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Ankota

Ankota™ enables the next generation of home care, understanding the rapid growth of
the elderly population and the shifts to managed care and population health. The
highly customizable software offers full home care agency and Electronic Visit
Verification (EVV) management including telephony, GPS, fixed number generator fobs,
biometric authentication and verification schema. It manages people, payers and
programs via configurable business rule sets and supports optimized delivery of care in
homes, readmission reduction, individualized plans of care and cost controls.
Sophisticated scheduling algorithms support managing non-skilled and professional
workers in post-acute markets that include AAA’s, Medicaid, DME, therapy staffing,
infusion and phlebotomy. Foresight Care™, an innovative remote patient monitoring
service and patient engagement platform, helps avoid hospital readmissions at the
lowest possible cost. Visit Ankota at http://www.ankota.com/.


http://www.ankota.com/

Back to Contents

Getting Starting with Ankota

Your Ankota system is a versatile and customizable management tool that offers a
variety of ways to help optimize your business and to save you time. This manual will
teach you the essentials of the Ankota system from onboarding, daily usage, and
advanced features. We will cover general concepts, step-by-step procedures, and Best
Practices in detail.

Preparing for the Onboarding Process

To get you onboarded with the system, we will start with a kick-off meeting with the
Ankota team prior to your “go-live” launch.

During this initial meeting, we will ask you a number of questions to learn how we can
best customize your Ankota system environment.

The information we will need from you to begin the process is as follows:

e Full names of office staff who will use the system (or the first few who will work
on the project team).

e List of the Missouri programs your agency participates in (e.g., CDS, In-Home
Services, HCY).

e Do you have any other referral sources such as private pay or VA?

e Your NPl and taxonomy codes.
You will also be asked to gather your client and caregiver demographical data, enter it
into an Excel spreadsheet, and present it to Ankota so that we can upload the data into

your system. (More details about this are explained in the next chapter).

Based on this discussion, the Ankota team will then configure your environment to best
suit your organization’s needs.
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Uploading Clients and Caregivers

As mentioned above, while your system is being configured by Ankota, your team will
need to gather implementation data about your clients and caregivers into an Excel
spreadsheet so that we can upload the data into your system. To make this process
easier for you, Ankota will provide you with templates.

The following is the information you’ll need to present in the Excel spreadsheet:

Client Information

Please provide:

Program (e.g., CDS or In-Home)

DCN (Medicaid ID)

First Name

Last Name

Address (broken into street address, apartment, city, state and zip),
Phone Number

Diagnosis Code

Some of our customers also prefer to upload the following additional information:

Date of Birth
EIN
SUTA

Caregiver / Attendant Information

Please provide:

First and Last Name

Address

Phone Number

As part of the upload, each Caregiver will be assigned a numeric ID and a PIN
number for clocking into the EVV (Electronic Visit Verification) system. Here are
some other considerations:

O Most of our customers have Ankota assign 3 digit IDs to their caregivers
(e.g., starting from 100 and going to 221)

O For the PIN number, the most popular methods are to either use their
birth month and date (like 1102 for November 2nd) or the last four digits
of their social security number.

Another consideration is whether your organization wants to associate any skills
or certifications with your caregivers. This will be discussed in your
implementation meeting.
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A couple additional notes:

® Only active clients and caregivers are generally updated. If you want to upload
historical clients or caregivers please ask us (there might be an additional
charge for this service).

® Authorizations, Care Plans, and Schedules may also be loaded if you are able to
produce an excel file with the information. If not, your team will need to load
those into the system manually.

Understanding Roles

Roles are used to define security and access rights in Ankota. This includes determining
the following for each “Role”:

e The system areas (Main Menu items) that the user can see and access.
e The tabs within certain screens that the user can see.

e The functions the user can execute.

The Roles are setup by Ankota and are presented to customers as “Templates." While
Templates and Roles define security, there are additional areas and ways in Ankota
where security access can be even further defined.

