~]
[NSTITUTE CARE | [ ] [ $0.00 | [Add to Gross -]
[[NSTITUTE H.C. | [ $0.00 | [Add to Gross |

Ll

Figure 7-18 Payroll Adjustment screen
7.5.8 Employee Termination or status change

The button allows you to record any change in the employee’s position in your company
including his/her termination or quitting. Use the Status dropdown in the screen below to record the new
status and enter a note detailing the reasons for the change. For example, if the new status is LOA (leave of
absence) enter the reason such as maternity, illness etc. When you terminate an employee, a popup appears
asking you to confirm this action for the date. Following termination, the schedules for that employee will
be deleted for all days subsequent to the date of discharge. For example, terminating on 3/8 will go into
effect on 3/9—the 3/8 calendar cell will contain data but from 3/9 and forward the cells will be empty.

When a terminated employee has an unscheduled visit that is used to create a scheduled visit, the
employee’s overall status will be updated to active. This prevents a discrepancy showing the employee
active at the contract level but terminated on the employee maintenance screen: rather, the employee will
be active on both.
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An option is available for multi-vendor agencies so that, prior to the automatic termination of an employee,
HC PLUS will check whether the employee is inactive in all contracts.

Employee: CAR EN

I Employee Status Change

Status:lm E I Date:l 11413/M

Reason:
Rehired on a temp basiz

Prior Status Change

Date: 12/12/1934| Status: TERMINATED | Reason:
Modified 2/6/95 by

Figure 7-19 Employee Status Change

The employee’s most recent status change history appears at the bottom of the screen whenever an
employee status change is selected and the HC Plus employee interface to SHARP will pass only the latest
status code and date when more than one status change occurs on the same date. The termination of an
employee is not allowed if vacation/sick/holiday/misc transactions exist after the termination date.

@ You have the ability to remove the Rehire Date when the employee was incorrectly terminated.
Functionality will work as follows:

1. Select an active employee who was previously terminated incorrectly and has a date in the Rehire
Date field.

2. Select Status Change and change the employee’s status to the SAME active status they are
currently in.

3. Once selected, a system-generated message appears: Warning! Previous Status: Active. Do you
wish to clear out the Rehire Date? If yes is selected, the rehire date is removed from the Employee
Maintenance form. If you select no, then rehire date will remain on the Employee Maintenance
form. Note that a record is kept in HC PLUS history of any attempt to remove the rehire date.

X NOTE: You may enter a special code for terminated employees without having to do a
re-hire transaction. You may also inactivate an employee using a termination date before the date of a
special code. However, the termination-date cannot be earlier then the date of a verified visit. Also,
when using Copy Visit, Employees with a rehire status will be assigned to the permanent schedule.

e NOTE: Additionally, if an employee’s status is non-rehire-able as a safety factor, you
must first terminate that employee and then re-hire them.
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7.5.9 Assign Contracts to an Employee

To record the contracts the employee will be filling, press the button on the Employee Maintenance
screen; the screen below appears. NOTE: If employee is Non-re-hirable, you must terminate before you re-hire.

Contract Assignment

Employee: 74351 |se1 DER |
Contracts: |
Yendor Vendor
Status Default Contract Name Number EMPNO giot Date End Date Last TS Date
ACTIVE £ | HOMEHLTH [743519 ] [ 5/26/% ] | I | Change Status |
ACTIVE | HOME CARE [ 743519 | [ s/28/98 ] | | [ 12/ ] Qhange8tatus|
ACTIVE I [ NSTITUTE [Fa3515 ] [ 5728498 ] | | [ | Change Status |
-

Figure 7-20 Employee Contract Assignment Screen

1. Use the Contracts dropdown to select the contracts pertaining to this employee. The first contract the
employee is assigned to is the one the system will automatically default to. When adding additional
contracts make sure your designation is correct. And make sure to designate one of the contracts as Default,
i.e., the prime contract he/she will be servicing.

2. When necessary, use the

Change Status| button to I Employee Status Change

update the employee’s status
for individual vendors.

4

Status|EHMGE =1 Date] 11/13/01

Reason:
Fiehired on & temp basis

Prior Status Change

Date: 12121 334' Status:  TERMINATED | Reason:
Iodified 2/6/95 by
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7.5.10 Employee Compliance Record

The button displays a list of the non-compliant issues for the employee. See section 10.4.1.
Bring up to date, as necessary, any compliance row by changing its completion, expiration and result fields.

All Mon Compliant Codes For This Employee

|»

Empluyeel 743519 HILD MARA 35 WORTH AWE
Hiredl 5/26/98 | HA | (212) 740-0740 NEWY YORK MY |1nn4n—

= | Complete | Expires Comments | Fesults |
APPLICATION INSTITUTE H -
HEPATITISE COM/DECFORM  [NSTITUTEH DECLINE -
HERPATITISE-TRAINING IMNSTITUTE H -]
Mo [PPDCHEST xRy INSTITUTE H| 10/30/98 | 6/11/48 -
Mo [SUPERVISORY VISIT IMNSTITUTE H -]

Figure 7-21 Employee Non-Compliance records
7.5.11 Employee in Service/Training Records

This button on the Employee Maintenance screen opens a screen that displays any classes
attended and certificates earned by the employee. See Chapter 12 for more information on maintaining
your agency’s employee training database.

Employee Training

In Service | Training | Certification |

Clazs Descriptions Class DS Class Typef Attended/ Drop Date/ o

Topic Time Houwrs / Days Cert Issued Drop Beason  Cert Issued By

LN-SEHVIEE CLASS [[ 17z IN SERVICE ~ | rd [ | [ |

i|IN-SEF|VIEE [CONVERTED|[ Z:00aM] [ 3.00] 12423/99 vl

i|IN-SEF|VICE CLASS EE IN SERVICE - | Mo | [ |

”IN-SEHVIEE [CONVERTED|[ 3004M| [ 3.00] [ 12/29/99] | |

i|IN-SEF|VIEE CLASS [ 149 IN SERVICE - | A | [ |

![IN-SEH\-"IEE [CONVERTED|[ 300AM| [ 3.00] [ 12/29/99) | -] ;I
RE]

Figure 7-22: Employee Training & In-service information

When you click on the tab, you may add any certificates the employee holds, if this option is
set-up in System Functions. To delete a certification, remove the Class Date and the record is deleted.
You may click on the Attended/Cert Issued checkbox to indicate that the employee completed the required
In-Service program. Note: The HRA Certificate compliance dates are updated whenever you make
changes to the Training/In Service records.
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Employee Training

In Sewicel Training ~ Certificatian |

Clags Description/ Class Dt/ Class Type/ Attended/ Drop Date/

Topic Time Hours / Days Cert Issued Drop Reazon Cert Issued By
[SPEECH THER&PY [[ 1275/ CERTIFICATION < P | |

[DEMENTIA | | [ 400 [ 01/01.402] | -]

] B

Figure 7-23: Employee Certification information

InSevice | Training |

Employee Training (SMITH, JOYCE #851152)

@ You may enter the HRA

Class Description/ Attended! Diop Date/

Class Date/ Class Type/
Topic Time

Hours / Days

Certificate information from the

Ceit Issued Diop Reason  Cert Issued By

i WSEFVICE Bl TN SEFWICE < )
Comp“ance module. If your H’ALZHE\MEF\'S PATIENTSH SBDAM} = l -]
agency chooses to do that, then |[sErice [ o) N SERVICE < " | |
the Employee Training screen |[ezrenvER PR | [Ea0an] h [G0r] | —
|esErvice e [ [ |

appears without showing a
certification tab.

This option is accessed from
System Functions =
Scheduling Defaults =»
Compliance Tab =» “Enter Cert
through Compliance.”

|[MENDATGRY TOFICS & 07 200 F)

N GERVICE -]
[ 500 [oog

If checked, certification is entered directly through Employee

Compliance by entering a complete date for the in-service course. If it
is not set, than the Certification Tab appears on the Training screen.

7.5.12 Supervisory visits/Administrative Evaluation
The button brings up a screen to record visits of this employee that have been supervised.

Supervisory Yisits/Administrative Eval

Yizit Freq: |1'|

EI;

Yizit Date Time Type Supervizor Client Reszult Compl?
DI 5| = -1 F ¥
12423403 [E ] - -| & 7
1/30/03 E ] - -l ]& 7
1/28/02 E | = - = 7
07267101 5 | = - F ~
4501 [1zonam] [5 | - - ¥
1/301| [12004M] [E | - - rd
171300 [12008M] [E | - - v
2/5/99 [1zo0am| [E | - - [& ¥
#* 5 | - - =
|

Figure 7-24 Supervisor Visits/Administrative Evaluations

1. Enter the Date and Time of the supervised visit. The date may not refer to a future date. The Type
may be E for evaluation and S for supervisory. The Result field may only be A = administrative; P =
professional; C = competence; or blank. Click on the Compl check box if the visit was completed.
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7.5.13 Employee Mailing Address

By clicking on the button, you can display a screen in which you can enter an employee’s
mailing address when different that the address on his main record. This is the address to which all non-
payroll related material will be mailed. The address that appears on the Employee Maintenance screen is
the address to which all payroll related material will be mailed. (e.g. payroll checks, direct deposit stubs,
tax information, etc.)

Employee Mailing Address

Address 1: [Z9K

Address 2 [in care of. elc.]:l

Cily:INEW YORK. State: |NY |

Zip:|1 0040-0000 Boro: [MANHATTAN |

Figure 7-25 Employee Mailing Address

7.6 Employee Reports

A variety of employee reports may be created using the template below, including Employee Information
(Profile); Employee List; and Employee Schedule.

1. Press the [Reports| button on the Main menu, Figure 1-1. The Reports Menu appears. Press the
[Employee Reports| button.

FAMILY HOMECARE {001) Employee Reports

Employee Reports

[m

Report Type: ¥ Emp.Labels |~ Emp. Schedules:|”  Emp. Information (Profile): ||_

REPDRT ON: JINCLUDE | ss#: Teams: [
Employee: ;l Hotes:
Coordinator: = Page Break For Emp: [ Training: [
Team: B3| Last Date Scheduled: [ Skills: [
District ;l N Emp Phone Only: v Payroll Information: r
Contrackt [414 FAMILY HOME CARE | Client Addr / Phone: [ Rotation: I
e Felfane ;I Emergency Contact: r Header Page: r
rrmalfne | Active Only: r Terminated Only: r
Cluster: = Hire Date: v Status: ¥
Sort By Zip: r
EMPLOYEE SCHEDULE REPDRT: EMPLOYEE INFORMATION REPORT:
Start Date: 81104 Start Time:l 12:00 Abd Start Date: I [hmugh:l
End Date: | &/11/04 End Time:| 11:59PM Entered Date: I— fhmugh:l—
Terminated Date: I— [hmugh:l—
| | A & | e Status: [& -] Birth Month:|

Wednesday, August 11, 2004 HC Open I

Figure 7-26 Employee Reports Menu
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Select one of three checkboxes for the type of report you want. As seen above, clicking on an option
(e.g., Employee list) defines the options you have for producing the report.

In the REPORT ON section, you may limit the report scope to one or all employees, coordinators etc.

The INCLUDE section allows for the inclusion/exclusion of specific data by clicking or blanking any
of the active checkboxes. Note that if you check the Header Page box, the first page of the report will
display the options you chose for that report. The toggle button to the left of Empl Addr/Phone
allows you to include both address and phone information or only one of them.

Note that the Hammer icon allows you to save the options you prefer for the next report you may want
to generate.

After choosing your options, press the printer icon or the magnifying glass buttons to print or preview
the desired report.

Run Date: $11/04 12:3%:50 PM Employee List Contract: #14F AMILY HOME CARE
Hame ! Status 0D0OB EmpHo Address Phone #s DateHired First Day Wrk Clsf
MAUSINAL YUBOY ThS424 (F18)376-0718 062349 62399 HA
Autive 1102042
MNAET ASI0 appoigs (F182720-1728 oa400 2600 PCA
Aitive 07 e (01713 40-6640
‘DERSOM DO TG0 M TETE-1672 080302 803002 HA
HAutive IEE el

“DERSOM LISA TETITY (7184855427 0704 T4 HA
Autive 1209583 F182345-9118
OERS0M SLEZETTE 250555 (F18)771-0521 052200 BI2E00 HA
Rehine 020677 (3477296045 R 090101

ANDREWS NIT ThA22T7 (F18)265-1519 072006 111307 HA
Rehire 1122058 120887

AHD NOWA THEA30 F1a434-2402 110203 11710403 HA
HAutive 09AEM41

Figure 7-27 Employee List Report

* For those employees who have a Rehire status: an ‘R’ indicator displays to the left of the rehire date and
the original hire date appears above it.

Ernergency Cortact: HUSEAND

(143) 2345678

Employee Information {Profile) IC

Location: 001 29 Jul-04
Marme Emp Mo Clsf  Address Phore #s Ext  Type Eirth Date Hired/Term  Dist Sex
|_-G_USDN.MAR. 3 TGIG5E HA 489 E46THST (F18)951.7248 10181944 41003 hd
ALCTINVE BROOKLYN, MY 11234

Trnspotation: BUSSTRAN

Ernployee Skills: Desaiption Raing

EHGLISH

SPANISH

TURKISH

Date Tirne Supervisor Cliert Complete
Bdmin Bualumtion: 1604 E
Supervisony Visit: TEMG E‘
Aornin Evalmtion: paptic] bl
Bdmin Euwalumtion: 400 E
Ldmin Evalustion: A 12004 |
Admin Evaluation: B2 120048 5
Adrnin Evaluation: TA3m 120048 %]
Payroll Info: ——— Federal —— State —————— . City -———-

Marital Exempt. Marital Exempt. Tax Tax1 Tax 2 EIC  WE Pay
S 0 5 0 33 104 0 Ma Yes

Figure 7-28 Employee Profile Report (Payroll information selected)

The Payroll Information section of the report for Sharp and Pro-Health will always display the common
fields Federal and State Marital Status and Exemptions, State and City Tax Codes and EIC data. If the
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Scheduling Defaults Integration Type is Pro-Health or Combined then Pay, OT Rates and W4 Status will
also be displayed. If the Scheduling Defaults Integration Type is set to Sharp then W/E Pay will display.

The Employee Information Profile report includes excluded contract/s as well as excluded client/s.

Employee Work Schedule For Dates: 6119404  Thru 6/25/04
| ETKINS ,JOCE 765547 11170 STREET PUT 1STFLOOR
.
JAMAMICA HY, 11432- @18) 657-5588  (917) 559-3186
Cluster: 125
SAT SUH MON TUE WED THU ERI
WEEK ENDING 05-19 06-20 0621 06-22 06-23 06-24 06-25
Bi25104 an0am - 00w [E] gooam - gooamEloooam - w0 am(Elsooam - cooamlE] qoom - gooam(E] smam - w00l
ROSA WL [el ROSA WL ROSA Wil ROSA WIL ROSA WL ROSARIO, WiLMa J [B]
2400 2400 2400 2400 2400 24.00
Total Daily Hours 24.00 24.00 2400 2400 24.00 24.00
ETKIHS , JOCE H | Total Hours For Week Ending 6/25104: 14400 Hows |
Ernployee Skills: Description Rding
ENGLIEH
SPANISH
Client Information:
Hame Client ID Address Phone
ROSEL WL frgs=r 1328vE APT7I [718) SE7-5099
Ref#: BHLYM, N 11220 MRH
End Ermployee: ETKINS , JOCE Total Howrs: 14400 Hours

Figure 7-29 Employee Work Schedule Report

Note: Do not select Page Break Per Employee if printing more than one employee schedule. Page Break
option will only print ONE Employee schedule per page.

7.6.1 Employee Labels

You may also generate labels for employees based on criteria selected on the Employee Reports Menu
screen. All employee payroll checks, stubs and tax info will be mailed to the address stored in the
Employee Maintenance Page. All non-payroll matering will be mailed to the Mailing Address.

Note that the printing of employee labels is allowed only if security access is given to Employee Labels and

Employee Compliance.

WWing Larrasram
B5 Coney Island Avenue,
Broakyn, MY 11223

Janie  Par
130 109 Ave,
Czrone Park, MY 11419

Figure 7-30 Employee Labels

@ There are additional employee reports that can be accessed via the Reports menu. They are the
Employee Overtime hours report, the Employee Hours Worked report and the Employee Unavailability
report. See sections 13.12, 13.29 and 13.30.
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After entering work orders for a client, you can fill your open orders by scheduling an employee to service

the client.

8.1 Schedule Maintenance functions

When the [Schedule Maintenance button is clicked in the HC Plus Main Menu (Figure 1-1) the screen

below is displayed.

Clicking

Schedule Maint Menu

I Employee Schedule |

Find Open Orders |

Reports |

Copy Schedules |

Pending Motification |

Exit To Main Menu |

LClient Schedule

Figure 8-1 Schedule Maintenance Menu
8.2 View a Client’s Schedule

view, his/her schedule screen appears.

| first brings up the find client screen. After selecting a specific client to

£ NOTE: If a calendar cell is blank, you may have to create a new work order for that time period.

FAMILY HOMECARE {001)

Coord:

Client Schedule

[Sat6Az(H)

9004 - 200 [5.00]

anti

I Sun 6213

G004 - 200F [5.00]

101877 TERSON,

ALEX G

1210120-

BELYH, Ny

ntr. 0.00

I Mon 6/14 I Tue 6/15 I Wed 6/16 I Thu 6A17 | 6/18

9004 - Z00P [5.00]

nitr.

20004 Z00P [5.00]

2004 - Z00F [5.00]

ant|

D004 - 200 F [5.00]

Weekly
.00 F7.00

J.00
0.00

G004 - 200F [500]

[T12) EET7-B27E #

[FI2]B2T-BETE ¥

[FI2)BET-BETZ #

[TI12] BEZT-BET2 #

[TIZ] B27-6273 4

[FI2] B2T-6272 #

HA  HAS 44 PlHA Has 41 PlHA  Has 44 PlHA  Has 44 PlHa Has 44 PJHA  HAS 44 PHA  HAS 44 P
CEBALLAS, MARI Z P |CAMCELLED CEBALLAS, MARI 2 P |CEBALLAS, MARI 2 P |CEEALLAS, MARI 2 P |CEBALLAS MARI 2 P |CANCELLED

[T3z) 24m1234 B # [Pzl 24E-1234 & [732) 2481234 # [Taz)24E-1234 # [Faz) 2481234 # #
Z00F- EO0F [300] || 200F- &O0F [300] | 200F- S00F [300] | 200F- &00F [300] || 200F- &00F [300] | 200F- &00F [500] | &00F - S00F [200]
HA  Has 555 PHA HAas 556 PfHA  HAS 565 PfHa  Has 555 PfHa Hag 655 PJHA  HAS 6555 PJHa  HAS 555 P
CEBALLAS, MARI 2 P|CEBALLAS MARI 2 P |CANCELLED CEBALLAS,MARI Z P |CEBALLAS, MARI 2 P |CEBALLAS MARI 2 P |caNCELLED

(732 2451234 # [F32) 2481234 # # [732) 246-1234 # [Toz) 24E-1234 # [FaZ) 248-1234 # #
GO0F- FO0F [100] | G00F- TO0F [100] | &00F- 700F [100] | &00F- 700F [100] | G00F- F00F [100] | &00F- F00F [100] | &00F- 700F [1.00]
HA  OFT #5 PHA OFT 46 PfHs  OFT #6 PlHa  DFT 4 PlHa OFT 46 PfHA  OFT #6 PlHA  OFT 46 P
KOG, ITAI PkoG, mal P koG, Tal P koG, ITal P koG, mal P koG, mal P koG, ITal P

[FI2) BZT-BET2 #

S00F - 10.00 P [2.00]

S00F - W000F [2.00]

S00F - 100 P [2.00]

S00F - W00 P [2.00]

S00F - 10:00F [2.00]

S:00F - 10:00 P [2.00]

S00F - 1000 F [200]

HA  DFT #43 PHa OFT 443 PlHA  OFT 443 PlHA  DFT 443 PlHa OFT 443 PlHA  DFT 443 PlHA  OFT 443 P| |
Hotes Client Info Order Info Authonization History
Exclusions History Show Codes Perm Hew Order Hours Yac/Sick/Hol/Per.
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The above schedule represents a case where there are several service orders for the client. The ALL in the
dropdown box displays the schedules of all of these orders; however, if you select a specific service from
the dropdown, only the schedule for that service is displayed. In the example below, the schedule (in red)
signifies that an employee has not yet been assigned to fill the order.

FAMILY HOMECARE (001) Coord: ,

C"ent Schedule 101877  TERSOM, &LEx G = e
1210120- ‘ ﬂ ﬂ

Weekly

14.00
1400
0.00

| Sat 6/12 [H] | Sun 6/13 Mon 6/14

S00F - 1000 F [200] f 200F - 000F [2.00] f S00F - W0.00F [2.00]

S00F - W00F [200] § S00F - 1000F [200] § #00P-1000F [200] f S00F-10:00F [2.00] ﬁ

Ha  DOFT 443 P|HA  DOFT #3 P|Ha  DOFT 443 PHa  DOFT #3 P{HA  DFT #4 P|Ha  DOFT 443 PfHAa  DFT 43 P

Motes Client Info Order Info Authorization History
Exclusions History Show Codes Perm Mew Order Hours Vac/Sick/Hol/Per.

Figure 8-2 Client Schedule before Assigning Employees

Once, an employee is assigned, the entry appears in green with the employee’s name filled-in.

o

Weekly

00 1400
200 1400
nitr. i 0.00 nitr. ntr 3 0.00 1 000 000

| Sat 7210 | Sun 7411 | Mon 7712 | Tue 7113 | Wed 7/14 | Thu 7415 | Fn 7116
00 P - 00 P [2.00]

OFT 443 PfHa  DFT &3 PlHa  DOFT 43 PlHa  DFT #43 PlHA  ©OFT 43 P

FAMILY HOMECARE (001) Coord:

8.2.1 Schedule screen properties

The Scroll Forward/Backward icon d moves the calendar display by one-week
increments or decrements. To increment the WOS (week of service), click on the arrow to the right of the
box, to decrement, click on the arrow to the left. To jump to a desired WOS, without scrolling, key in the
desired date and press Enter on the keyboard.

The upper portion of the Calendar screen displays client information. The second portion displays both the
authorized hours (even for clients who were discharged or placed on hold), scheduled hours, and the
Santrax hours for the client. When applicable, it also displays the Prior Approval Expiration date (PA
Exp).
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The rest of the screen is a calendar-like arrangement of days and times. The WOS follows a normal seven-
day pattern, each day column possibly having several Day/Time cells. Each cell reflects a visit scheduled
for that day. The cells show: start and end times for visits; the P/T (Permanent or temporary) status; the
classification of the to-be assigned employee; and the contract ID.

Once an employee is assigned, each cell will display his’/her name and phone number. See section 8.4:
Assign an employee to a visit.

The Color of the text information indicates the status of the visit. Filled visits (an employee has been
assigned) are displayed in GREEN. Open (employee not yet assigned) visits are displayed in RED and
Canceled visits are displayed in BLUE. Verified visits are displayed in BLACK and visits Pending
notification are in PINK. A # sign appearing in a cell signifies that the data had been changed. When you
click on a “colored’ cell, the detail screen appropriate for that cell appears. For example, clicking on a
black-verified cell will display the Verification detail screen. Note: You may click on the binoculars icon
to access the client search screen.

BUTTON Feature

Requirements See client requirements, Figure 3-13.

Exclusions View those employees who may not work for this client. See Figure 3-14,

History Click to see the client’s Sharp Status History.

Notes See client notes, Figure 3-11.

Show Codes This button toggles between displaying the work/service and procedure codes—and
the default of displaying the name of the assigned employee.

Client Info See client information, Figure 2-4.

Order Info See the order information, Figure 3-1.

New Order Enter a new order, Figure 3-1.

Hours Display the scheduled hours as compared to the hours specified by the client order.

GILLS. STEPHANIE A

| week of Service: 4/7/00

Hours

Ordered: TN
Scheduled: JEFX]
[FIEG S 1200

Open: TN

Perm Displays the permanent schedule for this client. An OPEN visit appears in RED, a
SCHEDULED in GREEN, and a CANCELLED in BLUE. (See section 8.8)
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Displays the authorized hours for the client.

A ed Hours History

Authorized Hours History Location: [ m
(W18 101877 TERSON. ALEX G
g Emp Billable Hrs/
Cisf over 12?7 Dap SAT SUN MOM TUE WEDTHU FRI

Authonized Hewrs
Contract

Acc Banked Hrs :
PA Expiration Date -

Effective Date Service ID

[ 7/19/04|[E12 CARE AT HOME FWT_ [[B12 |[101906 [F ] M ]E2 L o d A o 3 o o
[ &/7/04| [4T4 FAMILY HOME CARE___|[#14 |[101877 N 3 O O | I I I
[ 6/7/04][F55 FAMILY HOME CARE GNS [[555 |[101878 N S O O | I I I
[ &/7/0d|[4T6 FAMILY HC S DFTA___ |[#16 |[101873 [P MFE7 0 I T 11
[ 6/7/04|[443 FHCS DFTA BH3 7%= ) [oteen e ) M7 1 49 2 < 2 7

No Order. Click T

Scheduled vacation/sick days.

Scheduled vacation, sick or holidays are specified in the appropriate calendar cell. In the example below,
the employee assigned was on vacation Tuesday, 8/3. When you click on cell containing a special code,
the Special Code Maintenance screen appears showing the transaction details for that day.

FAMILY HOMECARE (001) Coord:41412 ELLS MARG , 41412 District:  MRN Santrax Eff: 6/14/97

Client Schedule I 383350 COSTA,ENAI

[l 383351 COSTA. Rl e n
ST er o = | Tussdny, July 11, 20M
32.00
8.00 .
. . . antr: 0.00 0.00 . . . Shat T | D00 o Tame | FT L
Sat 7731 Sun 871 Won 672 Tue 673 Wed 874 Thu 675 1 876
GO0P- S00A [1200] | S00P- 2004 [1200] 3.004- 500F [200] | 800A- S00P [0.00] | S00A- BOOP [0.00] | 8:004- S00P [0.00] | S00A- G00P [0.00] E""
i - |
HAeS 418 Has 41 Ha DOFT 41 P HAas 414 HAS 414 HAS 414 HasS 41

ARD, JUM ARD, JUN ARD, JUN ARD, Jur ARD, JUN GERARD, JUNIE

Wagation Wagation Wagation Wagation Vacation Vagation

B00A- E00F [12.00] 3004 S00F [200] | %004 S00F [2.00] F004 - S00F [3.00] 3004 - 00F [2.00]

Ha, Has 414 P Ha OFT #& PJHA OFT 48 PRHA OFT 418 PJHA OFT 4% P J
BOA, ARA P

[718) 2634813 E

&00P- 2004 [12.00]

Ha HAS 414 P
DOK - DIGRA T

[T13) 4220653 #

Hotes Client Info DOrder Info Authorization History

History Show Codes Pem New Order Vac/Sick/Hol/Per.

Schedule Maintenance
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Weekly Special Codes

e

Sick Delegate MoEntiy Training Misc
000 [ ss50 [ oo [ ooo) [ oo

LIEE 876704

Hours For Special Codes

CEETEE COSTA. ENRI

Carfare Personal
oog[ o

Contract #
[ DO00414] [CLEWT. NEL Il

Holiday ¥acation
oo [ oog |

Employee

\Vacation/Sick/|

[ o000414] [4RD, JUN .00 [ 1400 [ 1400 [ ooo) [ ooo) [ ooo] [ oog[ 3000 o.f)

Holiday/Personal|
button (the button
is red when codes
exist) the window
to the right
appears,
displaying the
hours or amounts
relegated to each
code for the week
of service.

Schedule Maintenance

Click On Line To Change =

Figure 8-3 Weekly Special Codes record

A history record is created whenever changes are made to daily and weekly special
codes. To view the weekly special code history, click on a specific record; the
Special Code Entry screen appears as shown below. It has a History button: select
this button to view all changes to the special codes.

Weekly Special Code Entry I
D ¥

Employee: GERARD. JUNIE I
Contract: 414 FAMILY HOME CARE [0000414) Location: 001
Service: ACOSTA, ENRIQUE (233350] Wwios: 8/6/04 |
Enter Hourz For Special Code
Holiday Date:

Holiday: 0.00 Yacation: I 14.00 Sick: 14.00
Delegate: I 0.00 Mo Entry: I 0.00 Training: I 0.00
Misc: I 0on Carfare: I 3000 (%) Personal: 0.00

Modified on 826704 03:28 pm by ADMIM. |

History |

Figure 8-4 Weekly Special Codes Entry

Weekly Special Codes History

Employee: IEIRTT NN
wos: B

[ ETE N 414 FAMILY HOME CARE (0000414)
el COSTA, ENRI [383350)

Date Time Hours For Special Codes

Usger Action Holiday Wacation  Sick Carfare  Personal

Before: [ 000 [ 1400 [ 1400 0.00 0.00] 0.00] 00g [ 2000 0.00]
[ADMIN After: [ oof [ 7ao0) [ 14oq [ oog [ ooo [_ioo I

Delegate MoEntry Training

Figure 8-5 Weekly Special Codes History

In the example above, the allocated training hours were changed to ten from zero.
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8.3 To add Special holiday, vacation and sick codes—including carfare units—may be
special allocated to each employee. Training visits and personal days may also be entered
codes using the special code entry procedure.

To add special codes:

Delegate

Holiday 1. Press [Vacation/Sick/ Holiday/Personal| on the Schedule screen. The

gﬂ E”".'r; Weekly Special Code record appears.
Erz0na
Sick 2. Press on that screen and the form below appears.
Training
W acation

3. Select an employee and a contract/service and then fill in the values for
each code that is needed.

Weekly Special Code Entry

0N, JON

443 FHCS DFTA 6H3 m
7716704

8.4 Assign an employee to a visit
To assign an employee to a visit (or to change the current employee), do the following:

1. Click within a non-blank calendar day/time cell to view current visit information.

Yiew/Modify Schedule Detall Loc: 001 Chlent: 747961 ELES. ANA Santrax Eff Date: 4/29/95

4E “wednesday, January 02, 2002 3
IMSTITUTE i -

Client Cancel Employee Cancel OPEN History | Emp Sched

Agency Cancel Service Cancel m Hotes Yernifp Wisit

Figure 8-6 Schedule Detail
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2. You may change times or assign another employee using this screen. Be careful to indicate by P
(permanent) or T (temporary) the nature of your modification.

3. Use the binoculars to the left of the employee name to access the Find Employees screen.

Service Date: ‘wednesday, January 02, 2002 | E
Start Time: g004M|  End Time: T00PM|  Hours: 4.00] -
Client: | ELES. ANA |  Classt: He | Search Options
Citp/Zip: | N [1o03s | ¥ UnScheduled Only

I~ PrevWorked Case
¥ Use Requirements

Emp Clsf- | | Emp Loc: | -1 ¥ Use Availability
Emp Districk: I - Emp Zip: I ™| Preferred Cnly

" use Contract Assignmt

Contract:  INSTITUTE

" Locate Emps working in Zip code: |

where zhift ends within 15  Minutes of start of thig wigit. =
Requirements

p— |
I

Selected: Phone #'s
Decline |Emp Sched Qumpliancel Emp M aint |

Figure 8-7 Find/Assign Employee Screen

4. To view the client’s requirements, click on the button. You may want to use this
information to find the appropriate employee who can meet those requirements.

5. Use the dropdown boxes to specify the sought for employee’s Clsf (classification), Loc (location),
District, and Zip.

6. Check off the desired Search Options:

UnScheduled Only  Restrict search to employees who have not been
scheduled for that period.

Prev Worked Case  Restrict search to employees that have already
worked the case.

Use Requirements  Include the client’s requirement parameters to
narrow the search for an employee.

Use Availability Narrow the search by taking the employee’s
availability into consideration. Once an attendant
is terminated, he/she is removed from this list.

Preferred Only As part of availability, select employees who
‘prefer’ to work on those day(s).

Use Contract Choose only from employees assigned to the client

Assignment contract.

7. Click on the binoculars on the top right to bring up the list of employees matching your search criteria.
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Find Emplopees

Service Date: wednesday, January 02, 2002 | M ﬂ_{- ‘
Start Time: 900 Ak End Time: 1:00 PM Hours: 4.00
- 3 Search Options
Client: ELES. AMNA | Classf:  Ha
City/Zip: | NY [ 1003s- I'f g“s"'\‘:d‘:": g“"’
Contract: INSTITUTE re Warked tase
v Use Requirements
Emp Clsf: - Emp Loc: - v lEse Availability
& e - Preferred Only
Emp District: - Emp Zip:
P P <P [" Use Contract Assignmt
™ Locate Emps working in Zip code:
where zhift ends within Minutes of ztart of this vigit.

Bequirements

Mame Emp # Loc City Zip Digtrict Clasf Hours Hired Compl? =
VELEZ HMILAD T43644 001 [17 JEEKS AVE JERONX 10457- J Ha 4200 1/z0ee |[ e
UERGE{\ EEENAER THI03E ool |32 WICHCOL. THERYORE  |i0033-725] Ha SE00( TR Huo
WILLIA M EL T390 ool |3 CARF * |BRONX 10467- PCA QE00 0 Huo
“EFIMOW. "EW 743919 001 |z S00UTH PINE: HEW YORE |10040- PCA oo 0 Huo
-
Selected: |‘JEHEEL . BERNAR Phone #'s | 212-740-5563 ﬂ
Lecline | Emp Sched| Enmpliance| Emp Maint | j

Figure 8-8 List of Employees available for a client

8. The first employee in the list will be automatically selected; and his/her data appears at the bottom of
the screen. (If you click on the name of another employee, e.g. VERGEL, that name will appear on the
bottom.) Employees are not active will not appear in the list, as they are ineligible for assignment.

9. If the employee you selected had not been assigned to the specified contract, you will see the following

popup:

i This Employee Has Mot Been Assigned To Conkrack;
\I) 443 FHCS DFTA 6H3 (0000443)

Assign Emplovee Mow, With Default Pavroll Information?

10. After selecting an employee, several features on the bottom of the Find Employees screen allow you
to obtain additional information about the person you want to assign to this client.
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BUTTON Description
Decline Creates a note specifying the date and time and the fact the employee declined the
assignment.
Employee Notes
Employee Assignment Decline
Entered: 44700 12:49:20 P
Mote Date: | A/7/00 12:45:20 P Mote Type = |
BILLING CODE
COUMNSELING CouM
Hotes: Emplopes Declined Assignment For Client GILLS . § P&y DMLY PaYD
Frorm 07:00 Ph4 Thru 05:00 P4 FERFORMAMNCE PERF
REFEREMCE REF
UMEMPLOTMMENT UMEM
WORKERS COMP S
Emp Sched View the chosen employee’s current schedule. See section 8.18.
Compliance | Transfers you to the employee’s compliance data. See Figure 7-21
Emp Maint Check or MODIFY the employee’s personal information, Figure 7-2.

11. Click to the left of a name on the list on Figure 8-8 to assign the chosen employee to the client.

12. Once you have selected the employee, click the button on Figure 8-8; you will be returned to the
Figure 8-6 Schedule Detail screen where the name is now inserted into the employee text box.

View/Modify Schedule Detall Loc: 001 Client: 747961 GELES. ANA Santiax Eff Date: 4/29/95

Order ID: il 48 | ‘wWednesday, January 02, 2002 I }I @
Week: 1 [of 1] Contract: [[NSTITUTE =1 _|
Proc Code:
StiltCode: | ¢ heduled: Start Ti <[ 5007M| End Time:[ T00PH | Hours:[  4.00| P/T:[F
Work Code: cheduled: tart Time: : nd Time: : ours: 3 g I_
Unit: Santrax:  Start Time: I End Time: | Hours: D:DUI
Claszsk- Employee
W | VERGEL . BERNAR | P
Client Cancel I Employee Cancel I PENDING | Copy | History I Emp Sched I Unapplied
Agency Cancel I Service Cancel I Perm I Motes I Yerify Yisit I

13. Click on the button of Figure 8-6. This will bring up the change notification screen where you
may record whether the employee and/or the client have been notified about the assignment.
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Changes/Notifications
| Client [ Employee r Agency [~ Service
Reason: |SCHEDLLE CHANGE 3|

Motes: |assignment just for this day of week] ;I ™ Exclude?

j " Create Note?

GELES. AN& | WERGEL., BERNAR |
Client Motification ——— Employee Notification

™ Motified [~ Motified

™ Matified/Pending ™ Motified/Pending

™ Mot Matified " Mot Motified

v Mot Required v Mot Required

Contacted: | =1 Contacted: | |

Figure 8-9 Change/Notification screens

Note: The Reason drop down boxes for Client, Employee, Agency, and Service Change/Notifications differ
in content as each is checked.

. . ™ client ™ Empl I A I servi
IV Client I Employee r Agency ™ Service ent meaves geny eniee

[ |
| i | ZRRANGED TRANSPORTATION DELAVED 103
CHANGE IN SERVICE HOURS 0405 CHANGE IN SERVICE ROLRS 0213
CLIENT DISCHARGED FROM HOSPITAL 0415 B R e
DaTa ENTRY ERROR 0am EMPLOYEE INJURY 0208
EMERGEMCY SITUATIOMN 0417 EMPLOYEE LATE 0zn
EMPLOYEE LATE 0411 EMPLOVEE LEFT EARLY WITH NO PERMISSION 0212
FILLED OPEM SHIFT 220
HOLIDAY SCHEDULE 0409 FREFLISAL OF WORK 18
NO SERVICE WANTED 0404 REQUESTED EARLY RELEASE FROM ASSIGNMENT | 0206
REQUESTED EMPLOYEE LEAVE [PROBLEMS] 0406 REQUESTED TIME CHANGE 0207
I Client | Employee ™ Agency | Service I Client T Employee [~ Agency [ Service
I = =l
NN 5 ALTERNATE DAY OF SERVICE REQUESTED 218
T A A APPROVED TEMPORARY DECREASE IN HOURS 0310
LHANGE [N SERVICE HOLRS 0TS APPROVED TEMPORARY INCREASE IN HOURS 0309
CONVERSION 9333 CANCEL CLIENT SERVICE 0305
DATAENTAY ERROR mo CHANGE IM SERVICE HOURS 319
EMERGENCY SITUATION 011g CLIENT DISCHARGED FROM HOSPITAL 0315
EMPLOTEE LATE om DATAENTRY ERROR 0301
FILLED DPEN SHIFT 010 EMERGENCY SITUATION 0318
Pay ONLY mia EMPLOYEE LATE 0311
UNFILLED HOURS 0120 HOLIDAY SCHEDULE 0307

14. Click on the button on the notification screen. You will be returned to the calendar screen
(Figure 8-2) with the assigned employee’s name appearing in the cell for the specific day.

Note: You can always view those clients who are pending notification by following the procedures in
section 8.7 below, Find Schedules Pending Notification.

8.4.1 Santrax data on Schedule Screen

go0F- s00a [1zoo) | The total Santrax hours for each day appear in a row above the calendar cells. Each
A0EF - TOOF 1z.nn| cell contains the start and end times of the recorded Santrax call along with the total
HA Has 44 P| hours displayed, whether matching or differing from the hours that were scheduled.
DOMGGILID,DIGNA P A rajsed total-hour indicates that either an in-call or an outcall was missing, yet the
(115 4220653 # ME | yisit was verified. An underlined call time indicates that a call had been applied to
the day’s visit using the Santrax Apply Call procedure.
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FAMILY HOMECARE {001) Coord:41421 SURIS, IRINA  District:  MREN Santrax Eff:5/15/99

Client Schedule 354292 BER ALE
3100 BRIGHTON 2 STREET

APT BL

Husl Cover:1 Dul_l,l Free BROOKLYN, N

PA Exp:  4/30/05

12.00
ntr. mitr. ANk, .00 Hrs: 1100 7700

: | Hr: R : T.on b
| Sat 6/19 | Sun 6720 | Mon 6421 | Tue 6/22 | Wed 6/23 | Thu 6/24 | Fri 6/25

G004 S00F [1200][[ %004 #00P [1200] [ 3004 . S00F [1200] | 9004 9.00F [200] [ %004 S:00F (2.00] [ 9004- 00F [1200] | 004 S.00F [i2.00] ﬁ
a564- 901P 100 || so02a- s0zP oo | sseas. es9F (roo] | sseA- S0P [H00] | 858 A- 857P [100] | S58A- 900P [H00] | 859A- SESP [HO0]

Ha, HAS #1F P HA HAS #14 P|HA Has 414 PHA HAS 414 P[HA HAas 413 Pl Ha Has 414 PlHA HAS 44 P
REZMIK, YEK P FECHENI | P |REZNIK, YEK P | FEZMIK, YEK P (REZNIE, YEK P | REZMIK, YEK P |FEZNIK, YEKATERI, P
(713) PES-0Z1E  # (715] 4214734 % [71] 763-0816 [715] 769-0316 [71%] 763-0216 [71] 763-0816 (715] 769-0816

Hotes Client Info Order Info Authorization History
Exclugions History Show Codes FPerm Mew Order Hours Yac/Sick/Hol/Per.

Figure 8-10 Client Weekly Schedule with Santrax data

Add A Visit  Loc: 001 Client: 870002 GRINSHPUN, GRIGORY Santrax Eff Date: 3711700

Order ID: 535 | Monday, May 05, 2002 | @l EL*
Week: 1 [of 1] Contract: [INSTITUTE . =1

Proc Code:

Shift Code: = -
Work Code: Scheduled: Start Time: I End Tlme_l Hours_l PAT: [T
Unit: Santrax:  Start Time: | End Time: 757 F'Ml Hours: | 6.00

Classk: Employee

HHA | ﬁl DINA L, GRIS | pmT

Figure 8-11 Client Daily Detail screen showing Santrax corrected hours

Note 1: Unscheduled visits via Santrax, having a valid client and employee, are displayed on the client
schedule screen. The literal Unsched (in red) identifies these visits. You can click on an unscheduled visit
cell and create and verify the visit from this entry. In assigning an employee for an unscheduled Santrax
call, the system validates the active status of the employee in the contract for which the assignment is being
made.

Note 2: Holiday hours (date is in red alongside an H) are updated automatically when permanently
removing and/or assigning an employee to a visit that occurs on a holiday. You will be prompted to
confirm any update of holiday hours.

Note 3: If there are several visit schedules on any day, you may have to use the scroll bar at the right to
view those visits.

Note 4: Schedule screens display corrected hours entered via Santrax Visit Maintenance. Corrected hours,
if present, appear on the Schedule Detail screen next to Santrax actual hours and display with a yellow
background. The weekly and daily verification screens use corrected hours as the default when a visit is
manually verified.
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8.4.2 Copy a schedule to other days of the week

The following procedure allows you to copy a day’s schedule for other days of the week. This is often
useful when a schedule needs to be moved forward a day or so.

1.

3.
4.

On the client calendar screen, click on an individual cell. The Figure 8-20 View/Modify Day’s
Schedule Data appears. Click the button at the bottom of that screen. A copy parameter area
appears (outlined in the next figure by a dashed-line rectangle).

Loc: 001 Client: 74779, ACH TA Santrax Eff Date: 4/29/95

Yiew/Modify Schedule Detail

Order ID: _ 201 _| 4B Monday, December 31,2001 | B @l &
Week: 2 [of 2| Contract: [INSTITUTE =1
Proc Code: TBA Client: Client not Linked - | [P.ERS. |
Shift Code: = o
Work Code: Scheduled: Start Time: I 3004 End T!me.l 200 PH Hours.l E.00| P4T: IP_
Unit: Santrax: Start Time: I End Time: I Hours: EI:EIDl
Classf: Employee
Ho o | ﬂl CARA ALLD | P [P
From: | 12/31/01  Thru: | 1/4/02 Scheduled Thru: I 1/4/02
Please Select Which Dayz To Copy To
Nsa [isy w0 M tu M weE MiTH: I/ FR
Copy What? ¥ :Times ¥ :Assign Open Only @
v :Employee IV -Use Availability -.
Client Cancel I Employee Cancel | SCHEDULED I Copy | History | Emp Sched | Unapplied

Agency Cancel I Service Cancel | Perm | Hotes | !eri[}l\fisitl

Figure 8-12 Copying a Schedule

If, as in the above example, you want to copy Monday’s schedule to Tuesday, Wednesday and
Thursday, click on the appropriate checkboxes.

Check also the Times and/or Employee checkboxes if you want that data to copied.
Click on the button. The schedule is now replicated for the new day(s).

8.4.3 Copy a schedule a week forward

You may duplicate a week’s schedule for the following week.

1.

2.

Schedule Maintenance

On the calendar screen, click on the right arrow of the date. A blank calendar screen is displayed.

Click on the copy IE‘ button that is to the left of the binoculars. The previous week’s schedule
appears.
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8.4.4 Add a ‘sudden’ visit to a schedule

Due to a medical emergency, you may have to add more visits to an already scheduled patient. To do so:

1. Right-click your
mouse after
positioning it over the
date of the day for the
added visit. Click on

the

button.

2. The Add a Visit
screen then appears.
Note that for Cluster
Clients, the Duty Free
Indicator is selected.

Add A Visit

Loc:001 Coord:00587

Client Schedule

District:

- MANH#:  Santrax Eff:3/11/00
870002 JGRINSHPUM, GRIGORY

£ E

G0 NAGLE AVE #3H

Sat 6/29 Sun 6730

200F- 2004 [1200] | 2:00P - £00P [E00]

HHA Has  Ba7
CANCELLED

P HHA Has  Ba7
CANCELLED

# #

Pl HHA e 7 P HHA

NEW YORK, N [212) 942-0332

Weekly

S00P - 2004 [1200] | Z00P- 200F [€00] | 2:00F . 200P [£.00]

Enter Special Codes

HAS 687 P HHA HAS 687 P HHA Has 6&7 P
CANCELLED CANCELLED CANCELLED CANCELLED
# # # # #

CANCELLED

200F- 200P [600] | 200F . 2004 [12.00]

HHA HAS Ba7 P HHA
CAMCELLED CAMCELLED
# #

HAS Ba7 P HHA

S00P - 8:004 [12.00] S00P - 2004 [1200] | 200F - 2004 [1200]

HAS B87 P HHaA HAS 687 P HHA HAS 8&7 P
CAMCELLED CAMNCELLED CANCELLED
# # #

annfF- &00A [12.00]

HH& HAaS 587 P
CAMCELLED

Drder Info Authorization History

Hotes Llient Info
Show Codes Perm

Mew Order Yac/Sick/Hol/Per.

Loc: 001 Client: 748245 ADA SON

Santiax Eff Date: 4/29/95

Week: 2 of 2|

Order ID: 12

Monday, Hovember 19,2001 |

oo

Contract: [INSTITUTE |
Proc Code:
Shift Code: - -
work Codee | Scheduled:  Start Time: [ 10004 End Time:[ 100 AM | Hours:[ 1500 PAT: [T
nit | Santrax: Start Time: | End Time: I Hours:
Classf: Employee
HA |ﬂ| ARRE _MAR A

Figure 8-13 Add a Visit Screen

3. Enter an employee name and the time/duration of the visit. Click the door. The next screen
appears where you will enter the reasons for the added visit and whether the client and/or employee
have been notified of the change.

Changes/Motifications

| Client I Employee [ Agency " Service

a

Reason: ||
Motes: " Exclude?
" Create Note?
TERSON, ALEX G | ABRE, MAR |
Client Motification Employee Notification
" Matified ™ Notified
™ Matified/Pending ™ Maotified/Pending
[ Mot Notified ™ Mot Notified
v Mot Required v Mot Fequired
Contacted: | -1 Contacted: | -1
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4. Once you complete the above screen, click on E The new visit will appear in a cell as part of the
day’s schedule. Accordingly, the scheduled hours for that day will be updated to reflect the added
‘emergency’ visit.

8.5 Find Open Orders

For the purposes of scheduling, you often have to locate those orders that are still unfilled, that is, no
employee is assigned to the client for a day mandated by the order. To correct this problem, do the

following:

1. Press the [Eind Open Orderd button on the Schedule Maintenance Menu. See Figure 8-1.

2. Enter search criteria in the fields below to narrow the results of the open orders returned.

Find Open Orders

Find Open Orders
Location: m

Please Enter:

Start Date: I gr24i04 Time: |12:DDAM

End Date: IW Time: Im
Client: | -~
Confract: [414 FAMILY HOME CA - |
District: | |
Coordinator: 55530 SISTERHOOD -]

Team: | ;I

Sort Dptions:
| R

Figure 8-14 Find Open Orders

[T Client Mame
¥ Service Date
[T Coordinator/Contract

FIELD Description
Start Date Enter the beginning date and the time the system will use to start finding open orders.
and Time The default date for this field is the actual date when the screen first appears. The default

End Date and
Time

Client

Contract

District

Coordinator

Team

Sort Options

Schedule Maintenance

time is 12:00 AM. Enter a different date and time if you do not want the current defaults.

Enter the ending date and the time the system will use to stop searching for open orders.
The default date for this field is the actual date. The default time is 11:59 PM. Enter a
different date and time if you prefer other limits.

To limit the open order search, use the drop down menu to select a specific Client.
Leave the field blank when you want to search for all clients having open orders.

Use the drop down menu to select the name of a Contract. Leave blank to search for all
contracts.

Use the drop down menu to select the name of a District or branch within the agency.
Leave blank to search all districts.

Use the drop down menu to select the name of a Coordinator responsible for the specific
clients with open orders. Leave blank to search all coordinators.

Use the drop down menu to select the name of a Team responsible for specific clients
with open orders. Leave blank to search across all teams.

Set the sequence for listing the open orders: check the Client Name, Service Date or the

N anvdinatarlaantrant hav
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Coordinator/contract box.

(&

3. After the search criteria have been filled in, click on the magnifying glass button to generate a list
of open orders. The following screen appears.

Locate Open Orders m

Client Name Client ID MC Swc Date Start Time End Time Houwrz Clazgf Cat Coord Yend Cli Phone

CRUZ, LU vagze [ o[ 1M/ sooaM] [ 1zooPM][  a00[[HA  |[HAS |[04585 [212) 3044625
_==| [FUENTES, GREG. [F48zs [ o[ /104 T00PM] [ &o0pPM][ 300)[HA |[HAS ][03565 ) [565 | [i212) 3254828
== [MART TARY [Féezs [ o[ 1A1/02[  So0AM] [ T00PM][  400[[HA  |[HAS |[04685 | B85 | [[212)GRE4528

111202 10:00 &M 3:00 PM 5.00[|HA HA5 | [03585 | (585 | [(212) 7954528

=

==| [PEN " 2N 74522

Figure 8-15 Open Orders List

4. To see the detail for an open order, click on the asterisk button next to the client’s name. The
View/Modify Schedule screen appears so that you can assign an employee to cover the open order.
See Figure 8-20.

8.6 Copy All Schedules

This function allows you to copy all schedules for all clients as far into the future as needed. The copying
of schedules forward has been automated to work as a batch process as well as online. Be careful: once
you start this process, the system will take time to do the copying. We recommend you do your entire
schedule copying on an overnight basis.

There is no need to copy schedules on an individual client level. The Copy All Schedules function does
this copying (at one time) for all clients that have an active order and a related schedule. This holds true
whether the client has a permanent employee assigned to them or not. If there is no permanent employee,
the system copies the schedule as an open order.

If for some reason, an individual client’s schedule had already been copied forward to a week when all
clients’ schedules are now being copied, the system insures that no duplication occurs with the more recent
copy.

1. To duplicate schedules, click on the [Copy Schedules| button on the Schedule Maintenance Menu
(Figure 8-1)

frmCopySched : Form

Copy Schedules

Please Enter:

Copy Thru WO05: I_M

Coordinator: I d
Contract: I J

Copy Schedule | ﬂfl

Figure 8-16 Copy Schedules form

2. Use the Copy Thru WOS field to specify the Week of Service end date—the date through which you
want all schedules copied.
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3. The Coordinator drop down menu can be used to copy only those schedules for which a particular
coordinator is responsible.

4. Use the Contract drop down menu to copy only those schedules related to a specific contract

5. After all the information has been entered, click on the [Copy Schedule button. The system may take
some time to copy the schedules, depending on the number of weeks forward that you set. Messages at
the bottom of the screen alert you to the progress of the copy.

6. When the copying is complete, a confirm-popup displays the date through which the schedule was
copied.

Scheduling & Compliance

Schedules Have Been Copied Forward Thru 4/7/00

8.7 Find Schedules Pending Notification

Schedules may have been set up but the client or the employee has not yet been notified of the assignment.
The following feature allows you to locate all such pending notification orders.

1. Click on the Pending Notification| button on the Schedule Maintenance Menu (Figure 8-1)

B Pending Motification H=] E3

Pending Notification

Please Enter:

StartDate: | DO Time: [ 12:00 AM

End Date: I 44700 Time: 11:59 Fid

]

Client: | j
Contract: | ]
District: I -I
Coordinator: | ;I
a| & B
A
Figure 8-17 Pending Notification
FIELD Description

Start Date and | The beginning date and time the system will use to find schedules pending notification.
Time The default date for this field is the current date. The default time is 12:00 AM. Enter a
different date and time if you do not want the current defaults.

