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CLOSED VISIT CHECK 

Before you can begin the billing process, you will need to check the billing period for any 
Scheduled visits.  If there are scheduled visits they will not bill or pay and they will not 
show up in the Visit Approval Dashboard. You will want to Close, Cancel, or Delete these 
visits. 

For visits that are still in the status of Scheduled, these visits can be identified by going to the 
Visits page and searching for all visits still in the status of Scheduled with a date range ending 
yesterday. These visits will need to be manually closed, canceled, or deleted as appropriate. 

 

To cancel the visit(s),  

• Select the visits 
• Click the Cancel Visits button 

 



 

To delete the visit(s), 

• Select the visits 
• Click the Delete Visits button 

 

 

 

 

To close the visit(s),  

again filter for the appropriate visits on the Visits page. Next, close the visit either by 
clicking the edit (pencil and paper) icon and closing it individually, or selecting all the visits 
you wish to close and clicking the Report Visit Completion button. Be sure to put in the 
appropriate clock in/out times, whichever method you choose.  

If desired, you can also click on the book icon and report care plan items as needed, 
and/or click on the paperclip icon to upload a copy of supporting documentation (such as 
a scanned timesheet).  



 

For an alternate approach, see Closing On Hold Visits using the Visit Approval Dashboard. 

 

VISIT APPROVAL DASHBOARD (VAD) REVIEW 

Filter for Needs Action and the date range, then click the turquoise View Report button, 
and the list of all visits in the past week which need your attention will be pulled up. 

 

Note the visit count will appear next to your buttons after searching for visits. 

After clicking the View Report button, a list of visits will populate below. To view more 
details, click the pencil "edit" icon at the end of the row to open the visit's full detail 
report.  

 

https://ankotahelp.helpsite.com/articles/22250-closing-on-hold-visits


If a visit has been held up for review, most likely there is a violation of one of your 
company rules. To begin your visit review, scroll down to the bottom of the page to view 
the full report. Anything requiring review will be flagged in red. In the example below, you 
see numerous rule violations. 

 

 

 

These line items are purely calls to action. Clicking on each red warning and marking it as 
resolved is for recordkeeping purposes only.  

For example, in the screenshot above you see there is a warning that the pay amount is 
zero. To correct this, you would open the caregiver's profile, enter a new pay rate, save, 
and then return to the Visit Approval Dashboard to mark this item as resolved. 



 

 

 

 

 

Once you entered the update and clicked Resolve, this would update your record and 
change the warning to a Resolved status in green. 



 

 

Similarly, each of the remaining red warnings would need to be reviewed and action 
would need to be taken before marking them as resolved. 

 

Re-run Rules for Selected Visits 

Within the Visit Approval Dashboard there is a button called Run Rules. If you select the visits by using 

the checkboxes to the left and then click Run Rules, the selected/filtered visits have all rules run again. If 

an error that was flagged on the visit no longer applies, the violation will be marked Resolved and the 

red line will turn green with the current date and time in approximately 2 minutes. 

 

• This function is limited to 1,000 visits maximum. If more than 1,000 visits are filtered, a pop-up 

that says "Rules can be re-run only if there are 1,000 visits or less selected. Please select fewer 

visits" will appear. 
•  If no changes are identified there will be no update on any violations (whether approved or not) 
• Expected violations will be affected include missing IDs, missing authorizations, missing bill 

rates, missing pay rates, etc. 
• Wait 2 minutes after clicking the button to take effect 
• Run Rules can only be used once on a visit, so complete all updates before running 

rules 

 

For example: John Doe was entered without a Medicaid ID. An admin goes in to review visits from last 

week and realizes the issue affected every visit from last week. She fixes the Medicaid ID, then re-runs 

rules on last week's visits for John. She waits 2 minutes, then refreshes. Each Medicaid ID violation is 

marked as resolved by the system. If that was the only error, those visits no longer need approval. 

 



 

 

CALCULATE BILLING 

Important Note: Data is exported to Authenticare upon billing (completed status). 

Ankota users will calculate billing regularly as part of the process of ensuring their invoices are timely 

and accurate. In order to calculate billing, please note that you will first need to ensure that visits are 

closed and approved, and any exceptions have been addressed. 

To begin, go the Main Menu, click Billing, and then click Calculate Billing/Payroll. 