For example:

e An Admin or Scheduler Role in Ankota can see all patients.
e A Worker can be configured in three ways:

o The user can only see their own visits (this is typical for caregivers) and
they have no access to any Patient functions;

o The user can see their own visits AND can see the EHR of Patients
assigned to him or her (common for case managers, nurses and
therapists);

o The user can see all patients (this is common in small agencies).
Therefore, to set up a new user (e.g., an Office user) requires a combination of

assigning a Role and then the related Template to that user.
The hierarchy of templates is as follows:

Copyright © 2017 Ankota, LLC All rights reserved Pa ge | 9



Back to Contents

e Organization — Organizations have templates associated with them and for their
Roles. For example: an “Admin” Role set at the Organization level could include
three templates: HR, Billing, and Super Admin.

e Modules — Modules are the items included on the Main Menu that appears on
the left side of the screen. Note that the Main Menu listings can be individual
items such as the "Patients Screen" or they can be a grouping of items such as
within the "Billing Function."

e Pages — Modules include one or more Pages. Modules can be customized
within Templates, and Templates can be customized by user. Thus, different
users can log in to the same Role and see different data sets. For example, there
may be six or seven Pages within the Billing Module and some of the templates
may include a Page for managing “Accumulated minutes and adjustments”
whereas a different Template may omit those Pages.

e Template Tabs — Template Tabs control the settings on a Page. This could

include for example, which fields, columns and function buttons to show or
hide.

The Ankota Support group can change many screens to make fields visible or invisible,
so if you have specific preferences or needs, please let us know.

Setting User Security

Ankota comes with a set of pre-configured security roles that determine what users
can see and do based on their Role and the Templates assigned to each user.

HOWEVER, since every agency operates differently, it is critical that we work with your
agency individually to ensure that Roles and Templates are set up per your agency’s
preferences.

We have identified that the "best practice" for setup of Roles and Templates is to first
define the "Super Admin" role, and then discuss with the customer the other roles,
since they will all be subsets of the Super Admin role. For example:

e Set up the “Super Admin” Role to have access to all Ankota features and
screens.

e For the “HR” role, we copy the “Super Admin” role, and then remove the
unwanted Modules and Templates (e.g., take out the Billing Module, then go to
the Reports Module Pages and remove the billing related reports).
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e We set up the “Billing” Role the same way and so on, each time copying the
“Super Admin” Role, then working from there to subtract the desired areas,
screens, functions and fields.
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Using the System for the First Time

Logging In
URL <Ankota.net>
User Name <your preference> (some agencies use emails while other use
first initial + last name)
Password <your password> (we set a default password and
make users change it the first time)
Organization: <your organization code>

ANKOTA

Next Generation Home Care Management

CUSTOMER LOGIN

USER NAME User name

Password

FORGOT YOUR PASSWORD?
/KEEP ME LOGGED IN

Copyright © 2017 Ankota, LLC All rights reserved Pa ge | 12



Back to Contents

Profile

Change Password

After you log in for the first time you will be prompted to change your password.
1. Enter your old password.
2. Set and confirm new password.
3. Save Password.

After setting your password you can also set a security question with an answer.
Complete the fields and click Save.

Change Password
Old Password:
New Password:

Confirm Password:

Security Question
Security Question:
Answer:
[=]

Setting Your Availability

An important step in the scheduling process is for Caregivers (field workers, caregivers,
etc.) to enter in their time availability into the system. In the Caregivers environment,
availability is set via the “Profile” section, accessed by accessing the cluster located at
the top right of your screen.

NOTE: This is the same menuu where you can change your password and
security question.
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Case Manager Test Case Manager Test «

Profile

C5r

Help

1. Atthe top of the profile screen you will find an “Edit” icon.

2. Click the Editicon.

3. Select “Add New Template” to add a new availability template.

Choose template : [ Leigh (Custom) » Copy Template Add New Template Delete Template

a. Give the new template a name.

wanarite Clinician Calandar

New Template Name: Close

Leigh|

Save

b. Save the template.
c. A blank Availability template will appear.

d. Next, add your available days one at a time by clicking on the check box next
to the day and pressing “+Add time”.
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Enter the default times during which at least one Clinician will be available for assignment. Check

_|Days Work TimesIWn rker Ad dresslMudified By/Date

2mpnday

_ITuesday

_Wednesday

_|Thursday

e. Then, set your working hours for that day in a typical week.