End Date and The ending-date and time to stop finding schedules pending notification. The default

Time date is today and the default time is 11:59 PM.
Client Use the drop down menu to limit the search to one client.
Contract Use the drop down menu to limit the search to a specific contract. Leave blank to

search for all contracts.

District Use the drop down menu to limit the search to a district or a branch within the agency.
Leave blank to search all districts.

Coordinator Use the drop down menu to select a coordinator responsible for certain clients. Leave
blank to search all coordinators.
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[

2. After search criteria have been filled in, click on the magnifying glass button to get a list of
schedules pending notification. Click on the [**{ button to see the schedule’s details.

B Pending MNotification

Locate Pending Notification

Client Hame Client ID MC 5wc Date Start Time End Time Hours Clsf  Cat Contract
|AGUI . R ||?45835 | r | 12#24#D1| | S:DD.-’-‘«M| | 200 F'M| | 5.EIEI| |H.t‘-\ ||H.t‘-\5 ||INSTITUTE
LI |.6.CD Ta, ||?4?43? | r | 12#28#D1| | S:DDAM| | 200 F'M| | 5.DD| |HA ||HAS | |INSTITUTE

Figure 8-18 Schedules pending notification

ViewiModify Schedule Detail Loc: 001 Client: 101877 TERSON, ALEX G

Oider ID: 1103 B[ wednesdapupzszons | D @
week: 1 [of 1| Contract: [¢43FHCS DFTA 63 =
Proc Code:
Shilt Code: - = End Time: : :
o o Scheduled:  Start Time: [ SR | End Time:[T0.00PM | Hours:[ 200 PAT: [P
Unit |  Santiax  Start Time: | End Time: | Hours: 00|
Classf: Employee
v | iR ABRAHAM, IRE | e
Client Cancel | _Employee Cancel | PENDING Copy | _History | Ciient Sched | Unapplied

Agency Cancel | Service Cancel | Perm | Motes | Verify Visit |

@ By double-clicking on PENDING, you can change the status to SCHEDULED once the employee
and/or client is notified of the assignment.

Also keep in mind: The Figure 13-3 Pending Notification Report can also be generated for the purpose of
tracking clients who have not been notified of employee assignments.

8.8 View a Permanent Schedule

The button on the Figure 8-6 Schedule Detail screen (or on the Client Schedule screen) allows you to
see the schedules which are permanent for this client, that is, the pattern that usually works for this client.

Take note:
e Permanent Schedules cannot exceed the Authorized Hours for the client.
e An OPEN visit appears in RED, a SCHEDULED in GREEN, and a CANCELLED in BLUE.

e  The permanent schedule does not display open orders or only temporary assignments. However,
an actual schedule reflects even temporary (T) changes made to a client’s schedule.
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Permanent Schedule

Client: [Efeeay - m
Pue;ml[)SChEIe 411 5T APT EH @
rder 1D:  [ECEIES

Emp #: [IEIES Of 1 BEROOKLYN, NY 11231
Week: 1 OF 1
SAT SUN FRI

S:00 AR - 300 FM

S:00 AR - Z00FMY S:00 AR - 5:00 PR

S:00 AR - 5:00FM

00 AR - S:00FM| S:00 AN - E00FRMYJ 500 A8 - 5:00 PR

Hi Has Ha Has Hi HaS Ha Has Hi HaS Ha Has Hi HaS
B4, ANA B4, ANA CON, GREIM ‘| CANCELLED AR, JOH ART, TOH ARD, JON
[7181853-4813 [718) 853-4313 (71871 436-0999 [7181638-7874 [718) 638-ra74 [7181638-7874
00 P - 200 AR | 20088 - g00 PR 200 AN - 200 PRAJ 200 A8 - 200 PR 00 AR - S0 PR 200 PR - 200 AR S:00 PR - 200 AR
Hi Has Ha Has Hi HaS Ha Has Hi HaS Ha Has Hi HaS
ARD, JUN CANCELLED CANCELLED ARD, JON CANCELLED DON LIO, DON LIO,
[7181638-7874 {718 638-7a74 {718) 422-0653 (7187 422-0653

2:00 PI - 200 ARl 200 PR - 200 A 200 PR - 200 ARAY 200 PR - 200 AR

Ha His Hi RS Ha HaS Hi Has

ARD, JUN DoN LIO, noW LI, | DoN LIO,

mieaererd  fimmareoess  misaeeoess firie) 4220853

Requirements Schedule Client Info Order Info

Figure 8-19 Permanent Schedule

1. If you click on the Week arrow, going forward to week 2, the system prompts you as to whether you
want to copy this pattern for the following week. Click Yes to affirm. When creating a permanent
schedule pattern for a second week, permanently cancelled visits are not copied into the second week.

BUTTON Feature

Requirements | See Client Requirements, Figure 3-13.

Schedule See Client Schedule, Figure 8-2.
Notes See Client Notes, Figure 3-11.
Client Info See Client Maintenance, Figure 2-4.
Order Info See Order Entry Figure 3-1.

Adding an additional week takes effect immediately based on current system date. For example, if week #2
is added to pattern, then the current schedule week becomes week #1 of the pattern and the following
schedule week becomes week #2. Adding or deleting a week on the permanent pattern will cause the
scheduler to scan all visits affected by the change and to update their Perm/Temp indicators to match the
new pattern.

‘Y NOTE: You cannot directly access the permanent schedule of a secondary mutual client. Instead,
proceed to the schedule of the primary client and click .
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8.8.1 Delete a permanent schedule

You can delete a week from the pattern; but you must delete the weeks in descending week order

Click on the trash can to delete and then press —|ZIEEREETE

Yes on the confirm window. Perm Schedule Con L

Emp #: [EEES Of 1 WEVW YORK, MY 10033 [[212] 781769/

Week: 2 OF 2

SAT SUN HON TUE WED THU FRI
%00AM - 9 = 300 AM - 900 PM| 900 AR - 300 PR|| 900 AM - %:00 PR 9:00 A8 - 300 PM)
: 7 i CanfuslDelcte HA Has Hi HAS i HaS E4 HAs

DEL. OIS . 5 DES OSES DEL. OIS DES JSES DEL 0I5
famsorgs;  Delete ThisWeek PGB |mmseror  |RweseEd | s

8.9 View/Change a Calendar Visit

1. Click within a non-blank calendar day/time cell to view and change current visit information. The
screen below appears, showing the day’s schedule data. Use the red date arrows to view the schedule
of an earlier of a later day.

View/Modify Schedule Detall Loc: 001 Client: 746861 CINTRON, MERCEDES Santrax Eff Date: 4/29/95
OrderID: 73 | 4B]|  Monday. November0s. 2001 | EID) @l Eh,l
week: 1 [of 1| Contract: [[NSTITUTE HOME CARE -]
Proc Code:
Shift Code: - o
Work Code: Scheduled: Start Time: I aonsM | End T!mE.I 2:00 PH Hours_l 12000 PAT: IT_
Unit: Santrax: Start Time: 211 .&M' End Time: | Hours: D:UEII
Claszsf: Employee
He | ﬂl DaWILA, ALBAL | PIT:[T
Client Cancel | Employee Cancel I SCHEDULED | Copy | History | Emp Sched ||
Agency Cancel | Service Cancel I Perm I Hotes I Yenly Yisit | Mod 24 hr Yisits

Figure 8-20 View/Modify Day’s Schedule Data

The visit Start Time and visit End Time may be altered in this screen. The P/T (Permanent or
Temporary) status of the scheduled visit may also be updated for either the client or the employee. You
may reduce scheduled hours when they exceed weekly authorizations including banked hours. When you

. ¢ . .
click the s door, the change notification screens appear. (See the next section).

After filling out the above screen, a verification popup appears requesting you to confirm the change.

Scheduling & Compliance

“You Have Changed The Scheduled Hours From 8 To 8.5 |5 This
Correct

@ The Santrax end time is missing in the example above. But by pressing the Unapplied button, you
may begin a process to verify the visit and have it batched. See section 9.8.
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8.9.1 Change Notification options

Upon changing a visit’s details, the screen below appears offering several options related to the notification
of the client and/or employee as to the schedule’s change. All changes that you make to a schedule will
appear in the Change Log Report—as shown in Figure 8-23. However, checking the Exclude checkbox

HC Plus User Manual

will cause this notification change not to appear on that report.

Changes/Motifications

V' Client Employee [ Agency I Service

Reason: |SEHEDULE CHaMGE

=]

Motes:

Exclude will not have thiz change appear on the change report

¥ Exclude?

I"| Create Note?

W Mot Required

ACO TA CA5 ILLO |
Client Motification Employee Motification
[ Motified [ Motified
™ MNaotified/Pending ™| Motified/Pending
[~ Mot Motified [ Mot Motified

<

Contacted: |

=]

Cortacted: [MOTHER

Figure 8-21 Change Notification screen

When you return to the calendar schedule and click on a day cell for this date, the screen below appears.
Click on its button to view the changes that you previously made to this day’s schedule. You may
also change the text in the Reason/Notes section.

Order ID: 183 4 | Thursday, December 27, 2001 | ’| @ El!,
Week: 2 [of 2| Contract: [INSTITUTE =1 J J
Proc Code: Cluster Linked: AGU LAR . 745836 | [PER.S. |
Shift Code: - oo
Work Code: | Scheduled: Start Time: | 9:004M | End T!me. | 200PHM | Hours: | 5.00 P4AT: |T—
Unit: Santrax: Start Time: End Time: | Hours: D:DD|
Classf: Employee
HE A8 CAS ILLD | paF
Date Last Modified/ Employee Motify/ Client N
User/Svc Date/Tppe Times Hours Reason/Motes Contact Contact
1130211246 P | [ 00AM] [ 6.00] SCHEDULE CHANGE -~ | M2 [MOTHER J M4
ADMIM | EL F'Ml Exclude will not have this change appear on v
12/27/01[Client - [CAS ILLO [F ] Ithe change report
dl | di
Client Cancel | Employee Cancel | SCHEDULED | Copy Emp Sched | Unapplied |
Agency Cancel | Service Cancel | Perm | HMotes Yerify Yisit |

8.10 Verify a visit

After clicking on a day’s cell and displaying the schedule information as shown in Figure 8-20, you can
verify that the visit was completed by hitting the button on the bottom of the screen. For
further details on the verification procedure, see Chapter 9, Verification procedures.

Schedule Maintenance
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8.11 Cancel a visit

Several buttons are available on Figure 8-20 providing different options for canceling a visit and notifying
the involved parties. Always enter a reason for cancellation and add a note, if necessary. Be aware that
you may cancel an employee’s visit and set his/her pay hours to zero.

BUTTON

Description

Client Cancel

Employee Cancel

The visit is to be cancelled because of the client. This button displays the client
cancellation-notification screen that is similar to the one shown for the cancelled
employee below.

Cancellation-Motifications
Saturday, July 31, 2004

MEDICAL EMERGEMCY
/il ot get paid for the day.

The cancel options (checkboxes) in the above screen allow you to cancel a whole
day’s visits or to simply cancel this visit. You may also limit the cancellation for this
client only and/or leave the employee available for other visits. When you check the
box indicating cancellation for only this client, another checkbox appears prompting
you to indicate whether you want to add this employee to the exclusion list for this
client.

@ When you cancel an employee, the client’s schedule cell is not marked
CANCELLED but is treated as an open visit requiring the assignment of another
employee.
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Agency Cancel

Service Cancel
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Cancellation-Hotifications

Service Date: Tuezday, August 10, 2004 I @l ELt |

Reason: |EMPLOYEE WACATION | Client Notification _
Motes:  [Did not inform wz in time. He will not be paid. ﬂ ™ Motify Now
[~ Moty Later
;I ¥ Mot Required

™ Create Note?

¥ Set Vacation Payroll Hiz to Zero

me:l g/7/04 Thru:l 8/13/04

Pleaze Select Which Days Are To Be Cancelled:
Csa sy Mo Mtu Ciwe T tH T FR

¥ Cancel Visit " Cancel Day r Only Client LIND . LEO
[T Leave Emplopee Available?

™ Permanent Cancellation?

Canceling a visit for sick or vacation—and choosing the pay zero hours option—does
not validate whether the total cancelled hours exceeds accrued vacation or sick time.

Cancel an agency when necessary.

Allows you to cancel a service when necessary.

8.11.1 Track Cancellations

When you access the cancelled visit on the Employee Schedule screen as shown below, click on the
CANCELLED box and the availability form for that day is then displayed. From there, you can proceed
to the Client Schedule screen where the visit appears as an open (red) visit.

FAMILY HOMECARE {(001) Coord: 81393 RIVERA DAWN, 81393  District:

Employee Schedule For: [ETENIEEIRETS m

7i ATH &VEMLE

EROOKLYN, NY (718) 768 1123: 7/23/04

Weekly

.00 e 000 2400
0.00 | UE 0.00 o.on

Wed 7/21 I Thu 7422 I Fri 7423

2004 - &00F [200] | &00A- 400F [2.00]

S00A- 400F [300] | 2004 00F [200]

el Has &1l P|Has a1 P|Has e P
ASTRO, RAF ASTRO, FaF P| asTRO.RaF P| ASTRO.RAaF P
Sick, [718) 567-0913 [712) 567-0913 [718) 567-0919

[ a00 A 400F [s.@}\

an
CAMCELLED

b

00 A - 400F [2.00]

UnaYAILABLE

Skills Employee Maint | General Avail Pref Avail Compliance Yac/Sick/Hol/Per.
Excluszions Motes Show Codes Hiatus Yerification Select Location
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Employee Availability

[ Monday, July 19, 2004 I

START TIME: | I END TIME: [ 4:00PM

Client:

@ o v

HOURS: I &.00

“ASTRO. RAF,

CANCELLED

REASON: IEMPLO\"EE SICK

NOTES: [rework the schedule

( Client Sched | )

8.12 Reactivate a cancelled visit

HC Plus User Manual

00 A - &00P [£.00]
HHa  Has s P

#

A visit cancelled by an
employee appears on the
client’s schedule as an open
visit. Click on the cell to
assign a replacement.

When reviewing a CANCELLED day cell (blue font), the screen buttons on Figure 8-20 switch to a
‘REACTIVATE format. Appropriate ‘Reactivate’ screens are then displayed to enable you to reinstate the

cancelled visit.

Client Reactivate | Emp Reactivate I CANCELLED | Copy | Hiztory I Emp Sched I Unapplied |
Agency React | Service Reactivate I Perm | Hotes I Yerify Yisit I
Reaclivate Visit I
Service Date: Monday, January 14, 2002 @ IL«
Reason: [EQUIPMENT PROBLEM -
Motes:  [Client iz back at home
¥ Exclude? ¥ Create Note? Reason: =
Motes: | ALTERNATE DAY OF SERVICE REQUESTED T
From: | 112702 Thiw | 1718002 * | CHANGE IN SERVICE HOURS irty
CLIEMT ADMITTED INTO HOSPITAL 14
Please Select Which Days Are To Be Re-Activated: CLIENT DISCHARGED FROM HOSPITAL 415
Tea sy Muo o Twe Tt T FR DATA ENTRY ERROR 0402
- , DATA ENTRY ERROFR it
I visit " Entire Day EMERGENCY SITUATION 0418
EMERGENCY SITLATION 17
EMPLOYEE LATE il
EXFIRED DIED »
Figure 8-22 Reactivate Visit Screen
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8.13 Create a report documenting changes

Use the following procedure to create a list
of all changes made during a defined time
period.

1. Pressthe button on the
Schedule Maintenance Menu.

2. Choose the Change Log report.
The Form to the right appears.

3. Check the Cancellations Only
checkbox if you only want to see
a list of cancelled visits.

4, Press the &
your report.

icon to generate

The Change Log contains an additional
Report Type ‘Tasks’ for those agencies
who have the ability to enter tasks

Please Select Options:
From Date Time:
¥ Change Date: | 113702 |'\2:UUAM
¥ Service Date: [ 12/1/07 [ 12:00 &M

Thiu Date Time:

[Tamz [ TEEE

[TA3mz [T153rm

Client:
Contract:

Category:

Employee:
Changed By:
Coordinator:

ADMIN

Reason Code:

Change Class: I -

Latest Changes Dnly: r

JI‘_I‘_I'_LI'_I;I'_

District:

Cancellations Only: r
Show Emp 558: |

Sort Order

[¥ ClientDate Changed
[~ <CoordDate Changed

[~ cCoordiClientDate Changed
[~ District/Client/Date Changed

I r Temp Changes r Perm Changes i All Changes

Report Type

Coordinator Change | Change | | Nonnal
Changed By Date Client HameMRBHN/C at Date Time Date Shift
7120104 TERSOM, ALEX & T4 BODPM 704 G00PM
ADRAIN 1:40 P 10:00 PM 10:00 P
DFT JON ,JO T Open
T120/04 TERSOM, 8LEX & iz BODPM o Tr220d  E00PM
ADRAIM 1:40 P 10:00 PR 10:00 Pt
DFT JON, JON T Open
7120104 TERSOM, ALEX & T4 BODPM o 7204 G00PM
ADRIN 1:40 P 10:00 P 10:00 Phvt
DFT JON,JON T Open
T120/04 TERSOM, 8LEX & T4 BOOPM o Y04 E00PM
ADRAIM 1:40 P 10:00 PR 10:00 Pt
DFT JOM , JO T Open
7122104 TERSOM, ALEX & RO EODAM o T304
ADRIN 12:24 PM 10:00 20
OFT Open T Open
712204 TERSOM, 8LE¥ & 704 BODPM 7r3004  S00PM
ADRIN 12:34 P 10:00 PM 10:00 PM
DFT C A DEROM | WILAMD 2, Open
712204 TERSOM, ALEX & DM BODPM o BALDE  E00PM
ADRIM 12:458 PM 10:00 PR 10:00 Pt
DFT WILKS, GEORGETE D. P Open
712204 TERSOM, 8LE¥ & T4 BODPM 72904 S00PM
ADRIM 1:02 PM 10:00 PM 10:00 PM
DFT BAMKS, JEMIFER Open
712204 TERSOM, ALEX & T4 BODPM o TE04  E00PM
ADRIM 1:09 P 10:00 PR 10:00 Pt
DFT AR AH A, (R & T Open
Figure 8-23 Change Log Report
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8.14 Schedule a TBA client

Each of the TBA linked clients will have their own separate schedules that are set up in the usual manner.
However, the schedule maintenance screen for each client displays the corresponding TBA Link Client
number and Name.

The checking of assigned hours versus authorized hours is done on a weekly basis instead of daily. As long
as the assigned hours for the week do not exceed the amount authorized for the week plus accumulated
banked hours, the assigned hours for the day will be accepted.

Banked hours are based on the number of unbilled but authorized hours accumulated for the client prior to
the date of the schedule.

FAMILY HOMECARE (001) Coord:535596 OBAZEE, ABl  District: Santrax Eff:5/29/04

Client Schedule 36080 MALL, RDSA —
TEA Linked 306118 - ROM, JOE - -ﬂ I:g
[Must Cover2| [Duty Free | 10365 13R0 STREET T ED

[QUEENS, MY

0004 - BO00F [F00] f S00F- F00F [200] f10:004- S00F [FO0] BI0:00A4- S00F [FO00] §10:004- S00F [FO0] 100004 - 5:00F [700] J10:004- S00F [7.00] ﬁ

Ha, HAZ 555 PjHA HAS 414 PJHA Has B85 PfHA Has 655 PjHA HAZ B85 PjlHA HAS &858 PjHA HAS B8 P

LOLIS, JET P LOLIS, JET PlLous, JET PllLous, JET PLouis, JET P [Lows, JET P
[347] 365-3207 [347) 3669207 [347) 366-3207 [347) 365-3207 [347) 365-9207 [347) 3669207
EO0F- TO0F [2.00] EO0F - O0F [2.00]
HA HAS 414 P HA  HAS 414 P
LOWIS, JET P GERMAIN, MaRE P
[347] 365-3207 [T15) 479-6595

Hotes Client Info Order Info Authonzation History
Exclusions History Show Codes FPerm Mew Order Hours Yac/Sick/Hol/Per.
The Client Schedule report displays the TBA client’s prior approval information and accumulated banked
hours at the bottom of the report following the display of the client’s schedule for the week.

If the client is TBA effective, the Santrax Daily Summary Exception Report will display B next to the
client’s name. TBA unlinked clients are displayed on the report in the same section as the regular clients
while TBA linked clients are displayed on the report in a separate section between the regular client section
and the cluster client section of the report.

8.15 Schedule a cluster client

The scheduling and assignment of an employee to a patient in a cluster situation is done in the same way as
a regular client.

8.16 Schedule a mutual client

When a primary mutual is linked to a secondary mutual, the schedule of the secondary is copied from the
primary. See Handle mutual client cases, section 6.3.
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8.17 Modify a 24-hour visit.
You may modify the details of a 24-hour visit by clicking on the button on the

View/Modify Schedule Detail Screen. A screen appears listing all the 24-hour visits for that client. Double
clicking on the first column of any row will display the appropriate Schedule Detail screen for that visit.

Yiew/Modify Schedule Detail Loc: 001 Client: 745703 ROSS. LU  Santraxz Eff Date: 4/29/95

Order ID: 33 | Monday, November 05, 2001 | [E1b] @‘ Rle
Week: 1 |of 1| Contract: [INSTITLTE El
Proc Code:
Shift Code: - i
work Codo. Scheduled: Start Time: rm End Time: ’m Hours:| 24.00 | P/T: |P—
Unit: Santrax: Start Time: 7.134M| End Time: Hours: ﬂ
Classf- Employee

He FERM DEZ | PIT:[F

| | YERIFIED | | History | Emp Sched |
| | Perm | Motes | Yerification | Mod 24 hr Vizits
Yisit Dates: 11/5/01 E Thru: 1221501 |[E
Client: GROSS, LUZ | 745703 |

Sel Status | Employee | isit Date| Start | End | Hours | Classf| Contract =
L Yarified Fern dez 1154501 8:00 An B:00 A 24 00 HA INSTITUTE (#0005
| Yarified Fern dez 114801 8:00 An B:00 An 24 00 HA INSTITUTE (#0005
| Werified Fern dez 11701 8:00 A6 5:00AM 2400 HA INSTITUTE [#00058!
L Yerified Fern dez 11/8/01 8:00 AM 5:00 AM 2400 HA INSTITUTE ([#000058:
| Scheduled Cart ena 11/201 8:00 AM 5:00 AM 2400 HA INSTITUTE ([#000058:
L Scheduled Fern  dez 11110/01  5:00 AN 5:00 &AM 24,00 HA INSTITUTE (#0005
L | Scheduled Fern  dez 1141101 8:00 AW 5:00 AM| 24,00 HA INSTITUTE (#0005
L Scheduled Fern  dez 1111201 5:00 AN 5:00 AN 24,00 HA INSTITUTE (#0005
L | Scheduled Cart ena 11/13/01  8:00 AN 5:00 &AM 24,00 HA INSTITUTE ([#000058¢
L Scheduled Cart ena 1111401 5:00 AN 5:00 AW 24,00 HA INSTITUTE ([#000058¢
L | Scheduled Fern  dez 1111501 5:00 AWM 5:00 AM| 24,00 HA INSTITUTE ([#000058¢
L Scheduled Fern  dez 1111601 3:00 AWM 5:00 AM| 2400 HA INSTITUTE (#0005
L | Scheduled Cart  ena 111701 3:00 AWM 5:00 &AM 2400 HA INSTITUTE (#0005
L Scheduled Cart  ena 111801 8:00 AWM 5:00 AM| 2400 HA INSTITUTE (#0005
| Scheduled Fern  dez 111901 3:00 AWM 5:00 &AM 2400 HA INSTITUTE ([#000058!
| Scheduled Fern  dez 1120001 3:00 AWM 5:00 &AM 2400 HA INSTITUTE ([#000058!
| Scheduled Fermn  dez 112101 3:00 AN 5:00 &AM 2400 HA INSTITUTE ([#000058¢
| Scheduled Cart ena 112201 3:00 AN 5:00 &AM 2400 HA INSTITUTE ([#000058¢

| Scheduled Cart  ena 112301 3:00 AM 5:00 AN 2400 HA INSTITUTE [#00058¢ &

q- | .

Deselect All | Shift Selectd Visits | Sort Options |

Figure 8-24 Adjust 24 Hours Case Schedules
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To modify the 24-hour details:

1. Select a row by clicking on
a checkbox.

2. Usethe

button on the bottom of the
screen to change the date
and times of the visit.

3. Once you enter your

changes, is activated.

4. Pressing will display
a Change Notes window
asking you to enter the
reason for your time
change.

HC Plus User Manual

Change Hotes

V' Client I Employee Il Agency ™ Service

Reason: || |

Notes: | ELTERNATE NUMEER CAHM
CLIENT REFUSED HOME ATTEMDANT CRHA
EQUIPMEMT PROBLERM CEQE
REDUCED SERVICE HOURS CRS

SCHEDULE CHANGE

SUPRESS DUTY FREE CSDF

 Permanent

' Temparary

5. You may also select a row and shift the selected time of a visit by

pressing [Shift Selected Visits].

6. The window on the right is displayed. Shift By: [ B Minutes

7. Enter your shift parameters and click [OK]|.

" Back in Time

| Forward in Time

0K | gancell

Note: In HC Plus Santrax call processing, the ‘T’ indicator on a 24-hour case indicates the call is for the
visit on the prior day. Instead of creating an unscheduled visit, these calls will be used to close out the prior

day’s visit.

Schedule Maintenance
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8.18 Employee Schedule

The system also allows you to set up a schedule for an employee, that is, to assign to him/her clients for
service on specific dates and times. This process is the mirror image of client scheduling—where you
begin the process with a client and then assign an employee to him or her.

HC Plus User Manual

1. Employee schedule features are accessed by first clicking the Employee Schedule button located on
the Schedule Maintenance Menu, Figure 8-1.

2. This will initially bring up the Find Employee screen, as seen in Figure 7-1. After selecting a specific
employee to process, the schedule for that employee appears:

FAMILY HOMECARE (001) Coord: District:

Employee Schedule For: RN EINEN
1355 NEW YORK AVE 34
BROOKLYN, NY 11203- | (718) 4623233

4 bl

TTIeI0n

Weekly

.00 5400

Santrax LR traw Hrs . Santrax Hrs 00 b 0.00 Santray 000 Santrak Hrs .00 0.00

| Sat 7110 | Sun 7411 | Mon 7112 | Tue 7413 | Wed 7/14 | Thu 7415 | Fri 7/16
004 - &00F [Fo0] | &00P - 10:00F [200] | 9:00A - 400F [7.00] | 9004 - &00P [FO0] | 2004 - &00F [F00] | 9:00A - 400P [7.00] | 9004 - 400F [7.00]
Has 555 = P|HAS 414 = P|HAS 555 = P|HAS 555 = P|HAS 555 = P|HAS 555 = P|HAS 555 =P
AGOR, LIRS P | AGOR, LIM A P | AGOR, LIRA P | AGOR, LIMA P | AGOR, LIM A P | AGOR, LIRA P | AGOR, LIMA P
S00F - 10:00F [Z00] S:00F - 000F [Z00] | =00F - 10:00F [200] | S00F - 1000 F [2.00] S00F - 10:00F [Z.00]
HAS 414 = P Has 414 = P|Has 414 = P|Has 41 = P HAS 414 =P
AGOR, LIRS P AGOM, LIRS P | AGOR, LIRS P | AGOR, LI A P AGOR, LIRS P
Skills Employee Maint | General Avail Pref Avail Comphance Yac/Sick/Hol/Per.
Excluzions Hotes Show Codes Hiatus Yerification Select Location

Figure 8-25 Employee Schedule

The Employee Schedule Screen displays the current week’s schedule. This includes any permanent or
temporary clients that have been scheduled for the employee. Also shown is employee availability (and
unavailability). See Figure 7-4. (When you click on a time cell that has no assignment, for example, the
Saturday cell above, an availability popup appears in which you can enter a reason for any change of
availability for that day.

At the upper right is the display of the total hours scheduled for the week. This calendar screen can be used
to enter any employee cancellations, effect changes in the scheduled hours or days and update the
employee’s general and preferred availability.

Note: The @ will display the Find Employee screen, Figure 7-1.

When you click on a cell the Schedule detail screen for that visit appears.
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Schedule Detail MANHATTAN (001) Client: 0021083 AGON, LINA

Order 1D: ﬁ 4E | Tuesday, August 10, 2004 | }| ‘ EL‘,
Week: 1 [of 1| Contract: [\VNS -1 @

Proc Code:

i Scheduled: Start Time: rm End Time: IW Hours: Iw P/T: |P_

Work Code: HR

Unit | Santrax:  Start Time: End Time: Hours: 000
Classf- Employee
HHA, ﬂ ABUL. LYN | P Carfare? [
(feg Rate: 4720 | Daily: 5000 | ) arfare Amt| 5.00

Client Cancel | Employee Cancel | SCHEDULED Copy | Hiztory | Client Sched | Unapplied
Agency Cancel | Service Cancel | Perm | Motes | Yerifp Visit |

8.18.1 Set Employee Availability

When you click on a blank time cell, the window below appears in which you may set the availability for
that day and for other days. You may also override the current availability or use the general availability
pattern. In the example below, the employee “prefers” working thirteen hours on Saturday and Wednesday
during the week of 8/5 to 8/11.

T T Lgeiiey |

Employee Availability

Tuesday. August 08, 2000 | =) ﬂ!

=

Start Time: 200 Abkd

v SAT

End Time: 3:00 Pt

[ suM [ WoOM

From: 2/5/00

[ Override Current Avail

Hours: 13.00
M oweEp [ THU T FRI

Thru: | 2/11/00

[ Use General Avail

v
[ Awailable
[ Unavailable

Preferred

EMERGEMCY SITUATIOMN

Reaszon:

Figure 8-26 Set an Employee’s Availability

You may also initiate availability setting by right-clicking on the date above a calendar column on the
schedule screen and then pressing Enter Availability.
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Employee 5chedule

Employee Schedule For: EEE ADE_EMI m
27 ATLANTIC AVE -
BROOKLYM, Nv 11207~ [ (718) 547-2647 3/16/00

Weekly

000 0.00
0.00 trax E | X traz tra trax Hrz:  0L00 tra 0.00 traz ;000 0.00

| Sat 3710 | Sun 3/11 | Mon | Wed 3/14 | Thu 3/15 | Fri 3/16

WO0F - L00F [100] |1000F - M00F (00 |1s00F- fa Enter Availabilicy 1 [wooF- mooFP 00] |1000P- 00P [1.00] |1000F- 1L00F [100]
Enter Special Codes

1 HOURS AValL 1 HOURS Ay AIL 1 HOURS AVAIL 1 HOURS Avall 1 HOURS avall 1 HOURS AV AL 1 HOURS Avall

8.18.2 Employee Schedule Screen Buttons

The buttons at the bottom of the Employee Schedule screen, Figure 8-25, are to be used to review or alter
employee-scheduling information.

Skills Employee Maint | General Avail Pref Avail Comphance Yac/Sick/Hol/Per.
Exclugions Hotes Show Codes Hiatus Yernfication Select Location

BUTTON Feature

Skills Displays the Employee Skills screen as seen in Figure 7-7.

Exclusions Displays Figure 7-8. This is a list of all clients that this particular health care
worker cannot work for.

Notes Displays the employee notes screen.

Show Codes The Show Codes button displays the calendar with the procedure codes, that is,

services to be delivered to the client. The button toggles to Show Cli/Srv
(client/services) which allows you to view the client’s name.

Employee Maint View the employee’s record, Figure 7-2.

General Availability | Press this button to set and view the employee’s general (overall) pattern of
availability. By pressing right arrow near the Week 1 button, you can copy

B Employee Availability

Employee Availability  avail Th: [

# weeks: [l 3987 HUBELE, JOHN
Effective: [T 59 TYER Week 1 [P
EVER™WHERE. NY [212] 345-6555
SAT SUN MON TUE WED THU FRI
- - 800 AN - 500 PRI 8:00 AR - S00FR| 800 AN - 5:00 PR 8:00 AR - 5:00 PR -
.00 Hours 200 Hours 200 Hours 200 Hours
Auailable Aailable Aailable Aailable

Availability Comment
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Pref Avail/Available | This toggle button allows you to view the current availability and preferred
availability on the calendar. In the example below, the employee could not work
on 9/25 during two afternoon hours.

Employee Schedule

Employee Schedule For: EEi HUBBLE  JOHN
i 53 TYER m

EVERTWHERE, NY 212) 3456555 9/29/00

Weekly

o o 000 7.00
antr. 1] UE 1] 0.00 0.00

I Sat 9/23 Sun 9/24 I Mon 9/25 I Tue 9/26 I Wed 9/27 Thu 9/28 I Fni 9/29

8004 - 00P [700] | 8:00A- S00P [900] | 8:00A- S00P [900] | 8:00A- &00P [300] | 8:00A- &00P [3.00] ﬁ
ABC 414 P
ACEVEDD, JEMMIFE P| 9 HOURS Avall 4 HOURS Avall 4 HOURS Avall 4 HOURS Avall
3:00F - 5:00 Pa[Z.OD]
UNAVAILABLE
Hiatus This button displays a popup that allows you to cancel employee workdays.

Employee Hiatus

D ¥

Reason: |MEDID’-\L EMERGENCY
MNotes: |Had a bad toothache. ﬂ

[l

me:l IMFM Thlu:l 323

Pleasze Select Which Dayz Are To Be Cancelled:
Fsa sy T Wo Mitu T'we T TH T FR

Compliance View employee’s non-compliance status. See Figure 10-12.

Verification Brings up the verification screen where you can verify that visits were carried out
as scheduled. See Figure 9-2.

Vac/Sick When the button is red, it indicates that accrued sick and vacation days exists for

Holiday/Carfare/ the employee. Click on the data line—and a popup appears allowing you to

Personal change the information.

Weekly Special Codes

2, 11 RODRIGUEZ, JOSEFINA WOS: EfET i

Hours For Special Codes

Contract i Service Holiday Vacation Sick Delegate MoEntry Training Carfare  Per.

| 0000587] [GRINSHPUM.GRIGORY (87000][  300) [  600) [ 900 [ 1oof [ 2og [ 400 [ 6.00] [ 0.00]
[ 0000587) [GRINSHPUMN,YEWTA(870003) |[ 800 [ ood [ oo [ ood [ oog [ oo [ 0.00] | 0.00]
Click On Line To Change =
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Select Location

Use this button to
access a list from
which to choose the
site at which the
employee works and is
subject to its billing
and clerical
procedures. See
Location Maintenance
(section 14.2.5) for
more information.

HC Plus User Manual

Location Select

Select Location

002 NEw

v HOMECARE
HORIZONS

fou] X

J'f
MY

8.18.3 Enter Hours for Special Codes

You may enter hours for special codes (including carfare units) from either the Client or Employee
Schedule screens. Press on the [Vac/Sick/Hol/Perg button to access the Weekly Special Codes screen.
Select . The following screen appears.

wWeekly Special Code Entry |

Employee: ABlI ADER

| w0S: 11/16/01 | @ El

Contract/Sve: I

Delegate: I 1.00

Enter Hourz For Special Code
Holiday:l 2.00 Vacation:l 23.00 Sick:l 4.00

Mo Entry: I 2.00 Training: I 4.00
Carfare: |—35 [Unitz)

1. Use the dropdown to select a Contract/Service.

Contract Mame

INSTITUTE -

INSTITUTE
INSTITUTE
INSTITUTE
INSTITUTE
INSTITUTE

INSTITUTE HOME

Contract No | Servic

000058
000052
000052
000052
000052
000052

000058

C /CSery
BER NT. BEREAVEMNT Addaddd

JURY DUTY, JURY DUTY ABBEEEE

RATE 2. - B933333

TRAIMIMNG 527, RATE 1 133332
WACAICKAHOL CLIENT WEHOOT

WVACATION, RATE 1 [Seieieictere]
BEREAVEMENT, RATE 1 444444 <

2. Enter the hours for special codes and the amount of carfare units.

3. You may generate a Special Codes report detailing all employees on sick, holiday, vacation, etc.,
during a week of service. This report is accessed by Main Menu =» Reports = Additional reports
=>» Special Codes reports

8.18.4 Enter special codes for a visit day

A second method to enter special codes is:

1. Right-click on the date heading. Click on Enter Special Codes. The Special Codes screen appears.

Schedule Maintenance
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Employee Schedule

Employee Schedule For: EEE ADE_EMI m

27 ATLANTIC AVE

BROOKLYN, Nv 11207 | (718)647-2647 3416701

Weekly

Mon
00F- MLO0F (100 |wmone- i Encer Availabiity 1 [woor- wooP oo |wooP- nooF [100] |1000F - 100F [100]
Enter Special Codes

1000 F - 100 F [1.00]

1 HOURS &AL 1 HOURS AvAlL 1 HOURS AVAIL 1 HOURS AYAIL 1 HOURS AvAlL 1 HOURS AVAlL 1 HOURS Ay AIL

Special Code Maintenance

D ¥

Loc: 001 | Date: Tuesday, July 13, 2004
Employee: 756030 [ 40 ma

Contract/Svc:

=l

Service Desc

Contract Mo

0000414 JURY DUTY, R2
Start Time: [ 120414 FAMILY HOME 0000414 | JURY DUTY. R2M
414 FAMILY HOME CARE 0000414 | JURY, DUTY
414 FAMILY HOME CARE 0000414 | LINDERMAN, BRONYA
414 FAMILY HOME CARE 0000414 | LINDERMAN, LEONID
414 FAMILY HOME CARE 000414 | NEMCHINGKAYS, VERA
Reason:| 414 FAMILY HOME CARE D000414 | NO ENTRY. HOURS

Motes: Jury duty committrment. Ever if sick.

Figure 8-27 Special Code Entry Screen

2. Choose a contract/service from the dropdown box. The reason will automatically be filled in, if you
had entered a default reason in the service record of the “Vacation’ or ‘Sick’ miscellaneous client. See
section 6.8.

3. After completing the above screen and pressing the Exit door, the calendar screen will appear with the
special codes inserted in the day’s cell.

| Sat 11410 | Sun 11411 | Mon 11/12 | Tue 11413 | Wed 11/14 | Thu 11415 | Fri11/16

S004. Z00F [E.00] | 8004 - 120004 [000] | 9004 - 100F [400] | 9004 . 00F [400] | 004. G0OF [400] | 9000- f0OF [4.00] | 90008 12:00F [2.00]

HAS 526 P 527 HAS 536 P|Has 525 P |Has 525 P|Has 525 P|Has 535 P
58N HEZ p|wacamion Rate | |URI MO - Plur Mo F|URI MO FlURI "0 PURI O P
[212) BE3-4575 ¥ acatian [212] 568-4040 [212] 5ES-4040 [212] BES-40400 [212] BEG-4040 [212) BEE-4040

@ Often you may want to enter a ‘zero’ total hour for an employee’s availability on a certain day—
giving the reason for that anomaly. These special code situations will not be sent to auto-batch or billing
until the payroll department changes the hours for those employees. The feature Find Unapproved
Special Codes (see section 11.6) can be accessed from the Daily Functions menu to locate all employees
in this unapproved category—and then, if necessary, you can proceed to input the correct hours.
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8.18.5 Record tasks performed by an employee for a client

Often, during a visit, an employee may perform chores or tasks for the client. These may range from
helping the client shower to taking his/her oral temperature. During and after a visit, you may want to
record the work done. Tasks entered during the Santrax call will be interfaced to HC PLUS during call
processing. Visits, under this system, cannot be verified unless tasks are entered.

Task entry and editing can be accomplished using HC PLUS. After appropriate settings for individual
Agencies, a button displays on both the Client and Employee Visit Detail screens and the
Client/Employee Verification Detail screens. You then have the ability to add, modify and delete task
assignment/s from these screens. The process is as following:

1. To access the Detail screens, display the employee (or the client) schedule.

PARTNERS (001) Coord: District:

Employee Schedule For: [EANEERETN m
502 WEST 21
NEW YORK, N 10034- | (646) 796-0035 8/6/04

47.00
ntr. | T.00 ntr. X oo i i 13.00

| Sat 7/31 | Sun 841 | Mon 8/2 | Tue 873 | Wed 874 | Thu 8/5 | Fri 8/6
400 &- 300P [600] | ®00a- s00P (600] [woos- so0F [roo] [woos- sooF (roo) Jiooos- so0p [7o0] [ioos- Goof (roo] [oos- S00F [7.00]
G458 - 253P %00 A- 305P [600] [103A- 502P [7.00]

ADL 426 P ADL 436 PILTC 486 PILTC 486 PILTC 436 PILTC 436 PILTC 436 F
EVAS ESTER T| UEVAS ESTER T| ELEMDEZ JO P| ELEMDEZ JO FP| ELEMDEZ, JC P| ELEMOEZ, JO P| ELEMOEZ, JO IF
Tazks:7 it Tazks:6 # Tazks: B Tazks:0 Tazks:0 Tazks:0 Tazks:0

Notice the number of tasks marked in each cell when the employee is assigned a client.

2. When you click on a cell, the Detail screen appears, with a button located at the bottom.
Press it to view current tasks for that visit or to enter new ones.

Yiew/Modify Schedule Detail PARTNERS {(001) Client: 0615676 UEVAS, ESTER Santrax Eff Date: 5/22/04

. B.
Order 1D 3452 48| Sunday, August 01, 2004 | Eb @| &l
Week: 1 |of 2 | Contract: [PARTNERS IN CARE ME6)YNS -]
Proc Code:
Shift Code: . .
wWork Code: Scheduled: Start Time: I 300 40 End TlmEZI 00 PR Hours:l E.00 P£T: IF'_ OTZABS Hrs:
Unit: Santrax: Start Time: 500 AMI End Time: 308 F'MI Hours: E:DBl Reason Cde: vI 0
Classk: s Employee |
Employee Tasks
(] | Description |reading [Manual
Go16 Shower New
ooz7? Dressing
a0ss Meal preparation
00s0 Medications: assist/remind @I
a3t Grocery shopping
Modify

£|
=== D

-1_]

8.18.5.1 To enter new tasks

You may enter tasks for a scheduled visit or even for a visit that was verified, as long as the visit had not
been posted and batched.

1. Click on the button on the Employee Tasks screen. The following screen appears.
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g

Available Tasks Selected Tasks
In] D ezcription D Description Reading
016 Shower -
o017 Sponge bath
001 Bed bath
‘og19 Mouth care
oozo Foak care
00z3 Skin care
0024 Mail care
0ozs Taileting |
onz7 Dressing dheld >>
0za Infant care
0030 Cral kemperature
o3l Rectal temperature ml
003z Billary termperature
0033 Pulse
o034 Respirations LI
STI]P i+ |
2. Highlight an item for the list of available tasks and press |Add>>|. The item will added to list of
tasks preformed for the client.
3. Certain tasks such as temperature readings or weight require you enter the reading as shown

below.

Add Tasks [

Available Tasks Selected Taszks
D D escription 1D Description Reading
0016 Shower - o019 Mouth care
0017 Sponge bath 0030 Cral kemperature
oo1s Bed bath
o019 rMouth care
a0za Foot care
noz3 Skin care
0024 Mail care
a0zs Toileting |
aoz7 Dressing fdd >>
0025 Infank care
0o30 Oral kemperature
0031 Rectal temperature ml
03z Axillaty kemperature
0033 Pulse Enter Reading: |1 I]I]_2| Accept
0034 Respirations ;I #l
D *
Figure 8-28 Add Tasks Screen
4. Press to record the reading you entered.
] e tist wi
5. When you press the list will appear.
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View/Modify Schedule Detail

PARTHERS {001) Client: 0415457 ELENDEZ, JO

Santrax Eff Date: 6/28/03
Drder ID: ﬂl ‘I Tuesday, August 03, 2004 I @ EL‘,
Week: 1 [of 1| Contract: [PARTNERS IN CARE (486)WNS -] _| _|
Proc Code:
Shift Code: = o
Work Code- — Scheduled: S5tart Time: I 100046 End Tlme.l 500 P Hnurs:l 7000 PST: IF'_ OT/ABS Hrs:
Unit: Santrax: Start Time: | End Time: | Hours: EI:UUl Reason Cde: 'I
Clazzi- Fmnloneas |
Employee Tasks
jin] | Description [reading [Manual
o0Ls Tub/bath * New
o019 Miouth care *
o0z1 Shampoo *
Incontinent care * @
Oral bernperature # —_
Exercises *
Modify
L3
= T T T = T = I _= 2 1
Tasks I
6. You can modify certain tasks by double-clicking on them and changing the reading
Modify Task Reading

Task ID: Description:
|I]I]3I] | |Orﬁ| temperature |
Reading:

|1l]1_3|
g

7. You may also delete a task by highlighting then pressing the l icon.
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8.18.6 Overtime and Absence tracking

Some agencies can track the hours that an employee worked overtime or was absent during a visit. When
scheduled hours are changed, if the exceed the hours authorized the amount appears on the Visit Detail
screen and if they are less than the authorized hours, the employee is deemed absent for that time. A reason
must be entered for each overtime or absence occurrence.

1. Access the Schedule Detail screen of a calendar cell.

Schedule Detail PARTHERS (001) Client: 0413457 ELENDEZ, JO Santrax Eff Date: 6/28/03

4E Tuesday, August 03, 2004

PARTHERS IN CARE [486) VNS =

— | Hous o0
F

ACE  WEDD

2. Change the hours as necessary. You will be required to fill in the OT/ABS field and the reason
code.

Schedule Detail PARTHERS (001) Client: 0415457 ELENDEZ, JO Santrax Eff Date: 6/28/03

Tuesday, August 03, 2004 3
PARTMERS IN CARE [436) WNS -

[TE05H) End Time 7007 Hows| 500
| EndTme | Wows oo

Client Is Scheduled For 2 Hours More Than Authorized.
Record As OT/Absence Hours?

Click "fes' To Record Hours, Then Select Reason Code, Or
Click 'Mo' To Continue Svithout OTfAbsence Hours

Schedule Detail PARTNERS {001) Client: 0415457 ¢ ELENDEZ, JO Santrax Eff Date: 6/28/03

4B Tuesday, August 03, 2004
P&RTMERS IN CARE (486) VNS

L —

ACE VEDO,

03 RELIEF WOT OM TIME

04 EMERGENCY ROOM ESCOR
05 MWD APPOINTMENT

06  HHA TRAINING/SUPERVISIC =

3. The schedule calendar will display the characters OA in the day’s cell, marking it as an
overtime/absence situation.

All overtime/absence changes made on an employee’s schedule detail screen are also displayed on his/her
assigned client’s schedule and detail screens.

In an absence situation (where you reduce the number of hours for a visit) the system will prompt you
whether you want to create a split visit. In the case below the original visit was reduced to one hour
because of an emergency. However, since the rest of the visit could be carried out later in the day, the visit
was split into two parts.
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Schedule Detail PARTNERS (001) Client: 0415457 ELENDEZ, JO . Santrax Eff Date: 6/28/03
Order ID: __ 2872 43| wednesday August 04,2004 | BB @l Eh,
Week: 1 [of 1] Contract: [FARTNERS IN CARE (48B]WNS -
Proc Code:
Shift Code:
Work Code: Scheduled: Start Time: I 10:00 M | End Time: I 11 DDAM Hours: I 1.000 P#T: IT_ OT/ABS Hrs: 5.00
Unit: Santrax:  Start Time: | End Time: Hours: D:DDl Reason Cde: [01 -]
Classf: Fmnlonoa

HHA | ﬂl Microsoft Access

& Do You wish To Split This Wisit Into Multiple Yisits

Yes I Mo |

Clicking Yes to the above prompt, the original 7 hour visit is split into two visits of one and six each (on
client calendar schedule). You can change the times of the second visit and assign another employee to
complete the work, if necessary.

0004 - 1100 A [1.00]
HHA LTC 426 T
ACE WEDOO P
Tasks:0 # 0n
0:00 8 - B00F [7.00] 00F - T00P [6.00]
HHA LTC 426 P HHA LTC 426 T
ACE NWEDOD P
Tasks:0 > #

8.19 Schedule Reports

To generate a series of reports detailing your current schedules: Press the |Reports| button on the Main
Menu, Figure 1-1. The Reports Menu appears. Choose the |Clients Reports| button to display an array of
options from which you can generate various schedule reports from the client’s point of view. See Figure
4-1. Alternatively, press the Employee Reports| button for a menu to produce schedule reports from the
employee’s perspective.

FAMILY HOMECARE
Employee Work Schedule For Dates: 7/3/04 Thru 7/9/04
5 OLLEGE.
CEBALLAS, MARI 7.
‘ ! 762420 EDISON HJ, 03817- (32 246-1234
Cluster:
SAT SUH MOH TUE WED THU FRI
WEEK ENDING w7 0704 0705 07-06 0707 07-08 07.09
78004 gooam - zooemlBl smaw - zooewlBlaooam . zooemBloooam - zooemlElsooam - zooemlE] gonem - zoopm[E] moem - 2uuPM|E|
TERSOM, ALEXG  [B] TERSON, sLEX ¢ [PITERSON, MLEX G  [p]TERSOM, MEXG  [B] TERSON, sl G [E] TERSONM, aLEX G [B] TERSON, ALEX G
5.00 5.00 5.00 500 500 5.00 snn
7104 200pM - so0pM[E] 2zmew - soormElsooem - soopmElzooew - soopM[E] 2zoopm - soopmlE] zooem - scopmlE] zooem - so0pME]
TERSON, ALEXG  [P] TERSON, SLEX G [P TERSON,ALEX G [P]TERSON, ALEXG  [F] TERSON, ALEXG  [P] TERSON,ALEXG  [P] TERSOM, ALEX G [E]
3.00 300 300 00 300 3.00 300
Total Daity Hours .00 .00 .00 200 800 8.00 .00
CEBALLAS,MARI Z. : [ Total Hours For Week Ending 7004: 5600 Hows |
Client Informatior:
Hame Client ID
TERSOM, ALEX 101877
Ref
TERSOM, ALEX G 101877
Reftt
End Employee: CEBALLAS, MAR| 2. Total Hours: 56.00 Hours

Figure 8-29 Employee Schedule Report
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Chapter 9 Verification procedures

9.1 Verification Overview

The system provides two methods with which to verify that an employee filled the clients’ schedule as
required by a work order. The first method is to follow the procedures using the formal Verification menu
via the Employee’s schedule. You may also, as described in sections 9.4 and 9.5, verify visits ‘on the fly’
directly from a schedule calendar screen.

Note: When a visit is manually verified from the Client Schedule, the appropriate Employee schedule is
updated as well.

@ HC Plus uses verified hours, if present, instead of scheduled hours when checking to see if employee
exceeded authorized hours. This allows adjustments of pay hours to exceed scheduled hours as long as
authorized hours plus banked hours (if applicable) are not exceeded. However, the validation to prevent
verified hours from exceeding scheduled hours is available—and is controlled by the option ‘Allow
Verified Hours Greater Than Scheduled’ on the Scheduling Defaults Sharp screen (see section 14.1.5) Call
Client Relations to enable.

9.2 Automatic Batching

When the Batch Verified Visits field is checked in the Sharp section of the Scheduling System Defaults,
manually verified records are automatically batched. The criteria for inclusion in a batch are location,
contract, week of service, and user.

o Employee verified schedules will be added to an existing batch if a match is found for location,
contract, week of service, and user.

o Employee verified schedules will be placed in a new batch if a match is not found for location,
contract, week of service, and user.

e Within the same batch, records that are verified together for the same client will get the same timeslip
number, i.e., they will be included in the same Batch Detail summary record by employee and client.
Note: records that are verified at different times will not get the same timeslip number.

e Within the same batch, records for the different clients will not get the same timeslip number, i.e., they
will be placed in separate Batch Detail summary record by employee and client.

e When a manually verified batch visit is unverified, the visit is removed from the batch.
9.3 Verify Schedules via the Verification Menu

1. Use the Verify Schedules| button on the Scheduling Main Menu (Figure 1-1) to bring up the
Verification Menu below.
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Yerification Menu

Verification Menu

Yerify Schedules Yerification Report |

Yiew Unbatched

Timeslips Discrepancy Report |

Santrax Call Exception
Maintenance

Report

Batch Listing Unbatched Report

l]vetlapplng Vizit |

Batch Export Report CIN Exception Report

[ on Erenionnine |
|

Figure 9-1 Verification Menu

2. Clicking |Verify Scheduleg brings up the Find Employee screen (Figure 7-1). Select the employee
whose schedule you want to verify. After the employee is selected, the Employee Schedule

Verification screen appears.