 

 

Next to Operation, select Billing - Client from the drop-down menu and enter the date range. Best 

practice is to  set the start date to your Ankota start date to ensure any previously unbilled visits are 

visible. Please note we will never bill for the same visit twice, so there is no danger in choosing the 

earliest possible start date. The system will only pick up the the unbilled visits. 



 

NOTE: for clients that do not need to review billing drafts (such as clients that ONLY use the billing 

process to trigger sending data to an aggregator), you can change the status to Complete. This enables 

you to skip the Billing Report page review and go straight to complete. 

 

 

If you wish to filter for a particular payer, client, visit category, or visit type, you may also do so at this 

time. 

 

 

When you are ready, click Search for Billable Items. A list of visits will appear. 

 



Closed visits can then be previewed and reviewed for issues, such as a zero rate, and then investigated 

and corrected.   

 

When ready to bill, click the Create Invoice button.  

 

 

RE-DELIVERY 

IMPORTANT NOTE:  

the following applies in New Hampshire only AFTER the visits have been billed.  

Unbilled visits can NOT be exported to Authenticare per the state  

(as all exported visits require being billable). 

Data Exports/Single Visit Export Correction 

Individual visits can be exported manually from the Visit Approval Dashboard using the 
Export Vist button inside the visit details.  Data exports are set up during your 
implementation or as the new data exports are required by the state. Generally, initial 
data delivery occurs either as your visit status changes at regular intervals, OR upon billing 
automatically, but visits can be exported manually as well. Some companies do this 
because they do not use Ankota billing, and others use the manual export after correcting 
rejected visits. See your state workflow for further details on when your data is exported. 
Please note the individual visit Export button is the ONLY way to re-export a previously 
accepted visit. 

https://ankotahelp.helpsite.com/categories/20170-aggregators-clearinghouses-and-state-portal-guides


 

 

This individual visit export function on the Visit Approval Dashboard is most useful when: 

• the visit needs to be re-sent without any alteration 
• when the visit needs to be sent with a Reason code or Action code change 
• when the visits needs to be re-send after having a new visit ID assigned to it 

(typically a Netsmart issue) 

 

Please note key information on the visit such as date, time, or visit type cannot be changed 
if the visit has a completed payroll or invoice. 

 

For example, a visit has the wrong reason code and receives a rejection response. To 
adjust the reason code,  

• Open the Visit Approval Dashboard 
• Filter for the appropriate visit (likely by searching by Visit ID) 

o Don't forget to expand the date range 
o Don't forget to set visit status to All 

https://ankotahelp.helpsite.com/articles/88104-add-to-visit-id-functionality-new-visit-id-for-exported-visits


• Click Approve Visit 
• Select the Reason and/or Action code(s) needed 
• Approve 

o  

 

Then, to export the individual visit (while still in the same location in the VAD), 

• Click the Export Visit button 

 



 

 

You will then receive the following confirmation pop-up:  

 

 

  

Multiple Visit Export Correction 

Just as individual visits can be exported manually, groups of visits can be mass exported 
from the Visit Approval Dashboard. Data exports are set up during your implementation 
or as the new data exports are required by the state. Generally, initial data delivery occurs 
either as your visit status changes at regular intervals, OR upon billing. See your state 
workflow for further details on when your data is exported. 

https://ankotahelp.helpsite.com/categories/20170-aggregators-clearinghouses-and-state-portal-guides
https://ankotahelp.helpsite.com/categories/20170-aggregators-clearinghouses-and-state-portal-guides


 

 

This mass export function is most useful when: 

• the visits need to be re-sent without any alteration 
• when the visits were previously rejected due to an error by an 

aggregator/clearinghouse, and that error has been corrected 

  

For example, one of the most common corrections is that a group of visits was rejected 
due to the caregiver not having been assigned an ID. To fix that, an admin would open the 
caregiver profile, assign the ID, and save. For Sandata or HHAX, the caregiver profile 
would need to be exported first. (Netsmart does not require a caregiver profile.) Then on 
the Visit Approval Dashboard, the admin could filter for that caregiver's visits and re-
export them. 

  

To export a group of visits,  

• Open the Visit Approval Dashboard 
• Filter for the appropriate visits 
• Select the visits using the check all button 
• Click the Export button 
• You will see a confirmation pop-up ("Success") at the top right 



o  
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