_Days |Wor1-(Times Worker Address [Modified By/Date
- . . Visit Category |Address:
#Monday 1 pr:30aM| o [o400PM | SA  3TRMT Save X
| [an v ] Default v
“ITuesday Working
Busy
_Wednesday Unavailable
Unavailable {Full Day)
_Thursday Stand-By
OFriday Available

NOTE: The default is “Working” and Ankota looks at “Working” time slots as
available to be scheduled.

Copyright © 2017 Ankota, LLC All rights reserved Pa ge | 15
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Dashboard

When you first log in to Ankota, you will be presented with the Dashboard. This screen
gives you a quick-glance macro overview of your scheduling processes. It illustrates
your current count for data such as Census, Open Visits, Closed Visits, and so on.

You will also notice the Main Menu of options, located within the blue bar to the left
side of the screen. Please see the screen shot below, as well as the next chapter in this
manual, for further information about the main menu.

‘éﬁ" Dashbeard [L_
Census: Phone Calls: Open Alerts:
Active 39 Completed 0 0
Pending: 0 Pending: 0
Departments
Failed: 0

\/ \Visits

Visits Open Visits
0

Closed 12 Today:
Scheduled 1 Thursday 0
) Scheduling Friday 0
E2 Reporting Open Referrals:
Consumers: 21
E}') Billing - n N
Phane Cals: Open Alert:
Active: 19 Completed 0 0
F ding. [} Pending o
Failed
Open Vit Open Referais
Closed 12 Today 0 Consumers 21

Schaduled 1 Thursday 0 aregivers

iday 0

Transiton Cals
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Main Menu

The Main Menu is where you will access the tasks, reports, and settings in Ankota. The
Main Menu is customizable based upon your organization’s needs. If you have any
qguestions regarding limiting or adding tabs or modules, please contact an Ankota
representative.

Below is an example of how the Main Menu appears. This manual will discuss each
menu item in future chapters.

Dashboard

Depariments

Refer Consumer
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Caregivers

Add a New Caregiver

Caregivers can either be field workers or office workers, but a single employee cannot
be both a field worker and an office worker. It’s easy to onboard new caregivers, but
there are a few things to remember:

e Caregivers will use IVR (clock in/clock out from a telephone or smartphone
device) for EVV (Electronic Visit Verification), to clock-in and clock-out of client
and consumer visits.

e Caregivers will use "Family Logins" for assigned consumers and clients to be
able to view messages and documents. (Please refer to the section Adding A
Caregiver to the Family Mobile Application under the Client Chapter for more
information.)

e An alert can be set for each employee to note when their skills ("checks") are
updated or soon to be expired. (This are reviewable in the Actions/Request tab)

Steps for Adding a Caregiver

1. Select Caregivers from the Main Menu.

Dashboard

Departments

Refer Consumer

Copyright © 2017 Ankota, LLC All rights reserved Pa ge | 18
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2.  When the Caregivers screen appears, select Add New.

Filter: Caregiver ID Caregiver Status

Active

CaregiverType | _

3. Ablank Caregiver screen will appear. Note the tabs along the top of the
record...

HR Skill Availability Roles Employment Documents

5 Show Image!s
User Role: Caregiver v Gender: * -- Not Set -- v

Create Web User

First Mame: = Create IVR/Mobie User
Middle Name: Status: Active v
Last Name: Pay Code: | Not set M
Title: Pay Code 24: Not set M
Finance 1D:
Date of Birth: L] Is Vendor:
55N Select File:
Choose File | Mo file chosen
Caregiver ID: *
Upload Image

Caregiver Code: Emerg. Contact:

Relationship: -- Mot Set v

Fhone:

Addresses

Zip Start End
Facility/Company Address 1 Address 2 City State Code  County Type Status ~ Date Date Order

Emails Add [Phones Add

Email Type Message Phone Extension Type  Order Note

Save Personal

4. Start by entering the Personal Information for the caregiver.

NOTE: The only required fields are:
e First Name
e Last Name
e Gender
e (Caregiver ID

However, in order to make the caregiver “active for EVV” or “active as an office
user” you must also register them.
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Demographics
5. Enter the caregiver’s First Name, Last Name and Gender.