BE| FAMILY HOMECARE (001) '

Employee Verification

| Sat 6/19 | Sun 6720

HAS 414
AEU, SAR
SweERE MB

2004 - &00F [12.00]

#

r

E004 - S00F [12.00]

Has 414 #
BEU, SAR
w3852 me [

FHIL. JORIE

50 LINDEM BLWD &PT 5

BROCKELYM, MY 11226-

| Mon 6/21 | Tue 6722

[718] 363-2449

0.00
0.00

| Wed 6/23 | Thu 6/24

£ X

000 2400
111} 000

| Fri 6/25

Yenfy All

I Select All Igmp Sched I Emp Maint | Notes I Show Codesz I Compliance

Yac/Sick/Hol/Per. I Select Location .

Figure 9-2 Employee Schedule Verification

3. Visits that have already been verified will be in black. Unverified visits are displayed in green.

4. To verify a particular day(s) click in the checkbox in a cell, then press the red button at the
bottom. The total number of verified hours is displayed in the cell. An ellipsis (...) indicates the visit
was verified but not batched, whereas, when it is batched, the batch number appears in the cell.
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5. You may also simultaneously verify all the schedule days (without checking the boxes in the cells) by

pressing the button.

6. When you click on a specific day/time cell in the figure 9-2, the Verification Detail screen appears.

Schedule ¥erification
Order ID: 1203 42| Sunday. July 14. 2002 | EIb| @‘ El!
Service ID: 570003 Client: GRINSHPUN, YENTA
Employee: RODRIGUEZ, JOSEFIMA,
Contract: IMSTITUTE H.C. VNS Classf: HHA
Start Time End Time Hours
Scheduled: £:00 &b 4:00 PH| £.00
Santrax: | | 000
Yerified: | 8:00 Abd | 4:00 PM 8.00
Proc Code: -
Specl Pay: 0.00 Work Code: -
Reference: 52210077 Shift: I_ Unit:
I_
SCHEDULED |
Client Cancel | Employee Cancel | | Client Sched | |
Agency Cancel | Service Cancel | Sched History | Perm | Unapplied |

Figure 9-3 Schedule Verification Detail

7. Examine the details of this screen. (You may want to change the verified times etc. In this case, when
you click on the [Exit-door], another popup will appear in which you can enter comments about your
changes.)

Note: If you check the Per Diem checkbox, the letters PD will appear in the right bottom corner of a
verified visit when the button is selected from the Client Schedule. Live-in visits that
exceeded 12 hours show the per diem indicator. The per diem indicator is also visible for a 24-hour visit
that is split into two 12-hour visits; however, it will not automatically be checked.

The Per Diem indicator is only selectable on those visits equal to or in excess of 12 hours. Any visit less
than 12 hours will have its Per Diem indicator grayed out. Any 12-hour visit will have to be manually
selected by user. In addition, you will receive a warning message when more than one 12-hour visit has
been scheduled for the day.

A modification has been made to the HCO application to add the Sharp Aids per diem logic. Per Diem
works as follows with regards to Special Care (Aids) services. If the Service’s Special Care flag is checked
on the Service Maintenance Screen and the scheduled hours are between 0 and 4.99, and the Contract’s
‘Aids Per Diem Rate’ is not zero, then the Per Diem checkbox is enabled. It is up to you, the user, to check
the box on the Verify Visit screen.

8.  Clicking on the -door formalizes the verification and the entry now appears in BLACK in the
Client schedule screen. If you had adjusted the verified hours, the change will appear on the schedule
framed in a tiny box in bold underneath the originally scheduled hours enclosed in brackets.

9. After verifying a visit, you can view the verification history by clicking on a black schedule cell. The
View/Modify Schedule Detail screen appears.
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10. When you click on the button on the bottom of the screen, the Schedule Verification Detail
screen appears with the history displayed at the bottom.

Schedule Yerification ~ PARTNERS (001) Client: 0617225 ABRAM CHAY
Monday, July 12, 2004

ABRAM  CHay
BEWYA  MOVA,
PARTHERS IN CARE [486) WNS

300 AM &0
.01 AM

3932606

Wisit Posted: 7/19/04 4:43:33 PM Batch Ma: 011 Emplayes #: 076731 by RMARCUS
Werified On: 07 /13704 05:15:45 AM By SANTRAX

Batch# 011
Client Cancel Employee Cancel Un-¥erify Employee Add History
Agency Cancel Service Cancel Sched History Perm Unapplied

Figure 9-4 Schedule Verification Detail Screen with history

Note: The screen above displays non-transferred batches in red and transferred batches in black.
BUTTON Feature

Client/Agency/ These four buttons function in the same manner, as do the cancel buttons on Figure
Employee/Service | 8-20.

Cancel

Un-Verify This button sets the individual visit back to an unverified status. The color of the

text in the calendar for that day will revert from BLACK to GREEN.
Client Schedule View the Client Schedule screen, Figure 8-2.

Add History This button allows you to add additional information to the verification history
without having to modify the visit.

Sched History Displays a screen showing all the scheduling changes.

Schedule History

7/12/0212.38:30 P | [ T:00FM F]
FEREZM Z00FH
T2 Clent -
F] =

7H2/02 123819 Fh
FEREZM ]
72 Clent - |[ESTRELLE, MARIA,

Perm This button brings up the Permanent Schedule screen. See Figure 8-19.

Unapplied Allows you to apply Santrax calls to the visit and then proceed to verify that visit.
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Note: The verification screen keeps the same week ending date when selecting a second or third

employee’s schedules to verify. That is, if you use the binoculars to search/verify another employee’s
visits, the WOS retrieved will be the same as that of the first employee. This feature works only when the
‘Default Schedules to current WOS’ option is not selected on the Scheduling Defaults screen.

9.3.1 Verification for special codes—sick and holiday

Vacation and sick days appear on the verification screens either through cancellation or by entering special
codes as described in section 8.18.4.

EE FAMILY HOMECARE (001)
Employee Verification

| Sat 7110 | Sun 711

&00 A- B:00F [10.00]
TABA- B0ZF [9.00]
HAS 414 #
MEMCHINE 22

Swe3048EE 128

#00 4. B:00F [10.00]
7485 BEIF [9.00]
HAS 414 #
NEMCHINS. 28

S 304585 128

VEED30

ADAM T SEY,

2262 63 5TREET

BROOELYM. WY 11204-

| Mon 7712 | Tue 7113

004 - 1200F  [4£00]

[409]

SICK
137

S:00 4. 12:00P  [4.00]

[4m]

SICK
137

[718) 23216855

| Wed 7/14 | Thu 7/15

G004 12:00F  [4.00]

[+o0]

WACATION
137

004 - 1200F  [4£00]

I

YWACATION
137

EY &

| Fri 7/16

004 - 1200P [400]
4.00]

EE.00
15.00

t

WACATION
137

1200F E00F  [600]

X

SICK
137

12:00F BOOF  [6.00]

00|

SISk
137

1200F- BOOF  [6.00]

X

WACATION
137

12:00P - S00F  [5.00]

_s.00f

YACATION
137

1200F - S00F  [5.00]

L

YACATION
137

Yenfy All

I Select All Igmp Schedl Emp Maint | Hotes I Show Codes I Compliance

Vac/Sick/Hol/Per. I Select Location

Figure 9-5 Vacation/sick days on schedule screen

When you click on a vacation/sick cell, the detail screen below appears along with the batch number to
which the visit’s timeslip was assigned.

9.3.2 Verification Screen Features

The verification screen has several buttons that add the following functionality.

BE] FAMILY HOMECARE (001)

Employee Verification

I Sat 6/26 I Sun 6/27

AEL SAR
SwcIBh3IZ ME

I

SwcIBRIIZ ME

]

TEE03T

PHIL. JORIE

50 LINDEN BLYD APT &

BROOELYM. MY 11226-

| Mon 6728 | Tue 6729

[718] 363-2449

EY

Weekly

I Wed 6/30 I Thu 711

000
000

| Fri 7/2

24.00
0.00

Verification procedures

9-151

Rev 11.5



HC Plus User Manual

Figure 9-6 Verification Screen functions

BUTTON Feature

Verify All This red button will verify all the scheduled visits of a selected employee. Three

(Verify) red dots in a cell signify that the cell had been verified via the “Verify all” method.
If you check a checkbox in a green scheduled cell, this button toggles to “Verify
Selected” allowing you to verify only those schedule(s) as necessary.

Select All This button will place a check mark in all the small check boxes that appear in the

(DeSelect All) bottom right corner of the calendar day visits. Once set, the Select All button

toggles to read DeSelect All as seen in the above figure. Clicking Deselect will
remove all the checks in the small check boxes.

Employee Schedule/ | These buttons bring up screens similar to those described in the Employee
Maintenance/ Notes/ | Schedule section 8.18.

Show Codes/
Compliance/
Vacation, Sick,
Holiday/Pers, Select
Location

E Employee Schedule Ve
Employee Verification

35 WADSWORTH AVE

NEW YORK, NY 10040 [212) 740-0519 11/9/01

Weekly

dH 600 i E | : 700 4200
500 5.00 E | ;400 4.00 700 4200

| S5at 11/3 | Sun 11/4 | Mon 11/5 | Tue 11/6 | Wed 11/7 | Thu 11/8 | Fri 11/9

S004- X0OP [E00]] S00A- Z00P [S00]) @002- fOOF [400]| @004- f00F [400]( 2004- 100F [400]( 2004- 100F [400]) %004 -1200P [2.00] ﬁ
8654- 0P [600]| 903A.- Z0IP [S00]| &GBA- tOOP [400]| 863 4- t0ZFP [400]( &51A- L0OFP [400]( &53A4- 1t01F [4£00] 3_lll]|
Has 525 Has 525 Has 635 Haz 685 HAZ 635 HAz 635 HAZ 625
SAM HEZ SAM HEZ LIRI MO LIRI MO LIRI MO LIRI MO LIRI MO
Swe: 74733 | Suc 74T " Sue:T4TIES | Sue:T4TIED | Sue: T4 TIED | Sue T4 TIED | SucT4TIEE Dlilly
T00F  wO0F  [4.00] 0P - S00F  [4.00] 0P - HO00P  [400]
PP BM4P [400] HOP- RO0TF [4.00] !.IJIJI
Has 655 HAS 555 HAS 585
PINA, RAFAEL FitA, RAFAEL PiNA, RAFAEL
Swe:T4TT2E SwoT4TTEE Swo:TATTED OE4

Figure 9-7 Verified visits

Once the visit hours are manually verified, the batch number (e.g. 064) appears in the cell.

9.4 Verifying Visits via the Client Schedule Screen

To verify visits using the client schedule screen, do the following:

: 747939 [54N HEZ [ oo
Client Schedule =

NEAR_AGLE AVE

212) 5E9-4
I Cluster Case 212 o PA Exp: 5731/02 Banked Hrs: 22 Weekly

E.00 4200

600 5200
ntr nitr. 000 2300

: o0 L1l 2
| Sat11/3 | Sun 11/4 Mon 11/5 | Tue 11/6 | Wed 11/7 | Thu 11/8 | Fri 11/9

S005- 300P [6.00] || 3004~ 200P [5.00] | 3004- 300P [G.00] || 3004~ 300P [6.00] | 3004- 300P [G.00] | %00A- 300P [600] | 3004- &00P [6.00]
g564. 201P [600] [ @034. 201P [500] 200P 8584. 200F [6.00] 200P 903 4- 301P [6.00]

He  HAS 55 PJHA  HAS 55 PllHa HAS 55 PJHA HAS 585 PJHA HAS 585 PJHA  HAS 585 PJHA HAs s P
s DER Plsemn CER P
(212) 740-0135 (212) 740-0135 [212) 325-1552 (212) 9z8-1652 [212) 328-1552 (212) 928-1652 [212) 328-1552

1. Click in agreen cell (a scheduled visit) or in a pink cell (pending notification). Note that cancelled
(blue) or open (red) visits cannot be verified. The schedule detail screen appears
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Yiew/Modify Schedule Detail
Order ID: 362 |
Week: 1 [of 1|

Proc Code:
Shift Code:
Work Code:

Unit:

HC Plus User Manual

T v

Loc: D01 Client: 7479  SAN HEZ. . Santrax Eff Date: 4/29/95
4B I Monday, Wovember 05, 2001 I }l
Contract: [INSTITUTE [~ |

Scheduled: Start Time:l 3004M | End Time:l 300 Pr Hours:l
Santrax: Start Time: | End Time: 200 F‘MI Hours:

6.00| PAT: IF'_

0:.00|

Classf: Employee
He | Ml NIN, LU | pm:fF
Client Cancel | Employee Cancel | SCHEDULED | Copy | History | Emp Sched

Agency Cancel |

Service Cancel |

Perm | Motes |( Yerify Visit

2.
3.

Figure 9-8 Schedule Detail screen

Click on the button on the lower right of the screen.
The schedule verification detail screen is displayed (Figure 9-3). Make changes to the hours as needed
and press the E button. The verified Client Schedule screen is displayed.

74793 |S5aN HEZ Joo

Client Schedule

9 THAYER 5T

NEAR AGLE AVE

I Cluster Casze

I Sat 11/3 I Sun 11/4

00 4 -
55 A -
HA
SEIM DEFR
[212) P40-01E5

300 F [6.00] | 8004 -
0P [E00] | 203a-
HAS 685 PHA
Plagin CER
[212) P40-01E5

200 F [5.00]
201 P [5.00]

Has 585 P HA

MY, MY [212] 563-4575

PA Exp:
600
&.00
600

| Mon 1175 I Tue 11/6 I Wed 11/7

G004 00F [B.00] | 900A- S00F [600] || &00A- 300F [5.00]

00P 6.00 || #52A- S00F [6.00] 300 F

HAS B3 PJHA HAS 536 PHA HAS B35 PlHA
P rika, Lo

[#12) 9251552

[#12) 9281552 [#12) 9251652

5731702

[212) 9281552

11/9/01
Banked Hrs: 22 Weekly
. 600 42.00

: 600 5200
: 000 2300

| Thu 11/8 I Fri 1179

5004 - 3:00P [6.00]
203 A -

S0 A- S00F [6.00] F‘
0P [5.00] !

HAS 536 P HA HAS &35 P ‘

P
[#12) 9251652

9.5 Verifying Visits

Figure 9-9 Verified Client Schedule Screen

via the Employee Schedule Screen

On the Employee Schedule screen, do the following:

Employee Schedule

Employee Schedule For:

700231 AND
130 30THST
LAUREL MY 11413

CEDIT

(718) 341-4 341

| Y

4.00
0.00

18.00
0.00

900 A - 400F [FO0] | 9004 - 400F [7.00] 1L00F - 500F [4.00] ¥ 1EF - EISF §.00] ﬁ
Has BER = P|HAZ 855 =P HAS 655 = F
PN AYA, PN AT . P UMAVAILAELE SEFRA  Ova, 8T
[T12] $45-1625 [T12] $45-1625 12 2960207
1. Click inacell. The schedule detail screen appears for the client for that day.

2.

Verification procedures

Click on the button on the lower right of the screen.
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3. The Schedule Verification detail screen is displayed (Figure 9-3). Make changes to the hours as
needed and press the button. The verified Employee Schedule screen is displayed as shown on
the right.

9.6 Change scheduled hours after verification

The system allows you to modify scheduled times even for visits that had already been verified. Note that
the system does not check authorizations when scheduled hours are changed for a verified visit. But once
the timesheet is batched and transferred to billing (posted), the scheduled times cannot be increased; you
may, however, decrease the scheduled hours on a visit that has already been posted. Decreasing the
scheduled hours is allowed when the verified and posted hours are less than the original scheduled hours.

1. Click on a verified cell. The verification screen appears.

3004 - LOOF [4.00] View/Modify Schedule Detaill  Loc: 001 Client: 747791 ACHITA, RAMONA Sanbrax EFf Date: 4/29/95
4.00 |
Ha H&5 &3 P INSTITUTE HOME CARE -
CAaRABALLD, ANAF P Client not Linked -
[212] BES-T230 B

CARABALLO, ANA R

Agency Cancel Service Cancel

Client Cancel Employee Cancel YERIFIED LCopy m m
Batch¥ 968

2. Change the schedule’s hours (Start and End times) as shown below.

View/Modify Schedule Detail Loc: 001 Client: 747791 ACHITA. RAMONA Sanbtiax Eff Date: 4/29/95 90048 - 2:00P [EI:II:I]

4.00 I
INSTITUTE HOME CARE - Ha, Has Ga5 T

Client not Linked - CARABALLO, ANAF P
[212] BER-7290 #

Client Cancel Employee Cancel VERIFIED Emp Sched

Agency Cancel Service Cancel Batch# 968 Verification
_

Verification procedures 9-154 Rev 11.5



HC Plus User Manual

9.7 Santrax Visit Verification

When you access a verified Employee’s schedule, the Santrax times are displayed. If the employee had
worked with two clients, the verified call-in and call-out times are shown for each client.

Employee Schedule

Employee Schedule For: [ m
103 3THST
SOUTH ZONE PR MY (718 3228322 3/16/0

Weekly

500 4300
500 4300

| Sat 3/10 | Sun 3/11 | Mon 3/12 | Tue 3/13 | Wed 3/14 | Thu 3115 | Fri 3/16
%30A8- 1L20P [500]

00 A- 200P [500] | &00A- 200P (e00] | #20a- 0P (5.00] | &20A- 120P (500] | s30A- t30P (500 | 30A- t30P [5.00]
3P [500] | s26A- t32P [s00] | sa0a- tszP (s00) | sesaA- 132P (500

THEA- 1L37P 60D THEA- BOOP [B00] | 827 A- 132P [B.00] | :28A-

HAS &EE = P|HAS &85 = P|HAS &85 = P|HAS &85 = P|HAS &85 = P|HAS &85 = P|HAS &85 =F
BACA ELLA P|BACA ELLA FPMAD LOK P [MAD LOK P [MAD LOK P [MAD LOK FP|MAD  LOK F
[718) 786 7756 [715) 786 7786 [718]) 539- 2368 [718) 539-2368 [718) 539-2368 [718) 539-2368 [718) 539-2368

Z00F- S:00F [300] | 200F- S00F [300]
TEEA- LITP 200 TH2A- BOOP [200]

HAS B85 = P|Has 555 =P
BACA MART P|BACA MART P
(T18)736 7796 [TIE)785 7756

Verified Santrax employee visit-time data also appears in the cells of the client schedule screen. The call-
in and call-out times appear together with the total hours that had been verified.

Loc: 001 Coord: 41555 HERNANDEZ. LORNY District: MRBN#

- 3816
Cllent SChEdUIe 3817 BACA MARTIM B m

[ TBA
[Must Cover1 = E?THN?(T' — 3/16/01
- Weekly

6.00 s B Buth ! futhHrs: 6. Buth ! uth ! . 6.00 42.00
3 ! ! Sehe 1 6.00 42.00
Santran 6.00 3 5 : : s : : 6.00 4200
| Sat 3710 | Sun 3/11 | Mon 3712 | Tue 3413 | Wed 3714 | Thu 3/15 | 3/16
004 200P [E00] | 5004. 200F [600] | 8004- 200P [600] | 5004- 200F [600] | 8:004. 200F [600] || 004 200F [600] | 3:004- 200F [6.00] |
|?:55A- 13TP 6.00 || 758A- S00P (600 | 7SBA- 403P [5.00] | TH9A- &02P [600] | 7S94 402P [6.00] | 755A- 40P (600] || 789 a. 402P|(5.00] |
HA HET oo P HA HES 650 P AR HAES 555 P HA HES G550 P HAA HAS 555 P HA AT 600 P FA HAS 555 P
voU GEM Plvou GEmi PloE Esu PloE Esu . P|oE ESU PloE Esu PloE ESL P
[F1g) 322-6036 (78] 322-6035 [715] 4244333 [TIg) 4244333 [719] 4244333 [F1E) 4244333 (78] 424-4333

When you click on a cell the verification details are shown including the Santrax information.

Schedule ¥Yerfication

Order 1D- 127 48 Sunday, March 11, 2001 | B @I ﬂ-"
Service [D: 331603 Client: BACA ELLA
Employee: vOU GE b
Contract: FAMILY Classf: HA
TBA Client: BACA MARTIMN - 3817 |
Start Time End Time Hours
Scheduled: £:00 AM| 2:00 P £.00|
Santrax: 758 M| 500 Ph} 3.03] ‘
Verified: { .00
9-155 Rev 11.5
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9.8 Applying unknown calls to a visit and verifying

On Figure 9-8 Schedule Detail screen the button allows you to apply Santrax calls to the visit
and then proceed to verify that visit. In the example below, the Santrax end time is missing. We will
proceed to apply a call to it.

1. When you press [Unapplied|, a list of Santrax Unapplied Calls screen appears. For agencies using the
task option, the screen will also show the number of tasks.

2. Check the Select checkbox to the left of the call you want applied to the visit.

View/Modify Schedule Detail FAMILY HOMECARE (001) Client: 610046 STOR, SHE Santrax Eff Date: 11/2/96

Order ID:| 1745 {I Thursday, July 22, 2004 | }I @ EL‘
Week: 1 |of 1] Contract: [414 FAMILY HOME CARE | _| _|
Proc Code:
ShiftCode: | o feduled: Start Ti -[000PM | End Time:[T0004M | Hows:[ 1200 PAT: [P
Work Code: cheduled: tart Time: : n !me. : Ours: L I_
Unit: Santrax: Start Time: 10:58 F'Ml End Time: | Hours: D:DDl
Classk: Employee
Ha ﬂl SLOMW. BOBEIE | P
Santrax Unapplied Calls
Select Date Employee Employee Hame Chent Client Name Start End Hourz Hsn Cd
I~ [7/22/04 ][ 000000000 ][ Invalid Employee 1D [ 71815743314 ] [ Irvvalid Client 1D |[o7:30 2M]| I[ 2 1]
I~ [7/22/04][ 123524123 [ Invalid Employee 1D | [F131232-0550 | [Irwalid Client 1D |[05:45 M) I 2]
[~ [7/22/04 ][ 052689963 | Invalid Emplovee 1D [ 71812641237 | [ Irvvalid Client ID |[02:01 PM]| I[ 2 1]
- [7/22/04][ 000000000 [ Tnvalid Employee 10 171508370017 ] Invalid Cliert 1D |[T5:23 PM]| | 2 1]
@ 7/23/04 |[0BO3EE059 || SLOW | #1004 ][ STOR.SHE [0 am][ I[ 7 ]
Apply Exclude Erevious Hext EL"
Selected Unknown Fage Page

~ =

Figure 9-10 Santrax Unapplied calls
3. Click the |Apply Selected| button. You are now in a ‘verify’ mode and a series of windows appears

stepping you through the verify process. The end result appears as shown below.

wT— If you manually apply calls, the
Grder 1D 1730 AB| _ Thursdor. Jub 22. 2004 | FIb @l calendar screen will show the
Service ID: 510046 I Client: . STOR, SHE Santrax Call time as an
Classf: HA Employee: SLOWw. BOBBIE i
Contract: | 414 FaMICY HIME CARE underlined entry_
Start Time End Time Hours
Scheduled: 10:00 PM| 10:00 &M 12.00]
Santrax: 1050 FM| 1001 M| 11.09] 0:00 F - 10:00 A [12.00]
Verified: I 055 P - 10014 1125 |
_— Microsoft Access HA HAS 3% P
Pay Hours: & You Have Changsd The Verified Hours From 12 Ta 11,25 - Is This Correct SLOW, BOBEIE P
ey (73] 775-7953 #
Yes Ma
The Santrax total hours, when
displayed in bold, indicate
E— verification when the verified
Client Cancel |  Employee Cancel | Unwerin | Employee | AddHistory) | hours differ from the scheduled.
Agency Cancel | Service Cancel | Sched History | Perm | Unapplied |

To indicate that a visit was verified due to call assumption processing: on the client/employee schedule
screens, the verified hours will appear in red; and on the Daily Call Summary report (Santrax Reports),
verified hours will appear raised.
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@ When you manually apply calls, HC PLUS calculates the banked late minutes. The calculation for
banked hours is performed for a visit that meets the following criteria:

e Nota TBA or a Cluster client. Not a 24-hour visit. The visit has never been verified.
e The visit does not initially have both Santrax Calls.
e Has just had a manually applied start or an end call via the Santrax Unapplied Calls Screen.

e Has just had a manually applied start or end call from Client or Employee schedules screen via the
Santrax Call Exception Maintenance screen.

9.9 View the phone number of a Santrax call

The Visit Detail screen allows you to view the telephone number associated with certain Santrax calls. If
the client ID was manually entered during the call, then the call is displayed within a gray box.

1. Place your mouse over a shaded call time Schedule detail screen.

2. Atool tip appears showing the phone number.

FAMILY HOMECARE (001) Coord:41461 BASKERYILLE SARAH, 41461  Di : #:  Santrax Eff:11/2/96

Client Schedule E10046  STOR., HERRY
140 LAWRENCE

Husl Cover:1 -

BROOKLYN, NY PA Exp: 7731705 Weekly

Yiew/Modify Schedule Detail Loc: 001 Client: 610046 ASTOR, SHERP¢ Santiax Eff Date: 11/2/96
Order ID: 1745 ‘l

Week: 1 Jof 1| Contract: [414 FAMILY HOME CARE

Proc Code: /

Shift Code: = o : : :

Vo [Erpor Scheduled: Start Time: [HIIIRY, N [ 7200 P[P

Unit- Santrax: Stant Time: : 10 ours: 13:3?'
Classf: Tieastatafe
He | ﬂl VIN, . ANNIE | e [P

Client Cancel I Employee Cancel | VYERIFIED LCopy I History I Emp Sched | Unapplied

Agency Cancel I Service Cancel | Perm I Hotes I Yerification |

Figure 9-11 Viewing the Telephone number Associated with a Santrax call

9.10 The Verification Report

Click the Verification Report button on the Verification Menu (Figure 9-1) to create the report. Several
Include options are available, namely: Verified, Unverified, Include Posted, Posted Only, and a report that
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shows classification totals. The Sort option selected and the "Filter By" criteria appear at the top of each
report page.

S NOTE: At the time of the transfer of a batch, execute the Verification Report by Employee for the
week of service selecting Posted Only and Show Clsf Totals; this data should match the confirm report
automatically generated at the time of transfer.

FAMILY HOMECARE {001)

‘ Location: [T Vﬂrificatiﬂﬂ REpﬂl’l’
-|Dﬂte Range:

Week Of Service [¥ Employee

From Date [~ Client
Thru Date EHEHEM [T Coordinator ID / Employee Hame
[ Coordinator ID 7 Client Name

{ Filtor By |

Show Clsf Totals

EmP!DEfEEJ =] v [Verified
Coordinator: | [ ] I~ [Un-Verified
Cﬂﬂtrﬂﬂtl ;I [ [Include Posted
Category: | | [ [Posted Dnly
=] r

User Yerified: |

|E|§I HC Open | EI

Figure 9-12 Verification Report options

1. Click the check box for the appropriate sort. Enter the week of service: the week defaults to the latest
full week from the current date but can be altered by clicking on the arrows or by keying in dates.

2. You may toggle ek Of Service to | Venfication Date |—and produce a report on the data by
verification date.

3. After clicking the Verified checkbox, include other options, such as, Include Posted, Posted Only,
and Show Clsf (classification) Totals. If you click Un-Verified, all these other options are grayed out
and unavailable.

4. Click the Magnifying glass button to preview/view the report.
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083172004 FAMILY HOMECARE
Schedule Verification Report VERIFIED | From:0747/04  Thru:07 23104 By Week Of Service
Employee: Si OW. BOBBIE 007553 Includes Posted: Mo Posted Only: Mo

Sorted By: Employee

Week Ending: Friday, July 23 2004

SLOW, BOBBIE 007553 HA - 060-36-5059
Date Start End Posted Bill Hours PayHrs CIsf Client ID Client Name Contract # Coordinator
LI  Contract Name Proc WC SC Unit
Sat OV 1000P 1000 A Mo 12.00 1200 HA& E100456 STOR, SHE oooog14 TASKER SARAH,
Mo 14 FAMILY
Sun 078 10:00P A0:00 4 Mo 12.00 1200 HA& E100456 STOR, SHE oooog14 ASKER SARAH,
Mo 14 FAMILY
Mon 079 11:00P 10004 MNo 11.00 11.00 HA& E100456 STOR, SHE oooog14 ASKER SARAH,
Mo 14 FAMILY
Tue O72010:00 P 10:00 4 Mo 12.00 1200 HA& E100456 STOR, SHE oooog14 ASKER SARAH,
Mo 14 FAMILY
Thu 0722 10:00 P 10:00 4 Mo 11.25 1125 HA& E100456 STOR, SHE oooog14 ASKER SARAH,
Mo 14 FAMILY
Fri 072310004 1000 5 Mo 2400 240 HA& E10020 ERSTOCHK, oooog14 ASKER SARAH,
Mo 14 FAMILY
Totals for Employee: 8225 8225
Total For Week : uwz;mu4| 82.25” 8225 |
Grand Total 8225 8225

Figure 9-13 Schedule Verification Report

39-Aug-04 FAMILY HOMECARE
Schedule Verification Report UNVERIFIED From: 74704 Thru: 7/23/04
FAMILY HOMECARE
Sort By Ghent
KOV, VALE 386429 Phone: (9177 21 4-5815 Contract: 0000813
Date Stat End Hours EmpID Employee Name Emp Clsf
Sat O7M7 S:008M 1200P 4.00 TETOS4 OWICH, YER A P,
Mon 07M9 50020 12:00P 4.00 TETOS4 OWICH, YER A P,
Tue 0720 800 AM 42:00P 4.00 TETOGS4 OWICH, YER A P,
Yed O7/21 500 2M 1200P 4.00 TETOS4 OWICH, YER A P,
Thu OFZ 00 A 1200P 4.00 TETOE4 OICH, YER A PCA
Fr 0723 50040 1200P 4.00 TETOGS4 OWICH, YER A P,

Totals For Client: 24.00

Total For Week : 07232004 17504 50

Grand Total 17504.50

Figure 9-14 Unverified Report
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9.11 Verified Discrepancies Report

Press the [Discrepancy Report] button on the Verification Menu to generate a listing of employee visits
where there is a difference between the total hours, as verified by a supervisor, and the Santrax Call hours.
You may choose to produce the report according to the date of verification or the date of service.

Yerified Discrepancies List

Verified Discrepancies List

Please Enter:

Thru Date  Time:

84300 I 11:53 PM
24300 I 11:539 PM

From Date Time:
¥ Werified Date: [ 7/1/00) [ 1200 M |

243400 | 12:00 AM |

" Service Date: |

Client: IACE, JEM ;I
Contract: I |
District: Iﬁ
Changed By: | =l
Coordinator: | |

Figure 9-15 Discrepancy Report options

Log Date/ Werified Sanhtrax Santrax
htor Time Client NameiC ontrac Verified Day Verified Time Hours Time Hours Honmmal Day HNonmnhal S
10 10881 WWOR HELL 1292300 00 Ak P 11.00 743 A 12228 4202300 500 Am
557 A FIRST HIMNESE &:00 PM SO5PM 500 PM
LEWY | MM A P LEWY | AN A
1D 105001 PITT ,ROL 1202300 12:00 PM P 1.75 1203FPM 167 12023m0 1200 PM
5:97 A FIRST HIMNESE 200 PM 143 P M 200 PM
HAM, CLAL P Han, CLAU
ElC 1801 PITT ,RCL 12027100 .00 A P 7.75 T37 AM 813 1202700 00 &
.57 &M FIRST HIMESE 4:00 PM Z45PM 4:00 P
HEMRY, LIZ&B P HEMRY, LIZAB
12 10881 WWOR HELL 12424700 5:00 &M 11.00 745 A 1228 4202400 500 An
Figure 9-16 Verified Hours Discrepancy Report
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9.11.1 Verification Overlapping Visits Report

To produce a report detailing those visits with overlapping time between clients (excluding cluster cases);

click the [Overlapping Visit Report] button on the Verification Menu. The following option window

appears. Enter the dates and the name of a specific employee. Note: Leaving the employee field blank will
generate a report for the time period that will include all employees.

Overlapping Yerified Yisit List

Overlapping Visit Report E m

Please Enter:

From Date Thru Date
Service Date: 77400 741700
Employee:
Verification Cverlapping Visit Report for 8/30Y04 Thes 7728/04
FExcluding Cluster Cases
Selected Employee: All

Employee Visit Date  Verifiad Times Hours Client Name / ID Cantract/ ID Loc  Coord
BREU, TERES B304 911 A 3 1ORITO, GIUSE 11 CARE AT HOME WNS am 1171
192567461 118 PM 911134 00ooE11

BREU, TERES B304 12:27 PM 5 1ORITC, ANNA 11 CARE AT HOME WNS am 1171
192567461 527 P 920250 00ooE11

BREU, TERES T4 919 A 3 1ORITO, GIUSE 11 CARE AT HOME WNS am 1171
192567461 1:46 P 911134 00ooE11

BREU, TEREZ T4 1201 PM ] 1ORITC, AMMA 11 CARE AT HOME WNE o 81171
192567461 501 P 920250 00ooE11

BREU, TERES Fi2ma 9:32 A 3 1ORITO, GIUSE 11 CARE AT HOME WNS am 1171
192567461 1:00 P 911134 00ooE11

BREU, TERES Fi2ma 12:09 PM 5 1ORITC, ANNA 11 CARE AT HOME WNS am 1171
192567461 509 P 920250 00ooE11

BREU, TERES FiEM4 907 A 3 1ORITO, GIUSE 11 CARE AT HOME WNS am 1171
192567461 12:54 PM 911134 00ooE11

BREU, TERES FiEM4 12111 PM 5 1ORITC, ANNA 11 CARE AT HOME WNS am 1171
192567461 211 P 920250 00ooE11

BREU, TERES FiTma 9:29 A 3 1ORITO, GIUSE 11 CARE AT HOME WNS am 1171
192567461 1:25 P 911134 00ooE11

Figure 9-17 Verification Overlapping Visits Report
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9.11.2 Verified and Unbatched Transactions Report

To produce a report detailing those visits that have been verified but not yet batched, click on the

lUnbatched Report] button on the Verification Menu (Figure 9-1). The window shown below appears.

The report will display or print data for week of service based on date entered. The location must always
be entered. You may request specific contracts or coordinators from the drop-down textboxes. If you
select the Sort by Coordinator option, all coordinators will appear on the report. If this option is not

selected the report will sort by contract; client name and employee name and the coordinator’s name will
not appear. Press the report view or print icon to generate the report.

Please Enter:

B Vernified And Unbatched Transactions Report [ x|

Location: [001 -] Date: | 7/12/02 [ Multi Week:
Contract: I|NST|TL|TE HOME CARE ;l
Coordinator: |CUMM|NGS JEMMIFER ] I" Sort By Coordinator
& 8 B

715/02 9:18 PM Page 1 of 49
Verified And Unbatched Transactions For Week Ending MULTI

Contract: 0000585 INSTITUTE HOME CARE

Coordinator: 58501 CUMMINGS, JENNIFER

Client Client Name Employee  Employee Name M Sat Sun Mon Tue Wed Thu Fri Billed PD

747976 ACEVEDO, JULIA 743985 HERNANDEZ, ALIDA [ 500 500 500 500 20.00
WOS: 7112102

747791 ACHITA, RAMONA 742787  CARABALLO, ANAR ] 600 600 600 6.00 24.00
WoOS: 7112102

747791 ACHITA, RAMONA 743490  SUAZO, IRMA C ] 400 400 8.00
WOS: 7112102

747725 ALIFONSO, REGINA 743545  ACOSTA, LUISA A. [ 2400 24.00 24.00 72.00 3
WOS: 112102

747725 ALIFONSO, REGINA 743513 BISONO, RAQUEL A. ] 2400 2400 24.00 72.00 3
WOS: 1112102

748067 ALMANZAR, LIDIA 744172 ARMAND, SARAH [ 500 500 10.00
WOS: 712102

748067 ALMANZAR, LIDIA 744171 BLANCO, ANDREA (] 2,00 2.00
WOsS: 7112102

748067 ALMANZAR, LIDIA 743121 LUNA, RUTHD. ] 5.00 5.00
WOS: 112102

748297 ALMANZAR, MERCEDES 743880  ROJAS, YBELKA 0 800 800 800 7.0 31.00

WOS: 7112102

Verification procedures
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9.11.3 Santrax Call Exception Maintenance

HC Plus is linked to your Santrax call system. By clicking the button on the Verification menu,
you can view your call exceptions. A window appears listing the calls; and by using the drop down boxes
on the bottom, you may filter the visits according to several categories, e.g., employee name.

Call exception categories include Invalid Employee ID; Invalid Client Id; Invalid Coordinator;
Unscheduled Visits; Unknown Client; Unknown Employee; Overnight Visit without Start call; and Only
One Call found for Visit.

Note: Clients on Hold are sent to Santrax; and calls from Santrax for clients on Hold create unscheduled
visits. Also note that hours for unscheduled visits, whether computed or corrected, are captured on
Schedule and Auto Batch Exception reports as unscheduled visits.

1. To produce a Santrax exception report, click on the [Santrax Call Exception Maintenance| button on
the Figure 9-1 Verification Menu.

2. You may filter this listing according to employee name, 1D, Client, Visit Date, Contract, Coordinator
or reason code—by entering a value in any of the dropdown boxed at the bottom of the screen. Use
the |Reset All| button to clear those boxes, when required.

Santrax Unapplied Calls

SANTRAX - Unapplied Calls m

Start End Rsn
Employee # Employee Hame Client 1D Client Hame Time Time Hrs  Cntret Coord

020628222 ABRAHAM. MARIE F (718)868-3074 Invalid Client 1D 21:12 414

7112704

-

7/13/04 050807517 MAKHMANOVICH. MARI (718)680-2344 Invalid Client ID 757 414 1
7/12/04 055600531 GRAHAM. LISSETTE 859235 HIBEERT. MURIEL 13:25 0.00 443 44378 7
7/14/04 056765972 AUGUSTIN. MARIE 384950 CABAN, RAMONA 9:19 0.00 414 41452 7
7/15/04 057784302 RAMOS, DOMINGA (718)492-1969 Invalid Client 1D 9:06 414 1
7/15/04 058824466  Invalid Employee ID 610029 BECKER. DORA 23:05 414 41461 2
7/14/04 059709249 PYRONMNEAU. ROMENE (718)259-3797 Invalid Client ID 20:00 414 1
7/15/04 059709249 PYRONMNEAU. ROMENE (718)259-3797 Invalid Client ID 8:06 414 1
7/16/04 060365059 DENSLOW. BOBBIE 610046 ASTOR. SHERRY 10:04 10:05 0.02 414 41461 9
7/10/04 061666918 HEMRBAJ. KHANTIE 610082 MARTINEZ. OSCAR 9:03 414 41460 7
7/13/04 063484590 ALGARIN. ANA 385990 MARTINEZ-FADRON. ¥  17:01 414 41464 8
7/15/04 063602070 FREDERIC. MARIE 380063 BYRME. 5B MARIA 8:04 414 41412 9
7/12/04 063602070 FREDERIC. MARIE 380088 KROSKIEWICZ. SR CHI 811 414 41412 9
7/16/04 063602070 FREDERIC. MARIE 380202 DONOHUE SR. MARY b 8:09 414 41412 9
7/15/04 068768043 GILKIS, INNA 382802 LEVIN. MIKHAIL 7:58 18:01 10.05 414 41451 7
7/16/04 068768043 GILKIS, INNA 382802 LEVIN. MIKHAIL 757 18:02 10.08 414 41451 7
7/15/04 071484351 RIDS, LUPE 858434 POLLAK, JOHN 8:57 12:58 402 416 41681 9
Select By: Reset All |

Employee Hame Employee ID Client Hame Yizit Date Contract Coordinator  Rsn Code

=l =l =l =l Eaf! [T

ALL

Unknown Client

Unknown Employee

DOvernight Yizit W/0 Start Call
Unscheduled Visit

Only One Call Found For Yisit
Schedule Created After Call Matching

Figure 9-19 Santrax Unapplied Calls Report
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9.11.4 Apply missing calls via Santrax

The Santrax call process allows you to apply missing calls to schedules. There are, however, several points
to observe: a) You won’t be able to change the employee once the Santrax call has been applied to the
visit. b) If a visit is cancelled or re-activated, only the original employee can be re-assigned to the visit if
more than one call is present. c) You will not be able to move a visit to a different day once the call has
been applied.

1.  When you right-click on a row of the Figure 9-19 Santrax Unapplied Calls Report, a popup appears
allowing you to access either the Employee or Client schedule screens or to create a schedule if one is
missing. In the example below, the Employee schedule was chosen. On its screen, you will see the
notation on top indicating an unapplied call for the date. Also the affected date is highlighted in red.

alls
SANTRAX - Unapplied Calls 5/11/01

Start End Fzn
Date Employee # Employee Name Client ID Client Hame Time Time Cntret Coord Cd
5/8/01 0807288. TRA HU (212)219-2496 Invalid Client ID 12:53 PM 616 1
5/5/01 N8NRedR  NRTIZ AMAI 08985 FAR GUA g11AM  813PM 1203 616 03616 7
5/6/00 G0 To Employes Schedule 08985 FAR GUA 8:06 AM 8:04 PH 11.97 616 03616 7
5540 G0 To Client Schedule 08818 ARl FELIFA 8:00 PM 0.00 616 05616 7
5/6/0r  Create Scheduls 08899 TOR ANA 01 AM  8:04PM 12.05 616 05616 7

Employee 5chedule

Employee Schedule For: [EEENNEERIEEY Santrax Call A
12 CHOLAS AVE
NEW/ YORK,NY 10026 [(212) 630663 | Lgitsttt [ i3 | YT A

Weekly

53.00

tr. 2 ntr. | g ] | trax Hr. 12.00

| | Sun 5/6 f Mon 5/7 | Tue 5/8 | | Thu 5410 | T 511

3004 - 1200P [400] | S00AT200F [400] | 3004 - 00P [7.00] | 3004 #00P [7.00] | 300A- &00F [7.00] | 9004- 400F [7.00] | 9004 &00F [7.00]
9:024- 403P [6.00] | 858A- 405P [5.00]
HAS 615 = plHas 65 = p|Has 616 = plHas & = plHas e = p|Has 66 = plHas 65 =P
CasT Lo ploast o P|wiLLl  HaT plwiL HaT P |wiL, HaT P Wil HaT plwiy HAT - R
[212] 6746 616 [212] 6746 B15 (212] 964.2 616 [212) 962 E16 [212) 964.2328 [212) 964.2328 [212) 964.2326
1230F - 530F [5.00] | 1230F - 530F [5.00]
541F TEP
HAS 615 = plHas 65 =p
CHOM  MER ploHon mem P
[212) 505-0 616 [212] 505-0 516

2. Click on the cell (in the example above, the red-lettered Sat 5/5) and the Schedule Verification screen
appears.
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Employee Schedule
Employee & |5chedule Verification

Order ID: 393 4E Saturday, May 05, 2001 | )l @|

Service |D: | 033310 Client:- CAST LO

Fmnlaves- MF.| GIFN
5Scheduling & Compliance Clazsf: Ha

Are You Sure You Want to apply Call To Client:
CAST LD

E004- 1200F [4.00]
Hours ﬁ
HAS B15 =p
CAST LO P Sche: No —cl
[212) 6T4-6T54 5a = 0:00
1230F - B:30F [5.00] Verified: I—
4P

HAS EI5 = p
CHOR RAAR P Bill Hours: 4.00 Proc Code: I 'I
1212 505-0807 Pay Hours: 4.00 Specl Pay: 0.00 Work Code: I YI a

Reference: | Shift: I_ Unit: I

Banked Late: I i Per Diem: [~

— SCHEDULED | i

*
Click on its door and you will be prompted to apply a call to this visit.

4. Returning to the Santrax Unapplied calls screen, you will notice that this visit has been removed from
the list of unapplied calls.

When applying an unknown call to a linked Client (TBA or Cluster) the Santrax call is replicated to the
other client. You will also be able to click on the linked client information on the client schedule screen to
toggle between the linked clients.

9.11.5 Manual Batch Listing for Time Sheet Transfers to Payroll

Timesheets (often also called timeslips) are usually generated automatically for all verified visits. Multiple
timesheets are generated for multiple visits for the same client, same attendant, same day; and the hours are
not combined into a single timesheet.

When a visit is verified or visit maintenance files are applied—a timesheet is created—and the visit is
assigned to a batch number. Batches can either be by contract or by vendor.

When batches are selected for transfer to payroll, the User, Week end date, employee and client selections
are used as criteria for transfer selection.

However, verified records may also be batched manually before being transferred to payroll. You create a
batch, adding to it the timesheets you want to be part of the batch.

Note: Daily Special code records are also placed in a batch if regular visits for the same Contract,
Client/Service, Employee and WOS exist. If a batched Daily special code record has its hours changed to
zero, it will be removed from the batch and you will receive a message specifying the batch it was removed
from. You will be notified when Daily Special code visit is added to a batch.

To see the listing of existing batches according to specific dates, client, or agency, do the following:

1. Pressthe button of the Verification menu. You may use the drop down boxes (User,
Vendor, and Week Ending date) and the [Employee/Client] buttons at the bottom of the screen to filter
the list of displayed batches. You must first select a vendor on the batch-listing screen before the
batches will be displayed. If your agency has only a single vendor, then no selection is required.

2. Pressing the [All Batches| button redisplays all the time sheet transfer batches. Press the
Completed| button to view batches that have not been transferred to payroll.
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3. Pressing the [Contract] or the [Category| button filters those batches belonging to a specific contract or
defined category.

Batch Listing  Time Sheet Transfer

Batch Listing ﬂ

Out  Batch Payroll Received
R EE Uszer Vend Contract W/E Date Created #TS5 Transfer Date  Status Batchit Date
0000414 MULTI F729704 1 879704 = Transferred =
x 005 VICKI 414 0000414 HAS MULTI 872704 2
s 007 ADMIN 414 0000414 HAS MULTI 8/2/04 1
[110E] VICKI 414 0000414 HAS 7730704 872704 1 872/04 * Transferred =
+ 011 ADMIN 414 0000414 HAS 7730704 876704 1
* o4 ADMIN 414 0000414 HAS MULTI 8/10/04 1
m7 MBD 414 0000414 Fi2704 77704 4 17704 = Completed = a8 717704
(11 §:] MEBO 414 0000414 MULTI FI7i04 3 7704 * Completed = 3 Fr7i04
024 TTX 414 0000414 HAS 876704 8711704 5 8/30/04 = Transferred =
025 TTX 414 0000414 HAS 8/6/04 8/11/04 4 8/31/04 = Transferred =
* 026 TTX 414 0000414 HAS 876504 8/11/04 16
027 TTX 414 0000414 HAS 8/6/04 8/11/04 1 8/31/04 = Transferred =
028 TTX 414 0000414 HAS 876504 8/11/04 5 8/31/04 = Transferred =
029 TTX 414 0000414 HAS 8/6/04 8/11/04 b 8/31/04 = Transferred =
030 TTX 414 0000414 HAS 876504 8/11/04 3 8/31/04  * Transferred =
Select By 5
Client |
Location  WVendor User W/E Date Contract Category All Exclude
| o -] |41 & -] | ] | -] | ] | ~|  Batches Completed Employee |
Mew Batch | j

Figure 9-20 Batch Listing/Time Sheet Transfer Screen

4. Right-click on a row (e.g., 24) to transfer a batch to payroll. The following screen appears asking you
to confirm the transfer.

Microsoft Access
Abouk ko transfer batch #024 to payroll?
Conkinue?

Yes | Mo |

The row is now marked as transferred.

024 TTX 414 0000414 HAS  8/6/04 8/11/04 5 8/30/04 = Transferred *
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Ared asterisk in the Outof | [
Balance cell indicates that the Batch Listing -
header of the batch must be - roret Aossed
corrected. When activated, n|'$a| a;:c User Vend Contract W/E Date Created HTS Transfer Date  Status Hzf.';:m Date
003 ADMIN 414 0000414 HAS MULTI 7729704 1 8/5/04 * Transferred =
press the [Transfer All + 005  VICKI 414 0000414 HAS MULTI | 8/2/04 2
« 007 ADMIN 414 0000414 HAS MULTI = 8/2/04 1
button—and all batches not yet 008 VICKI 414 0000414 HAS 7/30/04  8/2/04 1 8/2/04 = Translened =
.. . 011 ADMIN 414 0000414 HAS 7/30/04  8/6/04 1
transferred are in included in : 014 ADMIN 414 0000414 HAS  MULTI  8A0/m4 1
the transfer process regardless 024 TTX 414 0000414 HAS 8/6/04  8/11/08 5
y 025  TTX 414 0000414 HAS B/6/04 | 8/11/04 4
of location. Current week om oot e st | wnt [
batches. however. are not « 028 TTX | 414 0000414 HAS B/6/04  811/04 5
! ! 029 TTX 414 0000414 HAS 8/6/04  8/11/08 6
transferred. 030 TTX 414 0000414 HAS 8/6/04 | 8/11/04 3
031 TIX 414 0000414 HAS 6/6/04  8/11/04 16
032 TTX 414 0000414 HAS 8/6/04  8/11/04 5
The toggle button 033 TTX 414 0000414 HAS  B/G/D4  8A1/0A | 2
Select By -
|Exc|uqe/ Include Comple.ted| el -t
allows inclusion or exclusion e e s ey T p—
of completed batches as shown —
h ) A New Batch I
in the figure to the right. vonvo| 253 | =l

Completed batches are those batches that have been transferred to Sharp and have returned the payroll
batch number to HC Plus. Batches that have been transferred to Sharp but have not been updated with a
Payroll batch number are given the status of ‘Transferred’. (Changing the ‘Batch Listing Dflt Display All’
on the Scheduling System Defaults (Scheduling tab) screen controls this default setting.)

e Empty Timesheet batches are deleted for the Batch listing after 14 days.

5. When you left-click on a batch row and the Batch Detail screen appears showing the time sheet data
for the batch.

Batch Detail

Batch Detail
(SRS 0000414 [ 414 FAMILY HOME CARE [ETSOTATS User: week Ending: [
#T5 Billed Yac Sick Holiday Train Delegate Ho Ent Misc Carfare 0On Call Per
Batch: [ I ETXTH EFEATH B
ot 4 @ N acoo f 1200 0 |
Client Client Hame Employee Employee Hame M 5Sat Sun Mon Tue Wed Thu Fri Billed PD
[ 376924 |[ CEVEDD. MR [ 7eE010 JGaR ClA i | | I | | | | I |
Yac| 22.00
[ 283380 |[.COSTA.ENR [ 013441 |GER. &RD. [ | I I I | I | I |
Yac| 1200
[ 383350 |[.LCOSTA, ENRI [ 013441 |GER. &RD. i | | | | | | | | |
Yac| 12.00
[ 380202 |[ ONOHUE SR, | 015545 JCADET. MAR I | I | | | | | | |
Sick: [12.00
Select By:
Add Ti Modify Batch Preyi Next
Employee Client All Sheet ~Hoader ik _II?‘:E: s F:;e

Figure 9-21 Batch Detail Screen
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Button Function

Select By Employee Pressing this button brings up the Find Employees screen. Select an employee
and the Batch listing will display the selected employee’s timesheets.

Client Click and the Find Clients screen appears. Select a client and his/her
records are displayed if they are in the batch.

All Click [Alll and all records are redisplayed.

Add Time Sheet See section 9.11.5.4.

Modify Batch Header | For the Batch to be sent to payroll the Batch: total line data (# of Time Sheets
and the amount Billed) must be the same as Actual: total line data.

However, the Batch total line may or may not agree with the Actual: total line as
shown in the example below.

#T5  Billed

CEIG S 14 | 383.00

Actual: IEN ENNTN

This may happen—after batching—because a manually verified employee
record(s) was automatically added to the batch, and this activity is not reflected
on the Batch total line. Alternatively, an employee’s record(s) was
subsequently unverified—removed from the batch—and its removal is reflected
on the Actual total line but not the Batch total line.

Click [Modify Batch Header] to equalize the totals. After correcting, click
[Save Batch Header] to complete. Following your correction, you may right-
click the row and transfer the batch to payroll.

New Batch See section 9.11.7. This option is disabled for some contracts.
9.11.5.1 Transfer all Batches

You may transfer all batches by pressing the [Transfer Allf button on the bottom of the Batch Listing
screen.

A list appears of all the successfully transferred batches.

EE; Batches Transferred |

Batch # 028 wasz successfully transferred, Contract: 0000474, wW05:8/6,/04
Batch # 029 waz successfully transferred, Contract: 0000414, /05:8/6/04
Batch # 030 was successfully transferred, Contract: 0000474, WW0S5:8/6,/04
Batch # 031 wasz successfully transferred, Contract: 0000474, wW05:8/6,04
Batch # 032 waz successfully transferred, Contract: 0000414, WwW05:8/6/04
Batch # 033 was successfully transferred, Contract: 00004714, wW05:8/6./04
Batch # 107 wasz successfully transferred, Contract: 0000414, w05:8/6./04 ;I

Batch # 027 waz successfully transferred, Contract: 0000414, W0S5:8/6/04 ﬂ

9.11.5.2 Batching Daily Special Code Records

Daily Special code records are automatically placed in a batch if regular visits for the same Contract,
Client/Service, Employee and WOS exist.