NOTE: The User Role defaults to Caregiver as this is the most common User
Role.

6. Select the checkbox for "Create IVR/Mobile User".
a. This will open the IVR/Mobile User setup fields for “User Number” and
“PIN”.

b. The system will give you a valid and available IVR/Mobile ID (User
Number). Itis HIGHLY RECOMMENDED that you use the system
generated ID. However, you can verify the integrity of any User Number
by selecting the Check button. If valid, a green check circle with Valid
will appear under the User Number.

Create IWVR/Mobile User &

User Number: 138 Check
Pin:

Status: Active T

Pay Code: Mot set T

Pay Code 24:| Not set T

Finance ID:

Is Vendor:

IMPORTANT: If you wish to change the ID, you MUST press the CHECK
button to make sure it is valid and not assigned to another caregiver. If
you don't follow this instruction, there's a chance that two caregivers
will have the same ID and be unable to clock-in

7. Create a PIN for the caregiver. This is generally the last 4 digits of the SSN or
the month and date of birthdate (e.g., 0724 for July 24th). Enter it to the Pin
field.

8. Enter the caregiver’s date of birth and social security number in the indicated
fields.

9. Enter the Caregiver ID.

Copyright © 2017 Ankota, LLC All rights reserved Pa ge | 20
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IMPORTANT: SET THIS TO THE SAME NUMBER AS THE USER NUMBER AS
SHOWN BELOW:

HR Skill Availability Roles Employment Documents

Show Image!s®

User Role: Caregiver r Gender: * -- Not Set -- r
Create Web User

First Name: = Create IVR/Mobile User
Middle Name: User Number: Check
Last Name: * Pin:
Title: Status: Active v
Date of Birth: I I

Pay Code: Mot set v

Pay Code 24: Not set v
55

|1 I . Select File:
Finance ID: -
| Choose File | Mo file chosen
Caregiver 1D: * | 134 | Is Vendor:
Upload Image

Caregiver Code: Emerg. Contact:
Relati i -- Mot Set - v

Phone: |

10. Enter the Pay Code. Select the Pay Code from the drop down box. If you need
additional rates, email support@ankota.com and we will assist with entering
them.

Pay Code: | Mot set v

Payl0 - $10.00
Payll - $11.00
Is Vendor: PE‘;"IB - $18|:|'|:|'
Pay8.25 - $8.25
Pay8.5 - $8.50
Pay8.75 - $8.75
Pay9d - $9.00

Pay9.25 - $9.25
Pay7.5 - $7.50

Finance ID:

11. Now Save the record by selecting Save Personal in the lower left of the screen.

Facility/Company A

Email

| Save Personal I
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12. Now you can add the remaining caregiver information.
13. Enter the caregiver’s address. Ankota supports multiple addresses for each
caregiver, by type (e.g., home, contracted facility, etc.) You can set one address

as “Primary.” Press Add to add an address.

14. Address 1 is the street address. Use Address 2 for the apartment number if
needed.

15. Enter the City. State defaults to Missouri. Also enter the Postal code (zip code).

Add new address Close

State:

ostal code:

Lounty:

Latitude and Longitude manual override

Localize Address

16. Once the address is entered, select Localize Address to validate the address for
GPS purposes and then select Save.

17. Enter the caregiver’s phone numbers. Ankota supports multiple phone
numbers for each caregiver, by type (e.g., cell, home, etc.), but most agencies

Copyright © 2017 Ankota, LLC All rights reserved Pa ge | 22
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enter the caregiver’s primary cell phone. Press Add to add a phone number.

18. Fill in the Phone number and Phone Type. You can also enter any additional
notes related to this phone number. Then press Save.

Add new phone Close

Phone mumbser: 314-555-1212

=
i
3
[11]

19. In the same way you added the address and phone number, enter the
caregiver’s email address. Ankota supports multiple email addresses for each
caregiver, by type (e.g., work, home, etc.) Press Add to add an email address.

Emails Add I

Email Type Message

Copyright © 2017 Ankota, LLC All rights reserved Pa ge | 23
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Work

To manage worker eligibility, click on the HR Tab, then select the Requirements sub-

tab:

o
Y e rs ) =

Most agenci
[ ]

If you desire

es track:
Family Care Safety Registry (FCSR)
Office of Inspector General (OIG)
Missouri Electronic Disqualification List (EDL)
E-Verify dates.

to track additional items, please contact support@ankota.com and tell us

what else you would like to track.

The Require

ments tab includes four areas:
Background Checks
Health Documentation
Tax Forms
Employment Authorization

Missouri agencies are typically focused only on Background Checks. Here you can add

tracking for

FCSR, OIG, EDL, and E Verify.

1. In Background Checks select Add.

Background Checks

Add |

e
Mo results found with the search crilena.

Lm =i Memsmssmemd mdinn =

2. Choose the background check item you would like to add and select it.

3. Ente

r the date that it was verified and the expiration date.
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Add Background Checks Close
[z LN |
Expiration Date: 0473072017 =

L . — a
By: Ankota, Support = | ¥ Show All admin caregivers

4. Press Save.

NOTE This section allows you to add the same check multiple times (so you can
maintain a complete history of these checks).

Caregivers can either be field workers or office workers, but a single employee cannot
be both a field worker and an office worker. It’s easy to onboard new caregivers, but
there are a few things to remember:

e Caregivers will use IVR (clock in/clock out from a telephone or smartphone
device) for EVV (Electronic Visit Verification), to clock-in and clock-out of client
and consumer visits.

e Caregivers will use "Family Logins" for assigned consumers and clients to be
able to view messages and documents. (Please refer to the section Adding A
Caregiver to the Family Mobile Application under the Client Chapter for more
information.)

e An alert can be set for each employee to note when their skills ("checks") are
updated or soon to be expired. (This are reviewable in the Actions/Request tab)

Steps for Adding a Caregiver
20. I < - (ot Caregivers from the Main Menu.

21.
When the Caregivers screen appears, select Add New.

22. A blank Caregiver screen will appear. Note the tabs along the top of the
record...

aaaaaa
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23. Start by entering the Personal Information for the caregiver.

NOTE: The only required fields are:
First Name

Last Name

Gender

Caregiver ID

However, in order to make the caregiver “active for EVV” or “active as an office
user” you must also register them.

Demographics
24. Enter the caregiver’s First Name, Last Name and Gender.

NOTE: The User Role defaults to Caregiver as this is the most common User
Role.

25. Select the checkbox for "Create IVR/Mobile User".
a. This will open the IVR/Mobile User setup fields for “User Number” and
“PIN”.

b. The system will give you a valid and available IVR/Mobile ID (User
Number). It is HIGHLY RECOMMENDED that you use the system
generated ID. However, you can verify the integrity of any User Number
by selecting the Check button. If valid, a green check circle with Valid
will appear under the User Number.

IMPORTANT: If you wish to change the ID, you MUST press the CHECK
button to make sure it is valid and not assigned to another caregiver. If
you don't follow this instruction, there's a chance that two caregivers
will have the same ID and be unable to clock-in

26. Create a PIN for the caregiver. This is generally the last 4 digits of the SSN or
the month and date of birthdate (e.g., 0724 for July 24th). Enter it to the Pin
field.

27. Enter the caregiver’s date of birth and social security number in the indicated
fields.

28. Enter the Caregiver ID.
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29.

30.

31.

32.

33.

34.

35.

36.

37.