For an Auto-Batch vendor, the batches from the Auto-Batch process are looked at before the User’s
batches. If a batched Daily Special code record had its hours changed to zero, it will be removed from the
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batch and you will receive a message specifying the batch it was removed from. You will also be notified
when a Daily Special code visit is added to a batch.

9.11.5.3 View a Time Sheet’s Details

1. Left-click anywhere on a row in Figure 9-21 and the Time Sheet details appear—along with the names
of both the employee and the client.

2. Alternatively, you can search for the time sheet of a specific employee by pressing the
button in Figure 9-21 Batch Detail Screen. The Find Employees screen, Figure 7-1, allows you to
choose the employee you want. When you press the button, the Time Sheet detail screen is

displayed.
Time Sheet Transfer
Time Sheet Detail m
Contract: (ULTEYE] 414 FAMILY HOME CARE Batch #: 027 LT 8/6/04
Employee:FilLEEE] ADLI IKINA, User: TTX (W4 386132 DREY LIDIA .
[ 386132 DREY LIDIA
Billed Vacation Sick Holiday Train Delegate WoEntiy Misc Carfare OnCall Per Diem Perzonal
Total: IEHTH I I
Yigit Venfied Special
Day pate Start End Houwrs Codes Vac Sick Holiday Train. Deleg MoEntry Mizsc Car. Per.
Mon 8/2/04 08:00A 08:00FP
Tue 8/3/04 08:00A 08:00F 11.00 -
Wec 8#/4/04 08:00A 08:00F 11.00 Il

Delete
Timezheet _I

Figure 9-22 Time Sheet Detail Screen
9.11.5.4 Add a Time Sheet to a Batch

With the requisite security, you may add (or delete) time sheets during the batch transfer process.
1. Click on the |JAdd Time Sheet| button the batch list shown below.

Batch Detail

Batch Detail
(IPNTPS 0000414 | 414 FAMILY HOME CARE [ RIS User: week Ending: [N
#TS Billed ac Sick Holiday Train Delegate Mo Ent Mizc Carfare  On Call Per
Batch: n 45 o0 ) 12.00 -
Actual: 46.00 I 12.00
Client Client Hame Employee Employee Hame M Sat Sun Mon Tue Wed Thu Fn Billed FPD
[ 376324 | CEVEDD. MAR [ 7EEOTD |[GAR CIA, I I I I I I | | I |
Vo[ 2200
[ 383350 | COSTA.ENR [ 013447 |GER. &FD. | | I I I I | | I |
Yac| 1200
[ 383350 | COSTA ENRI [ 2481 |GERARD, i I I I I I | | I |
Yac| 1200
[ 330202 | ONOHUE SR, | o15545  |CADET.MaR I I | | | | | | | |
Sick: [12.00
Select By:
Add Ti Modify Batch Brevi Next
G || Mofican® | Newmaen | "] B
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2. The screen below appears and displays, in a summarized format, any verified un-batched timesheets
that are for the same location, contract, and week of service.

Add A Time Sheet To A Batch

Add A Time Sheet To A Batch ﬂ
Contract: Batch #: (NN week Ending: [IEIEIIIN
user: ERTTIN

Select Client Client Hame Employee Employee Mame M Sat Sun Mon Tue Wed Thu Fri Billed PD
[~ [F46441 ABRE . CAR | 742747 JERIT BIL [ S.00] 7.0 I I | I I | |
[~ [746441 BRE .CaR [ 743035 |MUR LO I | [ &oo[ oo soo eoo] I | |
@1?4?285 [#BRE . vIR [ 742455 Jjaco Ta I | [ 4.o0] [ =00 I I | |
i [ 747976 ]ACE EDD [ 743023 JDELOS [ 5.00] 5.00] | | | | | | |
[~ [ 747976 [[aCE EDO [ 743385 JHER &ND I I [ 500 500 Goo[ 500 I | |

Select By: Show

Hon-5antrax Erevi Hext
Employee Client All | Add Selected Clients _:;:;::s| F:;e |

Figure 9-23 Add a Time Sheet

6. Click the checkboxes on the far left of the screen next to each employee/client row you wish to add.
Note that the all the underlying time sheets for the checked employee are added to the batch listing
using this method.

7. Press the |JAdd Selected| button on the bottom of the screen. The selected time sheets are added to the
batch.

8. A second method—Dby clicking on a row to display the Available Time Sheet Detail screen—allows
individual days to be added. To do so, follow the procedures described in the bordered sections right
below.
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To see the time sheets of individual days, click on a row on the Add a Time Sheet screen. This will
display the Available Time Sheet Detail screen.

Available Time Sheet Detail

Available Time Sheet Detail E
(e 0000585 | INSTITUTE Batch #: [0 WE:
Emolosce TN TP user: [OLINN Gl
Billed VYacation Sick Holiday Training Delegate MHoEntry Ower 40 Carfare 0On Call Per Diem
ISR 15.00 |
Yerified Special
Select Day Yisit Date Start End Codes
I |Sal | | 11!3.—"01| | 9:00 AM| | 5:00 PM| | 8.00 | | | r r
|Sun | | 11!4.—"01| | 9:00 AM| | 4:00 PM| | 7.00 | | | r r
\»"ac:| | Sick:| | Hol: | | Tlain:l | Deleg:l |NOEnt:| | l]verlll]:l | Callare:l:l
]
e

Figure 9-24 Available Time Sheet Detail Screen

Note: If you click on a checkbox to the left of a day, the [Add Selected| button is activated. Pressing that
button will add only those days of the available time sheets that you checked. For example, when you
check Sun and hit |Kdd Selected|, the Batch listing will only show the Sun but not the Sat time sheet.

Note: Once a timesheet is added to a batch, the verification detail screen will display the batch number for
that timesheet. See section 9.3.
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9004 - Z00F  [3.00]
3234 - 3.l]l]|
HAS G525
ALGL, SAL
Swe: 743155 @

A visit cell on the
Employee
Verification Schedule
screen displays a
batch number in
BLACK if it has been
transferred and RED
if it has not. If the
batch has been
transferred, you may
click on the verified
visit to see when the
visit was posted as
well as verified.

Schedule Yerification

HC Plus User Manual

Order ID- 491 4E Friday, November 30, 2001 | Ep @ EL"
Service ID: | 743155 Client: ALOUI, 541
Employee: GARCIA ROSA
Contract: INSTITUTE Classfz HA |
TBA Client: | Clisnt not found - |
Start Time End Time Hours
Scheduled: 9:00 &M 12:00 Phd 3.00
Santraxr: 923 AM _ 0:oof
VYerified: I m
Bill Hours: I 3.00 Proc Code: I 'I
Pay Hours: 2.00 Specl Pay: 0.00 Work Code: I 'I
Reference: | Shift: I_ Unit: I
Training Vigit: [ Banked Late: I 0 Per Diem: ™
Vigit Posted: 12/5/01 4:09:16 P By MORALES
Verified On: 12/5/01 10:53:38 AM By MORALES
Batch# 171 |
Client Cancel | Employee Cancel | Un-¥erify I Client Sched Add Hizstory

Agency Cancel | Service Cancel |

9.11.5.5 Delete a Time Sheet

1.

2.

9.11.6 Current week batching

Click Yes. The row is removed on the Batch Detail screen.

Click |Delete Timesheet| on the Figure 9-22 Time Sheet Detail Screen. A confirmation screen appears.

Some agencies have the ability to verify current week visits (minus the current day) and automatically
batch those visits, by either placing them in an existing batch for Current WOS or automatically creating a
new batch for the Current WOS. A toggle button entitled [Current Week/Prior Weeks| appears on the

Batch Listing form when verified visits exist for the current WOS.

Batch Listing / Time Sheet Transfer

Batch Listing
Out  Batch Payroll Received
of Bal # User Wend Contract Cat W/E Date Created #TS5 Transfer Date  Status Batchit Date
ool ADMIN 131 PROHLTH VMC 8720704 8527704
x 002 ADMIN 131 PROHLTH ¥NC MULTI 8730704 1
004 ADMIN 131 PROHLTH 5V 8427704 8430704 1 9428704 * Completed = MNA 9/28/04
Select B
et By client |
Location Yendor User W/E Date
o - - - = All Exclude Empl |
I —I I —I I —I I —I Batches Completed ELAEs
Transter
Mew Batch Al :
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Hitting shows the batch for timeslips generated for the week minus the current and future
days.

Out  Batch Paproll Received

of Bal # User ¥Yend Contract Cat W/E Date Created #TS Transfer Date  Status Batchit Date

x 005 ADMIN 131 PROHLTH VHC 10/1/04 9728704 1

9.11.7 Create a new batch

The [New Batch| button Figure 9-21 allows the creation of a new batch for a selected Contract and weekend
date.

1. Click New Batch|, and the following screen appears.

<

[T MultiWeek ‘Week Ending:l 6728702
Contract: [[EMIMIENANARSE -

Create
Mew Batch

Figure 9-25 Create New Batch Screen

2. Select a Contract from the drop down list.

3. Enter the Week Ending date. The date you enter is automatically converted to a Friday date when you
leave the field. You cannot enter a current or future week of service date.

4. Note: Check Multi Week to place visits more than two weeks prior to the current week of service into
a Multi week batch.

5. Click [Create New Batch|. A new Batch Detail row (see Figure 9-21) appears with summarized
information about the batch created for the specified Contract and Week Ending Date.

9.11.8 Mark a batch for transfer

Batches can be marked for transfer to payroll if the batch header information agrees with the actual records
in the batch. Once a batch is marked for transfer, it becomes read only.

1. Right mouse click on a batch (Figure 9-21) where the above condition is true. A confirmation screen
appears.

Scheduling & Comphance

About to transfer batch #005 to payroll?
Cortinue’?

2. Click Yes and the Transfer Date is set to the current date and the Status column reads * Completed.*
The payroll batch # to which the timesheets were transferred is displayed. No modifications can now
be made to the batch.
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Batch Listing / Time Sheet Transfer

Batch Listing

Out Payroll Received
of Bal Batchi Uszer Contract W/E Date Created #TS  Transfer Date Status Batchit Date

ool UINDN 0000585 10426401 10/29/01 60 10/30/01 = Completed = 01 10430401

9.11.8.1 Notes on Transfer process

You will get an error message if you try to transfer a batch that had already been transferred (Completed
status). If you try to transfer a batch with no records, you will also get an error message. When
transferring a batch to payroll (right mouse click on the Batch listing screen): if the display had been
filtered by the Employee or Client, you will get an error message that reads, “Batch listing has been
selected by Employee or Client. To transfer the batch, please click the button, and then try the
transfer again.”

After a batch is completed, you can execute the Verification Report by Employee for the W/E date,
selecting Posted Only and Show Clsf Totals.

092872004 SELF HELP
Schedule Verification Report | VERIFIED | From:0521/04 Thru:082704 By Week Of Service
Posted Only: Yes
Sorted By: Employee
Week Ending: Friday, August 27 2004
RED . DING 07397y HHA  119-42-5654
Date  Start End Posted Bill Hours PayHrs Clsf Client ID Client Name Contract # Coordinator
LI Contract HName Proc WC SC Unit
Mon 08723 9:00 &k 500 PM es 800 800 HHA 0021226 LINVAN, MARGARET 0021225 WERADD, LUC
Mo TEST CONTRACT
Tue 05724 9:00 & 500 PM Yes 800 &00 HHA 0021226 LIVAN, MARGARET 0021225 MARADOD, LUC
Mo TEST CONTRACT
Wed 0525 9:00 AM 500 PM es 800 800 HHA 0021226 LIVAN, MARGARET 0021225 WERADOD, LUC
Mo TEST CONTRACT
Thu 08726 9:00 & 500 PM Yes 800 800 HHA 0021226 LIVAN, MARGARET 0021225 WERADD, LUC
Mo TEST CONTRACT
Fri 0827 9:00 & 500 PM “es 800 800 HHA 0021226 LINVAN, MARGARET 0021225 WERADD, LUC
Mo TEST CONTRACT
Totals for Employee; 40.00 40,00
[ HHA 4000 40.00
Total For Week: usmmu4| 4u.uu|| 40.00 |
Grand Total 40.00 40.00

9.11.9 View Unbatched Timeslips

1. Press|View Unbatched Timeslipg on the Figure 9-1 Verification Menu screen to display the form
shown below. Enter the week-ending date or check Multi week if the batch pertains to timeslips more
than two weeks to the current week of service. You may select according to coordinator and also have
the option to select a multi-week batch.

Select Contract and Week of Service
g

I~ Multi Week ‘Week Ending:l 6728702

Contract: [INSTITUTE HOME CARE =]

Coordinator: Im -

Yiew
Unbatched
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2. Click on the |View Unbatched| button. The unbatched timeslips appear. You can filter the results

according to employee or client.

Unbatched Timeslips

[ 0000585 §INSTITUTE HOME CARE Week Ending: [LgL T

Client Client Hame Employee Employee Hame M 5S5at 5S5un Mon Tue Wed Thu Fn PD
[747457 |DANIEL, ALTAGRACIA || 743537 |MIESES, OLGAC, [ z4.00] 24.00] I I I I I I |
[ 747497 [DAMNIEL, ALTAGRACIA [ 743354 |NUMEZ, FIOR D I | [ 24.00] I | | | | |
[ 748075 |[FEBLES. VICTORIA [ 743275 JFILPO._JOLIA T | | | I | | | | ]

Sick:[_10.00
Select By: Show

i Mon-5 antrax Previous Hext
LClient All Clients Page Fage

Employee

Figure 9-26 Unbatched Timeslips

You may toggle between Non-Santrax clients and Santrax clients by pressing the button on the
bottom right. When you click on a record line, the available timesheet detail screen appears.

Available Time Sheet Detail

Available Time Sheet Detail

Contract: [(ULITIEES] INSTITUTE HOME CARE iUH S 6/28/02
Employee:|[[LEEET MIESES. OLGA C. Client: [GETEETS DANIEL. ALTAGRACIA

Billed Yacation Sick Holiday Training Delegate MoEntiy Ower 40 Carfare On Call Per Diem
[ 2 ]

ICSH 4200 @ |
Verified Special

Day Visit Date Start End Codes

|Sat | | 8122,@‘ | 2:00 AM| | 2:00 AM‘ | 24.00 | | | r r
|Sun | | 84'23.@‘ | 8:00 AM| | 8:00 AM‘ | 24.00 | | | r r
Vac:| | Sick:‘ | Hol: | | Tlain:‘ | Deleg:‘ |NOEnl:| | l]vet-!l]:l | Eallale:l |
Erevious Hext |
Page Fage
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9.11.10

To print timesheets click on the [Print Timesheets button on the Daily Functions Menu (Figure 11-1). The
screen below appears giving four different options for timesheet printing: a) All active services by format;
b) Active services limited by either client employee coordinator or cluster group; ¢) Timesheets for a list of
clients or employees; and d) blank timesheets according to format.

On-Demand Timesheets

An option is available to include verified schedules within the WOS timesheet print.
Another option allows you to suppress the printing of social security numbers.

No timesheets will be printed for Housekeeping and Homemaking attendants whose HRA Certifications
have expired.

Print Time Sheets

\ Print Timesheets

— Print Time Sheets for:

Contract:

|414 FamILY HOME CARE ;l
|

Week of Service:
Friday, August 05, 2004

< || | =
|

I~ Include Yerified
Schedules

¥ Suppress Printing SSN on the reports

" Include all active " Include all active services for: " Print Timesheets ~ Print Blank
services using the based on a list of Timesheet using
following formats. Clients or Employees the following

P - format:
= Home &ttendarnt Client: | =]
[~ Houzekeeping Employee: | =1 Mo, of
p Copies
H & . -
I™ Homemaking Coord.: I = 2 clients are cumently Home r |1
[~ [Cluster o selected. Attendant
uster :
Group: ;I Houzekeeping [T I'I
[Z[uzter |5
Clear, Selections | r
Freview | Brint

¥

Figure 9-27 On Demand Timesheets menu

On demand timesheets for Mutual Clients display both clients’ names and ID numbers. The literal
“Mutual” appears on the timesheet next to the ID and name of the Secondary Mutual Client.

Blank Timesheets may be printed using the fourth option with the selection

you make appropriate to a specific format. Specify the number of copies you
want of each type.

¢+ Pnnt Blank
Timesheet using
the following

format:
Ma. of
’ Copies
ame
Aftendant 7 I1 0

Haousekesping v |2EI

V [51

Clhazter
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When you build a list for on demand timesheets (third option from the left), the dropdown will include
clients placed on HOLD during the week of service selected.

Create Client List for TimeSheets

Enter ID or Last Hame to filter records on: RN Rt
I |5' Clients " Employees
Matches: 1257
[ID [Name [ Status [Addiess [Zip ;I
383609 RUZ, IGMACIA A 15 4 AVE #1L, BELYN 11220
2800, GABRIEL H £ 53 5T #14, BELYN 11220
386115 "RUZADO, MIGUEL A B 53 5T. &4PT 14, BROOKLYN 11220 _I
385158 ULTR&RO, LUCY A Bay 29TH STREET EC, BROOKLYMN 11214
385199 URATOLO, ANTHOMY A 28 F15T STREET, EROOKLYN 11204
383818 URBELO, &RSE A 485 5T #2, BKLYN 11220
331943 AKHIS, KL&R - & 01 BRIGHTON 2 STREET, EROOKLYN 11235
386468 AMICO, JOSEPH A B5 83RD STREET. BROOKLYN 11214
g10019 AMMENEBERG, BET A 0 L&w/REMCE &WE Bl BROOKLYM 1123011
383250 ADU BATROUNI, FLA A 58ETH STREET APT 302, BKLYN 11209
20NNC ADMNY T A ETOTU CTOCCT DOMOOK %'k 11700
Lizt of Selected ltems:
| | |
| am finizhed building the list Remove List and exit

Figure 9-28 Build a Timesheets printing list

| Home Attendant TIME SHEET I

Agency: Week Ending: #2701
Vendor 000061 ¢ FIRST CHIM

PS.: 0161 f IMNEZDE

Client; 0896
Hame | RAEL
Address: 4 EAST 8THET

Employee; 0808
Hame MAN CAJ

Address:  40WATER 5T

NEW YORK, MY 00001
Phone: (212) 636-0636

MEW Y ORE, My 10002

Authorized
§%#  05230-1052 Hours fDays: 1677
Ti Ti Hours | Dt . X . Car Del Mo
Day me (I:)mLf Wigrked Fre\:; Per Diem [ Signature #nnual | Siek Heliday(Trainingl Fare | TrEvel | Haes | Ertry

Sat 421

Su 423

Figure 9-29 Sample Timesheet 1

Verification procedures 9-177 Rev 11.5



HC Plus User Manual

[ CLUSTER CASE TIME SHEET ]

Agency: [NSTITUTE HOME CARE
23 NAGLE AVE Cluster No: 000 Provider ID: 00921302 03

Personnel Specialist: 58502 / ROSA MEDINA Vendor No: 585

NEW YORK, NY 10040

Client: ARROYO, CARMEN Social Security No: 582-94-5662 Week Ending: 7/12/02
Address: 141 NAGLE AVE #2-C

NY, NY 10040-
Phone:  (212) 567-4075

ClientID: 747987

Home Home Attendant Name Sat } Sun Mon Tue | Wed Thu Fri ) § ) Del Home Attendant
Attendant No 07/06  07/07 | 07/08 | 07/09 | 07/10 | 07111 | o7/42 | P/D | Vac | Sick |Holiday|Training| Hours | N/E | Misc Signature

744089 | RODRIGUEZ, CARMEN D. 5.00 ; )

741244 | TEJADA, MERCEDES 5.00

744143 YANEZ, DELFINA : i 5.00

P/D | Vac | Sick |Holiday|Training H%ilrs N/E | Misc

Total HourEWprked ] 5.00 500 500
HDAS
{ HDA 1 *

I CERTIFY THAT THE ASSIGNED TASK IN ACCORDANCE WITH MY " . .
CURRENT PLAN OF CARE HAS BEEN COMPLETED. Client Signature: ; Date:

Figure 9-30 Sample Timesheet 2

If there are multiple visits on the same date for the same client/employee pair, the detail of each visit will
be printed—up to a maximum of two visits. If there are more then two visits, all visits on that date are
combined and the literal “Multiple Visits’ is displayed.

9.11.11 Batch Export Report
The button allows for the creation of two reports:

1) The Visits to be Exported report provides the details on all visits that have been batched and will
now be exported to payroll and billing.

2) The Visits not to be Exported report displays visits that are problematic and need to reviewed.

Batch Export Report 2]
Report Type:
[ Yisits To Be Exported & Visits Not To Be Exported |
Date Range

Contract: [PARTHERS IN CARE [485) PRI_x
Coordinator: k3
Client: x

Start Date: | /104 Start Time] 1200 AH
End Date: | 9/3/0% End Time{ 11:53 P

Employee: | =l
Sort By:
[Coordinatar, Chent E mployee Visit Date e |

Figure 9-31 Batch Export Report Menu

Verification procedures 9-178 Rev 11.5



HC Plus User Manual

9504 50927 PM

Contract: 0000435 PARTMERS IM CARE (485) PRIVATE

VISITS TO BE EXPORTED
For 07.01/04 12:00 AM - 090904 11:59 PM

Page 1 of 17

Sort Order: Coordinator Client, Employes Visit Date

Coordinator: 095 FLEMING, EBONEE Overtime
Actual Pay Absence
ClientID Client Name Employee Name Santrax ID Visit Date Start End Hours Hours Tasks Memo HoOurs Bach
0B04561 BERG, AMN ELART WEMDY 074.62-9629 0772504 249P &09P 520 500 9 Pa 700 394
0491725 YIME, SYLWA TLEOCHK ARLE 11570-873 07264 10364 E3EP g:00 .00 7 394
o707 Ma E, JUME THEW MYR 596-34-0545 072504 TP a3 A 1202 1200 T P 1200 394
Total 095 FLEMING, EBONEE Visits: 3 Pay Hours: 2500

Figure 9-32 Visits To Be Exported Report

89204 5:14:40 P

Coordinator: 096 BUKHMAN, VALENTINA

Contract: 0000485 PARTMERS IN CARE 1435 PRIVATE

VISITS NOT TO BE EXPORTED
For 07.01/04 12:00 AM - 09/09/04 11:59 PM

Zage 10 of 170

Sart Order: Coordinator Client Yisit Date Emplayee

Overtime

Actual Pay Absence
ClientID Client Hame Employee Hame Santrax ID Visit Date Start End Hours Hours Tasks Memo Hours Batch
1053144 SCHMAN, AMR MDERSOMELM 102-48-9070 030204 200P S0TP 207 200 E
1015886 LERIC, MARIA, ABAN ELIT. 075-58-9559 050204 857 4 S00P 8:03 500 11
0185024 KEL, DAVID RCWMNDELPHIS 09364-1678 077314 a7 A g00P 12:03 1200 10
0725059 SOM SOBEL AELY LyUD 030-50-9179 050204 G52 A 12335P 403 4.00 T
0545410 GMAN | LILL M LLIAMS CHER 128-48-1026 03101504 9:00 & 104 P 404 4.00 E
Total 096 BUKHMAN, VALENTINA Visitss 40 Pay Hours:  415.00
Figure 9-33 Visits Not To Be Exported Report
9.11.12 CIN Exception Report

For some agencies, after the batching process is complete, a CIN file is set up and sent to Billing. The CIN
Exception Report menu allows you to create two reports based of the CIN file to review, and correct if

necessary, any visit data

CIN Exception Report

Location: [T
Y Report Type:

All Yizitz To Be Exported I

All Verified Visits For wos I

Filter By:

Contract: |

@||

| of W

Verification procedures

Figure 9-34 CIN Exception Report Menu
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9504 5:02:31 PM CIN Exception Report Page 1 of 1
Visits To Be Exported
Contract 0000486 PARTNERS IN CARE (486) VNS
ClientID 0786625 Client Hame MIKHAYL . [EMNKO Coordinator 087 COBIWIC
Service |ID 0786625 WNS Entry # 53932040 Case # 001568463 Seq # 0007
Visit Date | Auth Hr 7.00 Error Auth Hra Not Eaual To Davs Total
Emplovee Hame Santrax ID Sched Hr User Changed Verif Hrs OTABS Hrs Reason Tasks Batch  Export Date
DUMIN M AT 110-58-2034 7.00 BIDR AKE 7.00 2.00 04 4 393
ClientID 0395026 Client Name SETTI, LOU Coordinator 020 BRY. LIETA
Service ID 0995026 VNS Entry # 3858871 Case # 001754222 Seq # 0001
"""""""" G AuthHr 00 Error Auth Hrs Not Equal To Days Total
Employee Name Santrax ID Sched Hr User Changed VerifHrs OTABS Hrs Reason Tasks Batch  Export Date
ABI P AT 060-43-7450 5.00 BDRAKE 2.00 3.00 oz 13 397
Figure 9-35 Visits to be Exported—CIN Exception Report
9804 6:06:02 PM CIN Exception Report Page 41 of 41
For WOS 8/6/04
Contract 0000486 PARTMERS IN CARE {486) VNS
ClientID 0258575 Client Name'W|T , ANM Coordinator 017 ARRY, YES
Service ID 0258575 VHS Entry# D3875554 Case # 001773918 Seq # 0003
Visit Date | | AuthHr 24.00 Eror Auth Hrs Not Equal To Davs Total
Emplovee Name Santrax ID Sched Hr User Channed Verif Hrs OTABS Hrs Reason Tasks Batch Export Date
T .ALF 057-92-9340 1200 ADMIN 12
FFITH MERL 1253666451 12.00 ADMIN 12.00 ]
Visit Date . Auth Hr  24.00 Error Auth Hrs Not Eaual To Davs Total
Emplovee Name Santrax 1D Sched Hr User Changed VerifHrs OTABS Hrs Reason Tasks Batch Export Date
CHUSDON 212570170 9.00 AHOLL 7
RITT SHER 121-56-5274 12.00 MPELL 3
OG AN WAL 074-52-3235 3.00 AHOLL 300 §.00 PS 7
Visit Date | | AuthHr 24.00 Error Auth Hrs Not Equal To Days Total
Employee Name Santrax ID Sched Hr User Changed VerifHrs OT/ABS Hrs Reason Tasks Batch Export Date
HIG AT ¥OLE 116-48-7997 1200 ADMIN 0
SON JOVHO 13460.9192 12.00 ADMIN 12.00 11

Figure 9-36 Verified Visit for WOS Report—CIN Exception Report

For agencies using the CIN file: The batch routine will only allow batching of visits that have computed
hours that are the same as scheduled hours; will only allow visits that have tasks; but you may un-verify
schedules which have already been batched and transferred.

Verification procedures
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Chapter 10 Compliance

10.1 Compliance Overview

Compliance codes are the criteria that must be met for an employee to be in adherence to certain standards.
They include the licenses and certificates, medical procedures, evaluations, training and in-service
requirements that an employee must meet in order to be assigned to clients.

Compliance issues are established by company policy and/or state or local agencies. Each of these entities
can be described as a level of compliance to be met. The same compliance issues can exist for all these
levels—but may differ in the parameters established for them, such as, expiration dates, frequency, or re-
certification.

Within the scope of compliance, there are three basic codes that exist: Generic Codes; Regular Codes; and
Result Option Codes. Generic Codes are all the established codes available to be assigned to any employee
classification or level. In HC Plus, these codes are assigned to at least one level but, if required, can be
assigned to several or all levels.

HC Plus tracks and maintains all aspects of employee compliance. It has the capability to forecast an
employee’s compliance status and determine whether an employee may be assigned to clients.

Compliance codes are first set up on a Generic Codes Level. From the Generic level, it is then determined
as to what level these codes should be assigned to employees. Once the codes have been established and
assigned to levels, HC Plus will then assign them to the employees through an automated process called an
Update: the compliance system has a one-time start up process that is easily maintained as the updates are
performed.

The only other maintenance required is to modify existing compliance codes or create new compliance
codes as circumstances may dictate, or to assign them to new or additional levels.

The compliance system was designed with the emphasis on your being able to create and customize the
required codes and related levels. To utilize all the flexibility, integrity and effectiveness that the system
affords, it is important that a start up strategy is utilized before the first update is performed. For a
suggested start up strategy, refer to your system administrator.

10.2 Access the Compliance system

The button on the Scheduling Main Menu, Figure 1-1, brings up the following. You can also
access all compliance functions by using the pull down menu on the menu bar.

| options (Main Menu) Help
b

Default Maintenance

Compliance System Main Menu I Levels of Campliance

Maonday, November 14, 2005 Code Zategories

Default Maintenance:

Diskricks

Cnmnan_vl Egtegulyl Levels I States I Reports |

District I Lm:atiunsl el I Result Option Code Maintenance

Profile Sheet Maintenance

File Maintenance:
Emplo eexl LCodes Update Results
| Ly = I > I I Emploves Search Scresn
Compliance Code Mainkenance
I HC Plus 1 Exit I
Update | Wark Sheet Menu
Figure 10-1 Compliance System Main Menu Help ©n Compliance

Exit ko Scheduling Menu
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10.3 Default Compliance Code Maintenance

The following section identifies those lists that must be set up before you can administer your compliance
system. Each example illustrates what sort of entries should be made to each list. Pressing the
corresponding button on the Compliance Menu accesses each list—to which you may add new entities.

10.3.1 Levels of Compliance 10.3.2 Code Categories

This table keeps track of all the entities, governmental and

others, who require you to keep track of your employees’ Compliance Code Category

compliance with health regulations and requirements.

Category Code Maintenancel =
Compliance Levels Eaegor
. - pocu-en i
Level Maintenance I — I

- IMSERVICE
Comphance Level

- EVALLATION

MEDICAL
COMPANY ¥
BERAMCH
DISTRICT
COWNTRACT

w

He Phis i
Exit |

Figure 10-3 Compliance Category

L« |

Codes
HC Plus I
Exit | 3
Figure 10-2 Company Maintenance
10.3.3 Company 10.3.4 States
Company Mainienancel = State Defaults I ﬂ
Company Name Default

Abry State Name Default

PR [Baska ol
sl |alabama Mo
AR |Arkansasz Mo
A7 |Anizona Mo
R FEFLS I BC |[BRITISH COLUMELA Mo
_Exit | =] Ca | [Califomia Mo
i i CO ||Colorado Mo
Figure 10-4 Company Maintenance TT | [Cornectiout No
L. . . . DC || District of Columbia Mo
You may type additional company information into the empty S oo o
text box. (As with other text boxes like this, the arrow will FL | [Florid Ho
turn to an asterisk.) The Default value is No but clicking in the G4 | [Georgia Mo
default text box can change this. A message appears HI_[Hawai Mo
requesting that you verify this change. NC Dl i

Exit | LI

Figure 10-5 State Codes

Compliance 10-182 Rev 11.5




HC Plus User Manual

10.3.5 District Codes

EE} trict Codes
District Code Description
216 DOWNTOWM
[215 | [EAST SIDE |
[z14 | [EST SIDE |

Record: Hl 4 || 1k |>I|>*| of 3

Figure 10-6 District Codes

10.3.6 Location Codes

I Location Default Maintenance
Location Defaults I

Location Name Default
P |00t [SANDATA TECHNOLOGIES [Z

HE Plus I
Exit

Figure 10-7 Location Codes

10.3.7 Access a Profile Sheet

This |Profile sheet button allows you to set up and view the profiles of each company or contract in your
system. When you select a name from the drop-down box, the profile sheet for that company appears. See

Figure 10-9.

Profile Sheet Defaults I

Profile Sheet Defaults

o

COLINTY TITLE TWENTY
FDFSFDS

MEDICAID 19

PRIVATE INSUIRANCE/CONTRACT
5T MARY'S HOSPITAL

WILLAGE CENTER FOR CARE
YISITING MURSE SERVICES

Figure 10-8 Profile Sheet Defaults

Compliance
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10.3.7.1 Set up a compliance profile sheet for a company’s employees

HC Plus User Manual

Use the drop-down boxes to establish the criteria that the company’s employee will have to meet. For
example, if a Home Health Worker must be certified for HHA, use the drop-down to enter the required
level of certification (such as HRA certification) that the worker needs to have in order to comply.

Profile Sheet Defaults

Profile Sheet Defaults |

|HEALTH FORCE

=

Reference 1

1-9 Status:

Reference 2:
Confidentiality:
Univ Proc. Hep B:
Review Disaster:
Skills Review:
Inservice HHA:
Inservice PCA:
Review Job Desc:
Cerificate HHA:
Certificate PCA:
Hoszpice Training:
AIDS Training:
Classroom Training:
1D Verified:

CPR:

License:

I0 RELEASE]

|RUBELLA

REFERENCE 2

EDPEPUPCONFHIVTBOSHA

ECPEPUPCOMNFHIVTBOSHA

EDP&EPUPCONFHIVTEBOSHA

|INSEF!\IIEE ~HH&
1

NSERVICE - PCA

OB DESCRIPTION

CERTIFICATE

CERTIFICATE

HIY TRAIMING RECORD

|< |< |1 I< |< |< |< |< |< |< |1 I< |< |< |< |< |< |<

Professional Eval:

Admin Eval:

Physical:

Health Assesment:

PHYSICAL/DRUG

DPT:

Rubella: [RUBELLA

Rubella ¥accine:

RUBELLA WACCINE -1

Mantoux: (FFD

Chest X-Ray:

PPD CHEST X-R&Y

Rubeola:

RUBEDLA WACCIME -1

Rubeola ¥accine:

RUBEOLA WALCIME -1

Drug Screen:

DRUG SCREEM

M_D. Approved:

Hepatitis Consent:

HEPATITIS COM/DEC FORM

|< |< |1 I< |< |< |< |< |< |< |1 I< |< |< |< |< |< |<

G=D

Exit |

10.3.7.2

Figure 10-9 Profile Sheet defaults

View Compliance Generic Codes

The button on the bottom of the above figure (or the Codes button on the Compliance main menu)
will, when pressed, display the generic codes currently assigned to the company. Using the Code
Description data box, your system administrator (with proper security clearance) may update the
company’s compliance codes; and using the button, create new codes when necessary.

kl’ompliance Code Browse

Search Criteria:  State || District | |
Company |
Branch ;” Generic

~l Code Last Employee

Code Description Category Eff Date Updated EH Date Alert
|: ADMINISTRATIVE EVALUATION i 111496 | 3/22/01 Yes
__ |l|APPLICATION s 141796 | 10/6/597 No
_I APPLICATION - FELOMY CHECK. i 141496 |10/31/97 Mo
__ | |AUTHORIZATION FOR BACKGROUND ([ 8/1/95 | 10/6/597 No
_I BASIC TRAIMIMNG EVALUATION | 1/1400 | 9/27/00 Na
__ |ICERTIFICATE s 141/95 | 10/6/597 No
_I COMPETENCY EVALUATION EVALUATION | 141796 | 3/28/96 Na
__ | |CONFIDENTIALITY s 141796 | 10/9/597 No
_I COMTACT VERIFICATION FORM i 11496 | 3/29/96 Na
__ | ICOUNTY APPROVAL EVALUATION | 1/1/95 | 3/28/96 No
_I CPR CARD i 1/1/96 | 3/28/96 ez
__ | ICRIMINAL CHECK. s 141796 | 3/28/96 No
_I DIPTHERIA/TETAMUS N 141495 | 3/29/96 ez

Add New |

Show Key |

Exit

Compliance

Figure 10-10 Generic compliance codes
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The names of the codes are displayed along with the category. For example, a Y would signify the
compliance issue was mandatory. An Alert box with a Yes entry indicates that the system will alert you
upon non-compliance. For instance, if an employee does not take his/hr tetanus shot, the system will alert
you to the non-compliance.

When you press on the display button to the left on an entry, the details of the selected code are displayed
as shown below. Use this screen to set alerts, expirations, result codes, and effective dates.

k‘.aintenance

Edit Generic Code

Description: [APPLICATION - FELONY CHECK Select From:| | Allow Scheduling|

Interface Key: | &+ Allow

Generic: |GEMERIC {* Unassigned " Prevent
Category: Iv -I ' Wam
m Wamn Only? [T Calendar Date: [~ Manual Date: ' ) 0 Daps
) Expires In: }

Hire Date: [~ I_D Years

Record Results: [l Resulting Code: |

Dption Codes r Must Be 5atisfied within: I 0 Days

m Rolling Dates [=|“guarterny: [© | SemiAnnuaf: [
@ mEEE e

B code Etfective Date: [ 1/1/%
Employee Effective Date: I
Last Updated: I 10431497

"erification that felony information on application is completed and follow-up is done,

Qeletel Save | Exit |

Figure 10-11 Generic Code details
10.4 Maintain Employee Compliance

The file maintenance section of Figure 10-1allows you to perform functions related to keeping track of the
compliance records of your employees.

File Mantenance:

o Eowopses | cotes | upste | s |

10.4.1 View an Employee’s Compliance Status

The button brings in the Find Employee Screen. See Figure 7-1. Once the employee is
selected, the Employee Compliance Status screen appears showing his/her non-compliance. Updates can
only be made from the Employee Maintenance screen by selecting “Supervisor.”

When you click on a NO or YES cell on Figure 10-12 a note appears in yellow alerting you to omissions or
requirements that should be looked into regarding this employee. For example, the APPLICATION entry
below is mis',.sing a completed date—no application was submitted. This is made explicit when you click on

Comp? ERROR: Completion Date |s Missing !

the NO.

You may update any of the requirements including Completion and Expiration dates. You are unable,
however, to enter a future completion date into the compliance system. You may also update the Results
column: for example, to the right of the 1-9 requirement is a Results drop down box for either ‘Completed’
or ‘Authorization required’; selecting ‘Authorization required’, requires the entry of an expiration date.

Compliance In-Service training rules are as follows:

Compliance 10-185 Rev 11.5
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a) The In-Service completion date is the date of last class attended. If no class has ever been attended,
then the date is set to employee’s hired date. The In-service expiration date will be either 3 or 6
months after completion date, depending on whether a quarterly or a semi-annually compliance code is
used. Also, the In-service expiration date is calculated based on the employee’s training class date. If
no training classes had been assigned, then the expiration is based on the hire date.

b) The In-Service expiration date is modifiable as long as it is within the current in-service period. For
semi-annual codes, the in-service periods are January 1 thru July 31 and July 1 thru February 28; for

quarterly codes, the period is January 1 thru December 31.

c) There is a minimum of 60 days required between in-service classes.

The HRA Certificate compliance dates are updated whenever you make changes to Training/Certification

records from the Employee Maintenance screen.

Note: You cannot update Administrative Evaluation dates from the employee compliance screen. Updates
can only be made from the employee Supervisory Visits screen. Also keep in mind that Supervisory Visits
and Administrative Evaluation statuses will be blank when you delete the last Supervisory Visit or the

Administrative Evaluation record.

All Required Codes For This Employee |

-

Empluyeel 742378 ACEVEDD, ALTAGRACK [G03W 173 5T # 3D
Hired| 5/15/87 | HA | (212) 923-5986 [NEW YORK MY [10033-
Co'mp? d | Complete| Expires Comrments | Fesults |
| Mo JADMIMISTRATIE EVALATION |INSTITUTE H| 5/4/01 B0z J
_|Ives |DIFTHERIATETAMUS |INSTITUTE H| 114501 11/511 :[
.|| Mo JHERATITISE COMN/DEC FORM |INSTITUTE H CECLIME Z[
_|[ves |HEPATITISE-TEST [INSTITUTE H -
|| Mo JHERPATITISE-TRAINMNG |INSTITUTE H 5/14/88 Z[
.. ||*es |HRA CERTIFICATE |INSTITUTE H| 10/9/87 CERTIFIED Z[
||res |8 |INSTITUTE H| 5f15/87 COMPLETE Z[
Mo JINSERWICE - HA/PCA, |INSTITUTE Hl| 1/2/01 7201 d
I s —1
State:l 'I Cumpanyl 'I Contract: I 'I ~
Branch:l 'I District: I 'I Forecast " FRi02 ﬂ
Inservice I Letter I
Non Compliant I Required I Summary I Code Maint I Menu I Exit I
Audit I Hviews Summary of Complianc‘e Levels|
"I

Figure 10-12 Individual Employee Compliance Status

Button | Functions of Compliance Status Screen

After advancing to a desired date, press the Forecasﬂ button to

%Eorecast ¢ 3 '
— "I determine the employee’s compliance status at that future time
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Button Functions of Compliance Status Screen
[h ] Press this button to bring up a screen showing the employee’s in-
1nservice service training record.

mployee Inservice Training History

Hired: | 4/16/01 | Forecast Dale:l 1114205

Name: [A] LIAN &

Topic Date Hours  Attended Cert Issued
IN-SERVICE E/15/05 4.00 Tes -
[[INSERVICE [4718/05 J [ 400 J [ ves J[ 41805 —
SKILL CDMENCY’ASSESSMENT 11/23/04 ) [ 4.00 | ‘Tes
[[INSERVICE 571404 | [ 400 J [ e
[[IN-SERICE £/25/04 | [ 4.00 Yes
_WEDNVEHTED] E/1./04 4.00 es E/24/04 -
Code Lexel Boling L'ate Beg Has Quartelly Reg Has
}TTNSEFNICE - HHA [¥NS SanDaTA [ Mo [1200[12.00] Mo [0.00 [ 000
|

Quanter: 1 2 3 4 Total

This Year: [ 0.00 [5.00 [0.00 [0.00 [HE] =
Last Year: [0.00 | 2.00 I 200 I 200 IB Iil
| 12 |

Last 52 Weeks:

HC Plus

Figure 10-13 Employee’s In-service Training History

When you press the button on
the above screen, the following menu
appears with functions related to training.
You may then generate an in-service
training report that will summarize your
employees’ in-service histories.

‘ Training Menu

Class Boster |

Clazs Master | Topic Maint |

Print Certificates |
Exit |

.. Location: 001 : FAMLY HOWECARE
Training Report
24-Aug- 4
Emp loyee, Empé#,Clsf, Hire Topic ClassDate Howrs Attended Certificate
00L, BE 766404 HA 8/3/02
&L ZHEIMERS 2i204 k] Tes
MANDATORY ANMUAL INSERVICE 214103 3no Tes
CONMMUMICATION DEATH & 2303 oo Tes
GRIEVING
Total Hours: s.00
AHABRB, SIN 766820 HHA  9/15/03
MMANDATORY TOFICS & 11719005 600 Tes
CARDIOV ASCTULAR.
Total Hours: 600

Figure 10-14 In-service Training Report
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%eﬁer I

Letter Set up

€ Non Compliant I

Compliance

When you press on this button a miniature menu appears.

the letter. When you Print, a letter addressed to the employee
detailing his/her non-compliance issues is printed. An example
follows:

Click Set up to edit the address and heading formats for

HC Open
1Mah &
Tort Washington, MY 11333
516 3332323

Snguet 20,2000
Lori Mexander

1045 Thrdom Stre et

APTZ-E

Erockbm HY 11225

Subject: Crmrerd Copriplisnce Sabis
Dear Lord,

Char Tecords shover that o ate amredy ot of complisree i e folleris areas, and youwillnet be able to be
scheduled for avgr caces vl the o aTe ae are hrought up to date

ADMINISTRATRE EVALUATION CRIMINAL CHECK EDPEPUPCONFHIVTEDSHA

INSE R ISE - HHA PHYSICALTRUG PRPD

Figure 10-15 Printing a Non-compliance Letter

Clicking the radio button ‘set up’ allows you to create the format and

content of your own letter.

Letter Constants

Letter Constants |

Salutation: [Dex Closing:  [Sincercly

Signature: I Signature Title: I The Boss

Cloging Remark: |Have a good day.

Letter Head: Company Hame:

Addiess:

State:

I
|
City- I
I Zip: I

Phone: I

Letter Footer:

HG Open 1 Exit

Figure 10-16 Non-compliance Letter Formatting

The Comp? text box on the top of the screen allows you to select
compliance issues—after making a selection, you will get a list
indicating YES or NO compliance. However, hitting the Non-
compliant button will list only those issues that are still in non-
compliance.
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Functions of Compliance Status Screen

“\S Required
k Summary

[ Code Maint

% Menu |

 Audit

Press this button to see all the required compliance issues that need to
be met for this client along with the current status.

This button lists all the contracts for this employee indicating if he/she
is in compliance with the requirements of the contract. The details of
the compliance of each contract may be displayed by hitting the button
to the right of the contract name.

The button displays the Figure 10-10 Generic compliance codes.

This button brings you back to the Figure 10-1 Compliance System
Main Menu.

When you click on a compliance row and then press Audit, an audit
trail similar to the example below is displayed.

kisplay Audit Trail

& MOTE: ADMIMISTRATIVE EVALUATION Was Last Modified On 06/24/2004 11:00 &M by ELK,

OK |

10.4.1.1 Individual Employee Compliance Status Reports

The menu bar on Figure 10-12 Individual Employee Compliance Status allows you to print two reports for

each employee.

Reports Help

Print Employes Profile Sheet

Print Employes Code Lisk

When you press a menu option, you are prompted to select the company or contract for whom the

employee works. The company name appears on the profile sheet heading.

Compliance
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Employee Profile Sheet

Tuesday, March 27, 2001

Name: LIZE,EVE Employment Date: 11/22/00 Sex: F
Employee Mo: 6573 I9 Completed Status: Complets
VERIFICATIONS:
Personal ID Verified:
Reference 1: Type:
Reference 2: Type:
Administrative Evaluation Date: Professional Evaluation Date:
Review Hep B/Unwersal Precaution Procedures: Review Confidentiality:
Review of Emergency Disaster Procedures:
DISCIPLINE:
HHA Other: Skilks Review:
Certificaie Date: LF596 Review Joh Description:
CPR Certification Date: CPR Certification Expiration Date:
Training Institution: Chssroom Training Complete:
Aids Training Completed: Hospice Training Compleied :
License Numher: License Exp ration Date:
PHYSICAL INFORMATION:
Physical Date: 21400 Health Assessment Daie:
Mantoux Date: 21400 Manioux Resulis: NEGATIVE
Chest X-Ray Date: Chest X-Ray Results:
Rub ella Date: Ruhella Resulis:
Rub ella Vaccine Date: Rubella Comments:
Rub eola Date: Ruheola Resulis:
Rub eola Vaccine Date: Ruheola Commenis:
Drug Screen Date: Drug Screen Resulis:
Drug Screen MD App roved Date: Drug Screen MD Approved ?:
Hepatitis: 3/50/00  Hep atitis Vaccines:
DT Vaccine Date:
INSERVICE EDUCATION: (Quarterly) ADDITIONAL INFO:
11 - 32801 Howrs: [ 1: Basic Training: 91200
104100 - 12/531/00 Howrs: 0O %
700 - 950700 Howurs: 3 3:
4000 - 450200 Howurs: 0 4:
Figure 10-17 Individual Employee Profile Sheet
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REmponee Compliance Code List 91104
ABRA SON 76447 Type: HA Hire Date: 6/5/97
Comnpliance Code Code Level  Completed Expires  Comments Results Compliant
ADMIMIST RAT IVE EVALUATION FAMILY HOM 8703 5704 Mo
APPLCATION FAMILY HOM Mo
BASIC TRAINIMG FAMILY HOM B 301 Yes
DIFTHERIATETAMUS FAMILY HOM Mo
HEPATITISE CON/DEC FORM FAMILY HOM  12/859 DECLINE Yes
HEPATITISB-TEST FAMILY HOM Yes
HEPATITISE-TRAINING FAMILY HOM  B£2/89 Yes
HRA CERTIFICATE FAMILY HOM 1171696 CERTIFIED Yes
19 FAMILY HOM  B/5/MS7 COMPLETE Yes
INSERWICE - HA/PCA FAMILY HOM 5504 11504 Yes
INSERWICE - HA/PCADEC -2002 FAMILY HOM 11802 11802 Yes
INSERWICE - HA/PCADEC -2003 FAMILY HOM  11/503 11703 Yes
INSERWICE - HA/PCA DEC-2001 FAMILY HOM 701 1273101 Yes
INSERWICE - HA/PCA JUNE -2002 FAMILY HOM  12/401  B/A402 Yes
INSERWICE - HA/PCA JUNE -2003 FAMILY HOM 5703 56803 Yes
INSERWICE - HA/PCA JUNE -2004 FAMILY HOM 5404 5/4504 Yes
ORIENTATION FAMILY HOM Yes
PHYSICAL (AMMUAL) FAMILY HOM 91603 9716104 Yes
FFD FAMILY HOM  9/849 POSITWE IPPD}  Yes
FFD2 STEP FAMILY HOM Yes
FPD CHEST X-RAY FAMILY HOM  9/1459 Mo
REFEREMCE 1 FAMILY HOM Mo
RUBELLA FAMILY HOM Yes
SUPERVISORY WISIT FAMILY HOM 871402 8/1904 Mo

Figure 10-18 Individual Employee Compliance Code L.ist
10.4.2 Update compliance records of all employees

You may create and update a worksheet of employees’ compliance statuses. The button of Figure
10-1displays the following menu.

Note: The Compliance system includes non-active employees (LOA, Disability, Workers’ Comp, and
Family Leave etc.) along with Active employees by default. Everyone’s status is re-calculated when
compliance information is updated. Terminated employees, however, are excluded from the worksheet.

Comphance Spstem |

Update f Work Sheet Menu

Thursday, Julp 04, 2002

Work Sheet: View Work I Print Work I

[ &7z Forecast I Sheet Sheet

Maintenance:

Update Employee Inzervice
A0 And EOM Status WorkSheet

I Auta Farecast 2 [~ HC Open '

Figure 10-19 Update/Worksheet Menu
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You may also access all the worksheet update functions using the menu.

options {worksheet | Update Menl.ﬂ Help

Wiork Sheets o ] Forecast (Create Work Sheet)
a2

pdate and EOM Wigw Work Sheet

Employes Status Sheet Work Sheet Print Options

Exit

10.4.2.1 Forecasting employees’ compliance

1. When you press the button on the above screen, a window appears providing options for
choosing a forecast date. Choose one option, than press [Create Work Sheet].

Create Work Sheet

Forecast Date Employee Compliance Status - Non Compliant Only
7418/00 -
Compliance Work Sheet I Created: [11/74/05  Work Sheet Date: [11/15/05 =]
& Tomorows Date : b
" Today + 30 Daps M‘Name: | Category: =1 Status: - I
© Today + 60 Dayps Code: JE3 | Type: | Location: -
 Today + 90 Days Contract: =l Coord: k2|
" Manual Date Find I ClEalI
Creals _ =
Work Sheet Exnt | Last Date of
Emp No Employee Name Type Compliance Wk End C i Status Coord
A 493764 [ MIGDALIA M. PCA N4 11415/05 Mo Aclive 17103
5 433654 | MARIE . PCA N4 1115/05 Mo Achive 17105
5 433340 [ YOLA Ha, N, 11/115/05 N Achive 17105
H 5 330158 . BERLAMDE Hé N 11415/05 No Disability 31330
ForecaSt Optlons 5 452876 | VIRGINIA Hé A% 1115/05 Mo Fiehire 17102
5 4533223 A, ARZEZAH Hé, N4 1115/05 No Rehire 17103
5 430860 |4, SHIRLEY Ha, N, 11/115/05 N Achive 17102
5 450377 A JULIETTE Hé, N4 11A15/05 N Rehire 17103
s [ 4332 |a MERIE PCA, N/t | 11/15/08 No Auctive 1702
Autto Forecast 7 [~ All Employees I Main I Exit I
Manday, Mavember 14, 2005 HC Plus i -

Figure 10-20 Compliance Work Sheet

2. Alist of non-compliant employees is displayed. You may find employee(s) using the area on top of
the screen where you may limit the search by category, status, etc.

3. Click on the |S | to the left of an entry to view (see Figure 10-12) the non-compliant issues for an
individual employee.

4. Toggle the |All Employee| button to see a list of all employees including those that are fully compliant.
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10.4.2.2 View/Print a Compliance Worksheet

The [View Worksheet| button on the Update Worksheet Menu displays the current Compliance Worksheet
(Figure 10-20). When you press the [Print Worksheet| button, a menu is displayed offering several
options.

Work Sheet Print Options

Work Sheet Selection
—| Add Filter: |
¢~ All Non Compliant Employees Igtilusz ;I
" Mon Compliant Employees For Selected Category Coordinator:  Classf
[Categans: | ;l I ;I I ;I
" Mon Compliant Employees For Selected Code Contract:
* Employees With Completed Selected Code

From Date: I 7/1/94  Thiu Date: I 8/1./04 Show Codes: [

Compliance Code: |PPD CHEST X-RAY i
Result: |POSITIVE |

& Employee Hame " Coord / Expiration Date / Employee Name

" Employee Humber i~ Pnmary Language / Employee Hame

" Coord / Employee Name i~ Primary Language / Expiration Date / Employee Hame
" Expiration Date / Employee Mame i~ Date Hired / Employee Name / Employee Number

Print | Preview | E xit |

Figure 10-21 Work Sheet Print Options

Ic ‘Work Sheet of Non Compliant Employees
CATEGORY: NSERYICE
SORT ORDER BY : Employvee Marme
CLASSIFIALL  COORD: BASKERYILLE SARAH, 41461
STATUS: ACTIVEIREHIRE

Contract: 414 FAMILY HOME CARE Work Sheet Date: 08/06/2
Date Last Date of
Name Emp# Clsf.  Coordinator Hired Compliance Status Primary Langua
EALE, CHE w37E HA 41461 WLLE SARAH, 414 12022182 A, Active
AVIN Fa - TEOOET  HA H4E1 WILLE SARAH, 414 02107557 A, Active
OHES, RIC TE4E16 HHA, 41461 WILLE SARAH, 414 07/23%39 RIA Rehire
MITH, SYE' TEO22E HA 41461 WILLE SARAH, 414 G EE 1A Rehire

Figure 10-22 Printed Work Sheet listing Non-Compliant Employees

Using the above form, you can, for instance, create a report of all non-compliant employees along with the
compliance codes applicable to them. In this case, click on the Show Codes checkbox.

You may also print a work sheet for employees with completed codes by selecting a specific compliance
code from the drop down menu, for example PPD. In addition, there is an option to generate a report with
only specific results requested (for those codes requiring results). For example, for the PPD code you can
selectively filter only the positive results or only the negative results by choosing from a Result drop down.

NOTE: Reports can now be pulled by employee Social Security Number. If you need this feature enabled,
please call Client relations.
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‘Work Sheet of Completed Codes Between 7/1/94 And 5/1/04

COMPLIAMCE CODE: PPD CHEST X-RAY - { Megative )
SORT ORDER BY : Employee Name

CLASSIF: ALL  COORD: ALL
Lontract: 414 FAMILY HOME CARE STATUS: ALL Work Sheet Date:  08/06/2004
Date Date Expiration
Name Emp # Clsf.  Coordinator Hired Completed Date Results Status Primary Language
ECHFORD, CAR 3]|5278 HHA 81393 ERADANN, 31393 D1/604 0512098 Mo Exp Negative Rehiite
RIDGE CAMPBE TES3TS HHA 1T REUEZWCKY, 81277 120700 0410096 Mo Exp Megaive Addive
QOPER, MORA TEEE40 HH&, 41492 -LAND MARILYM 031804 03203 Mo Exp Megaive Ative
ECASTRO, MARI TESE4M  HHA 4478 INSCN, MIRLAM 041901 OBMESES Mo Exp Megative Adlive
OMINSHAYA, RIT TEETH Ha& 41462 TOMONA, IRINA 050303 06/0399 Mo Exp Megaive Addive
UBAR, CHAMDRE TEE2E3 HH&, fabcric) RQUEZWCKY, 81373 OEMOO2  05M702 Mo Exp Megaive Ative
RSINA, MARIA TEEZTT  HA 41462 TOMOYA, IRINA 0BTI03  040E02 Mo Exp Rlegative Adlive
ORBES, SHEILA 755530 HHA 81383 ERA D AN, 31393 0425101 0409102 Mo Exa Megaive Ative
AWILTONWELC 851042 HH&, 41451 RAp ALLS 08103 11M39E Mo Exp Megaive Ative
ATEL RUBY TESE3S  HHA 41482 ZLAND , MARILYN 12003 03020 Ho Exp Hegative Fehire
IBBERT,PRUDE! TEE3 H& 555 ASHAD, SHARMEL O7MaE02  10/2903 Mo Exp Megaive Ative
JSE, EVELINE 250573 HA 44328 NSO, MIRIAM 012001 101398 Mo Exp Megative Adlive
ISEPH, WMAMMI TES93G PCA 41464 RRILHO, MAR|A 0728101 o1/2100 Mo Exp Megaive Addive
RICHMAR, SERA& TEE052 H& 41411 R4, IEFE 08/22/98  0BM9OE Mo Exp Megaive Ative
ILEWSHA, ZOF| TEINEI  HA 41431 WARD, MERLESE 0B/2504  05M 4001 M Exp Rlegative Foehiite
ILFORT, ALEXAN 851123 HHA 81383 ERA D AN, 31393 0303101 04/22098 Mo Exa Megaive Ative
ILIZHEMKG, ILL TEEETE PCa 41451 AR ALLA 051 8101 1272798 Mo Exp Megaive Ative
YAKSHIN, WaD TETIE4  PCA 41422 EVSVIN, ALLA OS0EMD4 0341204 Mo Exp Rlegative Adlive
CIPION, YW AMD TEE06T HHA 81373 REUEZWCKY, 81373 010502 052901 Mo Exa Megaive Ative
PENCE, M.AOMI 851106 HHA 55541 RMAMDEZLORMY, 5554 09703 01/01/98 Mo Exp Megative Adlive
TUFAMOY, MIK TES425 Ha& 41431 WARD, MERLESE 051389 041902 Mo Exp Megaive Addive
GARTE, MARIA, 850516 H& 44709 RRES DIANA, 44309 020700 01400 Mo Exp Megaive Ative
JTYUK, RAISA TEEIF  HA 41422 EVSVIN, ALLA 110803 040302 Mo Exp Megative Adlive
&) TEMAM, M2 754929 Ha& 41421 RIS, IRINA 050288 010896 Mo Exa Megaive Ative

10.4.2.3 Daily and End of Month Compliance Update

Figure 10-23 Work Sheet of Completed Codes

When you click the [Update and EOM| button, the following screen appears allowing you to: Update
Employee Compliance files; Generate a work sheet; Generate Employee Letters and Labels; or Capture
End of Month History.

1. Click on the appropriate checkboxes for DAILY and/or END OF MONTH, and then press [Proceed|

Compliance

Select Options and Click Proceed

I DALY

Update Employee Compliance Files:

Generate Work Sheet:

Print Employee Labels

r
r
Generate Employee Letters: [~
r

11414405

FProceed I

HC Plus

Overnight Processing

Daily Update And EOM Processingl

Figure 10-24 Daily Update and EOM Compliance Processing
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When you click on
the Employee
Letters checkbox, a

button

appears. Presson it
to select options for
generating and
sorting the letters.

You can also select
specific employees
by pressing the
ISelect Employees]
button. A list
appears from which
you can choose the
employees to whom
you want letters
sent.

The button
allows you to design
the letter content.

Print Employee
Labels

Compliance

HC Plus User Manual

Letter Type Selection

| Generate Employee Letters and Labels
[Print Lelters and Labels For: |

Add Filter: )
¥ All Currently Mon Compliant Employ IﬁtatUSi <
" AllNon Compliant Employees az per Work Sheet:
. . Coordinator: ~ Classf
I~ Al Employees with Scheduled Appointments: I _'I I _'I
Select Employess | Contract:

14 FAMILY HOME CARE]

Compliance Code: [HEPATITISB-1 I

Sort By:

& Employee Name ¢ Coord / Expiration Date / Employee Name

" Employee Humber ¢~ Primary Language / Employee Hame
" Coord / Employee Name ¢~ Pnmary Language / Expiration Date / Employee Hame

" Expiration Date / Employee Name ¢ Date Hired / Employee Name / Employee Number

CHECK OFF LETTERS TO BE PRINTED AND EXIT
Set Upl Continue |

Figure 10-25 Compliance Letter and Label Selection

Employee Selection for Compliance Letters - All Currently Hon Compliant Employees

Enter ID or Last Name to filter records on:

Matches: 171

EMPLOYEE MO [EMPLOYEE [ADDRESS ;I
7EEE36 ANGLAME, ROSE 486 EASTERN PKW Y 4B, BELYN _I
860832 ARALLIO, MARIA 4316 6TH &VE. APT # 1D, BROOKLYN
861324 ALSTIN, PAMELA 787 SENECA AVENLE, RIDGEWOOD
7B4523 BALLESTEROS, CLAUDIA, 555 CAULDWELL AVE APT1C, BROMX
850734 BARBA, DIANA 104-33199TH STREET, 5T. ALBANS
7EEEZE BARKER,ESTHER BEOEAST 215T 5T. &4PT . # 24, EROOKLYN
7EE413 BARRIOS, MAIELA 122-10 115 4VE., S0UTH OZ0ME PARK
3317 &E. D BROCKLYN

8605312 BERTRAMND, BERLINE
7EG444 ACK, J .
B2 BLAI METTE

=]~k Rear] DOklLL A CCLICITA

REET, COLLEGE FOINT
E30 STAMLEY AWE. APT.# 54, BROOKLYN ;I

F1Nd CFTUCTD ADT H 2 WotminfCcIing

Remove Al ltems |

List of Selected Items:

Ernployee # [Emnploves [ &ddress
7ETO07 ALFONSO, MARLA 109 5TH AVENUE APT 8 1F, BROOKLYM
851324 AUSTIM, PaMELS 787 SEMECA AVENUE, RIDGEWODOD

1 am finished building the list | Remove List and exit

Figure 10-26 Build an employee list

When you check this box and press , you are prompted to complete the
procedures shown above, that is, select your criteria and build an employee list.

When you press , the system begins to generate the labels.
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Compliance System
Up' Print Compliance Labels Enu I

You are about to print labels from
nint Work
Sheet

the Employee Comphance Files.

Please ensure that the comrect
paper [1" x 2 5/8" labels] is
lnaded in the printer.

Eleviewl Cancel I

Work She

I 1141505

Maintenance:

Update Employee Inservice
I 111405 And EOM Status WorkSheet
-

I Auto Forecast 7 [v HC Plus '

Exit I

For those who use Mail Merge for the processing of Compliance letters, labels will
print directly to their printer and not to a text file.

Attigaw @ Aize
219 Ahins fe
Brooldwn, NY 11208

Afnst © Alens
109 5Th Pwenue |

Braaklyn, MY 11217

Poalane ‘A adimie
2765 e st Th St.

Broaklw, MY 11224

Ewett flens Rose  Aady haria® Aikens
1325 Gipson Street, 456 Eastern Pl 4016 6Th Awe
Far Rockaway, NY 11631 Blwn, NY 11225 Broaklyn, N 11220

10.4.2.4 Employees’ Current Compliance Status

The Employee status| button displays a list of employees giving their current compliance statuses. You
may toggle the buttons at the bottom to view only non-compliant or only compliant employees.

Empleyee Compliance Status - All Employees

-
Employse Current Status Sheest I 3
Employee: | =1 Classification: | 1 Status: [ 1
Contract: | | Coordinator: -
Last Full Compliant
Hame Emp Ho Type [Re)Hiwed Update Through Compliant Status Coord
= [ MIGDALS M. 493764 PCA | 12/4/03 [ 10/20/05 | N7 o Active GG
s _|[LBERLANDE 330158 He | 618/97 | 3410705 | N/A Ho Disability B
5 _|[LMARIE T 333604 FCa | 61702 | 6/5/05 7. Ho Aclive 7105 | C
s [[VIRGINL 452876 He | 2/7/00 | area/05 | N/A o Fishire 17102 | C
5 _|[CroLe 353240 HE | 5/6/99 | 6/5/05 T Ho Folive 17105 |G
s [ A0a 453867 PCa. | B/5/04 | 471705 7, Ho Family Leave | 17109 [
5 _|[F ALEERTAE 3592957 HE | 613:94 | 3r2ai0s | NiA Ho Folive G
5 [[~ ANGELITA. 330229 He [10727/03 | 477705 7, Ho Active B
5 _|[F AFLENE 352273 He || 5714788 | 3/28/05 | Ni& o Fctive 17106 |
5 _|[. ~hzE=aH 393227 He[11/10/00 | 3/2a/05 | MN/A o Fehire 17109 | ©
5[~ A0DREY 353408 FCa | 1720401 | 6/5/05 7, o Fotive 31330 |
5 |[Fave 39300 PCa. | 6726700 | 11714705 | N7 o Fotive G
s _[[= EBEOCAH 452871 He | 4/5/00 | 3410705 | M/A Ho Fishire 17102 |
5 _|[ CaRoL 331296 Re (10727795 | 2r2a/0s | MoA Ho Rehie G
Zute Forecast 7 Mon Compliant | HE Plus §[__Compliant I Main I Exit I
=

|
Figure 10-27 Employees Current Status Sheet

1. Click the |S button on the left of each entry to view an individual employee’s compliance issues. See
Figure 10-12.

2. Click on the |C| button on the right of a row to recalculate the employee’s last date of compliance.
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10.4.2.5 Compliance Status Reports for all Employees

ﬁé&purts Help

Inservice Repork

Compliance Skatus (Al Employess)

ron Compliant Employee Lisk

Compliant Emps 'With Warnings

HC Plus User Manual

The menu bar that is active when viewing the Employee
Current Status Sheet allows you to generate several reports.

These reports identify those employees in your company who
are either not compliant, are undergoing in-service training, or
are perhaps compliant but with warnings. After selecting a
report name from the dropdown menu, a selection window
may appear listing the various options available for limiting the
scope of the report.

Clagsification

Inservice Status

E mployee Status

Compliance Inservice Status Report
: HHA

: "A' ACTIVE

: "C' CURREHT

Run Date: 372801

Required Actual Last

E mployee Hame Emp Ho Level Clef  Stat Type Hired Rehired Hous Hours Updated
oM, 1SAB 51 FAMILY HHA & S41-.2001 3720099 B g 3120001
Q, MARIE 85035 F ALy HHA A 3412001 6722085 5 B 320/01
R, SHIRLIM TB524 FAMILY HHA A 3812001 1142095 5 5} 320401
TMFORT, SC Te507 FamILyY HHA A 38412001 8722095 5 9 320001
TUME, Wi TE109 F Ly HHA A 38412001 11054085 [ B 320/01
K, JUME &8 TES06 F ALY HHA & 412001 G585 5] g 3120001
WSO, TRII g5100 F ALy HHA A 3a1.2001  3M689 5 9 320/01
FrAN, RO 85113 FamILyY HHA A 312001 1140089 5 5} 320401
%D, EBOMY TEESE2 F Ly HHA A 341-2001 672600 [ B 320/01
LlAwE WAl §5177 F ALY HHA & s41-2001 39500 5] B 3120001

Figure 10-28 Employees In-service Status Report

70052
3124
85104
70030
70045
70025
7e4a7
70045
70036
7007
70045
7003
7004
TE2M
70051
85111
83126

E mp Humber

Hame

EPEDA, ADEL
EPIM, BRIGID
ESPEDES, LILI
Hak, YEWGEMI
Han, ¥ LEE
HARLES, PAT
HAVEL, COMC
HEM, HSLIEH
HEMG, YEH YE
HOU, ALICE
HUMACEROD, =
HUMG, P IR
LARKE, MERRI
LA, MELL
LEARE, VONE
LEMENT, JAME
CLEMAN, VR

Employee Compliance Status

3/28/01 6:04:05 PM
Compliant  Last Date of Compliance Date Calculated
Mo s, 22
Yes B4 22
Mo e, cbeehny|
Mo I 32
Mo IR 32
Mo s, 22
Mo s, 22
Mo Mrs, 322
Mo e, cbeehny|
Mo I lehn)]
Mo s, 22
Mo s, 22
Mo s, 322
Mo e, cbeehny|
Mo I 32
Mo IR 32
Mo s, 22

Compliance

Figure 10-29 Compliance Status of all Employees Report
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FAMILY HOMECARE Non Compliant Employees
CATEGORY All Cateanries
SORT ORDER BY : Emploves Marne
CLASSIFALL  COORD: ALL
STATUS: ALL Today's Date:  09/01/2
Emp.  Coord. Last Date of
Name Employee No  Clast. |p Coordinator Name Date Hired Compliance Status Primary Langu
BHDUSH, TAMAR TEASTE Hé 41451 BRAN, BLLA uctt Tl M, REHIRE
ATHWHTE, A0 TE1 464 Hé 41402 AELAMD, MARILYM 122200 i REHIRE
ATSLALSKY, AL 004405 Ha 41452 AMADAR], ETLE WA, 10M 756 HiA, REHIRE
AT, CHERYL a5 Ha 41422 HEYSN, 8L La 122015 M, REHIRE
EAKEMRIDGE , MOI TEF12E HHe 81393 IVER.A DM, 51353 LT Mo Ep ACTIVE EMELISH
ED, LILLIANE TEEZA0 Hé 5555 RASHAD, SHARMELI DEMEM2 M, BCTIVE
EWl, SAMPSON TETIOZ HHE 41412 ELLS MARGARET, 41412 03M 20 HiA, ACTIVE
E'Th.&, M ADE 7H TEI902 Ha 41421 URIS, IRINA 0220 HiA, ACTIVE
EFINCRA, TAT AN TESAZE Ha 41431 CWARD, MERLESE OE2EM M, ACTIVE
ICE, MARIE 851325 HHE 41680 A A JIMBME, 41630 10M53 hi, ACTIVE
IDGE CAMPBELL TEEITE HHE 81277 BRGUE ZWCKY, 81277 12700 i BCTIVE
IDGEWATER, JUL FO0BSE Hé 55557 ELLY, PRISCILLA, 10M 4102 i BCTIVE

Figure 10-30 Non-Compliant Employees Report

Compliant Employees With "Warnings"

As Of: 28-Mar-01

Employee Name Enp byee No Compliance Code

EPIN,BRIG 51248
HEPATITISE-TEST
RUBELLA
REDELL, EL 51229
HEPATITISE-TEST
RUBELLA
RUBECLA
OPK A, JOSE 51230
HEPATITISE-TEST
RUBELLA
ALACHL T 51222
HEPATITISE-TEST
RUEELLA
RUBEOL&
058, TARSH 51250
HEPATITISE-TEST
PFD 2 STEP
RUBELLA
RUBEOLA

Figure 10-31 Compliant Employees with Warnings Report

10.4.2.6 In-Service worksheet generation

Press the [Inservice WorkSheet| button Figure 10-19 Update/Worksheet Menu to print a worksheet for a
specific month and year, coordinator, classification and status. You also have several sort options.
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In Service Work Sheeat Selection

Print Work Sheet For :

=

S0 0 TN T T T B B

Munth:l 08 'I Yeal:l 2004 'I
Coordinator: I - I

Clazzification:

Status: | ;l

Contract: [414 FAMILY HOME CARE B |

Employee Hame

Employee Humber

Coord / Employee Hame

Expiration Date / Employee Hame

Coord ! Expiration Date / Employee Hame

Primary Language ! Employee Hame

Primary Language ! Expiration Date / Employee Hame
Date Hired / Employee Hame / Employee Humber
Topics / Expiration Date / Employee Hame

Coord ! Topics ! Expiration Date ! Employee Hame

| Preview |

Figure 10-32 In-service Work sheet Selection

Sart Order: Employee Nare
Classification: HHA

FANMILY HOMECARE

Compliance Inservice Worksheet Report For Sep 2004

Status: ALL Contract: ALL

RunDate: 91704

Enployee Hame Emp Ho Emp Clsf Coord DateHired Last In-Service InServiceExp PrimaryLanguage Status  In-Service Topic
ANKRO, ELLA TEEE3E HHA 3128103 B125/03 LO&
REU, TERESITA TEEEST HHA 81373 4M8103 1127104 4127104 ACTIVE  CARING FOR HOSPICE PATIENTS,
KE RM AR, JERMAINE 851323 HH2 55557 10M3M03 11304 41304 ACTIVE ALZHEIMER'S P ATIEMTS &WWOMER'
LUCHE, SUZIE TEESEE HH2, 81399 121402 11304 41304 ACTIVE ALZHEIMER'S P ATIEMTS & WWOMER'
QOSTA ROSA, MARIBEL Ga0696 HHA 55542 M2 323104 623104 ACTIVE  CARING FOR HOSPICE PATIEMTS,
1SN, YERORICA N TETOTE HHA S3127 3204 G204 ACTIVE
JEIL BELIMD & 831121 HHA §1393  10M4/89 25304 10M 03 ACTIVE ALFHEIMER'S P ATIEMTS & WOMER"
YEMAN, AKUAD 851338 HHA 44105 121503 21704 SMT04 ACTIVE  ALFHEIMER'S P ATIENTS & WWOMEN'
WEMANG, AL 700532 HHA 81393 3M8M 1145103 21504 ACTIVE  MAMDATORY TOPICS & CARDIOWAS

Compliance

Figure 10-33 In-service Work sheet Report
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10.4.3 Compliance Codes
The button of Figure 10-1displays the Generic Compliance Code screen as seen in Figure 10-10.

You may generate four different reports related to the codes using the menu bar of that screen.

Reports Help

W L

Compliance Code Browse

State - | District | |
Company - I Contract I - |
Branch x II Generic
;I Code Last Employee
Code Description Category Eff Date Updated EFff Date Alert

ADRINISTRATIVE EVALUATION

DOCUMENT 1/1/96

32240

res

APPLICATION

DOCUMENT 1/1/96

1046497

Mo

APPLICATION - FELOMY CHECK

DOCUMENT 141496 [10/7%

LLLL

AUTHORIZATION FOR BACKGROUND

DOCUMENT 2/1/95 [ 10¢

BASIC TRAIMING

EwaLUATION | 1/1/00 | 94

Compliance Code Print Options

CERTIFICATE DOCUMENT 1/1/95 [ 10¢ .
Print Codes for___
COMPETENCY EVALUATION EVALUATION | 1/1/96 | 941
COMFIDENTIALITY DOCUMENT || 171796 | 10- % Al Levels - Code Drder
COMTACT VERIFICATION FORM DOCUMENT 14196 | 372
= " All Levels - Level Drder
COUNTY APPROVAL EvaLUATION | 141495 | 34
CPR CARD DOCUMENT 14196 | 372 . Current Level
CRIMIMNAL CHECK DOCURMENT 1/1/96 3/2'  Details - Current Level
DIPTHERIA/TETANUS RAEDICAL 1/1/95 37z
| Print | [Proview| [ Emit |
Add New | Show Key | E
—

Figure 10-34 Compliance Code Print Options

s

Compliance Code Alpha List (All Levels)

ednesday, September 01, 2004

Compliance Code Des cription
ADMINIST RAT WE EVALUATION

AFPPLICATION

BASIC TRAINING
DIFTHERIATETANLS
HEPATITISE CON/DEC FORM
HEPATITISB-1
HEPATITISE-2
HEPRATITISE-3
HEPATITISB-EOOSTER
HEPATITISE-TEST
HEPATITISB-TRAINING
HRA CERTIFICATE

19

INSERVICE - HA/PC A,
INSERVICE - HHA
ORIENTATION
PHYSICAL (ANMUAL)
FFD

Level
FAMILY HOMEC ARE

FAMILY HOMECARE
FAMILY HOMECARE
FAMILY HOMECARE
FAMILY HOMECARE
FAMILY HOMECARE
FAMILY HOMECARE
FAMILY HOMECARE
FAMILY HOMECARE
FAMILY HOMECARE
FAMILY HOMECARE
FAMILY HOMECARE
FAMILY HOMECARE
FAMILY HOMECARE
FAMILY HOMECARE
FAMILY HOMECARE
FAMILY HOMECARE
FAMILY HOMECARE

Effective Date Category
1/1/00 EWALUATION
14400 Y
14100 EWALUATION
1/1/00 1
1/1/00 M
14400 I
14100 M
1/1/00 1
1/1/00 M
1/1/00 M
14400 I
14100 b
1/1/00 ki
1/1/00 INSERYICE
1/1/00 INSERYICE
1/1/00 Y
14100 1
1/1/00 M

Alert
Yes
Mo
Mo
Yes

Mo

Mo
Mo
Mo
Mo

Mo
Yes
Yes
Yes

Mo
Yeg

‘fes

Compliance

Figure 10-35 Generic Compliance Codes w/Levels Report
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10.4.4 Compliance Test Results
The button of Figure 10-1 displays the results of tests related to compliance issues. For instance, if

HC Plus User Manual

an employee completed an HEPATITISB-1 test, the table below specifies that he/she will then have to
proceed to take the HEPATITISB-2 test—which will appear as a new compliance issue on the employee’s

record.

Code Result Optionsl

Compliance Code Result Option Complies Resulting Code Action
T|[HEFATITISE COMDECFORM « [[COMSENT -||es - ﬂlHEPATITISEI—] « || Add -
1 [HEPATITISE CON/DECFORM - ||DECLINE -||ves - HIHEPATITISEH ~|| Del -
1 [[HERPATITISEA - [|COMPLETE -||ves - HIHEPATITISB-E - || Add -

HEFPATITISE- - [|NOT COMPLETE - Mo - HEFATITISE-2 -1 Del -
} 3
} [HEPATITISE-2 - ||COMPLETE -||ves - HIHEPATITISEFS - || Add -
} [HEFPATITISE-2 - |[MOT COMPLETE - Mo - HIHEPATITISEI—S - Del -

|| | || — )|
} [HEFPATITISE-S 3 COMFLETE -"Yes - HIHEPATITISEI—TEST 3 Adid VI
1 [HEPATITISE-S - ||MOT COMPLETE - Mo - HIHEPATITISEI—TEST ~|| Del -
} [HEPATITISE-TEST - |[MEGATIVE -||*es - HIHEPATITISEI—EOOSTER -|| Del -
} [HEPATITISE-TEST - ||FOSITIVE -||es - HIHEPATITISEI—EOOSTER -] Add -
1 [HOLD HARMLESS - ||AFFLICAELE -||es - ﬂlHOLD HARMLESS FORM « || Add -
1 |[HOLD HARMLEESS - |[NOT APPLICABLE -||ves - HlHOLD HARMLESS FORM ~|| Del -
Delete | Codes | HE Open I Add | Exit |
=]

Figure 10-36 Compliance Results Options

10.4.4.1 Edit Generic Codes

To change the criteria of a specific code, click the ﬂ button to the left of a row in the screen above.

Maintenance

Edit Generic Code

Description: |FFD

Select me:l

Generic: |GENERIC
Category: S
Warn Only?: [ Calendar Date: [
Hire Date: [~ Manual Date: [~

G Unassigned

Expires In: }g 3:2:;

Record Results: [

Option Codes r

Resulting Code: IF'F'D CHEST X-RaY
Must Be Satisfied wilhin:l 21 Days

RolingDate: I~ ouarterty: I

Semi Annuali |

Compliance

Hows: [ 0 [ O] 0] 0] 0 [ 3] 0

([~ EEE=Mcode Effective Date: | 17175
Employee Effective Date: I
Last Updated: I 12/14/00

w Fequiled of all new emplopees. Employees who have had PFD

within 2 moz may go to step 2.
Save I Exit I

HC Cpen

Delete I

Figure 10-37 Edit Generic Codes
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Chapter 11 Daily Functions

Click on the Daily Functions button on the HC Plus main screen to access the menu below—where you
can carry out several clerical chores. The menu options vary according to different agency requirements.
The functionality of each button is explained in the sections below.

N
‘ Draily Functions Menu

LClient/Svc Interface

Daily Functions Menu

Daily Functions Menu

Lall Tracking

| ‘ LCall Tracking Referral Tracking |

Find Open Orders
Plan of Treatment Table
Maintenance

Find Open Orders

Plan of Treatment Table
Maintenance

Transportation List

FPlan of Treatment |

Print Timezheets Training Aransportation Lst Special Codes

Flan of Treatment | Training

Print Santrax Reports

Doctor's Orders Tracking Find Unapproved | Print Timezheets

Special Codes

Doctor's Orders Tracking

Find Unapproved |
Clinical Export |

Print Santrax Reports

- |

Figure 11-1 Daily Functions Menu

Santrax Interface |

Exit |

11.1 Santrax Interface

The Santrax interface is designed to match Santrax employee-calls by to the client-employee visits that had
been scheduled via HC Plus. Any Santrax visit that does not match a corresponding HC Plus visit is
marked as non-reconciled. You may correct the details of a non-reconciled visit and, once corrected,
attempt to reprocess it. A visit that cannot be reconciled (for example you cannot reconcile a client ID) is
deemed invalid, is marked as such and purged from the system.

The [Santrax Interface| button (for some agencies) is the portal used for importing and reconciling Santrax
visits. Pressing it allows access to the Visit Maintenance Import button which, in turn, displays the VM
Import Menu.

%Ei Santrax Main Menu

Santrax Main Menu

EE} Yisit Maintenance Import Menu

Visit Maintenance Import Menu

User: ADMIN

‘ Import & Process Yisit Maintenance |

‘ Visit Maintenance Import Menu |

View/Accept Hon Reconciled Visits

Reprocess Non Reconciled Yisits

Visit Maintenance Reports |

Exit |

Exit

2>
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11.1.1 Import and Process Visit Maintenance data

To import the visit call data use the following procedure: Press the Import and Process| button; you are
asked to locate the import text file.

Visit Maintenance Import Menu Lok [ 22 Cbon D ) o cEgE
| 1DELL

‘ Import & Process Vigit Maintenance | " | Program Files

Yisit Maintenance Import [ WliTemp
] comLoG
@ Press Ok ko search For Yisit Maintenance File =] tickers
oK
—I File name: I j Open

= Files f type: ISantrax Impant File =TT j Cancel
. A
Exit

Once the Santrax text file is located, press Open to import it into HC Plus. The data will now be matched
up against the visit data in the HC Plus schedule.

11.1.2 View/accept non-reconciled visits

Non-reconciled visits appear on the screen below, a reason outlining the problem with the particular visit.
You may view/correct a visit’s details—and enter a comment in the text box below—then click on the Inv
(invalid) checkbox to remove the check and validate the visit.

Mon Reconciled Transactions

SANTRAX - Non Reconciled Transactions

Employee Name Visit Start End Date
In¥ So. Sec. Mo Date Time Time Loc Chent 1D Entered Houwrs

|7| ARMES. DIANA 852704 IB:3I] AM |11:2l] AM I oo I H3843619 I B.ﬂ”l]-lll 3
I Comment: |Unable to locate visit. Ddj

[ | GOOD, EMILY 874704 |1:3B PM |5:EE PM |I]I]1 | D3876329 | B!11!I]4| 4
Comment: |[¥izsit has already been venfied. Ddj
Il I JIA, JUA 874704 1204 PM | 401 PM | 001 | S3824922 | 8711704 4
| Comment: |Unable to locate visit. Ddj
I¥ | CHEZ. MELIDA 8/6/04 |EI:4I] AM |5:2EI PH |I]I]1 | 537837649 | E!11.-"I]4| g
Comment: |Unable to locate wisit. Ddj

vl |.HA‘IH', LINDA 871704 I 8:05 AW I I ool I S3786704 I BJ‘11."I]4| 24
| Comment: |Unable to locate visit. Ddj

Show: Select By: b
[~ UnMarked Employee Hame 5.5. Number Yisit Date Impaort File
" Marked I ;” ;” ;I I ;I
[ Al
Mark All Selected Invalid | r

Figure 11-2 Santrax—Non Reconciled Transactions
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11.1.3 Reprocess non-reconciled visits

After correcting visits and marking them as valid you may process them accordingly. A Reconciled Visit
Posting Report is generated. See the VM reports section below. Following the reconciliation, you are
prompted to post the newly reconciled visits.

11.1.4 Visit Maintenance Reports

Several reports related to the reconciliation of the Bl santrax Report Menu

call visits may be generated using the menu on the Sant Reoort M
right—displayed after pressing |Santrax| amirax kepo enu

[Interfacel|Visit Maintenance Reports.

| Reconciled Yisit Report |

MHon Reconciled ¥isit Report |

Invalid Hon Reconciled Yisit Report

Exit

The figures below display the option menus for generating the reports. .

Invalid Non Reconciled Visit Report
Fleass Enter:
v Dt P | 1750 | Theme | B350 Please Enter:
e
::l—_j Sarvica Dats Froac [T Thu [5727700
Sevvice Date From: [ 21700 Thee  [2T08 — -
F""::_ Location: =] i =1
| S Vi Contract: =] Impoct File: [ =]
Impioet File: |
o a] o o
| & B
. & & e
Generate by either hours o] J L3
or by actual call times

Daily Functions 11-204 Rev 11.5



11.1.4.1 Reconciled Visit Posting Report

HC Plus User Manual

Reconciled Visit Report:

RunDate: 02-Sep-04

ARLESTON. DORO 106-02 FARRAGUT RD., (718) 3460053 MUST COVER:1 Coord  BROWH, STEPHAHIE
Client ID: 0017146 BROOKLYH, HY 11236 MRH: 992622 District
SAT SUH MOH TUE WED THU FRI
WOS: 62504 06-19 06-20 06-21 06-22 06-23 06-24 06-25
Shift Time: 8. Hours 8. Hours 8. Hours 8 Hours 1. Hours
Employes: VWM, JRAH ChAYN, DR AH O, DR AH SN, DR AH VYN, DR AH
Totd Howrs 33.00 Hours
HIN. GEEN 225 PARKSIDE AVE. (718) 2876921 MUST COVER:2 Coord  BROWH, STEPHAHIE
ClientID: 0011448 BROOKLYH, HY 1126 MRH: 421345 District
SAT SUH MOH TUE WED THU FRI
WOS: 62504 06-19 06-20 06-21 06-22 06-23 06-24 06-25
Shift Timne: E.Hours 6. Hours 6. Hours B. Hours
Emploves: RELL, CLAL RELL, CLAL RELL, CLAU ‘RELL, CLAY
Total Hors 24.00 Hours
WOS: 7204 06-26 06-27 06-28 06-29 06-30 0701 0702
Shitt Time: 6. Hours 6. Hours 3.5 Hours 6. Hours . Hours 6. Hours 6. Hours
Emplovee: RELL, CLAJ RELL, CL&U LOUIS-SYLVE RELL, CLA RELL, CLAL RELL, CLAL RELL, CLAL
Totd Howrs M.50 Hours
WOS: 74 0703 o704 o705 07-06 07-07 0708 0709
Shift Time: 6. Hours 6. Hours 6. Hourz 6. Hours 6. Hours 6. Hours 6. Haours
Employee: BUD L, W RN BUDC, WINM RELL, CLALI RELL, CLAL RELL, CLAL RELL, CLALI ‘RELL, CLAL

Totd Hours 4200 Hours

Figure 11-3 Reconciled Visit Report
11.1.4.2 Non-Reconciled Visit Report

Santrax Start Time Actual Hrs Date Time Entered
Loc Type ClientID ClientID /Name Service Date  End Time Corrected Hrs Suprv Import File Invalid User Entered
Contract: NS, 011
Employee: ARNES, DIANA 01-4513
o H3843619 0020415 2045 812004 &30 AM 2.75 10 040311164214 ] SM104 £:42:26 PM
EGA, ALD 11:20 AM 3.00 DDEJESUS
Commen Unable to locate visit. Ddy
Employee Total Hours: 275
Ermployee Total Commected Hours: 3.00
Employee: GOOD, EMILY 04-0651
o D3§76329 0020839 0020840 8/404 1:35 PM 4.00 03 040311164214 B MU £:42:22 PM
AIHES, DOLO 556 PM 0.00 DDEJESUS
Commen Visit has already been verified Ddj
Employee Total Hours: 4.00
Employee Total Comrected Hours: 0.00
Employee: | JIA, JUA 09-0999
o 53624922  0MI5T5 0019575 8404 1Z04PM 3.50 15 040811164214 ] SM104 £:42:26 PM
ORPORAH, PAUL 401 PM 4.00 DDEJESUS
Commen Unable to locate visit. Ddj
Employee Total Hours: 3.50
Employee Total Comrected Hours: 4.00
Employee: CHEZ, MEL 00-2918
o 53783769 07360 0018643 85604 %40 AM .25 15 04081164148 | MM £:42:24PM
ARCIA, BIEH %29PM 8.00 DDEJESUS
Commen Unable to locate visit. Ddj
Employee Total Hours: T.25
Employee Total Comected Hours: .00
Figure 11-4 Non-Reconciled Visit Report
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11.1.4.3 Invalid Non-Reconciled Visit Report

Santrax Start Time Actual Hrs Date Time Entered
Loc Type ClientID ClientID/Name Service ID Date End Time Corrected Hrs Suprv ImportFile Invalid User Entered
Contract: FREE CARE
Employee: ENDER , IRST 002228
D3864947 THMZI4  1BEPM 0.00 03 G760t [F]  TR8043:51:96 PM
6:07PM 4.00 DDEESUS

Comment Ho Savice - Can't find the client using the VH S ID# or the exported Service # Ddy

D3864947 TM304  10:34 AM 2.50 03 MOTHIEA0. 0t 7] Ti28/043:51:46 PM
3:A40PM 4.00 DDE.ESUS
Comment Ho Savice - Can't find the client using the VNS ID# or the exported Service 7 Ddy

D3864947 7404 9:27 AM 3.50 03 MOTH62640.t ] TR28043:51:96 PM
1T:31PM 4.00 DDE.ESUS
Comment Ho Savice - Can't find the client using the VH S ID# or the exported Service # Ddy

03864947 M504 9:36 AM 3.50 03 MOT21M6X640.mt | T128/043:51:96 PM
1:22PM 4.00 DDEJESUS
Comment Ho Savice - Can't find the client using the VH S ID# or the exported Service # Ddy
03864947 M6 9:40 AM 3.25 03 MOT2NMEX640.mt | T128/043:51:96 PM
1:56 PM 4.00 DDE.ESUS
Comment Ho Sevice - Can't find the client using the VH S DX or the exported Service &, Ddy

Employee Total Hours: 12.75
Enmployee Total Comrected Hours 20.00

Figure 11-5 Invalid Non-Reconciled Visit Report

Daily Functions 11-206 Rev 11.5



HC Plus User Manual

11.2 Print Santrax Reports
Several reports relating to Santrax operations are available for viewing and printing in HC Plus. They are:
1. Daily Call Summary--abbreviated to DS which includes the Unscheduled/Unvisited Report.

2. Daily Call Exception—abbreviated to DE. Note: The Unknown Client list displays for all existing
coordinators and contracts on the Daily Call Exception and Daily Management reports.

Daily Summary Exception—abbreviated to SE
Daily Management—abbreviated to DM
Auto Batch Summary—abbreviated to AS

o o~ w

Auto Batch Exceptions—abbreviated to AE. Note that the Auto batch exception report excludes
“Day not assigned” calls for visits that have been entered through the schedule screen without
manually applying the calls. The calls will remain on the Santrax Unapplied calls screen as error
code 9 (Visit Created after Call Matching).

7. Auto Batch Changed Calculated Hours—abbreviated to AC
8. Overcall Summary—abbreviated to OC

9. Lateness Summary—abbreviated to LS

10. Lateness Detail—abbreviated to LD

11. Docking Summary

12. HRA Time & Leave Summary

13. Completed Visits Summary

14. Weekly Billing Report

15. Employee Work Time Overlap Report

16. Santrax Visit Maintenance Import - Applied Visits

17. Santrax Visit Maintenance Import - Unapplied Visits

11.2.1 Access Santrax Reports

The Santrax reports listed above are grouped in the following manner: Daily reports; Auto Batch reports;
Attendant Lateness reports; Overcall reports, Visit Maintenance Reports, VNS Daily Status reports and
Batch Export Reports. To access a report:

1. Click on the [Print Santrax Reports| Button on Figure 11-1 Daily Functions Menu. The following
screen is displayed.

Daily Functions 11-207 Rev 11.5
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%Ei Print Saved Reports

SELECT A CONTRACT: = | (& | ﬂ_" |
|414 FaAMILY HOME CARE j

Daily Reports | Auta Batch Heportsl Attendant Lateness Heportsl Owercall Heportsl Yizit Maint Heportsl WHS Daily Status' Eatch Expaort Heportsl

AVAILABLEDATES | |AVAILABLE REPORTS FOR SELECTED DATE| | ADDITIONAL OFTIONS |

Date Created Report Hame Time Created ¥ Print Selected Reports for All

DEO722 716 &M Coordinators

July 22, 2004 _I DMOF22 0716 A

Julw 21, 2004 DsO7z2 0716 AM OR
July 20, 2004 SEO722 0716 Abd

juLI'J 13. 2004 Print them for a Specific Coordinator:

uly 18, 2004

July 17, 2004 =l
Julw 16, 2004
Julw 15, 2004
July 14, 2004
Julw 13, 2004
Julw 12, 2004
Julw 11, 2004
Julp 10, 2004 " Print Selected Reports for All
July 09, 2004 ;I Other Contracts as well.

Figure 11-6 Print Saved Reports screen
2. Press on atab (for example, Daily Reports). Highlight a date and all the daily reports produced for that
date are shown on the right side of the screen.
3. Highlight a report name and click on either the [& or the = icon.
Note: you may hold down your mouse button and simultaneously select multiple reports.

When you view multiple reports, you can move from report to report using the arrows at the bottom of the

§creen.
¢ | Dsozz & | e |
01 -helzr- 01 10:39 B Sarfrex - Exception Repords For 27-Feh-01
Vendor: 30 FAMILY
Excepfion: Unknown Empioyee Sort Qrder: Jient Name
# - Non Santrax Clent PS: 46005
Cliont Clant Nawe Cliout Phone ATT-SOCSEC Called
§1283 SCHAK  MIR C (ME8)w7-1812 812-72-5261 20
§1283 SCHAK  MIR C (ME8)w7-1812 §12-00-0000 1859
81283 ACHAK  C MIR C (P18 971812 512-72-5261 19:00
a1285 MCHAK  MERI C (P18 9871812 512-72-5261 9
1285 ACHAK  MERI C (M&8)97-1812 812-72-5261 1900

Figure 11-7 Santrax Daily Call Exception Reports (DE)

The above report includes Unknown Employees; Employees terminated; Extraneous calls; Unscheduled
visits; only one call found to employee; and unmatched client phone numbers (unknown clients). Scroll
through the pages to see each exception type.
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O1-Mard] 1039 P Santren - Dl Monagement Report For 27-Feb-01 Frge Iofy
Vermor I3 RAMLY
L ivamvn Lihfomn Mnscheduled  Exbanesus NpSghbox Snptver Hops
5 Tizme Clients Asendans Client Fisis Chils Fimirs Less Than Asdgned
[T LORl  HERMANDEZ ‘ 2 1 3
12955 MaG  LEMA [ 3 1 3 [}
35S oG LEWA 1
Wass MaG  LEMA 1 2 1 1
[l MaG  LEMA S ‘
WSS MaG  LEMA 1
5555 LORI  HER 1 1
5SS LORI  HER 1 2
1955 LORI  HER 2
Grand Toeal 12 a s = 1
Figure 11-8 Santrax Daily Management Report (DM)
Oi-Mard1 1038 Sandrax - Dwly Call Summary For 27-Feb-01 Fepedd F17
Vendlor: a2 FAMLY
#- Mo Santrae Client Sevt Qe Chient Nane, Assigred Tinme P - Price Dap End' Cail T- Ternv At O- Dischg Clien
PE: 55
ER— Assiamed - R Catlen --—-- = Senbx  Bank pin
Chert  Clientigme Atrndant  Attendar Nerme ATT-ROGEEC Sawt End  Hows Swrt End Hows Hans In Qw
FIE  TASD ,CHHIEN TOSE HEN, SUE 374576 500 WM 1200 755 A0 1202 120
BN®E  DEL TON [s208 (-~ Y NGE, IMMAC! DEOHEET 46 900 1610 700 906 1M 755 T 3
Ei515 TURN  EFFRE C 203 L& ROS6, Ta MS-T4721 500 13 00 533 1301 405 AW
311%  LEE, EUM C Tm® O N, 500 kY DE3TEE6IF SO0 1500 OF 700 35 110 506 7.0
31478 GER  EVH. C M5 SHHOWICH, 122625410 500 1200 oo 85 5 60 2mM* 3 14
E13%5 GER  EYH. C Tmis SHHOWICH, 122462840 1615 19115 o0 B ISP 610 0 4
B1SA CHIl U NY c M3 ¥IAN, LESH, 1-70664F 900 150 00 S5 18I0 906 9
BITTS  WUNI  MG&RL C o ma 145, CARNE i-T0451 500 1200 00 L5 1205 400 4D 5
B1201  maD TR [ - UNGE MERC M37261T 530 133 00 52 ¥ 503 £
Figure 11-9 Santrax Daily Call Summary (DS)
Note: the last page of this report contains the Unscheduled/unvisited report.
Or-Max0l 1039 7 Bantrax - Daily Swmmary Excepfion For 27 Feb-01 Page 311
Vet 5 MY
#- Mor Santrax Cifent Set Ohmler Client Mane, Assigred Thame P - Prioe Dap End Cail T- Termr At 0 - Disehg Chen
FE 42353
- Assimmg ----- R Cated ----- > Senbx Bank pin
Chenr Clieneligme Awrwdene  dmendene Wame ATTEOMCEEC Sy End  Heows Smee Evd Hows Hmns In Owr
B1669  EINGOLD, ETH 16216 GOAN, 42 mg-4- B3 500 M OF 1200 om
BI85 BHER, LISEE M WAREZ, EDIT Ore60- M6 1000 1500 OF 500 1001 1815 814 675 * 14
B1776  EMMaN, BET TMH EL, LESLE . g95-43- ¥%  FO0 M 2400 om*
B1790  ARIKOS, SOPH TE566 LI, DOLFH 12785 42T 900 9m 2400 om*
F1305  AMKISHUN, S0H E 7012 ROC K, KERN O57-72- 5T 900 1700 OF 500 om* [
F163  ODRGUEZ ROS B 1mH Ao, ALAA 13t52- 131 900 13m 400 910 13m0 3s1 I/ 0§ 3
%1681 CHELBERGER, M 1682 LDEZ, CARM mE1-76- B4 1330 17 oo om*
B154  TUCH, ELSIE M= URER, Nl IES B5-52- D65 1415 22115 BO0 148 2115 TOF 70" 11
BITES M NEDR, 4N m2z DRI SURLL. 115-68- 115 1450 1520 oo om* 8 8
7129 ELTMAN, D8 m1 THIS, ALTH 57-76- BT 500 1600 OF 500 816 1605 Ta9 675 * 1
Figure 11-10 Santrax Daily Summary Exception (SE)
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Run: 11/67200 1041 5 VYendor: 55 INSTITUTE Santrax - Auto Batch Exceptions WEEKE
SORT ORDER.: CUEHT-HANME , ATT-HANE , DATE
PS: 0253
CAlLED HOURS OVER ASSIGHED
CE— ASSIGHED ———>  <——_
CLIEHT CLIENT HAME ATTEHDANT %/ HAME ATTSOCSEC BCH DATE START EHD HOURS STAR
7013 JOoy . MEL
742640 PIC, RILO 075524366 051 10-29 8:00 17:00 .00 g1
051 10-30 8:00 17:00 .00 Tz
Figure 11-11 Auto Batch Exception Report (AE)
Run: 12470 1:5254F  Vendor: 557 IMSTITUTE Santrax - Auto Batch Summary
WEEK EHDIHG  14-Dec1
BATCH & PS 15 BILLED WACATIOH SICK HOLIDAY TRAIHING DELEGATE HO EHTRY ISC
205 aoss7 49 1,830.00 0.00 400 0.00 0.00 0.00 0.00 0.00
206 02555 1 0.00 0.00 300 0.00 0.00 0.00 0.00 0.00
TOTALS 2 a0 1.830.00 0.00 7.00 0.0o 0.0o 0.00 0.00 0.00

Figure 11-12 Auto Batch Summary (AS)

Note: Among other features, the Autobatch Exception reports also display corrected hours that were
entered in Santrax Visit Maintenance.

Two reports are accessed via the Visit Maint Report tab: Import —Applied Visits and Unapplied Visits.
Note that these reports distinguish between blank and zero hours reported. The blank is interpreted as ‘no
correct hours’ while zero is accepted as true corrected hours of zero.

44407 2I2EN Santrax Visit Maintenance Import - Applied Visits Frpe I gt
Vendor 587 WSTITUTE H.C. WNS Ingut Fite: 0204011812000t Processed On: 841402 2:412:00 P
fanerx  Foyroll
Client ClientName Fisit Entry # Aserdent AsendentNome ATT-SOCSEC WntDete Sax End Hows  Howes Coovdingtr
370018 o LZans, Ma B T2 IWERS. MRS OT&-5e-0e2 32Im 204 1T 6.0 6.0 Opss?
370018 o LZans, Ma B T2 IWERS. MRS OT&-5e-0e2 aZ2em 1200 1518 6.2 6.0 Opss?
370M3 oZans, M A T2 MERS. MARE Ove-26-20e2 azam ooi e 6D 6D oossr
370018 o LZans, Ma B T2 IWERS. MRS OT&-5e-0e2 aZam 1207 160 o 6.0 Opss?
70M3 oLZADA, HA Bia T2 IWERS. AR Ove-36-0062 AZam oot e B2 6.0 Ooesar
GEA1AT o JPOS. ML 1= 183895 4 ERLS, JENI iExEgaciie ) aZam 503 123 s.m s.m Opss?
GEA1AT o JPOS. ML 1= 183895 4 ERLS, JENI iExEgaciie ) aZem TE3 13m s.m s.m Opss?
GEIT4T GMPOS, ML OsEE TaEs RoCENS. EDIL 052525122 agam TaY oS 13X 2.m oossr
GEA1AT o JPOS. ML 1= 18368 RaCENS. EDIL OB262-61 38 aZem 73 Mm@ 1AM 2.0 Opss?
GEA1AT o JPOS. ML 1= 18368 RaCENS. EDIL OB262-61 38 agnm m 0.m 2.0 Opss?
GEA1AT o JPOS. ML 1= 18368 RaCENS. EDIL OB262-61 38 aZam T3 2 1A 2.0 Opss?
GEA1AT o JPOS. ML 1= 18368 RaCENS. EDIL OB262-61 38 aZam TE3 20D 12 2.0 Opss?
25137 EORTE. LOL 126263 TameT OTO. ANA L. 053425172 aZem Ts1 @S 24m 2im ooser
29197 EORTE. LOL 126263 1amwT OTO. AHA L. Oe34 26172 azan? 0.m 1M Opss?
29197 EORTE. LOL 126263 1aFEY BNIREL. GER 105300240 agnm 2 M 2im Opss?
29197 EORTE. LOL 126263 TamET OTO. ANA L. OE3-4 25172 azam? 82 2im 2im opsEr
29197 EORTE. LOL 126263 1amwT OTO. AHA L. Oe34 26172 aZam 736 2im 2im Opss?
S70mA EPEREZ. S0 BE: T AEE AMILO. AHA B 13625122 azam TaEs 1601 8.m 8.m oosar
Figure 11-13 Santrax Visit Maintenance Import—Applied Visits Report
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Another report is available in HC Plus called the VNS Daily Status Report. This report displays any
exceptions that occur for schedules imported by the VNS Daily process in HC Plus. In addition, this report

will include a section listing all new and re-admitted clients.

002 HolAM VA Deily Slates Report Ryeldl

Verdor 587 WETITUTE HC WNS It Fite: vrsd0af 0587 Processed O 54 002 7.00:02 A

Sohedile Exceptions

Clent  ClientName Chrdinzir VigtFnpyd Asenfent Atendentiione ATT-R0C-SEC Wisitlew Smw Haes

YEED TEIADH, IARL MET 618185 . S 000 400
Reasor: Schedk wih w Emph,lﬂﬂsﬂglm&ll

YEED TEIADH, IARL MET 618185 . S120 000 400
Reasor: Schedtk wih w Empiaes Azziiment

Figure 11-14 VNS Daily Status Report
11.3 Call Tracking

For agencies not using Santrax, this HC Plus function gives you a way of tracking whether an employee
had shown up for a scheduled shift and to gather information about calls made during a particular time
period for a client or a range of clients. The frequency of these calls from the client’s site is set in the

General Information screen in Contract Maintenance (section 14.2.1).

1. Click on the Call [Tracking button| to bring up the screen below.

Call Schedule

Please Enter:

Start Date: [ [HEFNT  Time: [ 12:00 AM
End Date: I 4/11/00 Time: | 11:53 PH

Chent Range: | A ~| Thu: | Z ~

Client:

Contract:
District:

Coordinator:

Lefbe Ll

Team:

Show Only Open: [V *
e[ L

Figure 11-15 Call Tracking /Call Schedule Screen

2. You may specify the Client Range (e.g., only clients whose last name begins in B to D). You may
also use the drop-down boxes to restrict the search to a specific client, contract, district, coordinator, or

team.

3. Click the Show Only Open checkbox if you are only interested in viewing open orders which are

nevertheless being serviced.