38.

Back to Contents

IMPORTANT: SET THIS TO THE SAME NUMBER AS THE USER NUMBER AS
SHOWN BELOW:

;:;hone:
iy i N o the Pay Code. Select
the Pay Code from the drop down box. If you need additional rates, email
support@ankota.com and we will assist with entering them.

Now Save the record by selecting Save Personal in the
lower left of the screen.
Now you can add the remaining caregiver information.

Enter the caregiver’s address. Ankota supports multiple addresses for each
caregiver, by type (e.g., home, contracted facility, etc.) You can set one address
as “Primary.” Press Add to add an address.

Address 1 is the street address. Use Address 2 for the apartment number if
needed.

=3 Enter the City. State defaults to Missouri.
Also enter the Postal code (zip code).

Once the address is entered, select Localize Address to validate the address for
GPS purposes and then select Save.

Enter the caregiver’s phone numbers. Ankota supports multiple phone
numbers for each caregiver, by type (e.g., cell, home, etc.), but most agencies
enter the caregiver’s primary cell phone. Press Add to add a phone number.

Fill in the Phone number and Phone Type. You can also enter any additional

notes related to this phone number. Then press Save.
| R |

In the same way you added the address and phone number, enter the

caregiver’s email address. Ankota supports multiple email addresses for each

caregiver, by type (e.g., work, home, etc.) Press Add to add an email address.
T R R S

Eligibility to Work
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To manage worker eligibility, click on the HR Tab, then select the Requirements sub-
tab:

Most agencies track:
e Family Care Safety Registry (FCSR)
e Office of Inspector General (OIG)
e Missouri Electronic Disqualification List (EDL)
e E-Verify dates.

If you desire to track additional items, please contact support@ankota.com and tell us
what else you would like to track.

The Requirements tab includes four areas:
e Background Checks
e Health Documentation
e Tax Forms
e Employment Authorization

Missouri agencies are typically focused only on Background Checks. Here you can add
tracking for FCSR, OIG, EDL, and E Verify.

5. LBt M emnni—dinn C

In Background Checks select Add.
6. Choose the background check item you would like to add and select it.

7. Enter the date that it was verified and the expiration date.

8. Press Save.

NOTE This section allows you to add the same check multiple times (so you can
maintain a complete history of these checks).
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Checks -

EDL 212017 | 430/2017 | Mot Ankota, ]
Open  Support
e\erfy 13002017 | 1292018 | Mot Ankota, ]
-
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Clients

Adding a Client (Refer Consumer)

To add a new Client into the system...

1. Click "Refer Consumer" in the menu bar. (It may be labeled: “Refer Client” in your
environment).

I@ Support Ankota

Dashboard ™

Census: Phone Calls: Open Alerts:
0 0

Active: 39 Completed:

Pending 0 Pending: 1]

Departments

Failed: 0

1

Scheduled 11 Today:
Saturday 1
Sunday 1

Open Referrals:

(2 eporing

2. Fillin the Patient ID (e.g., Medicaid ID) and select the “Referring Program (e.g.
Consumer directed services CDS).

Patient 1D:

——

Referring Program:

—— - Not Set - v

First Name: +

Middle Name:

Last Name: «

Gender:

Date of Birth:

Address: »

Address2:

City: =

Country:
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3. Fillin the “Starred” mandatory fields of Name, Address, and Primary Diagnosis.

2
[

Patient ID:

Referring Program:

First Name: «

Middle Name:

Last Name: «

Gender:

Date of Birth:

Address: =

Address2:

City: =

Country:

State/Province:

Zip/Postal Code: «

Phone: «

Email:

Primary Diagnesis Code:

———

Set Consumer Availability:

Notes:

- Not Set -

USA

Missouri

-No Call—-

(There are other fields on this screen that you can enter in additional info or attach relevant
documents to the profile, but future tutorials will go over these steps.)

4, Press "Submit".