4. Click on the magnifying glass button to initiate your search, the results of which appear in the

following screen.
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B3 Call S5chedule
Call Schedule [ Show Only Open: 4
Client/ Phone/ Start Time/
Employee MC Category Swc Date Hours # Confirmed
GREEM, CHERYL W [518) 463-6251 ﬂ" 7410400 3:00 Ak =
TODMAM, GLORIA H WILLAGE CEMTER FOR CARE 20— |
P | [BERT,MEGHZN IT [201) 485-6326 ﬂ" 740400 E:00 PM | =1
CLARK., MAMNCY G ST MARY'S HOSPITAL 200 |
Emp Sched Emp Maint Compliance Chent Sched Client Maint Exit | :I

Figure 11-16 Call Schedule Screen

The buttons at the bottom of the Call Schedule screen are standard buttons used to access client and
employee records for a selected row.

11.4 Find Open Orders

This button the Daily Functions menu allows you to find open orders. See section 8.5 above for a full
description.

11.5 View Client’'s Plan of Treatment

This button on the Daily Functions screen accesses the 485 plan of treatment for the client. If the 485 does
not exist for this client, you may create one at this juncture. Filling out the 485 is covered in detail in
section 3.12; maintaining 485 codes and tables can be found in section 11.11, Plan of Treatment Table
Maintenance; and Plan of Treatment reports are discussed in section 13.31.

%Ei Plan of Treatment History
show Clients: |  Client Plan of Treatment History
Active (+
Terminated ¢ Client: | ZNIK, LIS4 =1
Al T

Service  Type Certification Period Category Last Printed Signed

[ [Joo20e21 "y 485 [ 528008 112704 [T [E7/04 | [Ho

Create New 485 I Yerbal Orders | E xit |
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|
When you click on the E‘ button, the client’s Home Health Certification (485) form appears.

Plan of Treatment

Client 1D = HOME HEALTH CERTIFICATION AND PLAN OF CARE Page 1 af 3

1. Fatiert's HI Claim Ma. 2. Start OF Care Date | 3. Certification Perniod 4 Medical Record Mo. [ 5, Provider Mo
| | 5/26/04 From:| 5/26/04  Too| 11/27/04 |
E. Patient'z M ame / Address Telephane: 7. Provider's Mame, &ddresz and Telephone
Mame: | ZMIE. LISA, |i715) 4581385 Mame:|5elfhelp Community Services
Address:|72-17  AVE Address:|520 Bth Avenue
JJPT. 3B Citp State Lip: | Mew vork, | iy |'I 0o18-
City St Zip |HEIGHTS | Y |113?2- Telephone:|[212] 971-5430
8. Date of Birth: ID.-"21 Man | 95 M ©WF |10 Medications:lDusesfFrequencya’Huule [M]ew [Clhanged
ICD-9-Chd [11.12 13.]Diagnuses| Date/Type [STMTHROID. 25, MG, OD, PO, M
4071 P HYPERTENSION [CONTROLLED] 5/26/04 METOPROLOL TARTRATE. 25, MG, 3 12HRS, PO, M
2443 0 HYPOTHYROID 5/26/04
7a0.73 0 wWEAKMESS 542604
2765 O DEHYDRATION R/26/04
14. DME and Supplies: | 15. Saltety Measures: |
|5hu:uwer Chair, ' alk.er |Fa||$ Precautions, Pace Activity
1E. Mutritional Fequirements [|Lov Salt, Mo Fluid Restict 17, dllergies: MK
Prirt 485 I Table tdaint | Firat | Frey | NEﬂI ﬂe:-:tl Last I 486 Summary I E xit I

11.6 Find Unapproved Special Codes

This function allows you to view a list of employees having unapproved special codes. This is usually
related to a zero value having been put into the Hours field of the Employee Availability screen. When you
click on the [Find Unapproved Special Codes| button, the following window appears.

Find Unapproved Special Codes
Find Unapproved Special Codes

Please Enter:

StartDate: | JOW  Time: [ 1200 AM

End Date: I 376001 Time: 11:59 P
Employee: |
Contract: |
District: |

Coordinator: |

I;I;I;I‘_I‘_““

Team: |

Sort Dptions:
1Y

Figure 11-17 Unapproved Special Codes Menu

¥ Employee Name
[T Service Date
[" Coordinator/Contract

1. After filling in the search criteria, click on the magnifying glass button to generate a list of employees
with currently unapproved codes. The screen below appears. Click on the asterisk button next to the
name. A full description of the special code appears. When authorized to do so, you can change the
‘hours’ on the screen—removing the day from special code status for that employee.
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Unapproved Special Codes I

Locate Unapproved Special Codes  Employee: ESENE]] m

Employee Hame Emp # Swc Date Start Time End Time Hours Clasf Coord Yendor Phone Disl

[=] [#DE EMI 2511 a0 sonem][ 1ro0aM][ o00[[HHS 40 GDErEE

Special Code Maintenance

Date: Sunday, March 04, 2001 m | @| g
Emplopee: 8511 |ADE_EMI

Contract:  FAMILY
Service: VAC/SICKAHOL CLIENT, [Svcl WSHODZ)

Start Time: | EXBIN End Time: [ 11:00 AM

Reason: |Train\ng |

Hotes:  |This guy has to got to leam the ropes at our expense

! -1
s

Figure 11-18 Locating Special Codes

11.7 Track Doctor’s Orders

In the Medicare system, you often need a signed doctor’s order authorizing treatment at your agency for a
particular client. The usual procedure is: after a Nurse’s assessment, an order is created which is then
forwarded to the doctor to sign. A signed order—returned from the doctor’s office to the agency—is
documentation for the eligibility of treatment.

Click on the |Doctor’s orders tracking| button to display the following screen.

‘ Doctor's Orders Tracking

User: ADMIN I Location: 099

View Exizting Orders

Print Orders Returned

Print Missing Orders

LChange Location | E xit |

Figure 11-19 Doctor's Orders Menu

The User and Location displayed on this screen are the values that had been keyed in on the login screen.
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11.7.1 Create a new doctor’s order

Clicking the [Enter New Order] button will display the Doctor’s order screen.

HC Plus User Manual

O CIONS ITdEer:

Wi

Orders Received: ¥

Date Received: I 7410400

Wl

Doctor: |MELVIN, HAROLD B |
Client: |AEEVEDD, FELICITAL |
Due Date: lm
Comments: |Meed: an aspirin fast. ﬂ

Figure 11-20 Doctor's Order

When the Orders Received check box is clicked, it means the doctor had already signed the order, thus the
current date is automatically entered into Date Received. You may change this if it is not correct. The

Due Date is then calculated two weeks from the current date.

11.7.2 View Existing Doctor’s orders

The| View Existing Orders button allows you to see a list of current orders that have not as yet been
received from the doctor. Click the checkbox Show All orders when you want to view even those orders

that had already been received.

%Ei Doctor’s Orders Yiew !E
Doctor's Orders View [ Show All Diders  Sort By ﬂf| j‘
Doctor / Date Duel Entered By
Client Date Received NOTES Date Entered
P | [ COBS. THOMAS ] 3/25/04 [ECHASE |
AIN, HARR = | [8/10/04 10:05:15 AM]
ELD . STEVE _v| 9/16/04 F.eep inin a strait jacket for o |.t'-‘-.DMIN |
" EXANDER, MURI | W[ gend [T [ 5/2/04 4:41.01 PM]
OPS. RICHARD | 10/30/04]  [Order was mailed ta Dr. Steven [Fvaco |
RENK, JAC =] M[ enmg [renkinstesd [ 5/4/04 1:55:53 PM|
RANK, STEVE = [1osos [ECHASE |
RANK, JAC = M &4 [ £/1/04 43301 F-M|TI
Record: 14| 4 [[T 111 b [ MI[p#] of 114 4] |4..|_I

Figure 11-21 List of Doctor’s Orders
11.7.3 Print Missing Orders

Use the [Print Missing Orders| button to print out a list of Doctor’s orders that are outstanding, that is,

were not returned by the doctor—and containing his/her signature.
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11.7.4 Print Orders Returned
You may create a report of orders that have been marked as signed and received.

Returned Orders Report

Please Enter:

Start Date: I_m
End Date: I 441100

| S| §e

Figure 11-22 Received Orders Report

When this screen first appears, the previous day is the default date in the Start Date and End Date. Adjust
these dates, if necessary, before pressing the magnifying glass or printer button.

[&
The J displays the following report.

Returned Doctor's Orders

10=Jul-00
Doctor Hame f ID Address / Phone Client Hame Hotes
I
MELVIN, HAROLD E 44 BLUENOTE EBOAD ACEVEDO, FELICITAL Needs an aspirin fast .
O01lZ3& (444) 444-1971
TSTIOLEIWSKY, PETER 11 .11 AVE. JOCELYM, MATTRICE 1z34E867
EEEEEE (713} EEZ-ZEEZ

11.8 Referral Tracking

You may use the system to track clients referred to you by outside agencies (Referral Src) but are pending
acceptance by your service. The [Referral Tracking| button brings up the following screen:

Refermal Tracking

Referral Tracking Wweek Of Service

Start Date Description Contract Classf  Status Requested Accepted

I 11/11/39|5MITH COUNTY TITLE TWENTY ||HHA IPending

“ 11/22/39|LOCATIONSS COUNTY TITLE TWENTY ||HHA |Pending 15.00 0.00

Total Hours

@m -

Figure 11-23 Referral Tracking
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Select the week of service by clicking on the right or left arrow buttons g8l To view the
detail, click on the small button Lol t0 the left of the entry.

The ﬂ:l button will display the following screen. All fields may be edited. The Description field
holds the name of the referred client. (The client’s name is required if Accepted is checked. If you do
not include a name, the system will display an error message.)

The drop down boxes for Contract, Classification, District, Coordinator, Diagnosis, Referral Src
(source of the referral), Sex, and Transport are similar to those seen in previous sections.

Referral Tracking

Referral Tracking Detail o Dl Gordlee
Deszcription/ Start Date/ Zip Code/  Diagnosis/ 714700
Contract/ End Datef District/ Refemal Src/ DOoB
Referral Date  Client 1D Classf Coord MRHN ID Sex Transport  MC
|[DOCTOR-NG [7A/00 [10023-4345 | [Acoustic newroma =llcer (0]
BROOKLYN HOSPITALH = [ 7/1/01  [003 ~][0THER =] [121371986
7AMO0 || HHA =] [%E =] [57s Male =]
Requested Accepted
Dayz x Hours = Total Hrs Days ¥ Hours = Total Hrs
zo) [ zoo) [ zoo0f | [ o [ oof [ ood [ oo
200 [ 600 [0 [ ooo [ oo
200 1200 [ o [ ooo [ oo
Status: [ [ Accepted  |BILL ONLY =1
r HRejected
[+ Pending

Figure 11-24 Referral Tracking Detail

The Status check boxes are Accepted, Rejected and Pending. When you click Accepted, a window
appears asking you to confirm that you want to add the referred client to the client file. When you
press Yes, the client maintenance screen is displayed. Enter the client’s data and being his/her
registration process.

The binoculars ﬂ at the bottom of the Referral Tracking Screen will bring up the Find Employee
Screen, Figure 8-7 should you desire to locate an employee who can meet the referral’s service
requirements.

11.9 Client /Service Interface

The

Client/Svc Interface

on the Daily Function Menu brings up the following screen whose purpose is to

produce several reports related to client services.
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B Client/Svc Interface

Please Enter:

Hi= E3

Interface Client{SvcfEmployees

Modified Date: IDUD'I;"ED Thru: I 4zfa

2| s8] ¥

Figure 11-25 Interface Client/Service/Employees

1. Change the default Modified Date (default is the current date) and Thru date if necessary before
clicking on either the magnifying glass or printer buttons.

2. The J will display a group of reports, and the @ will send the reports to the printer. The

display of the reports will overlap. Use Alt-Key-X to display each underlying report. To exit, click on
the Options (Print) Menu option at the top left of the screen—and press the Exit option.

11.9.1 Doctor Interface Report

This report is a roster of doctors currently on file.

87700 2:02:56 PM

Address

Type Phone#s

Date Entered/
User Entered

Date Mod ified 5
User Modified

AN X

HAROLD B

ARLAN

Z PAOLO

VSKY PETER

2112 AVERAGE PEWY

GARDEH CITY, HY 119990009

44 BLUEHOTE ROAD

HARMOHIA, MH 34444444
9915 STREET

BROOKLYH, HY 151511515
99 E.99 5T.

QUEEHS,HY 999999999
11 W.11 AVE.

BROOKLYH, NY 222222722

MD  (999) 2223333
(999) 2223332

MDD (444) 4441971
44) 4441972

MD  (718)555.5555
(718) 5555556

(715) 9999999

MDD (P18 2222222

L2500 1058004 AR
ATMI

1725000 11 02:40 AR
ALMIE

2100 11:48:49 A
A TMI

230052 11:17 A
ATMI

G009 1501 AM
ALMIT

102500 11:02:08 AN
A TR

172500 11:04:26 4D
A TR

25100 11:48:15 AM
A TR

510000 302523 FM
A TR

23091358 AM
A TR

11.9.2 Guarantor Interface Report

This report lists the guarantors on file.

Run Date: 8700 2:09:17 PM Date Entered/ Date Mod
Hame Address Phone #'s User Entered User Mod
JOHHSOH, GUY M 1 5MITH BLVD T — ——

SMTHTOWH, HY 117871111 ADMI ADMIN
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11.9.3 Employee Interface Report

This report is a roster of all current employees.
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Run Date: 8700 2:12:29 PM

BROOKLYH

Date Entered/ Daie Modify
Hame Address Type Phone ¥'s User Entered User Mo difi
:meus;.rul J;Jarom 920 MADISON STREET HHA (18)a630019 .o N
BROOKLYH THERES AD
3°GnRTHu~pHRE? HHA 70 11:06:13 AM 6700 11:0920
BROOKLYN ADMI ADMI
iosncx :u:;\:llf lzp?r}: I:E RKIME R S TREET HHA (18)3463051 oo S——
BROOKLY SYSTEM
BOUZY MARIE 1227 EAST ¥ STREET HHA  (F18) 4346367 . -
A 1M2 15T FLOOR, @18 2725175 N2TREITAIEM i3I0 31358
BROOKLYN SYSTEM
zOWEN w&ﬁm ls;srl! Bﬁ: DFORD AVENUE HHA (188578062 o oo S——
BROOKLYH SYSTEM
BRAX TON RENEE 1610 EAST 102 STREET HHA (718) 1416839 o -
a o7 APT: 2.8 1oy 241 7ese 123 BT RN 5:;{{01% 25158

11.9.4 Service Interface Log

This report is essentially a roster of current clients. The Service Name, most often, matches that of the
client name. In some cases, however, there is a discrepancy indicating that service delivery to that client is
under a different name, as may happen in a cluster situation.

Client Mame/
Client ID

WILS ON-DATCHEE, WAITE
01041

WITHERS POON, ALFEEDA*
m010s3

WITTERS, ANHIE
m0oEs4

WOODBERRY, CASSANA
407

WOODEN, HAROLD
Mooss

ZEMAET:, MARY
oll44

Service
MName/

DATCHER, WILS 0N
0001041

WITHERS POCH, ALFREDA*
ooo10ss

WITIERS, AMNNIE
0000354

VAOCODEBERRY, CASIANA
o040

WOODEN, HAROLD
0oo0zss

ZEMAEIZ, MART
0001 144

Address

1104 DEAN S TREET
BASEMENT
BROOELYH

S2FTONE AVE

BROOELYH

228 VERMCH
#1
BROOQELYH

243 EINGSTON AVE
APT#SD
BEROOELYH

1836 FROSPECTFLACE

BROCELYH

2202 FIDGE BLVD
APTAE, 15TFL.
BROOELYH

Start Date’
End Date

107158

1172r32

11/23%

1053

et

11724057

11730059

Date Entered’
User Entered

115295 11:00:35 4]
JOSSIER

1152033 3:01:1 3 FM

LINDA

1025093 8:22:45 FY

1002579 8:22:46 F1

10525059 8:22:45 BT

110933 4. 56:1 2 FM
DAWNT

11.9.5 Client Interface Log

This report tracks all the dates relevant to service of a client, such as, start and end dates and dates of client

record modification.
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Client Interface Log
1 4ug 00

Chien Narue/

Chient ID

, FELLIE
loolase

KCRVEDO FELER YV
Doga1le

KEFVEDD, FELICIIAL
g i

St Cats: Gir&a
Thru Cets: girmo
Staxt Date, Date Entered’ Date Nodified’
Address Pame #'s DOB End Date User Entared User Modified
1539 ERiT LITH $IEFRT (TL&) Fal-1 58l 11189 11850 Fi 1102089 1255 +1 FI
RPTISIFL 112588 TRWHI DRWHI
EEOOELN
L5 PIIHAM AME. [TLE) 3R] -S40 Saan an 1ir15ee 52147 PN 2100 103540 £2E
1FLOCE. 000 HOMTH
EREOCFELM
DO Type Code  Description O Type Code  Description
P iple Tnr 011  Hipertereim (carolled) Ofter Sctire Tne 7843 Jphach
L+& PUIMAN AVE (T18) 381-3404 hlitx]] JUERS 108599 34147 PM 12035089 14530 FM
APAEIMENIL JUERS AIMIN
ELOOFLYH

11.10 Clinical Export

The nursing staffs of some agencies make use of the 485 Health Maintenance data, including start of care
information and diagnosis data. This data can be exported to a text file that is stored in the directory
indicated on the Global tab screen of the Scheduling System Defaults module.

When you press

relevant clinical data.

Microsoft Access

Clinical Export

Expart Clinical Daka Far Selecked Contracks?

(8].4

Cancel |

Daily Functions
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11.11 Plan of Treatment Table Maintenance

Plan of Treatment T able
The Maintenance

button on Figure 11-1 Daily Functions Menu brings up the following screen.
Click on any of its buttons to display a screen appropriate to maintaining the table related to the button’s
name.

B Plan of Treatment Table Maintenance E

Plan of Treatment Table Maintenance

485 Workzheet Behabilitation

Diagnoses Potential Discharge Plans

Medications Tvpe of Facilities

Safety Meazures Homebound Reazons

Mutritional Bequirements Unuzual Environment

Allergies Leave Home Reazons

Goals

| |
| |
| |
DME & Supplies ||  Functional Limitations |
| |
| |
| |
| Print Blank 485 |

Control File

Figure 11-26 Plan of Treatment Table Maintenance
11.11.1 485 Worksheet
Clicking this button displays the worksheet categories and allows you to print a blank 485 worksheet form.

Worksheet Categories

|E ndocrine

|Gastr0intestinal

|Genit0urinary

|H0me Health Aide

|Integumentary

|N eurovascular/Muscularn/Skeletal

. [ [ . [ [

|Dncolog_l,l Managemnent

EIe |

Figure 11-27 Worksheet Categories

T
Click on the open folder button Ql to display the Sub Categories.
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Worksheet Sub Categories

Cardioyascular/Pulmonary

Description / Display Text Specifics -
P [Administer Care of Traecheostomy M

Care waz given ta trascheastomy

Cardiovascular Status H

Cardiovascular status was checked

Care of Traecheostomy M

Traecheostomy was cared for

Chest Physiotherapy M
Chest physiotherapy was completed

Chest Physiotherapy Specific

ERERENENERE

Inhalation Therapy il

| -
i

Figure 11-28 Worksheet Sub Categories
Note: The Specifics box above toggles from Yes to No.

You may click the magnifying glass on the Worksheet Categories screen to view a 485 Work Sheet
showing the categories and sub-categories. Use the Print option on the menu to print a blank form.

i Scheduling & Compliance - [Rpt485WorkSheet : Report]

B options (Print) |

485 Worksheet
SN Frequency:

HHA Frequency:

dhssess, observe, teach & evaluate Patient/C sregiver =
44, OtherSpecify:

Respimtery Statns __ 53 Derubitis Prevention Meanues
§ts% of respistory infection 54 OpenWound Cam/Diessing Specify.
__ 12, Suctiozing Procedure __ 55 Skin S tatsflutegrity

_ 56 Wound Cam Specify:

Cardiorasculanfulmorary: __ 45 PerformHEF exth by therpist
1. Adwinister Care of Traecheostony __ 46, Pesform Fersoral Caze

2 CadiovascularStas __47. Puepa meds

3 Careof Teascheostony 48 Rewind o Take Medication

__ 4 ChetPhysioterapy 49, ROM Exsmises

5 ChestPhysiotherapy Specific S pecify: __ 50, Skin Caw S pecify:

__ 6 Dnulation Thenpy —

7. Hebuliger. Specifyy Med & Fiequency S perify:

& O2Saty 51 Demubitis Care Stage 1 & 11 Spacify:
__ 9 02pecify Flow Rate, method & fraquercy S pecify: 52 Derubitis Care S tage I & IV S perify,

=

Erndocrine:

Hanmvasm larhinsolar keletal:
13 Blood Ghoose monitoring

___ 14 EBlood Ghicose monitoring with 57, Care & Application of Prothesis Sperify,
13 DisheticCare 58 Care of PTw/Cast

16, Endaczine Statas _ 59 CMSTs Affected Exbemity
17, Inection of insulin/site mtation __ 60 Encounge uwe of assistive device S perify:
__16 Puep/Administer inalin __6l Heumlogiealstatus

62 Neummmsomladskeletal stans

G astodrpestingl:

Figure 11-29 Blank 485 worksheet
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11.11.2 Diagnoses Code Maintenance
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HC Plus allows you to view your current diagnosis codes and to update them, when necessary, in
conjunction with 1CD9 standards—by clicking on in Figure 11-26.

B Diagnosiz Code Maintenance
Diagnesis Code Maintenance 3‘

Code Description

Tm Abdaminal Aortic Aneurysm
2251 Acoustic neuroma
300.22 Agoraphobia
0429 AIDS [general]
3575 Alcoholic Neurapathy
303.9 Alcoholizm
33.0 Alzheimer's Dizease
837.3 Amputation [SEa4)
8971 Arnputation (BEA)
8951 Arnputation [tog)
0g4.12 Amputation [transmetatarsal]
73689 Amputee, bilateral
3382 Arnyatrophic Lateral Sclerosis
2819 Aneria [deficiency unspecified)
2804 Anemia [iron deficiency)
281.0 Anemia [pernicious)

Search ICD9 | Add | Sort ﬂfl LI

Figure 11-30 Diagnosis Code Maintenance Table

1. Clicking the button brings up a screen in which you may enter a new code and description. The
button will sort the information above in ICD9 code order

2. Clicking the |[Search 1CD9| button displays the ICD9 Diagnostic Code Master shown below. In the
example, the “E” button was pressed to display all codes whose Text starts with the character “E.”

ICD9 Diagnosis Code Master

Search By Code

Seaich By Text: 72
2

ICDY Diagnosiz Code Master

4 [0E0 JJE COLIENTERITIS |
ap [lo41.4 ][ COLIIMFECT NOS |
o [[v7z1  |[EAR & HEAFING EXAM |
o [[7440  |[EAR ANDM W IMPAIR HEAR™ |
oL [[7422  |[EAR ANOMALIES NEC® |
ot [[7443  |[EAR ANDMALY NOS |
dh [[v803  |J[EAR PIERCING |
dn [[V413  |[EAR PROBLEMS NEC |
oL [[2388  |[EARLY CHLD PSYCHOSES NEC |
ot [2393  ||[EARLY CHLD PSYCHOSIS NOS® L

A|B|C|D|E|F|G|H|I|J|K|L|M|N|D|P|Q|H|S|T|U|V|W|><|Y|Zi

Exit I LI

Figure 11-31 ICD9 Diagnosis Code Master

To Search by Code, enter the code number, e.g., 482, in the code box and click on the Question mark
key. The following screen appears:

Daily Functions
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ICD9 Diagnosis Code Master

|»

Search By Code:
Search By Text: il

|452 ||DTH BACTERIAL PNELIMONIA® |

[3520 [ PNEUMONIAE PNEOMONIA
[:521  |[PSEUDOMONAL PNEUMONIA
[4822 |HINFLUENZAE PNEUMONIA

|
|
|
[4623  |[STREPTOCOCCAL PNEUMONIA® |
|
|
I

[452.4 ||STAPHYLDEDCEAL PHELIMOMIA
|482.8 ||BAETEF|IAL PNELIMONIA NEC

4529 “F'neumonia [bacterial)

%%%%"##%{b

J]A|B|E|D|E|F|G|H|I|J|K|L|M|N|D|P|Q|H|S|T|U|V|W|X|Y|ZI

Est | =

Figure 11-32 ICD9 Diagnosis Code-Search by Code

To Search by Text, enter text that appears in the diagnosis description in the text box and click on the
Question mark key. The following screen appears:

ICD9 Diagnosis Code Master
ICD9 Diagnosis Code Master

| v

Search By Text: il

] ||959.4 IH.&ND INJURY MOS
] IID?4.3 ||HAND, FOOT & MOUTH DIS |

IA|B|C|D|E|F|G|H|I|J|K|L|M|N|D|P|Q|H|S|T|U|V|W|><|Y|ZI

Exit |

-

Figure 11-33 ICD Diagnosis Code—Search by Text
11.11.2.1 Add a diagnosis code to your database

Hit the [+ button to enter an ICD9 code to your database. The following message appears. Click Yes to
transfer.

ICD9 Diagnosis Code Master

ICD9 Diagnosis Code Master —
Search Bu Cade- 2 |
Add Diagnosis Code
. =
o Il Transfer Code #Y72.1 [Ear & Hearing Exam) to your data base? |
ol | |
| e ] e L
L] I?44.3 I_I | _
&t [[ve0.3  |[EAR PIERCING |
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11.11.3 Medications

The button in Figure 11-26 will bring up a screen with which you may add new medications
to your list, or enter other pertinent medication data.

B Medications

Medications Maintenance

Description

Acetazolamide
Albuterol
Arnawicillin

Cimetidine

Dipyridarnole

Ecatrin

Fero-Gradumet

Garmmagard

Hydrocodone YW Acetaminoph
Inzulin Mph Beef

L azix
Add New Medication | -
Additional Medication Maintenance
Forms Routes Freguencyl Units | E xit

Figure 11-34 Medications Screen

1. Click _#Add New Medication Ito brings up an empty slot in which you may add a new medication

11.11.3.1 Medications Maintenance features

The buttons at the bottom of the screen display additional screens useful for prescribing a medication. You

can edit any row on these forms; and the button appearing on the forms serves to display a blank last
row where you can insert text

Forms Boutes Freguency I Unitz |
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The [Formsg| button brings up the following:
B Forme of Medication

Forms of Medication =

Dezcription

~|

Aer wWitdap(gm)
Capsule

P5

Ta,

Tablet

Tahlet 5a

Wial [ea)

fial (]

w] B

Figure 11-35 Forms of Medication

The [Routes| Button brings up the following:

Medication Routes =

Route Description

~|

Injection

I Intravenaous
PO Qrally

i Tranzdermnal
TL

Add El z

Figure 11-36 Medication Routes

The Freguenc;d Button:

B Medication S5chedules — 5
B Medication Units

Medication Frequency

Schedule Description

The |Units| Button:

Medication Units =

)] mlm Twice Daily : Description
= Tablets
FRN A5 Needed =
q4-6h Ewvery 4 to 6 Hours =
g4h Evem 4 Hours
gth Evem E Hours
4D Taken Daily
TID Three Times a Day

*

Add |

¥ 5

ﬂfl' gddl

Figure 11-37 Medication Frequency

Figure 11-38 Medication Units

Daily Functions
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The following pages show each of the screens that are displayed after the corresponding button on Figure
11-26 Plan of Treatment Table Maintenance is pressed. Their content is self-explanatory.

11.11.4 DME & Supplies: 11.11.5 Safety Measures:
T —
- . = Safety Measures Maintenance =
DME & Supplies Maintenance 3 | eriion
Type Deszcription Forertiors
B E
S | |ABD Pads
S | |Add-a-Cath
5 | JAlcohol Pads
5 |Bandaids
D | |Bedside Commode
5 | |Betadine Solution
D | |Cane
D | |Chux
5 | |Colastormy Supplies Add EB. |
5 | |Daiker's Solution =
Rl PLEIL A Figure 11-40 Safety Measures Maintenance
S | |y Sterile Dressing
5 | |Duodem
S |Durapore Tape
5 | [Fleet's Enema
Add *
¥
Figure 11-39 DME & Supplies Maintenance
11.11.6 Nutritional 11.11.7 Allergies:
Requirements:
B Mutritional Requirements Allergy Maintenance =
Nutrtional Requirements Maintenance = T
Description Codeine
TM Dust
Caloie Restricted EES
— MHEL
Disbetic Pericillin
Low Salt Sulphur
Hone *
FRegular
¥
s R
Figure 11-42 Allergy Maintenance
| B
Figure 11-41 Nutritional Requirements
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11.11.8 Treatment Goals: 11.11.9 Rehabilitation:
8 ook 3
Goals Maintenance A Rehabilitation Table Maintenance =
Description Em
LA Careghver wilb doeable 1

Fehabilitation Potential is fair for full iecovery

Patient wil be increasing strength and enduiance
Patiert wil be knowledaeahle re dissase process and medications
Patient wil hawve: stable C/U Status *
Patient wil have: stable Nuero Status

Rehabilitation Potential is good for full iecovery
Rehabilitation Patential is poar for full iecavery

Patient wil have: stable Pulmenary Status

¥
ﬂ E || Figure 11-44 Rehabilitation Table Maintenance
Figure 11-43 Goals Maintenance
11.11.10 Potential discharge 11.11.11 Type of Facilities:
PlanS. B2 Facility Types
Potential Discharge Plans = Fac""'y T'y'pES Maintenance r
Description
_D Fa d to family v T |
Patient will be dizcharged ta tamily.
Patient will be discharged to b4.D. HDSDiCE
* IcF
Other
Rehabilitation Hozpital
SHF
Unknown
*

Add R =
Figure 11-45 Potential Discharge Plans

Add EI E

Figure 11-46 Facility Types Maintenance
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11.11.12

Homebound Reasons:

(3

& Homebound Reason
Homebound Reason Maintenance
Code Description
NE
130 |[Patient cannot navigate stars of uneven surlaces
13F |[Pafient has decreased shength and endurance
13k |[Pafient has increased susceptabilty to infection
13 Patient has open, diaihing wound
136 |[Patient has severely carpromisad respiratory status finting nommal ambulation
130 |Pafient is bedidden and unable bo leave home t awn vllion
138 |[Patient s orly able to transter torfiom bed and chair
130 |[Pafient i W/C bound
138 |[Palient requies assistance in o altempts at mobilly
130 |[Patient requires one-person ransler assistance.
13 |[Patient's medical candition contiaindicates leaving hame
*
w M
M

Figure 11-47 Homebound Reasons

11.11.13 Unusual Environments:

11.11.14

Leave Home Reasons

-

& Unusual Environments
Unusual Environments Maintenance = Patient Leaves Home Reason Maintenance
. Code Description
__Desnpllon Y T -
| | 140 Ernergency only
Unsafs Neighborhood 16F [ Qulpatiert lood tarifuions
* 184 Patient is enfirely hamebound
160 ||Radition reatments
188 [Vigit to M.D. [approwimately ance per manth]
*

] B

Figure 11-48 Unusual Environments

P

Figure 11-49 Patient Leaves Home Reasons
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11.11.15 Print Blank 485
Pressing this button will send a blank 485 form to the default printer.

11.11.16 Plan of Treatment Control File

This window allows you to enter the default settings for 485/486 plan of treatment forms.

I
[Wewnotrroamee |3

‘ Plan of Treatment Control File

Company Mame: [Sandata Technologies, Ind
Address:
City, State, Zip: I I
Branch Phane: Extension:l
Branch Fawx:

Length of Certification Period: | 0 Dayz
486 iz Mandatar: | Mo [Prar to New 485
Reprintz of 485 Allowed:| Mo “Wam on Reprintz:| Mo
Reprints of 486 Allowed:| Mo “Warn on Reprints: No |
Reprints of YWerbal Orders Allowed:| Mo “Wamm on Reprintz:| Mo

Mandatary Unit' & ‘Amount’ on Medications: | Ha
MNumber of 485 Copies:

MNumber of 486 Copies:

Mumber of Yerbal Order Copies:

: Hc.: Plus | Etl.|
—

Figure 11-50 Plan of Treatment Control File
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Chapter 12 Training

Clicking the button on the Figure 11-1 Daily Functions Menu brings up the following screen,
with which you may set up and monitor the ongoing instruction of your employees. First set up the topics
to be covered, create, and schedule classes for these topics and, finally, determine who will attend each
class.

B Training Menu Ed

Training Menu

Traiming Report

Clazz Master Topic Maint

Print Certificates

Exit

Figure 12-1 Training Menu

12.1 Training Topics
Click on and use the screen below to set up the topics to be taught to your employees.

Topic Master

Topic Master

) vSI0LOGY] 3.00
5 CARDIAC / WASCULAR / PULMINARY 3.00
g CHILD - ADULT - SExUAL ABUSE 3.00
2 CHROMIC FATIGUE SYNDROME (CFS] 3.00
25 COMMUMICATION / INTERPERSOMAL SKILLS 3.00
20 CPR 3.00
3 DEATH &ND DYING 3.00
K]l DEMEMNTIA 3.00
21 DEMTAL TAPICS 3.00
10 DIABETES 3.00
17 DISABILITIES / PHYSICAL / MENTAL # DEVELOPMEMTAL 3.00
28 DOMESTICWIOLEMCE 3.00

- B=Em)

Figure 12-2 Training Topics
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Hit the button to add a new topic.

12.2 Class Master

B Add TopicCode

Add Topic Code

Topic Code: I]

HC Plus User Manual

Description: I

Default Hours: I 0.00

The Class list below shows the current classes that are scheduled. To add a new class, press and enter

the class data into Figure 12-4.

Class Master Browse
Start
Clazzs ID Date Time Class
g[ 1 [ 1/1/00][10:00 s [T EEIRE AMATOMY & PHYSI0LOGY
| e | 7[ 1 [ 121/33[10:00 AM[DEC 99 INSERWICE CFR 3.00
| e | B[ 1 [ 21/97] %00AM[FEE 97 INSERVICE HIY 5.00
| e | 4 1 [ 1/10/97[10:00 M [JAN 97 INSERVICE UMIVERSAL PRECALTIONS 5.00
[ o | A[T [ 441536 %00 AM[HHA TRAINING TRAIMIMG CLASS 0.00
[ o | 1 [ 2/24/%6] 2:00 &M [MANDATORY MaNDATORY ANNUAL IMSERVICE 3.00

| B E

Figure 12-3 Training Class Master

Class ID: 28

Class Maintenance I

SKIN CARE

HHA COMPETENCY BASIC SKILLS

Description: II-N-SEFWICE TRAINING

Topic: |MANDATDF|Y ANNUAL INSERVICE =

UMIVERSAL PRECAUTIONS

: POLICIES &WD PROCEDURES
EMERGENCY DISASTER PLAN
SAFETY / BODY MECHANICS

3.00
18 2.00
13 2.00
14 2.00
1B 1.00
iC 1.00
10 1.00

Instructor: IGEE WHIZ

Figure

Training

12-4 Training Class Maintenance

12-232

BE Ul Class Date/Hours: —— The Location defaults to the Agency name.
V| In Service Date: [12/12/01 Time: [12:00AM
[~ Training Hours: | 3.00 Completion Date: [12/12/01
[~ Centification
Class Detail:
Location: |54MDATA DEMO Max. Attendees: _a
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12.3 Class Roster

For users with adequate permission, use this screen to register employees who will be attending a particular
course defined in the class master. Add employees to the class by pressing [Register Employed,. Then
select each attendee from the drop-down box.

EE} Class Roster
Class: BRGNS =] Max. Attendees: Eh-l |
Location: [FTRREGE ATl 05 HA, 7 1M THE wORKPLACE.
Date: IR Time: [ Hours:
Instructor: | Tyee: |
v Shawe &l
Select Employee Enter Employee Number Enter Employee S5H
4 [[ ~Jon | oR
LOPEZ. ESPE. 078543 A 950 E ATH WALK NYC “bo Cort lssued
4. BBB 097980 T | 1250 BROADWAY NEw YORk P Lertlssue
RON, CHAN 062696 T | 1250 BROADWAY MEW YORK —
3 RON. TERE 063863 T | 1250 BROADWAY NEW YDRK % [ Traimi
RONS., CLA: 095980 T | 1250 BROADWAY NEW YORK ﬂl
RONS. DOR 055169 A | 229 EAST 89TH ST. BROOKLYN w o
RONS. DOR 071867 T | 4440 HILL AVE. BRONX ml
ARD [ RHOMNDA 1 g8 A 1 BROD 74 I— Trainingl
Employees Scheduled: Beqister Employee | EI

Figure 12-5 Training Class Roster

Note: You may register employees for classes regardless of their current work status.

1. Toadd more employees to the class roster, press the [Register Employees button.

2. A *Show all’ check box displays when you select Register Employee—and the cursor will now be on
the drop-down box next to the Binocular button.

3. You now have the option of checking and selecting Show All employees. If this option is selected,
click on the drop-down box and all employees, active and non-active will, display for selection. If this
option is not selected, the drop-down box will, by default, display only active employees.

4. You may also enter the employee number or SS number.

5. When you try to register an employee who has recently attended a class, the following message
appears.

Microsoft Access

class,

& Warning, Emploves has already attended another InService Class within last 60 days. He will not recive credit For this
Accept Aryway?

6. When the employee has attended a class, check the attendance box. In-service and training classes will
not be interfaced to Sharp unless the employee has attended the class.
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Instructor:

=
STORM FREFARATIONS | Max. Attendees: ELq.l —

Location: |[FENNEH LT 05 HA /1M THE "WORKPLACE.

D ate:

9/3/04 1 0:30 &M

Hours:

HARRY OWEN

oo

Employee Statusz Attended Hrs Credited Signed Up Cert lssued
n BEY. FLOR | o5m1s0 | [ [ 700 [ amms | Training |
BOTT. ROSH | o7esas | [&7 ¥ [ 7o [ wEma | Training|
PlaH, ED° | 074524 | [ W [ 700 | oems | Trainingl
PLE. WAN |orszaa | [ 0 [ om0 [ e | Training |
Employees Scheduled: Reqgister Emplovee | zl

7. Presson the button on the right of each row to view the training history of an employee.

Employee Training {: BEY, FLO

#059180)

In Service I Trainingl

Clags Descrnption/ Clagz Dated Class Type/ Attended! Drop Date/ -

Topic Time Hours f Days Cert lssued Drop Reason  Cert lssued By

STORM PREPARATIOMS 9/3/04 IM SERVICE = v | | |

O5HA /1M THE WORKPLA| | 10:30 Ak .00 m | | ;l

SKILLS 525404 IM SERWICE - r 5!24ID4| | |

SKILLS 8:30 Ak F.00 m | | -

IM-SERYICE [CONY) 12/26/03 IM SERVICE = v | |NYC BOARD OF EDUCATION |

IM-SERYICE [CONVERTED B:00 Abd .00 12/26/03 - I LI
|

Figure 12-6 Employee’s Training History

8. You may enter the date that a certificate was issued and the issuing agency.

Training
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12.4 Print Certificates

Following graduation, you may print certificates — EREEEEEEEE

attesting to an employee’s successful completion Print Training Certificates
of a course.
Please Enter:
You may also reprint a Certificate. Employee: [5057 ILUMIN Bl
Class: IIN-SEF\V\EE/DEMENTIA |
Class Date: 1/2/02 Thru: | 142402
Certificate Date:
Type Of Certificates
' InService "' Training
R A
| W
Figure 12-7 Training Certificate Print Menu
Te™
INSTITUTE HOME CARE
INSERVICE CERTIFICATE
This iz to Certify that
ILUM ACOST
Has satisfactonly completed the approved program in:

InserviceTopic: DEMENTIA

Mumber of Hours: k|

Program Date: 1202

Imservice Instructor: SYLVIA FISH ,f)%/

- .\'.ipma.q-m'

Figure 12-8 Printed Certificate
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You may create training reports by employees, classes, or topics. Several options are available for the type
of report, including documentation on those who attended and those employees who failed to show up.
Besides the Training report, a Training sign-up sheet may also be printed to facilitate marking course

attendance.

Tr

Training Report

Please Select:

ning Report

Coordinator: I =]
Employee: || =1
Contract: | |

Class: | =]
Topic: | =]

Date Range: | Thiu: |

Report Type:

v Inservice [~ Training [~ Certification

[¥ Attendees Only

I~ Sign Up Sheet
[~ Mon-Attendees Only [~ Inservice Record

& s

A

Training Report

201 Apr-00

Employee, 554, Clsf, Hired

APPLEGATE, ROBERT

BENNETT, ASHLEY M

BLACK, KAREN P

Figure 12-9 Training Report options

Location: 099 : UPSTATE
Topic Chss Date  Hours Attended
444-55-6666 HHA  222/9%
ANATOMY & FHYSIOLOGY Liting 300 Yes
CPR 121190 300 Ves
HIV anmy 200 Ves
UNIVERS AL PRECATTIONS 171087 6.00 Ves
Total Hours: 2000
777-88-9999 HHA 122098
ANATOMY & FHYSIOLOGY Liting 300 Yes
CPR 12189 300 Yes
HIV anmy 200 Ves
UNIVERS AL PRECATTIONS 171087 6.00 Ves
Total Hours: 2000
111-22.3333 HHA  317/9%
ANATOMY & FHYSIOLOGY Liting 300 Yes
CPR 12189 300 Yes

Certificate

Training

Figure 12-10 Employee Training Report
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Training Sign Up Sheet 17-Dec-01

Location: 001 : SANDATA DEMO

Class: AMHIV 121501 Date: 12/15/01 - 12/15/01
Instructor: MUZAC Site: BHRAGS
Topic: HIV CONFIDENTIALITY Type: Training Time: 9:00 Hours: 4
Employee Coord ID Signature
742378 ACE EDO 03585
743903 ACOS |, CAR 03585
742455 ACOST , LU 02585
743378 EREW TER 02585

Figure 12-11 Training Sign up sheet

. Location: 001 : PARTHERS
Training Report
QG- Sep-04 Contract: PARTNERS IN CARE (486) VNS
Employee, Emp #,Clsf, Hire Topic Chss Date  Hours Attended Certificate
MOUR, BEL 066899 HHA 1/16/98
CPE. w1704 .00 Tes
Total Hours: .00
HANNIE, BRID 074273 HHA  724/02
CPE. TLTN4 7.00 Tes
Total Hours: oo
ORIA VICT 075878 HHA 577703
CPE. TLTN4 7.00 Tes
Total Hours: oo
‘LOR, CAROL 073630 HHA  36/02
CPE. 32004 7.00 Tes
Total Hours: .00
S0ON, ADELL 076988 HHA 10v2703
CPE. TLTN4 7.00 Tes
Total Hours: .00

Figure 12-12 Topic Training Report
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Chapter 13 Reports

The system allows for great flexibility in generating reports by allowing you to fill in a report layout form.
When you click on the button on the Scheduling System main menu, the Reports menu appears.
The Client Reports and the Employee Reports are described in chapters 2 and 3. The sections below are for
reference purposes, showing the entry screen used to produce specific reports.

e"°” Hent 13.1 Service Distribution List

- Reports Menu

WS SANDATA

E3 Service Distribution List

Service Distribution List

Please Enter:

Order Date From: [ ZARA00 | Thru [ 7717700

Change Log

Employee Reports Training Report

| Client: =i

Service Distribution | Relerral Report Category: -
B District: -

Hotes List | 3 —
Team: ]

Coordinator: hd

Client/Emp Schedule Hist | Hon Working Employees

Report Type: 7 Summary

" Detail
[T Total Page Only

¥NS Transaction Report | Contract Heports

Activity Report | Client Starting Times

Pending List |

[ Sort By District
[T Soit By Team
[¥  Print Header Page

Additional Repoits | Exit E| é| El

Figure 13-1 Reports Menu

Employee Skills | Employee Overtime

Service Distribution List For Dates: SM0SS  Thru SM0A0
10 A0
MC Nisits Froc Tot Hours ==2 Hrs
WALGOTT, AMGELA, 155 60,00
Client: 0000429 WALDMAM, RALFH
175 350.00 *
fid 13500 *
WAl DhaM, RALPH broc-) 4700
Client, DOO0458 WALKER, RICKY *
il 430,00
155 1240 00
WaALKER, RICKY £ 215 1720.00
Client: 0000459 WASHINGT ON, LORRAINE
152 76000
WA SHIN GT ON, LORRAINE 152 FE0.00
Client: DOO0430  WAKXMAN, FLORENCE
Bl 120,00 *
155 310,00 *
W aRAN, FLORENCE 215 420,00

Figure 13-2 Service Distribution Report
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13.2 Notes List

The report produced according to the criteria you
enter below will list all the notes you entered in HC

Plus for either employees or clients.

Mote List

Please Enter:

MNotes List

MNote Date: I | Thru: I

Active Only?: Iv

2} Clients

) Employees

Contracts: | |
Client Coord: | -]
Mote Type: I ;I
Employee: | ;l
Client: | -]

Currently Assigned to Contract Only?: [~

o] s

L

13.3 Expiring Care plans

This report lists those client care plans due to expire
by a certain cutoff date. The Category (contract) is

shown together with the certification dates.

Expiring CarePlans

EXPIRING Careplans

Please Enter:

‘ Cutoff Date: [ RN

Chent: I ;I
Category: I ;I
Contract: | |
District: [ |
Coordinator: | |
Team: I ;I

Active: [v Terminated: [

LS

13.4 Client/Employee Schedule History

This report lists the schedule history of clients together with assigned employees during a period of time.

Employee Schedule History

Employee Schedule History

Please Enter:

Location: B

Start Date: | 11/24/04
End Date: 12{2/0%

Time: | 12:00 AWM
Time: | 1159PM

ﬂ Options (Print)

Employee Schedule History

Location: All

Start Date: 11/2404
End Date: 127205

SANDATA TECHNOLOGIES

28-Now-05
Client Coord: | [=]] Client Name Client ID Client Coordinator
Client: | k2 Employee Name EmpHo  ContractlD Emp. Coordinator  Liveln Hour P/T Visits
Employee: [B. JERL'N | R, VIOLA 0011807 I, CATHERINE
Contract: I __I B, JERLYN 001181 oomoot T 15
B, JERLYN 001161 oomom F 261
™ Select By Hours 27
" Include Live In Total Clients: Total Employees: TotalHours:  Total Visits:
1 1 27
I Active Client Only I Active Emps Only
" Sort by Client Coordinator
S Report By: | ¥ Client
=) ﬂ_« ™ Employee
™ Summary
Reports 13-239 Rev 11.5




HC Plus User Manual

13.5 VNS Transaction Report

As seen below, the menu allows options for importing and for generating a discrepancy report for schedules
during a time period.

Note: Another report is available in HC Plus called the VNS Daily Status Report. You may access this
report from the Main Menu = Daily Functions—> Print Santrax Reports = Tab VNS Daily Reports. This
report displays any exceptions that occur for schedules imported by the VNS Daily process in HC Plus. In
addition, this report will include a section listing all new and re-admitted clients.

VNS Online Transaction Report

Report
Date Time Date Time

Transactions Received Between  [TREEINE [12002M  And [11/28/05 [ 11:59PM

[~ Failed transactions anly
Include Records For :

WS Wendor MumberiCode IDD'H hd I

Transaction Type J4)l Transaction Types B
Include: OR Limit To:
& all Clients " dliert name | |

€ cCliert MRM Mumber | |
' Clienk Yisit Entry Number I =

Group By

* Cortract, Date/Time Received " Conkract, MR, Date/Time Processed
€ Contract, MRN, DatefTime Received " Cankract, Date/Time Processed

L] s | B

Ho-25-2005 12:53 prm VNS Real Time Transaction Report Fagel
Grouped by COMTRACT Fram 11,28/2004 12200000 AW Theu 12/28200511:99:00 P M Orilered by DATE TIME RECEIVED
VNS Vendor 0011 Location 001 Contract 0000000 Compary Type  WCP Agency  FEDCAP WHS
MEN VISTT CASENQ CASE TRANS DATE TIME RE CETVED DATE TIME VNSTIME STAMP LOCAL
ENTRYNQ EQ TYPE* PROCESSED TRANSID

001042002  §IB69520  OOIT667ST 0016 XD 0T/242008 4:04:02 am 077242005 40415 am  0T24i2005 02.40.06.000000 216000
REID, PRINCELL DOB: 04061 930 Prog VCP sue Cluster: Team 62
160 E 1M3RD ST, Apt1D Genden:F Lang Piggyback Start Time: Disch. Date:
MEW YORK NY 100230000 Region: M H. Area: Priority: Rehab: Func. Limit:
S0C (212)8766850 AR Prefix: Comments:

001068251  SHOT32T6 001937519 0001 XD 0T/242008 4:04:02 am 077242005 40415 am  0T24i2005 02.40.06.000000 216089
CRUZ, FEUCITA DOB:05H9M 933 Prog WCP Sue Cluster: Team 65
40y A1STH ST, Aot 10D Genden:F Lang Piggyback Start Time: Disch. Date:
MEW YORK MY 100260000 Region: M H. Area: Priority: Rehab: Func. Limit:
S50C (212)876-3100 AR Prefix: Comments:

000538755 81061245 001923468 0005 XD 072402005 4:04:02 am  07/24/2005 4D4:15 am 07/24i2005  02.40.06.000000 216066
MARQUEZ,ROBERTO DOB: 12144 934 Prog WCP Sue Cluster: Team 63
B E 1257, &gt 28 Gendes: M Lang Piggyback Start Time: Disch. Date:
MEW YORK MY 100090000 Region: M H. Area: Priority: Rehab: Func. Limit:
50C (212) 4208793 AR Prefix: Comments:

000983386 SI015048 001859801 0001 XD 072402005 4:04:02 am  07/24/2005 4D4:15 am 07/24i2005  02.40.06.000000 216029
AMDREWS, DOROTHY DOB: 0306/ 922 Prog WCP Sue Cluster: Team 62
ATF 1ATHRT Ant 08, GendenF 1 anre Pinmvharle Start Times Nisch. Nates
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13.6 Change Log

Documents all the changes you made to records in
the system during a specific period.

Change Log

Change Log E

Please Select Options:
From Date Time:
¢ Change Date: | 7A17/00 [ 12:00 AM
" Service Date: | 7/17/00 [ 1200 AM

Thru Date Time:
I FATA00 I 11:59 PM
I FAFA00 I 11:59 PM

Client:
Contract:

Category:

Emplayee:
Changed By:
Coordinator:

Reason Code:

Juuuuuuu

h I Districk:
Latest Changes Only: I
Sort By Distict: ™

Change Class:
Cancellations Only: r

Show Emp S5#:
Report Type

|7 Temp Changes r Perm Changes r All Changes

13.7 Training Report

You may also access this report via the Training
functions in Chapter 12. An example of this report
appears in Figure 12-10.

Training Report

Please Select:

Emplopee: || |
Class: | ]
Topic: | |

Date Range: | Thiu: |
Report Type:
¥ Inservice [ Training

[+ Attendees Only

&l s

[~ Sign Up Sheet
[~ Inzervice Record

A

13.8 Referral Report

Provides a list of contracts—and the clients referred
by them to your company as had been entered in the
daily functions/referral-tracking screen.

13.9 Pending List Menu

Lists all clients who must be notified as to the
assignment of employees filling an order.

B3 Pending List
3 Refenal Tracking Report [_[Of =] B :
Referral Tracking Report Pendmg List
Please Enter:
Referral Date From: | JURA0 Thru [ 7/17/00 Please Enter:
Reasan: © Start Date: Ti : I 12:00 Akd
Contract l—;[ Sort Options a ate I_m ime
Distict [ /BT L - EndDate: | 771700  Time: |1159PM
Zio Cod i — Fiefenal Name Bl o (I e (Lril=s "
ip Code: * = )
Referral: s =0 Client: I J
Age Range: I—D Thru I_D = CﬂtEngyI I d
S;'::m—led District: | -
2 o Coordinator: | -
Team: -
2] 8w ' =
& | =) | Active Clients Only?: 7 ﬂ_ﬂ-l
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Pending List

From: 104 0500 12:00 AR

Thru: 4,101 11:59 Phd
3507 40048 FAT
Client HName Date Start End Hours Classf MC EQS
District:
Category HAS
Contract: FAMILY
ks, RIUTH 3115801 5:00 Ama 5:00 Ph 12.00 HHA Mo Mo

001104 MAM, RUTH 12.00
FAMILY 12.00
HAS 1200
1200
Grand Total: 12.00

Figure 13-3 Pending Notification Report
13.10 Client Starting Time Report

This report documents the starting time for clients as per contracts and/or coordinators.

Client Starting Time Report

Client Starting Time Report E g

Client Starfing Time Report For 01042002

CONTRACT: 0000385 INSTITUTE

Coardirugor

Sturt Timne  Assigrnmeris

Please Enter:
Qi585 JEN FER

7:00 Ak 1
T:30 am 2
Service Date: lm B0 AM 74
830 Ak 1
Contract: M—_[ 2:00 & 35
Coordinator: lﬁ 0o A 8
1200 PM 1
1:00 P M 15
Z00PM 4
230PM 2
FO0PM 2
4:00 P 1
4:30PM 1
00 P 1

Smmary for ‘Coordinator = 01555
Total pet)
Percent 100.00%
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13.11 Non-working Employees

This report lists employees who are not currently assigned and working.

%Ei Mon Working Employees

HC Plus User Manual

Non Working Active Employees Report

Please Enter:

Non Working Since: I 8/9,/04

Contracts:

14 FAMILY HOME CARE

Coordinator: |

Employee Location: | 001

2| & W

-

Mail
Merge

IC

MNon Working Active Employees

Location: 001

Ho Scheduled Hours Frome  64/04

20 Jul0d |

3

H. TEKE

IARLES MAR

OREXILE, hi

A0 A, RS

N'AER, ANM

WLITA, SWETL

.DOUCEUR.

GLANGHL

Emp Ho

TET1T0

Toos1d
41404

TEOI0Z
15504

Toozo4
f/29/04

TEY040
G104

roosez
53004

TE4452
42704

THETED
52304

TEYITE

HHA

HHA

HA

Ha

HHA

HA

HA

Ha

HA

Adidress

Q330-57TH AVEAPT#3
COROMA, NY 11365

653 MILLER A0WE. APTHIF
BROOKLYH, NV 11207

ST AVEM
BROOKELYN, NY 11234

110 EAST 53TH STREET
1 FLOOR

BROOELYM, NV 11203
106974 5T

BROOELYM, NY 11204

491 E. 45TH ST, APT. 1D
BRODKELYH, NY 11202

3015 BRIGHTON 13TH #1J
BROOKLYH, NV 11238

1200 E53 5T APT 7
BROOELYM, NY 11234

1677 72HD STREET 1FL
BROOKLYN, NV 11204

Phone s

(T18)558 7488

F1E1463 1863
(F181440 7740

(7181264 3664
(01 7)437 2637

(F18)742 6742
(6319319 0219

(017)582 6582

(F19)678 3878
(347)220 5929

(F18)362 6552
FisEat 7781

(T18)257 2867
(247)207 1307

(F18)240 1440

Contract: 414F AMILY HOME CARE

BithDate Last Date Worked
Hire Date Last Client Worked
TIIEED

Treog

381 4404

3404 56107 OHEN, 54R
32854 1504

51088 BEI0S ‘LIE, FRAN
202672 5i2004

12120003 284950 HEAN, Rebd
SH458 5f104

12023003 arras0 IPINGEUR,
TiILFS 553004

202 284940 ABAN, Réhd
120886 42r0 g

413087 et L USHIMA, ¥
302668 5f2304

2203 TEAG0 1 'EGANTIL G
519462

TH0O4

Figure 13-4 Non-working Employees Report

If the Mail Merge option is selected, a text file will be created in the directory specified in Merge Directory.

You will then be able to export the text file accordingly.

The Mail Merge button will only display if the Mail Merge option in System Functions—> Scheduling
Defaults > Compliance Tab is enabled.

13.12 Employee Overtime Report

This report documents all workers whose visit time exceeds forty hours per week.
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The Employee Overtime report is currently being used in Pro-Health but can be accessed for all users with
proper security access. To enable the report, access: Main Menu =» System Functions =» Group
Maintenance =» Security Group =» Select a Group Security Group Maintenance =» Group Permissions Tab
“Available Category” = Employee, “Available Objects” = Employee Overtime Report, then click the
checkbox to enable permission. For Pro-Health users, the report displays both the Employee ID and the

SSN.
Employee Scheduled Overtime Hours |
Employee Scheduled Overtime Hours
Please Enter:
Location: IEIIZH - I
Contract: [vMNAE - LT - |
Week Of Service: I 11/5/04
Ower: | 40 To | 999 Hours
Report Type — )
, Include Live Ing [V
' Detail
" Summary Usze Max Live In Hours W
Sort By Coordinator [
e
Employee Scheduled Overtime Hours SANDATA TECHNOLOGIES
Location: 001 Contract: 0001007 Week of Service: 1 1/5/04 Hours: Crrer 40 To 9992 IncludeLivelns 7]
UseMax LiveinHours ]
Employee Employee # Social Security # Sort By Coordimator []
Week of Service Hours Client Name Service # Coordinator Location Category Contract Reg Rate O/T Rate
LCARMEM 005158 995-90-8630
11/5/04 32.00 D, RAMON 0011922 a3 ool CHA Wns Of New York [ Adult $7.50 $11.25
11/5/04 8.00 R, LUIS 0002372 a8 ool LT Wnab - L/IT $7.50 $11.25
11/5/04 6.00 T, ISABEL 0008256 a8 ool LT Wnab - L/IT $7.50 $11.25
Total Hours Scheduled for Employvee: 46.00
LCLAUDETTE 003640 9989-87-9137
11/5/04 16.00 Dy EDITH oo13o1e o8 ool CHA Wns Of New York [ Adult $7.60 $11.40
11/5/04 30.00 I, LEONTIME 0012778 1] ool LT Wnab - LIT $7.60 1140
Total Hours Scheduled for Emplovee: 46.00
LURSULA 005353 999-15-5073
11/5/04 4.00 A SUISAN 0003381 1] ool LT Wnab - LIT $6.75 $10.13

Figure 13-5 Employees Overtime Report

13.13 Activity Report

This report is available for agencies tracking tasks that are carried for certain clients. The individual report
lists the dates and hours those tasks were performed whereas the consolidated report shows the tasks
provided by an employee (or contract) to all clients assigned to them.

Reports 13-244 Rev 11.5
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{*  Individual Repaort " Consolidated Report

Select For |

Date Time: Date Time:
From I 741/04 I 12:00AM Thru | 9/6/04 I 11:59 PM
Contract: [PARTHERS IM CARE (404) PROFESSIONAL =]
Cupervisor: B3|
Client: | =]
Tasks: | =
Employee: [RN5, CONTRACT Bl

Repoart By ! |
C Supervisar, Client, Date
o Contract, Client, Date
" Client, Date
O Emplovee, Client, Date

& Supervisor, Client ID, Date
" Cortract, Client_ID, Date
" Cliert_ID, Date

& Emplovee, Client_ID. Date

(=] s | &

g Sep-04 3:28 PM

Vendor:
Client: 1043327
Client Name: MAN, BERNARD
Address: 43 EAST 515T STREET
9%

404

Individual Client Activity Report FPage 139 of 172

From F/1/04 12:00:00 AN Thry @604 11:50:00 PIF
Report By : Employee, Client, Date
Contract 0000404 - PARTNERS IN CARE (104) PROFESSIONA
Sendce: 1043327
Supervisor: 099 - ALMA, PERALTA
isit Entry #: Q3847561

HEW YORK, NY 100220000 e —— P T L — = == Scheduled = Task

Employee Employee Neane Emp SSN Date Start End Hours  Start End code 1D Tasks Reading
M2121  RMS, CONTRACT 1142240111 T4 1200 F00AM  SO00PM 530 RN Hours 1200 ¢

Totaf of Tasks: 1
M2121  RM5, CONTRACT 1112240111 Tizmg 1200 00 &M ZO00FM 530 RN Hours 1z00 ¢

Totaf of Tasks:
M2121  RM5, CONTRACT 1112240111 Tigmd 1200 00 &AM O00PM 530 RN Hours 1z00 ¢

Toiaf of Tasks: 1

Total of Visits: 3

Totaiof Howrs:  36.00
Figure 13-6 Individual Client Activity Report
@ Manually entered tasks are starred on the report.
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04 Sep-04 3:54 PM Consolidated Activity Report Page 1of 2
From %104 12:00:00 AN Thr 9/6/04 17:50:00 PAF
Vendor: 404 ReportBy : Employee, Client, Date Contract 0000404- PARTNERS IN CARE (404
Task

Client ClientNeme  Employee Enployee Name EnpSSN  Date  Stwt  Fnd Code ID Tasks Reading

046570 ONTORE, ANGEL
BEEEEE  RNZ,CONTRACT  EEGEE-BEEE T/W4 520 RN Vist *

1004347  OBEINS,MEL €
GEEEEE RMZ, COMTRACT GEE6-66-6GEG Tl 530 RN Hours 12:00 *
BEEEEE  RNZ,CONTRACT  EEGEE-BEEE 7TAVO4 530 RN Hows 1200 *
BEEEEE  RNZ,CONTRACT  EEGEE-BEE6  TALI4 530 RN Hows 1200 *
BEEEEE  RNZ,CONTRACT  EEGEE-6EE6  TA1M 530 RN Hows 1z00 *
BEEEEE  RNZ,CONTRACT  EEGEE-BEE6  TAGIO4 530 RN Hows 1200 *
BEEEEE  RNZ,CONTRACT  EEGEE-BEEE  TATIOH 530 RN Hows 1200 *
BEEEEE  RNZ,CONTRACT  EEGEE-6EE6  TASO4 530 RN Hows 1z00 *
EBEEEEE RM2, COMTRACT EEE-BE-EEEE Fi24i04 530 RM Howrs 12:00 *
BEEEEE  RNZ,CONTRACT  EEGEG-6EE6  7/25/04 530 RN Hows 1z00 *
BEEEEE  RNZ,CONTRACT  EEGEG-6EE6  7/28/04 530 RN Hows 1z00 *
GEEGEE RMZ, COMTRACT GEG6-66-66EG T2 530 RM Hows 12:00 *

1042452 ANDORF, FLORI
BEEEEE  RNZ,CONTRACT  EEGEE-BEEE TAUM4 530 RN Hows 1200+
EBEEEEE RM2, COMTRACT EEE-EE-EEER FIA0 530 RM Howrs 12:00 *
BEEEEE  RNZ,CONTRACT  EEGEG-6EE6  T/VO4 F4 530 RN Hous 1z00 *

Figure 13-7 Consolidated Activity Report

13.14 Additional Reports Menu

You may generate more reports by hitting the Additional Reports button on the bottom of the Reports
Menu. The following submenu appears:

%Ei Additional Reports Menu

Additional Reports Menu

Expiming Orders Doctor Caze Count

Admits By Doctor Yerified YVizit Count

Service Admit Discharge Client Admit Discharge

Service Census Murse Yisits/History Rpt
Hold/Resume Lists Client Hold Report
Under Aszigned/5erviced Egmgll\‘e:::l:la‘:ﬁsils
Special Codes Report Weekly Carfare Log

Expiring Certifications

Employee Hours Worked Unavailable Employees

E xit

Figure 13-8 Additional Reports Menu
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13.15 Expiring
Orders Report

Lists orders that have
expired as of a certain date.

Expiing (rders Reporn

Lneation

Please Enter:
Stan Dat: [ 11653

End Date: 11801

Coordinator: [MaH NGO -

[c] o] ¥

FAMILY HOMECARE

Expiring Orders

22-Jui-04

For Period: 7/22/03 thru 7/22/04

Client Name

ClientID  End Date Classfication Doctor Phone #

ELL, LILL

ELL, LILL
HEKTMER, TEILY
AW WING H
AYLE, ZIR
OGILEVSKY, NY
ICHARDS, MARG
ANTIAG O, NUNE
STAYEWVA, TAMA
ISUDAS, GRACE

8577 46 72903 HA

8577 46 72903 HA

381913 72903 HA DR.ZABAR (317) 526-7707
386026 78003 HA DR.TAK (212) 334-3507
W293226 74003 HHA

37626 73003 HA DR. FRUM (718) 445-2222
621172 76003 HRA

384463 73003 HA DR.IWA (718) 780-5500
386007 7Q0M03 PCA

385654 73003 HA DR. SANEL . (718) 683-3225

13.16 Admits by
Doctors
Report

Admissions /Discharges By Doctor

Admission/Discharge By Doctor
Location: [ENE)
Please Enter:

Start Data: | 17801

End Date; [ 171801

Coordinator: ]

o) of ¥

Admissions/Discharges/Visits By Doctor From 923199 thru 9/23/00

23-Sep-00
Doctor Admits Discharges \isits
MO DOCTOR 3 il 1
707977
PINSEL, ED 4
2344

Grand Totals: 3 0 5

13.17 Service Admit/Discharge Report

Fill out the menu below to tailor your report to your needs. The report summarizes by contract and client
all the admissions and discharges during a specified time.

B Admit / Dizcharge Report =] E3

Location: m

Service Admission{Discharge Report {Summary)

Reports

Please Enter:
Admit/Dscg Date From: | [AER Thru [ 1/15/01
. Sort Options

Contract: @

ontra I =l ¥ [Cantiact Hame -1 1=l

District: I vI -

Cliert Mame =1 [ 1
Coordinator: I j * =1 [ 7
Age Range: I 0 Thru I 0
o] s ¥
13-247 Rev 11.5
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Service Admit [ Discharge Report (Summary)

For Pexiod: %2399 theu 31300

Adndi s Discharges

29 S i)

Conaract Nanue Chent Nare
FrMILY HOME CEFE AEHEL, CRIHE
FrMILYHOME CAER A FWETY) TEHHIFEE.
FRMILYHOME CAEE JJFE T
FrMILYHOME CAER WARE D FHOL CLIFHT,
FRMILYHOME CAER

HE AEFL CRIHE

pir: o

P o iy
=|=|=]=|=

Grand Tetal H 0

13.18 Service Census

Report
123 S 00
Category Coniract Namne
(h Bl FAMILY HIMF CAEE
(h Bl

Service Census Report
For Period: 072399 ihru 923100

#CHents  #femvices  #T0S
3 a 4
3 a 4

Grand Tetal: 3 3 4

13.19 Doctor Case Count

Provides statistics on the doctors employed by your
company. See the example on the right.

Casze Count By Doctor

Case Count By Doctor

Case Count b}f Ph'ysician [5 umm ary']
For Period: 8M0ES thru 810000

Referrsl Source  Doctor |04 UPH IO Taotal Cases

HO DOCTOR a3
Location: m 54 50%
AMFPLE, JuaN 1
Please Enter: 001235 0. 16%
Totals For: 240
Start Date: I_m 51 650
End Date: I 118/Mm MO DOCTOR 271
42 57%
_ AMPLE, JUaN 2
Coordinator: I d 001235 4 a0
MELYIN, HAROLD 1
001236 0,168
*

Iﬁ | % | IL | Tot=l=s For: 2a0
45,02%
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13.20 Verified Visit Count

) o o ) Verified Visit Count By Classification
Provides visit statistics according to contract.

For Period: SMM0/82 thro 24000

Verfied ¥igit Count By Classification

Contract Clas=ficaion wisits
o 2 2 92 2 WNE- ADULT CARE[WNEAR)]

Verified Visit Count By Classification H i esa
Location: m 25.04%
TRN 4

Please Enter: 08084
TOTAL “NS- ADULT CARE[WNSAP) =211

Start Date: I_m 56.54%

“WHA OF EROOKLYM SHORT T

End Date: I 11801 HHA a

050040

Coordinator: I j TOTAL WA OF EROOKLYMN SHORT TERM DED,:
wMZ- CLUSTER CARE([WNSCC

| &S| N HA 3

T.A4204

TOTAL %NS - CLUSTER CARE[WHSCCL) 59

T.42%%

13.21 Hold/Resume Lists

This menu creates two reports. 1) HOLD DETAIL—Iists clients ON HOLD for a specific end date; 2) The
RESUME DETAIL report shows the details of clients who have resumed receiving service.

E Hold / Resume Report [_ (O] ]

Location: |[EEREA] Client Hold/Resume Report {Detail)

Please Enter:

Hold/Resume Date From: | (O Thru [ 1/18/01

District: I 'I
Coordinator: I j
+)Hold Detail Report .} Resume Detail Report |

o] sf ¥

Client Hold Report
As OF: 924700
Client Address City Phone # Date Regsorn Ca-ord  Payvor
1253 EDEM STREET MEWY Rk (2120 222-3333 972400 BRE FROBLEMS JiC LT
123 EDEM STREET MEWY VORK (21292223333 92400 BRE PROBLEMS JC

Totl Clienls Held: 1

Figure 13-9 Clients Held Detail Report
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Client Resume Report (Detail)
For Period: 9/24/00 thru 9/25/00

Client Nege Client Address City State  Phone Held Resimed  Redason Ca-ord  Pavor
ABEL, CAM B 123 EDEM STREET MEW YORK MY (212)222-3333 /2500 WEL JC LT
ABEL, CAM B 123 EDEM STREET MEW YORK MY (212)222-3333 QiS00 WEL JC

Total Clients Resumed: 1

Figure 13-10 Clients Resumed Detail Report

13.22 Client Hold Report
Use the [Client Hold| report button to create a report listing all clients in ‘Hold’ status for a specific reason.

Client Hold Report

Client Hold Report

Please Enter:

Cutoff Date: I_M

Coordinator

Contract

Discharge Code

q R
3 1
3 1

! -l

MNurse:
3| s W
Held Client Listing
As Qft 37901

Client Nere Client#  Client Adddress City State  Zip Phorne # Coord  Days
CONTRACT: FAMILY HOME CARE QNS - 0000555

RODRIGUEZ, OLIVERIA 361457 12710 22 AVE COLLEGE POIN MY 113362702 (718)358-3105 42555 G
Clients Held Far: FAMILY HOME CARE QNS 1

Figure 13-11 Client Hold Report

Reports 13-250 Rev 11.5




HC Plus User Manual

13.23 Under Assigned Serviced Clients Report

This report details those clients who are not being assigned employees and are therefore not being serviced
according to the contract. Note that clients who have zero unauthorized hours do not appear on this report.

When you click the [Under Assigned/Service] button, you can limit the report to several parameters as

shown below.
Under Assigned Client Reports I
B
Please Enter:
Date Range: | 1713701 | 119/
Contract: [AEEANRTE N K3
Coordinator: I j
Report Type
Under Assigned: [  Under Azsigned Spec Coded: [~ Under Serviced: [
Run Date: 141801 4:45:33 PM Under Assigned Client Report 130
VEHDOR: &1 FIRST HIMESE
P5:
CLIHO CLIEHT- HAME CLI-AUTH / ATT-ASSIGH
ATTEHDAHT ATTEHDAHT HAMF PSS ATT-SOCSEC HRSM SAT SUH MOH TUE WED
13 14 15 16 17

343434 AREL, MAMN 222-35-4444 400045 0.00 000 500 g.00 .00

Ul AZSIGHED
333333 ABEL, SAN 343-33-3333 400045 .00 .00 .00 5.00 5.00

UM ASSIGMED
&75999 HORSE, HARRY & 123-23-2323 240043 000 000 500 g.00 .00

LR ASSIGMNED
T IAPA FRAX 6.00/1 0.00 600 000 0.00 0.00

Ul AZSIGHED
222222 ZAPATA, AMAD A 240043 .00 .00 .00 5.00 5.00

UM ASSIGMED

PS HAME annempesanemneeessseer aeereere e |JHDER AGGIGHED "ttt strtsstastsasss rrsssas tessetns A2ERras snasesn saanny
CLIENTS HOURS
5 134.00

Reports

Figure 13-12 Under Assigned Client Report
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13.24 Competed Visits Report
This report provides a breakdown of your agency’s completed visits during a specific time period.

Completed Yigits Summary Report

Completed Visits Summary Report

Please Enter:

‘Week Ending Date: from 12/1/00 to I 11/

Contract: IFIHST HIMESE

1
=

Coordinator: |

|E Completed ¥isits Summary

County: NY County Code: 72

Category / Age Under 27 27T - 64 65 + Unknown Total
HA 126 3813 26580 0 30620
HHA 49 533 2855 0 BS70
HOME MBAKER ] 0 il 0 0
HQUSE KEEPER ] 0 1] 0 0
PCA 1] 120 1114 0 1234
PCW 1] 0 1] 0 0
Total 175 1466 33782 0 38424

Figure 13-13 Completed Visits Summary Report
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13.25 Special Codes Report

This report provides a list of all employees who were assigned a special code, that is, were on vacation or
sick or worked more than forty hours during a particular week.

Click on the type of special code as shown on the right, select a contract and a coordinator then press the
Print or View button.

%Ei Special Codes Hours Report

Please Enter:|

Type |
) " VYacation
Location: | 001~
" Sick
W05 Date: I 6725704 " Holiday
" Training
Contract: I ;I
" Delegate
Coordinator: I ;I * Mo Enty
" Dver Forty
Sort By | " Carfare
' Emplovee Name "' P5 / Employee Name " Personal
I S N+
Run Date: 11726701 17:50 &M Sick Hours For Week Ending: 11:23/01
Contract: 000058  INSTITUTE
ATTENDANT  ATTENDANT NAVE CLI-NG CLIENT- NAWVE DATE SICK HOUR'S
74302 DE LOS 74742 Tay RAS 11423101 4.00
74323 TOR ES 74813 SAN ANA 1102101 1200

Figure 13-14 Special Codes Report

For Holiday special codes reporting: employees with more than 12 Holiday hours in a week will be
highlighted by three asterisks next to their account number. For employees who are scheduled for the same
client in different contracts where the total holiday hours exceed 12 (but not for an individual contract) the
asterisks display on both contracts.

Reports 13-253 Rev 11.5



13.26 Weekly Carfare Log

This report provides a list and approval/signoff
sheet for carfare expenses made by employees
during a week of service. Employees who have no
coordinator assignment will appear at the beginning
of the report or may be selected from the
coordinator drop down by selecting ‘Not Assigned’

Data on the report is grouped by Employee
Coordinator. Start and End hours use verified hours
and not scheduled hours. The client coordinator 1D
(PS) appears between the city and contract. For
each employee, blank spaces are available for
entering the eligible amount for each day and the
total eligible amount for the week. An ‘Approved
signature’ line appears at the end of an Employee
Coordinator section.

If “Include all clusters’ is not checked, the standard
report summarizes all cluster visits (at the same
location) on the same day, for the same cluster, and
regards it as only one visit. Since at least two
distinct visits must be present on the same day for a

HC Plus User Manual

Weekly Carfare Log

Weekly Carfare Log

Please Enter:

WOS: I 8,/6,/04

Contract[414 FAMILY HOME CARE ]
Coordinator: |ALL

=l

¥ Include All Clusters

[~ Print by Employee Name Only

(&

s | |

Figure 13-15 Weekly Carfare Log Menu

cluster to be included on the carfare report, a cluster
at the same location would not appear on this
report. Note that for Non-Santrax clients the
scheduled hours appear on the Weekly Carfare Log

FAMILY HOMECARE Al Contracts
Coardingtar 81472 NIC OLE, 81472
Cluster Client
Dege Start / End Hrs Client Group Adkdress City PS Cantrect
Employez: 76257 RIGGS, BARA
7H M4 &00a  &30a 050 DOMALD. JOSE 4T ABOY BR OOKLYN B1472 &14 814 CARE AT HME WMS
T52p  B3a 1200 DORNALD, JOSE 4T AMBOY BR.OOKLYH 51472 514 514 CARE AT HME WNS
Visits: 2 Eligible:
Total Eligble
Employee: 851000 GREEN , FRED
62604 G00a S45a 175 RIC . MICHAEL 2775 SHORE BIR COKL Y 51472 514 514 CARE AT HME WNS
&0n  25a 1200 RIC MICHAEL 2775 SHORE BR OOKLYN B1472 &14 814 CARE AT HME WMS
Visits: 2 Eligihle:
Bi27M4  &00a S30a 150 RIO.MICHAEL 2775 SHORE BROOKLYN 81472 G14 514 CARE AT HME WNS
&3 B16a 1150 RIO.MICHAEL 2775 SHORE BROOKLYN 51472 14 814 CARE AT HME WNS
Visite: 2 Eligible: _
Total Eligble
Employez: TO5818 ACK, VON
Bi20M4  &01a 2Me 600 LEN. ARM £9-32 ALMED & BROOKLYN 81171 811 811 CARE AT HOME VN
215p  T45p 500 CRILLO, MAR 156 BEACH OF BR OOKLYN 81472 G14 814 CARE AT HME WMNS
Visits: 2 Eligible:
BE0MM  E04a  205p GO0 LEM. ARM £9-32 ALMED & BR OOKLYN BU1T1 811 811 CARE AT HOME WM
2178 72w 500 CRILLO MAR 156 BEACH OF BR OOKLYN B1472 &14 814 CARE AT HME WMS
Visits: 2 Eligihle:
Total Eligble
Employez: 763519 BERS, MEL
712004 8:33a S20np 1150 DOMALD. JOSE 417 AMBOY ST BR QOKLY 81472 514 5914 CARE AT HME WNS
&p S15p 025 ‘DONALD, JOSE M7 AMBOY ST BROOKLYN 51472 14 814 CARE AT HME WNS
Visits: 2 Eligible:
Total Eligble
Approved

Reports

Figure 13-16 Weekly Carfare Report
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When ‘Include all clusters’ is checked, the report looks at each cluster visit as a single visit and does not
summarize by day. In this case, the report, as shown below, includes even clusters (located at the same
address) which would not appear on the standard report.

Carfare - Weekly Log For Week of 7/2/2004
FAMILY HOMECARE Countract: 312 CARE AT HOME PVT Include A Clusiers
Coordinator 81277 MAR KY, 381277
Cliister Clignt
Dege  Start / End Hrs Chient Group Adkdress City Py Contract
Emplayaz:  To4776 RIL. LIL
5125104 B03s 120En 400 MO HERIME - 2345 EAST 2D LITTLE NECK 31277 812 812 CARE AT HOMIZ
1243p  1:14p 100 LAN CHARLES 320 AVE X BR N X B1277 812 §12 CARE AT HOMIZ
Visits: 2 Eligible:
53004 B06a 1202n 400 FIRNENO. CHARLES 2345 EAST 2MD LITTLE NECK 31277 812 512 CARE AT HOME
12480 21Te 200 L&NDO. CATHERIME 320 A%E ¥ BRORMX 27T 812 812 CARE AT HOME
Visits: 2 Eligible: ___
Total Eligible
Employaz: 765230 AVES, KA
62504  B03a 1206p 600  STEIN. BERM. 4727 UTTLE NECK PO LITTLE MECK  &1277 812 812 CARE AT HOME
43p  TEp 300 SOM. ANA 4187 MURDOCHK AVE BROMNX 1277 812 §12 CARE AT HOME
Visits: 2 Eligible: ___
B2OMM  E00a 1200n 600 STEIN.BERN, 4727 UTTLE MECK PKW  LITTLE MECK  S1277 #12 §12 CARE AT HOME
4% p THp 300 SOM. AMA #4187 MURDOCK AVE BROMX 51277 812 512 CARE AT HOME
Visits: 2 Eligible:
Gr30 G:008 1200p 600  STEIM.BERM. 4727 UTTLE MECK PHWY  LITTLE MECK 81277 §12 812 CARE AT HOME
4M\p TIFp 300 SOM. ANA 4187 MURDOCHK AYVE BROMX B1277 812 812 CARE AT HOME
Visits: 2 Eligible: ___
72104 f0Ma 1200p 600  STEIN. BERM. 4727 UTTLE NECK PO LITTLE MECK  &1277 812 812 CARE AT HOME
442p  T42p 300 SON. ANA 4187 MURDOCHK AVE BROMNX 1277 812 §12 CARE AT HOME
Visits: 2 Eligible: _
Total Eligible
Approved

Figure 13-17 Weekly Carfare Report (including clusters)

Note: For each day the employee is eligible for carfare, the system scans the coordinators for the clients. If
at least one of the coordinators is the same as the employee’s default coordinator (as shown on the
employee screen)—the system lists the visits for the day under that coordinator. If not, the system selects
the coordinator from the last client for the day and lists the visits under that coordinator.
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13.27 Nurses Visit/History Report

These two reports provide information about the visits by nurses.

Murse Visits Report Print Options

Nurse Visits Report Selection I
analinn:lm

Print Report For :

Contracts: |

Hurze: I

Include :

Personal Specializt: I

™ Mever Visited Clients
[+ Clients With Due Date In

Ll L] L]

Hnnlh:l 08 | Year:|2DD4;|

i+ Active Clients Onhy

i~ Inactive Clients Only
¢~ all Clients

¢~ Unassigned Clients
i~ Assigned Clients Onhy
¢~ Assigned And Active Clients
i~ Discharged Clients

{* Hur=e Visit Report
" Hur=e Visit History Report

Sor oy - R

¥ Yendor

i Nie Nia Bio Nia Nie Bie Bis

HC Plus User Manual

Alpha

Hurze Code ! Visit Date

Humeric

Personal Specialist
Hurze Code ! Client Hame
Hurze Yisit Date

Zip Code

Hurze Code /PS5 [
Cluster Group

Print

Preview

Export

Exit

Figure 13-18 Nurse Visit Report menu

a2 5:55 PM

Vendor: D80
Nurse: 0f  KOKU BADASU

Nurse Visits Repars For Jul 2002

INSTITUTE HOME CARE

Page Tof @

Sort Order: Nurse Codef Client Naine
Inciude: Aclive Chents Oniy
Prnt For Clents With Due Date In w2002

C=Cluster, P=PERS, B=TBA, NM=N\rinar

_____ Visit-—— — Emergency Phone | CINgG

Client Client Nome P§ Type Daka Freg Sintus Clent Addross Last Care Plan
747576 ACEWEDO, JULLA [B] 01585 & 10601 3 W B10WW 204 ST APT. A3 (2125695415
Murse: M MEW YORK MY 10033 RWIIIFC

G539

747791 ACHITA, RARMONS [BF] 01585 A 10431001 3 131 FORT GEORGE AVE #1 G (2122422114
Murze: M MEW YORK MY 10040 Q230820

4129133

743245 ADAMSON BERME 015585 & 10524 3 M AB0WISS ST APT. #11-C (917 R07E242
Murse: M MEAR ST MICHOLAS THOS303P

Y Y 10032 a1 21

T47723  AUFONSO REGINA 013685 A 10540 3 M 99 FT WASHINGTOMN AVERIR (2127956264
Murse: o1 MEW YORK MY 10032 IWE9503T

1112637

745297 AMAMNZIAR MERCEDES (Bl 01585 | 12028M1 3 BOOWY 192 ND ST APT. 4 (2127316427
Murse: 01 MEAR ST MICHOLAS WR14657U

MY MY 10040 12028101

Reports

Figure 13-19 Nurse Visit Report

* Based on an Agency option setting, you can have the ability to select ‘Clients Due for: “‘ALL’,
‘Assessment’ and ‘Supervisory’ visits. The ALL selection will display all visit types due; Assessment will
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display never visited clients and clients with the last visit type S; and Supervisory will display never
visited clients and clients with the last visit type of A and I.

72804 1240 Fid Nurse Visits History Repart For Jul 2004 Page I of 5
Vendor: 414 414 FAMILY HOME CARE Sort Order: Vendor, Nuse Code/ Qient Narme
Nurse: 63 BERNADETTE NOFL inciude Active Cienis Oniy
Print For Clients With Due Date In Jui 2004
C=Chuster, P=PERS, T-Santrax, B=TBA, \=Mitual

Client Nawe /Phone P8/ -——-Fisii— = = Non-Complian ce

Client  CIN# / Priority Code Nurse DueDaie Fre Client Address Code Visit History
510002 DRAGA, MILDI [THPE] 21481 41804 3 * 140LSNREMCE AVE & 1M G4
510083 DR &G A, AN [TH=] 63 BROOHLYM MY 112301171 b 127 T3
(T18633-3416 & M3
7y 3458H 5 3G

P rionty Code 1

510037 LEXAMDER, J2 [TC] 41461 20404 3 ** 140LAWREMNCE ANE SF 3 204004
(7184351440 63 BROOHLYM MY 112301171 & 11103
7357948 3 a7 s

P riority Code: 1 & 18103

E10043 RIBERGER, PI [TCl 41460 004 3 140LANMRENCE ANVE 4B A 12010003
[F1E)635-2430 53 BROOHLYM MY 112301171 = 9 &3
Ia7E1544 A G303

P riority Code: 1 s 233

510046 STOR, SHERR [T1 #1481 304 3 ** 140LAWRENCE 3M 3 128003
(7F18854-0343 B3 BROOKLYM MY 112301171 A Q12003

Y4325 T = GG
P riorty Code: 1 5 3M303
E10029 ECKER, DORA [T1 #1461 M 204 3 ** 140LAWRENCE AVE BF A 212004
(71 85335-4361 53 BROOHLYM MY 112301171 = 11 205
IFE26158 A ST 05
P riorty Code; 1 = MBI

Figure 13-20 Nurse Visit History Report

@ The Nurse Visit History report has an option which will create a comma delimited file.
13.28 Expiring Certifications Report

IC
Expiring Certifications For Period: 4/2/03 thru 7/27/04
27-Jui-04 Contract: 414 FAMILY HOME CARE
Client Hame Client ID Cert Eff CertExp Contract Coord Program Sec Pygm
HURURIANTS, Atdd, JBGE142 9520/03 noooatd 41422
ZALES WIRGIMIA 352043 262804 noood1d 41464

Figure 13-21 Expiring Certifications Report

Reports 13-257 Rev 11.5



HC Plus User Manual

13.29 Employee Hours Worked Report

This report requires security access to be enabled. Please contact customer service.

Employee Hours Worked

Employee Hours Worked

Wk of Service: [4E| 7730704 Eb|

Employee: | =]

[T Detail
¥ Summary

2| s| B

26-Jul-0d FAMILY HOMECARE

Employee Hours Verified vs. Scheduled Week of Service: 7/15/04

I Employee Name Hours Sched Hours Verified % Verified vs Sched Hrs I
Location 0m

CEBALLAS MARI

56.00 5600 100.00%
Total For L ocation 001 1 56.00 56.00 100.00%
Employee Hours Verified
0 Hrs 1-20Hrs 21 -40 Hrs 41-60 Hrs 61 -84 Hrs 85 > Hrs Total
# Employees a a a 1 a a 1
W 0.00% 0.0% 0.00% 100.00% 0.00% 0.0% 10000%

Figure 13-22 Employee Hours Worked Report
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13.30 Employee Unavailability Report

This report documents employees who are unavailable during a range of dates and times.

Employee Unavailability Report
— Reponr for the following date range
Start Date: I 11,04 Time:l
End Date: I 071404 Time:l

—Filter By

Coordinator: |

=l

Beason Code: I

=l

2| a| B

Employee Unavailability Report
From: 7/11/04 To: 7/11/04
FAMILY HOMECARE
Coordfnator: URIS, ThA4
Employee Name Emp. No. Date Start Time End Time Reason for imavailahility
| FANID BET 010610 |
071 Lod 2:00 AR 1200 AM EMPLOVEESICE
| ETCEWVA LART TeaRls3 |
071 Liod 200 AM S:00FM  EMPLOVEE WACATION
‘ PIRC, RATS Tes014 |
07l L 00 Al S0FM EMPLOVEESICE

Reports

Figure 13-23 Employee Unavailability Report

13-259

Rev 11.5




HC Plus User Manual

13.31 Plan of Treatment Reports

To access three reports related to HCFA do the following:

1. Click |Daily Functions| on the Main Menu.

2. On the next screen, click |Plan of Treatment].

3. Use the report item on the menu bar to generate any of the reports listed.

Reports I

Expiting Plans of Treatment

nsigned 455s

Unsigned Yerbal Orders

5= Plan of Treatment History

show Clients: |  Client Plan of Treatment History

Active ¥
Terminated Elient:" R
All O

Service  Type Certification Period Category Last Printed Signed

Enter the month and year for the Expiring Plans of Treatment Report.

%Ei Expiring Plans of Treatment

Print Expiring Plans of Treatment

Print all Flans of Treatment that will expire ok
the following date;

Month: Iﬂ fear: Im
=K b

Expiring Plans of Treatment /5104
As of: 910
Certification Period
Client Hame Start End Semvice MRH
EHA, CAH 21704 8104 101674
Figure 13-24 Expiring Plans of Treatment Report
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Unsigned Plans of Treatment 81504
Certification Period
Client Hame Start End Semvice MRH
AHIELS, CHRIS 3M04 9404 100994
OLDMAN, MAX 353004 9:26/04 001338
AMILTOH, LOUI 4404  10:304 386360
OHI, HAL 8M/04  1/30/05 101833
IARKH ASINA 5504 11/304 64T
ASSELL, FRAD' 104710
Figure 13-25 Unsigned Plans of Treatment Report
Unsigned Verbal Orders 8/5/04
Certification Period
Client Hame Start End Senvice Printed
HOHI, HAL 8104 1730005 101633
Figure 13-26 Unsigned Verbal Orders Report
13-261 Rev 11.5
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Chapter 14 System Functions

This chapter presents an overview of functions available for setting up defaults of various kinds, and in

maintaining codes necessary for efficient use of HC Plus.

System Functions

I System Functions

El

Location Maint Contract Maint

Provider Maint Change Coordinator ID

J
User Maint | Group Maint

Scheduling Defaults
Sanlraj}nlml File

Auto Batch Status Report

s
LCodes Maintenance |
Merge Services |

=
=

Figure 14-1 System Functions menu

14.1 Scheduling System Defaults

Click on [Scheduling Defaults| to set defaults for Scheduling, Compliance, HC Plus Interface, Global, and

Sharp needs.
14.1.1 Scheduling Tab

Scheduling System Defaults m

Scheduling System Defaults

Scheduling LCompliance | Mizc | Global I Sharp |

Copy Thiu Dale:l Copy Forward Conflict: ID.QTA EMTRY ERROF_~ I
P/R Weekend: |FR hd
Minimum Grozz Margin %: 10.00% Is Client DOB required? @
Use Availability Checking?: [
Prompt For Interface Date?- [~ [Activity Report)
Dizplay Employee Number?: [/

Use Confirmation?: [
Lock Notes?: [~
Must Enter Discharge Mote?: ¥

Yerification Started Date:

Emp Clazzf Overrides Order?: hd I

———— Use Empl No?: ki -
Avail Copy Thru: [12/23/05 S8 EIREs LD =
Allow Emp Clef Differ from Order: - I Deflt Clsf On Search? [~
Scheduled Weekend: |FR @ I i i
Base W0S: [ 177®m Maximum Hours For Tlalners.l 0
Ignore Loc For Cit Search?: [~ ) ) _
Integration Type: [Disketts FraHealth Oy = I Auto Aszign Chent ID: |Yes ~ | MHext Client Ho: IDD'I 4666
Force Entiy of Reason Codes?: [~ Is Client SSNi required? [
Allow DT Assignmenls?:lm - I

Default Sched to Curr WOS5?: 7
Batch Listing DIt Display All?: 7
Wamn TBA/Cluster Overlap? [
Warn TBA/Cluster Tradit Dverlap? [ Force Entry of Coordinator?: ™ Allow Visit Detail Work Code Change ? r
Warn TBA/Cluster Unavailable?[” Activ All Contracts On Empl Rehire? [
Show Clsf Tot on Yerify Posting Bpt.? [~

2
Default to Yerif Timez on Clt Sched? ™ GorcelEnvioitesstmentunber:

Carfare Code: I Generate Carfare?: [~

Figure 14-2 Scheduling Defaults menu

This screen allows you to set the formal parameters for your system such as the dates through which you

may copy schedules etc.
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Description

Copy thru date

P/R weekend

Minimum Gross Margin %

Allow O/T assignment?

Use Confirmation

Lock Notes

Must enter discharge note

Avail Copy thru

Scheduled weekend
Base WOS

Ignore Loc for Clt Search?

Integration type

Force entry of reason codes?

Default Sched to Curr WOS?

Batch Listing Dflt Display All?
Warn TBA/Cluster Overlap

Warn TBA/Cluster Traditional
Overlap

Warn TBA/Cluster Unavailable

System Functions

For copying schedules forward in the global mode, enter the
latest date through which to implement the generation of
employee and client schedules.

The end of the Payroll Week usually set to Friday.

Usually about 30% in reference to the difference between
service reimbursement rates and employee salary rates.

Permits overtime assignments (exceeding forty hours) for
employees. Set to either Yes, No or Warn.

For future use.

Notes will be read-only after their initial creation. If this box
is checked you may not modify an old note—only reference it
in a later note with the appropriate corrections cited.

Upon discharge, a note must be entered detailing the reason
for the discharge.

Enter the last date the availability of an employee may be
copied forward.

Enter day (usually Friday) for start of weekend
Starting Week of Service.

Check when you want the search for clients to disregard any
specific location but to search across all locations.

Indicate whether integration of your system is:

Digkette ProHealth Only
SHARP
Combined ProHealth HCOpen

The integration type affects issues such as batching.

Make the entering of reason codes for various entries to be
mandatory.

Enabling this option will cause scheduler to always go to
current week of service when selecting a different client or
employee. Not enabling it causes the schedule to display the
same week as viewed on the schedule of the preceding client
or employee.

For the Employee Verification screen: For the Employee
Verification Screen, if the checkbox is checked, Week of
Service will default to the prior week. If it is not checked, the
Week of Service will default to the week currently being
worked on.

The Batch Listing screen defaults to showing ALL of the
batches.

Users with access to Allow Update for Scheduling Default
Settings will be able to modify these settings; if checkboxes
are clicked, the system will display a warning whenever a
TBA or Cluster schedule overlaps, with the option to accept
or decline the update.

Warns if the employee is unavailable for a TBA/cluster.
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Description

Show Clsf Tot on Verify Posting
Report

Copy forward conflict

Cursor at Emp number /SS number
Use Availability checking

Prompt for interface date (Activity
report)

Display employee number

Verification started date

Emp Classf overrides order

Use Employee number

Next Emp no

Allow Emp Class Differ from Order
Deflt Clsf On Search

Maximum Hours for Trainers

Auto Assign Client ID

Next Client No:
Is Client SSN required?

Employee/User Fields

System Functions

If checked, the Verify Posting Report will tally the number of
HA’s, RN’s , etc. Does not appear when the Integration type
= Sharp

Enter a reason for a conflict in copying forward a schedule.
This will appear in the history.

ALTERMATE MUMEER AakM 0
AGENCY ERROR &ER 0
REDUCED SERVICE HOURS &R0
SCHEDULE CHAMGE &a5C 0
SYSTEM FAILURE ASF 0
DELEGATE ED 1
EMPLOYEE ERROR EERR 0
HOLIDAY EH 1

Enter preference for cursor positioning on the Verification
screen either at the Employee # or the Social Security #.

For scheduling purposes, make employee availability a
prerequisite for assignments.

Future use.

Employee number appears on screen.
Enter date for starting of the verification process.

For timesheet billing, this option allows the employee
classification status to take precedence over the classification
that appears on the order. That is, even if the order calls for
an HA, a LPN can do the job as well—and will be paid at the
LPN rate.

Use a local employee number or use an automatically
incremented HC Plus number.

The next employee number that will be assigned is displayed
in this text box.

In assigning employees to the schedule, allow the employee
classification to differ from that specified in the order.

If checked, the search for employee will default the order’s
classification.

When you attempt to assign an employee with a classification
of Trainer, a warning is displayed. Enter hours (between 0
and 24, in quarter increments) into this field.

HC-Open has the capability of automatically assigning client
ID numbers.

Displays the next automatically generated client number.

Check if you want the SS# to be mandatory on the client
screen.

Customize Certain fields by entering a label for them. For
example, you may want to add a Race/Ethnic field to your
employee screen.
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Description

Force entry of coordinator?

Force Entry of Department Number

Activ All Contracts on Empl Rehire

Carfare Code

Generate Carfare

If this option is selected, you will be forced to enter a Client
Coordinator on either the Client Maintenance or Service
Maintenance screen. However, the default setting is to not
require entering data in the coordinator field.

Make the department number mandatory

Check this to reactivate all contract/s when a terminated
employee status is changed to Active or Rehire.

Enter the code that signifies carfare—to be used on the
Service screens and employee payroll.

If checked, the carfare field is displayed on the verification

screen

14.1.2 Compliance Defaults Tab
Click on the tab to set the basis on which compliance is handled.

Scheduling System Defaults

Scheduling System Defaults

Scheduling Compliance | Misc | Global | Shap |

i Show Hepatitizs Consent?: ¥ [Profile Sheet)
Log User OFF?: [ [After Nightly Update)
Include All Employees?: [ [Mightly Update)

Use Alien Identification File: v
Password: I’“‘"*

Allow Dverride Inservice: V¥
Training ¥isitz Required: I_B
Mail Merge : [
Supervisory ¥izit Compliance Code: ISUF'EFH\.-"ISDFE'T' WISIT
Min Days Between In Svc: m
Enter CERT Through Compliance: [«
Show Employee * Number

=]

58N On Work Sheet Reports

I —
Figure 14-3 Compliance Defaults menu

Field Description

Show hepatitis consent Option to display hepatitis consent on the Profile sheet

Log User off Check, if after nightly update, you want the user to be logged off.
Include all employees Check if the nightly update will include all employees.

Use an immigration number, if necessary, for an employee who has
no Social Security number.

Use Alien ID number

Disregard for compliance purposes an employee’s non-completion
of a past in-service training course. To do this you must enter a
requisite security password.

Allow override in-service

Training visits required Enter the number of training visits required for employees

System Functions 14-265
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Mail Merge Enable this checkbox if you want the Mail Merge button to display,
for example, on the Non-working Employees report menu.

Merge Directory Specify the directory where you want the text file exported.

Password Enter Password required for compliance processing

Supervisory Visit Select the compliance code from the dropdown that reflects the

Compliance Code updates of supervisory visits.

Min Days Between In- Minimum number of days required between in-service training

Service sessions.

Enter CERT through If checked, certification is made directly through Employee

compliance Compliance by entering the completion date for the in-service

course. A Certificate can then be printed out. If this checkbox is
not set, than certification is done through the Certification Tab that
appears on the Training screen accessed via Employee
Maintenance.

14.1.3 HC Plus interface Tab

Use the tab to set the directory addresses where the automated batch process sends its files. The
Timeslip Interface File path designates the folder (HABATCH) where timeslips are filed for batching.

Scheduling System Defaults m

Scheduling System Defaults

Scheduling | Compli Misc | Global | Sharp |

Client/Service/Employee Interface File Path:

Timeslip Interface File Path:
WAMILESAGEA_FTR

Server Address:
(@fedcap:

# Spaces in Clhient Name: |

Maximum Hourly Pay Rate:
Mazximum Daily Pay Rate:

Find Clients Cursor Default

V' Cliert Name " Client Number ™ Client MRN Nurber

Find Emps Curcor Default ¥ Ermp Mame [~ Emp 55N ™ Emp Nurnber

Verification
Find Emps Cursor Default

¥ Emp Mame ™ Emp S5M ™ Emp Mumber

Figure 14-4 HC Plus directory assignments
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14.1.4 Global Tab
Click on this tab to set global defaults for the HC Plus system.

%Ei Scheduling System Defaults
Scheduling System Defaults E

Scheduling I Qnmpliancel Care Pak Global |§halp I

Use International Format?: [ Use Training Yisit Tracking 2
Care Centiic Integration?: [~ n Employee Status Change Conflict: Iﬁ
Use Service ID Table?: [ S antrax Format: [0015
Allow Alpha Emp No . 2: [ Export az Contract: ’N—
Use Document Tracking?: [~ Max Holiday Hrs:
Find Employees By Hired Date?- [~ Client ID Type (A or N): | M j'
Find Employees By Compl. Status?: [~ Client ID Length: _?
Employee Availability Bequired?: ™ Maximun_n ;_&ge of Drder [Days): E
Visit Frequency Default | 2

Edit Medical Record Humber [MBM]?- [
Display Employee S5ex On List Report?: 7
Batch By ¥Yendor Instead OF By Contract?: [

Clinical Export Path: |C:\SANTRAX

Figure 14-5 System Global Defaults

@ Employee sex and total number of employees by sex may be added to the Employee Report List. To
enable this feature click the Display Employee Sex on List Report checkbox.

e Also note that the Client ID length can be numeric, alphabetic and up to nine characters in length.

o Holiday hours can be limited to an amount determined by the Agency by entering the amount into
the Max Holiday Hrs field. By default, the system sets the maximum holiday hours to 12.

e By entering a value in the Visit Frequency Default field you can define the default value for
Nurses visits on the Client Maintenance Screen.

Field Description

Use International Format? For use outside of the United States

Care Centric Integration? No longer used.

Use Service ID table? Future use.

Allow Alpha Emp No? Allow an alphabetic employee ID.

Use Document Tracking? No longer used.

Find Employees by Hired Date? When searching for employees, use the hire date.

Find Employees by Compl Status? When searching for employees, take the compliance status
into account.

System Functions 14-267 Rev 11.5



Field

HC Plus User Manual

Description

Employee Availability Required?

Edit Medical Record Number (MRN)?

Display Employee sex on List report?

Batch by Vendor instead of by
Contract

Use Training Visit Tracking?
Santrax format

Export as Contract

Max Holiday hours
Client ID type (A or N)

Client ID length

Maximum age of order (days)

Visit frequency Default

Clinical Export Path

System Functions

If checked, when entering a new employee, you will be forced
to enter his/her availability at the time of the record’s creation.

For some agencies the MRN is required and limited to 9
numeric positions. Checking this box, allows changing the
number, when necessary.

Document the employee’s gender on the Employee list report.

Batching of timeslips will be done at the vendor level; if a
batch doesn’t already exist for a specific vendor then one is
created. Although batches are created based upon client
location, the Batch Listing does not display location.

Leaving this blank allows batching by contract.
No longer used.
Select the Santrax format from the dropdown.

Export data to Santrax with ‘N’- the contract ID; or ‘D’-the
contract description; or ‘C’ —the contract category.

Enter the maximum holiday hours allowed by an employee

Some agencies use a numeric number of length 7, while others
use an alpha of length 6.

Set the length of the client ID.

Usually set to 60 days, it disallows the creation of an order
going forward or backward sixty days.

Nurse visit limit, usually set to 3—that is once every three
months.

Directory for the export of Clinical Data.
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Set Sharp system defaults for calculated hours and discharge options.

EE Scheduling System Defaults

Scheduling System Defaults

Scheduling | Compliance | Care Pak | Global Sharp |

Schedule Cancellation - Set Yac. P/R Hrs to Zero 7
Schedule Cancellation - Set Sick P/R Hrs to Zero 21
Schedule Cancellation - Set Misc. P/R His ta Zero 2

Dizplay Calculated Hours in Decimal Format. ? 7

Allow Yernfied Hours Greater than Schedule ? [~
Santrax Exception Maint, Use Search Button ? [~
Schedule Cancellation - Default No Entry Huurs|_2

Batch Verrified ¥Yisits ?[v
Allow PDS Interface ? [

Saved Heports Path |‘\‘\NILES\GA_FTF'\1UDD\HEF‘DHTS\

PDS File Directory I
Display Employee Prior Status?: [
Use ICDT Codes?: [~

Figure 14-6 Sharp default options

Field

Description

Display Calculated Hours in Decimal Format?

Allow Verified Hours Greater the Scheduled

Santrax Exception Maintenance. Use Search
Button

Schedule Cancellation — Default No Entry Hours

Schedule Cancellation — Set Vac P/R Hours to
Zero.

Schedule Cancellation — Set Sick P/R Hours to
Zero.

Check to have the visit hours displayed in decimal
format.

Checking this field allows temporary assignment
and verified hours to exceed Daily or Weekly
authorizations

No longer used.

For Sharp Integration types: Use this to control the
number of payroll hours given to employee when
canceling a visit for ‘No Entry’. This value can be
set to any value from 0 to 12.

For Sharp Integration types: Use this to control the
number of payroll hours given to employee when
canceling a visit for Vacation.

For Sharp Integration types: Use this to control the
number of payroll hours given to employee when
canceling a visit for Sick—and create a transaction
with zero hours.
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Description

Schedule Cancellation — Set Misc P/R Hours to
Zero.

Saved Reports Path
Batch Verified Visits

Allow PDS Interface
PDS File Directory
Display Employee Prior Status

Use ICD9 codes

System Functions

Use this to control the number of payroll hours
given to employee when canceling a visit for
Holiday or Delegate etc. Enabling this option
creates a transaction with zero hours.

Define the directory for storing Santrax reports

When this field is checked, only verified records are
batched. The criteria for inclusion in a batch are
location, contract, week of service, and user.

No longer used.
No longer used.

Select the option to display employee prior status,
information; deselect the option to hide the prior
status. (See the Employee Status Change screen.)

If the “‘Use ICD9 Codes’ is ‘Unchecked’, the
Search 1CD9 Code button will not display on the
Code Maintenance screens. When searching for a
Diagnosis Code, the system will use the DX Code.
If no DX code exists, a message will display
"Invalid Diagnosis Code." ‘Unchecked’ is the
default setting.

If the "Use ICD9 Codes" box is "Checked," the
Search ICD9 Code button will display on the Code
Maintenance screens. When searching for a
Diagnosis Code, the system will first choose the DX
Code. If no DX Code exists, it will then select a
matching ICD9 Code. If neither exists, a message
will display "Invalid Diagnosis Code.”

This option is available at the Agency level. If you
would like the "Use ICD9 Codes" setting for your
Agency, please contact Client Services at 516-484-
4400 ext 552.
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14.2 Contract Maintenance

To view data about your contracts, press the [Contract Maint button. A list of contracts appears. This
information is used throughout the system in enrolling and servicing clients. You may create new contracts

as needed by pressing the Nev__v] button at the bottom left of the screen.

Contract Maintenancel r

Mumber Description Cat Call Freq CarePak ID
0000003 [BROOKLYN HOSPITAL A L. WrH [Dab | |
= | [ 0000077 [CABRINI HOSPICE CBH | [Daiy
< | [ 0000013 |[ELDER FLEN MIG | [Daiy _ .
=< | [ 0000075 |[HOSFICE OF GREATER NY MIG | [Daiy _
< | [ 0001000 |[HOSFICE OF NEW YORK AN [Daly | IEE
= | [ 0007935 |[HOMAN RESDURCES ADMIN [ARa | |
= | [ 0000075 |[LICH LONG TERM [UC [Daiy |
| [ 0000077 [[LICH SHORT TERM [UC Dy |
o | [ 0000025 |[MERY MMACULATE (HHE) [ CHC Dy |
o< | [ 0000021 |[MARY IMMACULATE (PCA) CHC [Daiy
= | [ 0000025 [MT. SINAT HOME CARE MTS |[Daiy _

New HC-Open Systems i Exit | LI

Figure 14-7 List of Contracts
14.2.1 Contract—general information

Click on the [** button to the left of each entry to see details of each contract. Provider information is
entered on this screen—and corresponds to the provider displayed in Service Maintenance.

Contra t Maintenance | Location: [

General Infa | Halidays | Pra-Health | Santras |

Contract #: I 0016205 Description: [COMPREHENSIVE HOSPICE Call Frequency
Address: |11 DELAWARE DRIVE ™ Daily [ Random
s |aTT: FLOR LEFT

City State Zip: [LAKE SUCCESS | 53 |1‘ID42- [© Weekly ¥ Never
Contactz Mame Title Phone Ext User Field Descriptions
1: [51) 5o7-1513 User Fld1
2: Lser FId2
3 User FId3
Lser Fld4

Vendor No.: |131
Category: (COM _v| Contract Week Ends:IFH 'I
ApprovalType: IContlact 'I AuthonizationT ype: ['weskly 'I

Payroll.: P | Provider: vI
Billing.: F | Contract End Date:
Comments:

L Lo

Figure 14-8 General Contract Information
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Description

Contract #
Description, Address
Call Frequency

Contact Information

User Field Description

Vendor #
Approval Type

Authorization Type

Category

Allow PDS Interface
PDS File Directory
Provider
Payroll/Billing

Comments

Displays the Contract Id.
Name and location of agency handling contract.

This feature is used in call tracking. Santrax users
usually check Never.

[T Dailly [~ Bandom
[T wWeeklp ¥ HMever

Enter the contact person’s information.

.Create fields for use on the Service-Billing and
Insurance Screen.

Enter the vendor number for this contract.

Options are:

Houszekeeping

Wac/Sick/Hol

Homemaking

WhS

WS Other

Mon-Contract Procedure Billing
Contract

Insurance

b edicaid

Medizare [Change to 1500/MJ)
Frivate

-
|

TO=  OF@=ZO<

Depending on the Approval type, this field may be
weekly for Approval type = contract and daily for
Medicaid.

Use the dropdown to select the contract category.
No longer used.

No longer used.

Choose the name of the service provider

V = VNS; P-Prohealth

Enter comments relevant to this contract ‘s
management

14.2.2 Contract Holiday data

The Holidays tab on Figure 14-8 allows you to set up your work-year calendar, recording those days that
are holidays or non-working days for this contract. You may modify the Dates and Pay types, if you have
the proper security clearance.
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Contract Maintenance |  Location: |G

General Info  Holidays SantraHI Sharpl

Contract Descrniption: FARTMERS IN CARE (485] PRIVATE | 000485 I
Regular Holidays Modify | Custom Holidays
Date Pay Type Date Pay Type
Mew Year's Day: __1/1/04 ||MoHaliday Pay K2 |
= - Extra Day 1: Mo Holiday Pay -
M.L. King Day: _ 1/19/04 ||MoHoliday Pay | =2
. Extra Day 2: Mo Holiday P. -
President Day: _2/16/04 | [No Holdey Pay =] . xra 5 » N N°H °|.'da” Pay —
b s -

Columbus Day: _10/11/04 | [No Holiday Pay =1 e e A s =
Memaorial Day: 5/31/04 | |Mo Haliday Pay | [EEii) e & Ne Hol?da‘l'l Fa S
July & 7/4/08_|[Fo Helday Pay _'l Extra Day 5: Mo Holiday Pay | =|
Labor Day: 5/6/04 |[No Holiday Fay _'I Extra Day B: | Mo Holiday Pay ;I
Thanksgiving: 11/25/04 ||Mao Holiday Pay 5

Christmas: 12/25/04 | Mo Holiday Pay _'|

Figure 14-9 Contract Holiday Information
14.2.3 Pro-Health Contract Maintenance

Use this to keep track of the Pro-Health contracts.

Contract Maintenance | Location: [

Generallnfol Holidays  Fro-Health Santra:-cl

Contract Description: COMPREHEMSIVE HOSPICE I 0016806 I

Cluster: [~
CarePak 1D:|35
Orders outside 485 cert:|ves -

Site/Area Code: d I
Comp S5eq: hd I

¥ Show Rates
[~ Export Clinical Data
[~ Hold Split Shift Billing

Figure 14-10 Pro-Health Contract Data

Field Description

Cluster Check when the contract includes cluster situations
where one employee covers many clients.

Carepak ID Payroll/Billing system ID.
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Description

Orders outside 485 certification

Site/Area codes

Company/Segment

Show rates

Export Clinical Data

Hold Split Shift Billing

System Functions

Yes signifies that the system does not have to match
485 Certification periods. Other options are ‘No’
and ‘Warn.’

Use dropdown to select a site code, if available.

Use dropdown to select a company division or
segment, if available.

When checked, the employee’s rates will display on
the verification screen, e.g.,

Reqg Rate: $7.50 | D aily: $0.00 |

Click to allow the export of 485 Health
Maintenance data for use by agency personnel. The
Scheduling Defaults/Global tab displays the
directory for storing the export.

When there is a split shift in a day’s visit and one of
the shifts is verified—this checkbox will flag a
billing error; billing will be delayed until the second
shift is also verified
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14.2.4 Contract—Santrax setup information

Press the Santrax tab on Figure 14-8 to set up your options for using Santrax, such as having the program
verify that the visit hours match the scheduled hours.

Contract Maintenance |  Location: Y

Genersl Infa | Halidaps | ProHeslth  Sanbax

Contract Dezcription: 811 CASE AT HOME YNS I Qonogt |
Usze Santrax?: v Santrax Acct #: IQHQ YHS Vendor I:I
Start Time Dav:| 30 End Time Dav: I 30 Tot Time Dmr_l a0
Igrore Time?: — Match Vizit By Hre?- [~
Ong Schd Times?: — Usze Conrected Hrs?: [
Contract Import?: — Timetrax Banking Effective: I
Schedule created from WYNS2: 5
Laszt Auto Batch: 7/13/04 S18:11 PM Mext Aulo BH[:'I.’I 158604
Lazt Vizit Maint. Import: 7,/12/04 4:35:50 PM
Lazt Vizit Mamt. Statuz: Completed Momalk:.
Vigts Piocessed =572 Wisits Bypassed =15

FIELD

Figure 14-11 Contract/Santrax options

Description

Use Santrax?

Santrax Acct #

VNS Vendor #

Start time Dev

End Time Dev

Tot Time Dev

Ignore Time?

Match Visit By Hours?
Orig Sched Times

Use Corrected Hrs?

Contract Import

System Functions

Check to indicate that Santrax will be used for this contract.

Enter your Santrax account number

Include the VNS vendor #, if any.

Enter the allowed deviation (e.g. lateness) for an employee’s start time.
Enter the allowed deviation (e.g. leaving early) for the end time.

Enter the total time deviation allowed for an attendant.

Ignore the number of scheduled hours when trying to reconcile visits.
Flag visits whose hours do not match the number scheduled.

All visits not adhering to the original scheduled start/end times will be
non-reconciled.

Allow the user to enter and correct hours on the Santrax visit
maintenance screen.

Check to import contract data into Visit Maintenance.
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FIELD Description

Timetrax Banking Effective | Enter the date that ‘Banked Hours’ will go into effect.
Schedule Created from VNS | Check to create schedules using the VNS data.

Last Auto Batch After importing Santrax data, the date of the last batch transfer is
recorded.

Next Auto batch Date for next auto-batch of Santrax data to occur.

Last Visit Main. Import Most recent date when Santrax call data was imported to system.

Last Visit Main. Status Brief status note on how many visits were processed or bypassed.

Autobatch now Press this button to initiate the auto-batch process. For some agencies

this button is grayed-out and not functional.

14.2.5 Contract-Sharp Setup Data

This screen (for Sharp agencies only) sets the options for handling employees. They can be terminated
(and their schedules ended) or can be inactivated on a temporary basis but can be instantly reinstated into
active service.

Cuntract Maintenance | Location: [

Generallnful Hnliday&l Santray  Shaip

Contract Description: PARTHNERS IM CARE [(404] PROFESSIONAL I 0000404 I

Tier #: 1_|
Twin Yendor - |
I Auto Terminate
[~ Auto Inactivate

Figure 14-12 Contract/Sharp options

FIELD Description
Auto Terminate Terminate any employee who has been inactive more than 90 days.
Auto Inactivate Inactivate any employee who has been inactive more than 90 days, that
is, exclude him/her from any search process but keep his name on file.
DFTA 12 hour override Eor relhe_\liﬁnt agencies: Allow a DFTA employee to work longer than a 12
our shift.
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14.3 Location Maintenance

Accessed by pressing the [Location Maintenance] button on the System Functions Menu, this screen
contains basic data about the site from which service is provided. It also used to set certain parameters for
Santrax as are relevant for that location.

HC Plus User Manual

focoier,

Lecatien Maint

Location:

Region:

Company 1D:

P/R Weekend:
Scheduled Thru:
Default City:

Default Citp Tax Code:
Default City Tax Code2:

Travel Allowance:

Check Emp Compliance

During Copy Forward?:
Live-in Equiv:

Max Live-in Bill Hours:

Mo

12.00
0.00

-

Name:
Name:

0 [Minutes]

SANDATA TECHNOLOGIES

MEW YORK

Scheduling Weekend: |FR _~

Default Group #:
Default State: MY~ |
Default State Tax Code:| 33_~ |

Default State Tax Code2:| 33
Use Santrax?: [+

Santrax Account Humber: IW

lgnore Start/End Times 2-[

Start Time Deviation:
End Time Deviation:
Total Time Deviation:

‘Minutes
“Minutes

“Minutes

Usze Original Scheduled Times?: [

M atch Vizit by Hours?: rd
Use Comected His?- v

Record: I‘I 4 I 1 Llﬂlﬁl of 1

Figure 14-13 Location Maintenance inputs

Select Location

Use the

button on the
Main Menu to set the location you want to use for

Location Select

your system. A list appears showing (for a muti-
site organization) the different locations. Choose
the one you require.

System Functions

007 NASSAU
003 SUFFOLK

COMMUMITY HOME CARE

002 PRIVATE HOUSEKEEPING

Select Location m
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14.4 Provider Maintenance

You can set up and maintain a list of care providers using this screen. This information appears in the
Figure 6-2: Completed Service Maintenance screen. After adding a provider, assign procedure codes to this
provider using the window shown in section 14.7.16. Once a provider is designated on a service contract, you
can apply corresponding procedure codes to the client’s order.

ES Provider Agencies E

Provider Maintenance -
Provider ID / Secondary Description

4343 I3 FEELEETTER

Fdit ||444 o HELFOORS

a e
hd

14.5 Change Coordinator ID

You may change Coordinator ID’s using the button by that name on the system functions menu. Once a
new Coordinator ID has been updated, all clients/employees associated with the previous ID will be
converted. If you wish to assign an existing 1D to another Coordinator, you will be issued a warning and
prompted to merge coordinators. If you respond YES, the system will merge all clients/femployees
associated with the existing ID to the new coordinator. If you respond NO, nothing will be done and a new
ID will have to be selected.

E3 Change Coordinator 1D

Change Coordinator ID m

Please Enter:

Coordinator: |I:UM, INGS ;"01585

New ID: |E|9984

Update |
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14.6 Auto Batch Status Report

Press the |Autobatch Status Report] button to generate a list displaying the contracts and the date of the
next autobatch is scheduled for a WOS.

02-Jan-02 1:51 PM Auto Batch Status Report Page 1 of 1
Jor 1/2/02
Al Contracts Not Auto Batched
Vendor Number Vendor Name Week Ending Next Auto Batch Date
580 INSTITUTE HLTH 1/4/02 11/26/01
585 INSTITUTE CARE 114102 11/26/01
587 INSTITUTE H.C. 1/14/02 11/26/01
Totals: 3

Figure 14-14 Auto Batch Status Report
14.7 Codes Maintenance

Use this menu to add both codes into the system. Your entries will be listed in the corresponding drop-
down selections available for fields appearing on the client, employee, and various other screens.

I Diagnosis Codes

Beaszon Codes Digtrict Codes

Category Codes Skill Codes

Refemnral/Discharge Topic Codes

County Codes

Work Codes Company Segment

Contract SitefArea Codes Department No's

Coordinator Team Codes Program Types

|
|
|
|
Pay Source Codes |
|
|
|
|
|

|
|
|
|
Doctor Codes | Procedure Codes
|
|
|
|

Alien ldentification Codes Level Care

Additional Codes Maint | E xit |

Figure 14-15 Codes Maintenance Menu
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14.7.1 Classification Codes 14.7.2 Reason Codes

These codes describe the type of care provided to Li
the client, i.e. HA Home Attendant.

8 Classification Codes HEE

Classf Code Description
H&
[

T

x

st of reason codes determined by Agency.

Reason Codes

Reason Codes

Code Description

L0
HIVE WAKER (Y 1F20-0THER 1. PATIENT USING PHONE)
R R L 0] I
TAN [TRN [ 1] = d
— = 8200 [ADJUSTED SERVICE HOURS/TIMES [sgeney 1'% Regul
d l|- Cancej
0105 [ADJUSTED SERVICE TIMES/HOURS [gensy I Heguj
| v Cancel
0106 [ALTERNATE DAY OF SERVICE [gery [ Heguﬁ
_ 5 l|- Cancel
Recsrd: 1] [T o ot ]p+] of 4 ; 0101 [DATA ENTRY ERROR [reney 1'% Regul
9 l|- Cancel
3864 [DATA ENTRY ERROR [reney <1 Regul
9 l|7 Cancel
FI_[FO14/RONG PHONEIPT HAS Tw/0 LINES) [reney 1'% Regul
* | " Cancel
14.7.3 Category Codes
List of agencies used.
ategory Codes
Category Code  Description
pou_| oo |
[8DULT HOMES |
M [8DULT MENTAL HEALTH |
[&ID5 ADLILT INSTITUTE |
[AID ADUILT PROJECT |
[BID5 INETITUTE - MCH |
[AID5 PROVECT -MCH |
[4ID5 PROJECT - PEDIATRIC |
[4ID5 PROVECT INDIRECT [BKLYN) |
[BSSERTIVE COMMUNITY TREATMEN]
THA [CERTIFIED HOMECARE AGENCY |
VCP |CHOICE LHCSA |
[CONGREGATE CARE AIDS PROJECT | -
Reeard M1 1T 1 b [l o 23 |
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14.7.4 Referral/Discharge

Reasons for discharge or referral of a patient. You are able to define existing or new codes entered as a Hold
reason code.

Referral/Discharge Codes

Referral/ o
Dischrg Code Description

[DIED ~]
[HOSPITALIZED || -] T ¥ ¥
[CLIENT INANOTHER INSTITUTION ]| -] r ~
[NO LONGER NEEDS EMF || -] ~
B ] [ALT SERVICE || -] ¥
[OTHeR I v T
[AUTHORIZATION EXP || -1 ~V
ENE [TEMF SUSPENSION || -] F ¥
| [ -] ¥ F T
’ [ I S~ ¥ T

Record: Hl 4 || 1k |H |H%| of 10
L

S

14.7 5 Doctor Codes
Doctor Maintenance m
- Doctor ID / UPN ID: 33438
Doctor Maintenancel =l Loth
astName: [MENNEY
Number  Desciription Address Phone 1t
[ T8 [OR THOMAS GRAD (7181 7456016 First Name: Initiak: [
ress1: [
1” 12687 |DH |. LECHER (718) 843-3366 Add !
Address 2: l—
i"% [oR THOMAS PP [516] 3652900 o l— Tt l_ e l—
== || 3373 |OR. THOMAS TUF [212) 2465888 Phone #: [[718] 3381616 Fax #:
ilm [oR THO OPPER.MD- (212] 2465688 = License H: M l—
1” 20643 |DH TiM (718) 854-5535
New HC Open I Exit d
ilm | EEEH [718] 6310072
I . I You may delete doctors from the Doctor Codes
HC Open i -

Hew = = = | Maintenance Module. Only those doctors not currently
assigned to clients will be deleted. If you select a
doctor assigned to clients for deletion, the system
displays a message listing the clients assigned to the
doctor and prevents the deletion.
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14.7.6 Work Codes

List of the codes for occupations and services
afforded by employees to clients.

B Work Lodes

Work Code Descrption

14.7.7 Contract Site/Area Codes

Different sites handled by your agency as per contract
requirements.

B Sit / Area Codes

0] %]

Site / Area Code Description

R
B [ROME HEALTH \
W] [Fv \
] [HOUSEKEEFING \
] [LVEIN \
[ oow \
] [MULTIFLE PATIENTS \
B ] [SHORT TERM \
County Code  De:
KINGS|
[z ] [QUEENS \
=]
Record: Ml—lﬂﬂﬁl of 8 Y
14.7.9 Coordinator Team Codes 14.7.10 Alien Identification Codes
List of coordinator/teams in your agency. Different documents required for identification of
individuals within your agency.
=
Team Description - —
T Top of the Iné ok Alien Identification Codes
B Ceconds —
Esit |
|EEE | |Buth Certificate |
[ ] [Cet U5 Civzen |
[ ] [Cet. OFNatwd |
Add Hew | |DEE | |End Pr. Wi Guam D.L. |
— [DLE | [Drivers License | &
|DSA | |Emp|uymentAulh Cad |
|DWE | |Federa|, State, City 1.D |
] Myl |
|DSE | |Nalive Am. Tribal Doc |
|SEB | |Sch00\ Fic1.D. |
B [Sacial Securty Card | M
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14.7.11 Diagnosis Codes 14.7.12 District Codes
Standard diagnosis codes for describing a client’s List of different districts covered by your agency.
health status. —
5 Dishrict Codes
& Diagnosis Codes [ [O] x|
District Code  Description
I 1 |
I R |
1] [Abdomin Aatc Aneuysm |
4] [ |
1] [Acoustic newoma |
[0z | [oUEENS |
[00.2 | |Agoraphabia |
[CODET | [OOddbttbbl ot |
(023 ] [AIDS fgenerel |
[F5 | [eoholic Newspathy |
(033 ] [Akoholim |
|331 0 ‘ |A|zheim5|'s Disease |
|89?.3 ‘ |Amputati0n [AKA) |
|89?.T ‘ |Amputati0n [BKA) |
|895.1 ‘ |Amputatian [tog] |
|DE4.12 ‘ |Amputatian [ransmetatarsal) |
|?35.89 ‘ |Amputee, bilateral |
|335.2 ‘ |r-\myulmphic Lateral Sclerosis | j
Record: M| 4 T 0 4
14.7.13 Skill Codes 14.7.14 Topic Codes
List requisite skills of your employees as needed for | List of various issues and topics to be covered in
the servicing of clients. training sessions of employees.
s
Topic Master
: Client Requirement/ ) Emp Skill Should Nat .
Skill Code: Emplopee Skil Count  Rating Type Language?  Match Client Reg Code Topic
il L [ F T i B 5T 7%
IE Numerc f CHILD AB/GROWTH DEY i)
fak E CHILD /48 GROWITH DEY ]
THEOLE C AW e W L 0 CHILD /480 DED HOSFIC 400
II: Hunri 5o 2]
o
= g DETH/DYING HOSPICE 400
065 J[ I[F e v [ T [EDPUPUFCONFHIVIB0SHA i
:: g:;“:“ 3 EdplCortHivT Busha 300
5 FIRE & SAFETY 300
mk [ g WP ! 10 [FRE SWETY FOANUTR I
) P e T [FRE SWLTYHMEVERG 0
ole
12 [FIRE SFTY/CHILD AR 400
[ (N[ Fw | © r
HENDAR [ Nunerc i M m
Recerds 14 4| 1o ] cf 58 y -
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14.7.15 Pay Source Codes
Create a list of pay source codes as needed.

Pay Source Description

m |

bc ] [eC |

[tH ] [cH |

B |

] ] |

e ] [Ma |

MC ] MC |

[ ] ] |

e ] [FC |

PR ] i |

[T ] [P |

Record: |1|<| 1 kK He| of 12

14.7.16

Create a list of medical procedures to be used by your
employees.

Procedure Codes

Procedure Codes

Procedure Code Maint

2 E

Visit Type/ Bill Unit Bill Entry Bill Equiv
Care Lvl/Classt  Trans Typ Pay Unit Pay Entiy Pay Equi

poe: T

Description/
Code  Provider ID

mmm FASTASFASRAGFASE | [ASSESEMENTVI |/ Py = [How &
TESTRAOVDER - :D How ] o -
g[8 _JFUCAOSE WOOD eFECT T e ] fpor -
e B :D How - ][Hos 2] [ 05
m\w TEsT Apor o -
TESTPROVDER : How ] o >
mzazzn TEST Y| [Py o 2] e -
TETRROVDER - :- How ] o >
mmm TESTOD Py o <o o] [ 00
EEE R How ] o -
ey [F2 T2 Jpor ] o -
e B Hou -] [Fowr >
A EE Apor o -
e CLEEE How ] o > o

Recard: 14 4 L0 [ of 10 {Fikered)

14.7.17

List the different units within your agency.

Company Segment

14.7.18

Create department codes and descriptions.

Department Numbers

= Company Segnen! Codes
B )
Company Seg  Description Department No Descri
[z ] [UMITE | ] | INTAKE |
14.7.19 Program Types 14.7.20 Level Care

Assorted kinds of health programs available to your
clients.

B PROGRAM LIST E

A list showing the various levels of care within your
organization.

B Level Care Codes

Team Deszcription
] Adult Care )y Level Care Code Descnption
LTC Lombardi Frogram — 0
5P Special Program Euit [ ] [SECONDARY |
— [TERTERY [
Add Mew |
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14.8 Additional Codes Menu
This menu allows access to more codes and fields that are used by the system.

Codes Menu

Codes Menu

User Field 1:

User Field 2: User Field 3:

Must Cover Codes

LCoordinator Maint Cluster Groups

Race Codes Maint

|
|
Supervisory Visit Results |
|
|
Tax Codes Maint |

Nurses | Mote Types

Exit |

Figure 14-16 Additional Codes Maintenance Menu

14.8.1 Referral/Discharge Types 14.8.2 User Fields

Create reasons for discharge of client from service. | You may create your own fields here for use on the
Contract and Service Maintenance screens.

& Referral/Dschg Type Codes M=l &3

Relerral/Dschg Type

User Field 1: Desclipfion
[ \ [DECEASED |
i [EMEOLATORY [
14.8.3 Must Cover Codes 14.8.4 Supervisory Visit Results
Used in the client screen to determine whether the & Supervisory Visil Resulls RE |
coordinator must fill the client’s visit assignments. m m B
Aol Code_ Decrplon
B b| [ODES FOMPETENT]
m CODE1 FAILURE
Must Cover Code Description _W
Dl M CODE3 MEEDS TRAINING
|Must Cover 1 |
CODE2 SLOPPY
Must Cover 2
El Must Cover 4
|Must Cover§ |
El Muszt Cover B
Must Cover 8 ]
ljl |Muswwe{9 | Record: |1|< | 1 k| rrt]of 5 A
Record: I<| 4 II 1 » IDII’*I of 10 _/
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14.8.5 Nurses

Create a list of nurses in your employ. Used in the
nurse visit screen.

urse Nuise Emplopee?  Employee ID
B Ir [
F
S
v
Fiatchett vV 464689090

14.8.6 Note Types

Use this screen to create different types of notes.
The checkbox option “Print Notes on Client
Schedule” is checked by default but you can edit it
by removing the check. This allows you to exclude
certain notes types from appearing on the Client
Schedule report when Notes is checked in the
INCLUDE section of the report menu form.

ﬁg MNote Types !E

Print Notes On Client

Description Schedule Report

EeC e I R

CANCL CENCEL WISIT v
DISCH CLIENT DISCHARGE ¥
COUN COUNSELING il
DFSUFF DUTY FREE SUPPRESS i
DISF DUTY POST v
CANTE] EvaL 70 CLIENT [
|| [PERF PERFORMANCE I
REACT [FEACTIVATE WISIT I
SCHED SCHEDULE CHANGE il
SHPCLT, SHARP CLIENT NOTE v

]

Record: I1| 4 ” 1 _» |>I |Hﬁ| of 16

14.8.7 Coordinator Maintenance

14.8.8 Cluster Groups

Use this screen to view/set up codes for your cluster
. groups. Enter these codes into the Group # field on
Coordinators :
the Cluster Maintenance screen.
» Coordinator: Im B9 Cluster Care - Groups [x]
View Cluster Group =
First Mame: |ANDFEEA eifen G kres Bty Bedls
5 | ] I
Middle Initial: [&" [ [ ——
R | I
Last Mame: IANDEHSDN = e I |
= lIIIEmupNB Il |
= ] N —————
s | I
Banking Effective: I i «
ﬂ El;l
Record: I1| i || 1k |>I|Hc-| of 17
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14.8.9 Race Codes

EE} Race Codes |

SH PH
Race Code Code Code

BT
F_]
-
S
]
|

Description
American Indian/blaska Native

| |Asian or Pacific: lslander

| |Elack not Higpanic

[N
[wH

| ||nfnrmahnn Not available

Gl

|
|
| [Hispanic ]
|
|

| |White not Hispanic

L]

Recard: 14| 4[] T b M| of e

Race Codes displays four column headings: Race
Code, SH Code (Sharp), PH Code (Pro-Health) and
Description. All existing entries may be edited with
the PH Code and Description being the only fields
that the user can change. Any new records require
all fields to be filled.

Tax codes
‘ HE}Tax Codes !E X |
|

Tax Code Tax it Descri

[ am] [FONFERS |
[ m9] [Mo Pay |
[ 7] [NEW JERSEY |
[ 33 [NEWw/ YORK |
I [ =] [FENHSYLVANIA |
| [ 7] [COMNEETICUT |
| [ 9 [NO Pay |

Record: 14| 4 I FURL L

Tax Codes which displays three column headings:
Tax Code, Tax #, and Description. You can edit an
existing code directly on the Tax Codes form. Any
new records require all fields to be entered. The
Tax Code field accepts only two values: “S” for
State and “C” for City.

System Functions
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Chapter 15 Security Features

The HC Plus security system allows you to create security groups whose members have permission to fully
access and modify certain modules—but may have no or fewer rights to other modules. Each HC Plus user
is assigned to a security group, inheriting that group’s defined permissions. If your security level precludes
you from certain functions, the relevant access buttons will be grayed out.

15.1 To access HC Plus security features

Scheduling Main Menu

Scheduling System

System Functions

Location Maint

FAMILY HOMECARE (001) Tuesday, August 02, 2005

Schedule
Maintenance

Veiily Schedules Provider Maint

User Maint

Contract M aint

Enter/View Orders

Daily Functions

About BReports | Compliance |

Ezit Scheduling |

Group Maint

LClient Maintenance

I
Lhange Coordinator |
|
|

LCodez Maintenance

Select Location System Functions

Exit |

Figure 15-1 System Function Menu

You can access all of the security features by clicking on one of the following buttons on the Systems
Functions menu:

User Maint | Group Maint

15.2 To view a list of current users

Press the button on the System Functions menu to see a roster of users—and, depending on
the permissions of the group to which you belong—you may set/change a user’s password, security levels,
etc. A check in the Logged in field signified a user is currently online.

oo

| User List I -

Mame Initials Logged In?
|ﬁ3«DELﬁ3«EHUZ |AD

il [sDMIN B
il [sLEETR [aL
ﬁl [ELiZBET?3 [EB
ﬁl [JENNY42 jc
ﬁl [LiMaHD [LH

I

ﬂl HC Plus I jl

Figure 15-2 List of Users

| Y A S
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15.2.1 To view the security profile of an individual user

1. Click on the **| button to the left of a user’s name. The screen (on the left) appears giving general
information about the user, such as his/her name, password. You may change the information in any
of the data boxes.

2. When you click on the tab, the screen on the right appears showing the group of which the
user is a member. For example, DAN is a member of the SECURITY ADMIN group and is allowed
access/permission to all HC Plus features other members of that group are entitled.

3. You may use the and the buttons to assign this user to any of the available

group(s) shown. (Use the >> and << arrows to simultaneously enroll the user as a member of all

groups or to remove him/her from all groups.)
User Account Maintenance I

User Account Maintenance I

General Info | Groups |

General Info Groups |

User
’7 Mame: |ADMIN ‘

— Group Membership

Hame: M Logged On:[v
Password: l""— Hidden User["
Initials: IW
Area Code: lﬁ
Location: M

tember OF:
EMPLOYEE SCHEDUL OVERTIH

Available Groups:

COMPLIANCE

COORD SUPERVISOR S
COORDIMATORS _I
HR EMPLOYEES

NURSES
PAYROLL Ll

PR SUPERVISOR
SFEIRITY ANMIN x| xcRemoe

a
@l HE Plus i El

@ HC Plus ] E

15.3 To add a new user

Click on the button on the bottom of the Figure 15-2 to enter new users into the security system. A
blank screen appears. ADMIN users have the ability to create hidden users.

User Account Maintenance

User Account Maintenance I

General Infa I Groups I

Mame: “ Logged On:[—
Password: I Hidden User:["

Initials:

I—
Area Code: I—

Location

il
@ HC Plus [ E

Figure 15-3 New User Entry Screen

1. Fill in all the user information, that is, Name, Password, Initials, Area code, and Location.

2. After filling in the data, press the Groups tab. A screen appears allowing you to assign this new user
to one or several groups.
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I
User Account Maintenance

User Account Maintenance I

General Info I Groups I

NHame: I] Logged On:[—

Password: Hidden User:["

I—
Initials: I—
Area Code: I_

Location

|
@I HC Plus i &l

Figure 15-4 Assign a New User to a Security group

3. Usethe button to move an available group to the Member of window, thereby assigning this
user to that group. As a member of a group, this user is entitled to all the security permissions allowed
to other members of the group.

15.4 Security Group Maintenance
The definitions of a group’s security levels are set up using the procedures detailed in this section.
15.4.1 To view a list of Security Groups

1. Pressthe button on the System Functions (Figure 15-1) menu to view a list of the
current security groups.

Security Group List

Security Groups I =

Group Name
ICLIENTS

e | IEDMF’LIANEE

o | ICDDFED SUPERWISOR

e | IEDDHDINATDHS

e | IEMF'LDYEE SCHEDUL OVERTIME

won ||HF| EMFLOYEES
o |INL|F|SES

Mew HC Plus I g+

-

e
Figure 15-5 List of Security Groups

15.4.1.1 To view a Group’s security profile

1. Click on the [**| to the left of a group’s name. The group’s general information screen appears (see
below).

2. Click on the tab to view all the Current Members of this group. You may use the and
<< Remove|

the << Remove| button to assign or remove any Available User.
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Security Group Maintenance Security Group Maintenance

Security Group Maintenance I Security Group Maintenance I

General Info | Users | Group Pemissions | GenaralInfo Users. | Group Pemissions |

Group
’7 Group Name: SECURITY ADMIN |

— Gioup Membership

Group Name: |[SECURITY ADMIN
Current Members:

Available Users:

Hidden Group: ™ ATHOMAS

«l
FnLnEr\:’AESDN j << Bemave
gmp HCFlus i EI—‘l | —&. ﬂ“ll

3. Click on the Group Permissions tab to view (and modify if you are authorized to do so) the security
profile of this group.

Security Group Maintenance

Security Group Maintenance I

Gemeral Info | Users  Group Permissions I

Prewiew Permizsions

Group Hame: I SECURITY ADRMIMN
FPrint Penmissions
Avwailable Categories — Awailable Objects for Selected Category
o User/Group Maintenance - = z;:gn;lts.:éoggiggt
Cliemt Contract M aintenance
Compliance Scheduling Defaulk Setlings
Ermployes Codes Maintenance I Ellewtccess
Santrax Location Maintenance
Scheduling Print Archived Reports
Werification Overide Travel Amount I Ellavw UEdate
Mizcelaneous Provider Maintenance
Frint Screen Auta Batch On Demand I} el el
Update Proc/wCASC For Holidaw
Change Coordinator ID's I Al el
Batch Transfer
Grant Full Rights | Clazs baster - I
STOP HC Plus h R+ |

|
Figure 15-6 A Group’s Security Profile

A list of ‘Objects’ (screens, reports etc.) is displayed for each Available Category. The checkboxes on
the far right allow you to see the checked-off level, that is, the ‘rights’ every member of this group has to
the highlighted object. In the example above, every member of the SECURITY ADMIN group may
access, add, and delete Codes as part of his/her Administrative activities.

Note: As you go down the list of categories, highlighting each one, a corresponding list of available objects
for that category is displayed in the center of the screen.

Once you highlight a particular object, then the checkboxes on the right display the levels of permission for
that object.

You may create a report showing all the permissions granted to the group by pressing the
buttons. See the Figure 15-10 Group Permissions Report.

A full list of all the objects related to each available category appears in the next section
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15.4.2 List of Security Categories and Objects
The following table lists all the objects that belong to each security category.
Available Objects

Categories

HC Plus User Manual

Administrative

Compliance

Santrax

Security Features

Uzer/Group Maintenance
Scheduling Default Sethings
Contract M aintenance

Codes Maintenance

Location Maintenance
Overnde Travel Amount
Provider Maintenance

Frint Archived Reports

Auto B atch On Demand
Change Coordinator 1D

Batch Transfer

Claz=z M aster

Topic Code Maintenance
"weekly Carfare Log

R eturn Employees From History
Clinical Data Export For Contract

Compliance Code Maintenance
Caompliance "Worksheet

Compliance Employes Update [All Employ
Employee Compliance Letters
Compliance Reports

Employee Compliance

Capture End of Maonth History
Compliance Profile Defaults

Employee Frofile Codes

Compliahce Appointrents

Santrax Call Exception
Wizt b aintenance lmpart
Export To Santrax

WMS Trangsactions Report
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Client

Employee

Security Features

Client/Service Maintenance
Diagnogis

R equirements

Excluzions

Correct Client Discharge
Readmit / Dizcharge

Hold / Fezume

485 Control File Maintenance
485

485 Remowve Signature

M edications

Murze Visits

Compliance

HC Plus User Manual

Link A nlink Clientz

Client Activity Beport

Client List Beport

Cluzter Maintenance

Client Information Praofile B eport
Service Diztribution Report
Referral Repaort

Care Plan

Client Motes

Ewpiring Care Flan Report
Admizzions By Doctor

Service Admit / Dizcharge Report
Service Cenzus Report

ZNoTE

Hold/Resume Repart

Under Aszigned Client Report
Doctor Caze Count Repart
Clent Admit/Discharge Report
Client Cenzuz Repart

Client Haold Report

Sharp Client Statuz Higtary
Murze Yisit Reports

Change Mame / 55K
Supprezs Client Duty Free
Overfe Service End Date

For authorized users who [Suppress Dut§ Free|for a client, the system will

generate a warning message and the user will be forced to enter a note. This
note will be recorded in the Client Notes. If Duty Free is suppressed on an
individual visit and the user does not enter a note, the system will
automatically generate a ‘Duty Free Suppression’ note in the schedule
History module. If the user does enter a note, it will be appended to the
system-generated note. The Change Log report will also display the system-
generated as well as the user notes associated with the duty-free suppression.

Emploves Maintenance
Aeailabiliby

Emploves Contract Azsighment
Skillz

Training

Supervison Yisits

Payrall | nformation

Status Change
Ermploves/Contract Exclusions
Emploves Exclugions
Ermploves List

Temp Rate Change

Ermploves Profiles B eport

Compren o o

Emploves Labels

Ermployes Hours Worked Report
Employes Overtime Repart
Training Reports

Employes Mates

Frint Employee Training Certificates
Mon warking Employes Report
Emplovee Harp Report

Sharp Employes Status History
Garnizh Balance

Direct Deposit

Payroll Adjustments

Fauroll Deductions

Paproll Deductions f
Allows Owerride of Overtime Restrictior,
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Note: The security option ‘“Temp Rate Change’ will work in conjunction with the ‘Payroll
Information’ security permissions. If a Security Group has Allow Access and Update rights
assigned in ‘Payroll Information’, then the new ‘Temp Rate Change’ security option will have
Allow Access and Update rights automatically enabled. However, if the Security Group has only
Allow Access enabled in ‘Payroll Information’, then the ‘Temp Rate Change’ security option will
only have the Allow Access right enabled. The Allow Update will have to be set manually to
allow the Security Group access rights to update the temp rate field on the employee payroll
screen.

. YView/ M adify Orders

SChedUIlng Client/Employes Schedule Maint
Copy Schedules Fonward

Scheduling Repoartz

Change Log Report

Pending Report

Client/Employes Schedule History Re
Client Starting Times Report

Allow Azzign Employes To Contract

E =piring Orders Report

Werified Yisit Count Report Employee Taszks

Allaw Owerride of Mo Entry P/R Hrs Show Employes Rates on Schedule

Special Codes Report | Apply Santrax Calls
Verification Yerfication Mantenance

Billing Exports

Batch Processing

Find Urnapproved Special Codes
Billing Adjustments

Update Misc. Hours

Call Tracking

Droctor's Orders

Mate List

Referral Tracking

Print Timeshests

Completed "isit Summary Repart
YWMS Statistical Beports

Miscellaneous

. Print Emplopes Compliance Detail
Print Screen Print Employes Search Lists

Print Employee Scheduleferification
Frint Employee kMaintenance

Security Features 15-294 Rev 11.5



HC Plus User Manual

15.4.3 To Create a New Security Group
New Security groups may be created and ADMIN users have the ability to create hidden groups

1. Click on the button on the bottom of the Figure 15-5 to define new groups for the security
system. A blank General Information screen appears. Enter text in the Group Name data box.

Security Group Maintenance

Security Group Maintenance I

General Info IUsers | Group Permissians |

Group Name:

Hidden Group: ™

HC Plus i El

|
Figure 15-7 Security Group—General Information

2. Click on the Users tab to assign users to this new group. In the example below, two users MJOSEPHE

and ATHOMAS were added to the ‘EXAMPLE’ group.

Security Group Maintenance
Security Group Maintenance I

General Infa Users I Group Permissions I

— Group

Group Name: I ExabdPLE

—— Group Memberzhip

Awailable Users: Current Members:
AN -

AMARTINEZ
ASTUCKEY

ATHOMAS

CPHILLIF
CRODRIGUEZ

CVANDERWIEL
DMARSHALL <
FMURR&Y = << Bsmove

51 EwWERMK

HC Plus . El

.
Figure 15-8 Security Group—User Membership
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15.4.4 To Set a Group’s Security Permissions

After creating a new security group, you may set up rules authorizing users of that group to view, perhaps
change, specific HC Plus features and functions.

1. Click on the Group Permissions tab of the Security Group Maintenance screen. The response
window below appears.

Security Group Maintenance

Security Group Maintenance I

General Info | Users  Growp Pemissions |

Microsoft Access X
A Fermissions for this group are not set, I
Whalld you lke to copy existing permissions from another group?
Cl |
G Mo
Ei
Santrax CoCaton Marterarice
Scheduling Frirt &rchived Reports
Werification Override Travel Amount FE allow Update
Miscelaneous Pravider M airtenance
Print Screen Auto Batch On Demand [E Allow Add
Update ProcAWC/SC For Haliday
Change Coordinator 1D's J& Allow Delete
Batch Transfer
Grant Full Rights | Clazs Master LI
SToP HC Plus i & |

2. Press|No| to define a new permission table for this group as shown in Figure 15-9—and proceed to
instruction 3. (However, click the button if you want to select a previously defined group and to
adopt its permission arrangements for your new group; a selection window appears (below) allowing
you to choose the “‘parent’ group.)

Security Group Maintenance

Copy Group Permissions

-
[F Copy Group Permissions
Select the group whose exriew Permizsions
Gre permissions you'd like to copy:
Print Permissions
P . SECLIRITY ADMIN -
Available Categorii EREETNN
COORDIMATORS mizsions for ——
VIEW OMLY ected object
COMPLIAMCE
Campliance CLIENTS
Employee HR EMPLOYEES oy Aeoess
Santrax PR SUPERVISOR
Scheduling COORD SUPERYISOR
Yerification MURSES AllEyll B ate
Mizscellaneous EMPLOYEE SCHEDUL OWERTIE Y I | Al bl
Print Screen
STOP He Open | EL‘| I | Al Delete
Grant Full Rights

HC Flus '

Lt

Select a Category, for example, Administrative. The “objects’ for which you will grant permission
appear in the center panel of the screen.
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Security Group Maintenance
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General Info | Users  Group Permissions I

Group Name: I ExAMPLE

A le Cat Available Dbjects for Sel d Caten:
Uszer/Group Maintenance -
Contract Maintenance

Compliance Scheduling Drefault Settings

Emploves Codes Maintenance

Sartrax Location Maintenance

Scheduling Frint &rchived Reports

Yerification Override Travel Amaount

Miscellaneaus Provider Maintenance

Print Screen Auta Batch On Demand

Grant Full Rights |

Prewiew Permissions

Print Permissions

Update ProcWCASC For Holiday
Change Coordinator ID's
Batch Transfer

Clags Magter LI

¥

— Permizzions for
zelected object

I~ | Al becess
I~ ey Wpdate

™| Aoy fidd
I | Sllay Delete

HC Plus k

s

Figure 15-9 Creating Security Permissions
4. Highlight an object from the center panel.

5. Click on the ‘permissions’ you wish to give to this group for the object. In the example below, every
member of the group will be allowed to add (but not delete) codes within the Codes Maintenance

module.

Available Categories

Clignt
Carnpliahice
Employes
Santrax
Scheduling
Yerification
Mizcellaneous

— Available Dbjects for Selected Category ————— |

Uzer/Group Maintenance
Scheduling Default Settings
Cantract

Provider Maintenance
Print Archived Reports

— Pemissions for
selected object

W Allow Access
v Allow Update

V| &llow fdd
[~ Allow Delete

6. Repeat steps 4 and 5 until all the permissions are assigned to this group.

Available Categories

— Available Objects for Selected Category

— Permiszions far ——

Adriniztrative YiewModify Orders solected obiool
Cliert Client/Emplayee Schedule Maint l
Compliance Copy Schedules Forward
Employes Scheduling Reports I Lllow Access
Sarntras Pending Report
. duling Change Log Report
erification Client Starting Times Repart I~ &l pdate
Miscellaneous Client/Employee Schedule History Report
2l on Emplopee To Contract I~ Al fedd
Expiring Orders Feport
Werified Vizit Count Flepart I Al Delets
Available Categories | — Available Objects for Selected Category ————————————————
- — Pemissions for
Admiriztative Sfantraxltall E=ception ccllaetied) alsjet
Cliemt Wizt Maintenance [mpart
Compliance Export To Santrax
Employes i zorepancy B epork V' Allow Access
Scheduling
Yerification I~ | Al pdate

Mizcellaneous

| o 2ol
[~ &llow el
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Shortcut Note: If, after highlighting an Available Category, you press the button |Grant Full Rightsl, you
can simultaneously award full rights to every object in that category. A confirm window appears as shown
below; click Yes to proceed.

Security Group Maintenance I
Microsoft Access
& This action wil grant FULL permissions sions
for the ADMIMISTRATIVE category. ons

Warning: This action cannot be reversed automatically.
You wil have to remove permissions manualky, T
Do you want to continue?

T - -
Provider Maintenance
Auto Batch On Demand ™| llaw ddd
Update Proc/AwCASC For Holiday
Change Coardinatar (D's I} £l Delete

Batch Transfer
Grant Full Rights I Clazs Magzter LI

HC Plus ' El

7. Press the [Print Permissions| button to print a report” showing all the ‘rights” given to this group.

CATEGORY OBJECT HNAME Alow Access  Allow Update  Allow Delete Alow Add
GROUP: | EXAMPLE |
[Administrative |

Codes Mantenance W W] O ¥l
[Scheduling |

Allow Assign Employee To Contract %]
|Sa.n1rax |

VNS Discrepancy Report W]

Figure 15-10 Group Permissions Report
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15.4.5 To Remove a Security Group

1. View the list of Security Groups (Figure 15-5). Click on the [** to the left of the group you want to
delete. Its General information screen appears (see below).

2. Press the trash icon. A confirm window appears. Click Yes to remove the group.

Secunty Group Maintenance

Security Group Maintenance I

General Info I Users | Group Permissions |

Group Name: IEXAMPLE

Scheduling & Compliance

0 Syztem will perform the following tasks: @

* Remowve this group's object permizsion settings.
* Remaowve this group's wger membership.
* Remowve this group from the list of groups.

Do you want to continue?

IR

Figure 15-11 Deleting a Group
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Chapter 16 Frequently Asked Questions (FAQ’S)
16.1 How to handle a client cancellation

1. Click in the day cell to cancel

2. Click “Client Cancel.”

3. Enter Reason Code, i.e., Client Refuses Service, Family Takes Responsibility, etc.

NOTE: If “No Entry” is selected, the system will automatically cancel service and pay the employee 2
hours for no entry

4. Press the Exit door

16.2 Client cancels for more than one day
1. Click in the first day to cancel. Click “Client Cancel.”
2. Enter a Reason Code.
3. Check the Days of the Week you want to cancel.
4. Press the Exit door

NOTE: Service is cancelled for the day(s); and the employee is released from the schedule.

16.3 How to handle an employee cancellation
1. Click in the schedule’s day cell.

2. Click Employee Cancel.
3. Enter Reason Code, i.e., Employee Sick, Vacation, etc
4. Click Set Payroll Hours to Zero only if you do not want to pay for sick, vacation, etc.

5. Press the Exit door.

16.4 Employee cancels for more than one day

1. Click in first day to cancel

2. Click “Employee Cancel”

3. Enter Reason Code, i.e., Employee Sick, Vacation, etc

4. Click “Set Payroll Hours To Zero” ONLY if you do NOT want to pay for sick, vacation, etc
5. Note the “Thru Date” is the ‘week ending’ you are presently in. (Change if necessary.)

6. Check the “Days of the Week” to cancel.

7. Press the Exit door

NOTE: To pay vacation/sick in bulk time, click the VVacation/Sick/Holiday button located at the
bottom right of the screen and fill out the window.

16.5 Enter atemporary replacement
1. Click in the day of the open schedule (red box)
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Enter an employee name in the employee field.

Make sure “T” appears for temporary, next to employee’s name

Press the Exit door

Enter a Reason Code on the next screen.

Close its Exit door

16.6 Enter areplacement for more than one day

1. Click in first day for temporary replacement (red box)

2. Enter employee name in the employee field

3. Make sure “T” appears for temporary, next to employee’s name

4. Click “Copy”

5. Enter Reason Code

6. Close the door

7. Note the “Thru Date” is the ‘week ending’ you are presently in (change if necessary).
8. Check the “Days of the Week” for replacement

9. Field: “Copy What”, click “Employee”

10. Click “Copy”

16.7 Client refuses home attendant/employee

1.

2.

8.

9.

Go to the Client Schedule

Click on the first day you want to remove the h/a.

Click on Client Cancel.

Reason Code is: ‘Client Refuses home attendant.’

Check the days to remove h/a

Check the Only Employee checkbox. (The attendant’s name is printed alongside.)
Check Permanent cancellation.

Check Add to Exclusion List.

Check Leave as open shift.

10. Press the Exit door

11. The order is now displayed in RED / open to be filled.
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16.8 Permanently remove an employee from a schedule
1. Go to the Client Schedule.

2. Click on the first day you want to put in a permanent replacement.
3. Highlight the employee’s name you need to remove.

4. Type in the new employee’s name.

5. Tab and change the “T” to a “P” for Permanent.

6. Click on Copy.

7. For the Reason Code, enter ‘Schedule Change.’

8. Click on the Days to change

9. Click on the Employee.

10. Click on Copy.

16.9 Exclude an employee from working with a client

1. Go to the Client Maintenance Screen

2. Click on Exclusions

3. Type in employee’s last name, first name
4. Tab to text field.

5.  Type in reason for the exclusion

Note: You can also go to the Employee Maintenance Screen and do the exclusion from the employee
maintenance screen and exclude the Client.

16.10 How to handle unscheduled visits
If a home attendant calls in that he/she will not be in because of illness:

1. Goto the Client Schedule screen.

2. Locate the day employee will be out.

3. Click inside the day.

4. Click on Employee Cancel.

5. Select the correct reason (remember Payroll hrs is set to zero).
6. The order is now open and RED.

7. Click in the red schedule.

8. Fill the order with a temporary replacement.

If you have an UNSCHEDULED VISIT and this appears as RED/GREEN, you have two options.
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Option one:
1. Ifthere is an order in green below the Unscheduled Visit, you must first cancel the employee for

the green visit.
2. You now have a RED open order.

3. You can fill this red open schedule with the name of the employee from the Unscheduled Visit.
PAYROLL will verify these hours and the Unscheduled Visit will disappear from the schedule.

Option two:
1. Ifthere is an order in green below the Unscheduled Visit, you must first cancel the employee for

the green visit.
2. You now have a RED open order.
3. You can do an agency cancel on the red open order.
4. You must now enter the scheduled hours in the Unscheduled Visit.

5. Payroll will verify this call.

16.11 How to handle twenty-four hours cases
If your agency is doing tasks and the home attendant does not call out with the task codes at the end of a

24-hour visit, an Unscheduled Visit will appear. There is nothing you can do to remove this visit. This is

an alert to the Field Department that the home attendant made an error.

16.12 Paying for sick time
In HC Plus the default payroll hours for sick and vacation time has been set to zero.

When an employee calls in sick and you cancel the employee from the schedule, they will automatically
have no hours for sick time.

If you wish to pay them sick time:

1. If the employee is going to be out for only one or two days, you can remove the check mark on Set
PAYROLL hours to Zero and this will automatically pay sick time.

2. If the employee is going to be out for more than two (2) days, leave the checkbox marked.

If you then want to pay them for more than two days sick, do the following:

1. Click in the black box in the scheduled day and type over the ZERO and type the amount of hours
to pay.

When you receive the doctor’ note for the employee that was out sick:

2. Go to the Client Schedule.

3. Click in the black box (sick). Type (over the zero) the correct amount of hours for the days out.

Remember to give the Fiscal department the timesheet with the doctors’ note.

16.13 Payroll Steps after the Auto batch is run
l. Click on Verify Schedules on the Main Menu:
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12.

13.
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1. On the Verification Menu, click on [Verification Report|. The report will show you verified
and unbatched time sheets.

Enter the W/E Date.

Enter the Contract Name from the drop down menu.

Click on View.

Examine the Verification Report.

Check if W/E date is correct and change if necessary
Check on Un-Verified transactions.

Print—and determine if time sheets need to be verified and added to a batch.

© © N o g &~ D

Repeat with different week ending dates to insure there is nothing outstanding.
10. Exit to the Verification Menu.

Click on Batch Listing on the Verification menu

Select New Batch.

Select a contract—Contract is your agency name.

Enter the Week Ending date

Click Create New Batch.

Click Add Time Sheet.

A list of Santrax Client Time Sheets appears.

Click on each time sheet to be added.

Click on add Selected.

Answer Yes.

Click on Next Page and repeat the above instructions until all time sheets have been added.
Click on Show Non Santrax Clients, if necessary add these time sheets to the batch
Repeat steps 1, 2 & 4 and check off Multi Week to create a mixed batch.

Repeat steps 5 though 11.

Out of balance

Any batched that are out of balance will have a red star to the left of the batch
Click on Modify Header

Click on the out of balance batch

Correct Header

Click on Save Header.
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6. Click on View Unbatched Time Slips, enter the correct week ending dates and contract name. This

report helps to insure no verified time slips are outstanding and need to be added to a batch.

V. Once you are sure all is correct:
1. Click on Batch Listing

2. Click on Transfer All.

3. Wait about 10 minutes.

4. Logon on to Sandsport.

5. Atthe Command line: QS

6. Continue as you normally would for the edit

7. Don’t forget to enter your 200’s.
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Thank you for using HC PLUS
If you have any questions or comments please call
Client Relations at 516/484-4400 ext. 552.
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