& Add Attachment

Copyright © 2017 Ankota, LLC
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A client may be sent a plan of care with authorized units from Cyber Access or another
agency or if private pay your organization will have contracted hours with the client.
After you have entered a client’s personal information, you will enter the authorized

units.

1. In the Patient screen, select the Authorized Units tab.

Consumer Contact

Access/Other Details

Consumer ID

Skills Care Plans Consumer Overview Documents

Calendar Create Visits | Authorize Units

2. From the Cyber Access or other authorization source as your guide, enter the
authorization information. A Patient may have one or several active

authorizations.

a. Select “+ Add New”.

Edit Authonzation

Start Date

Instructions

Visit Type

- Mot Set —

Authorization #

Type
Units

Days

-

7 Days

Rules

Time Period

End Date

Visit Category

v - Mot Set —- v
Time
v One Hour v
v
<+ Add Rule
Authorize Summary
Units/Hours

b. 'Enter start Date and End Date.

Copyright © 2017 Ankota, LLC
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NOTE: For a historical record, when a patient receives a new
authorization, enter an end date in the previous authorization and begin
a new authorization for the updated contract.

¢. You can add any necessary instructions in the Instructions dialog box.

d. Select Visit Type.

i. The Visit Category will populate from the Visit Type.
b. Enter the Type. Options include Units, Mileage, Hours.
c. Enter appropriate time units.

d. Assign number of days per week.

3. After you have entered the basic authorization information, you can add
additional rules.

a. Select “+ Add Rule”.
b. Enter the time period through the Drop down “Per Day Range”.
c. Enter the authorized units.

d. A summary of hours per day will be calculated based upon the data in
the rules, the type and the time.

Rules +
Time Period Authorize Summary
Units/Hours
3.50h iday
Monthly v 434 1 /day
4. Save.
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Editing Units on Active Clients

To edit units on active clients:
1. Click "Clients," select the client, click "Authorize Units," then click "Edit."

2. Scroll to the bottom and edit the number of units, press "tab" to see units per
visit, then click "Save."

Copyright © 2017 Ankota, LLC All rights reserved Pa ge | 34


https://ankota.atlassian.net/wiki/display/MT/Editing+Units+on+Active+Clients

Back to Contents

Creating a Care Plan

After the authorized units have been established, you can define the Care Plan items
that are associated with the authorization. Ankota uses the care plan to report task
completion at the end of a caregiver’s visit through multiple Electronic Visit Verification
(EVV) options. This manual will cover EVV in a later section.

1. To set a Care Plan, select the Care Plan tab in the Patient’s tab.

Office Report| Close

Information Consumer Contact ConsumerID Skills | Care Plans | Consumer Overview Documents Calendar Create Visits

2. Select “New”.

Add Plan Cancel

Create Plan :

# Mo Expiration Dates

Active From:  [03/30/2017 =
FC Frequency Each visit v

Type T
CSD Frequency |-—Select-- v

I Create |

3. Name the care Plan under “Create Plan”.
4. Select “Create”.

NOTE: These are the only three steps needed to complete for a typical
authorized care plan.

5. After the plan has been created, click the “Plan Name”.

e o e T e e
0 Yes

33012017 33012017 z  Copy
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6. From here you can enter the following Care Plan Categories:

a.

m 0o o

Personal Care
Homemaker

Advanced Personal Care
Respite

Advanced Respite

CDS

Private Pay

7. To assign items to the categories, click “Update” next to the appropriate Care
Plan Category.

Homemaker Update

8. Select the appropriate items with the check box to the right and “Assign

Selected Item”.

Add New ltem Cancel

_A

Meals Dizhes "

Clean Kitchen

Clean Bath i

Clean Living Area

Laundry home or offsite i
Iron Mend

Wash Windows Blinds <
Trash

Shopping or Errands

e
Assign Selected ltem

9. Now that the tasks have been assign, you can:

a.

Add specific notes

b. Add a Min and Max times per week

C.

Select “All” or specify specific days of the week
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i. Uncheck “All” to define specific days of week.

Homemaker Update
I
hoice (Min - Days of Week
Meals Dishes Mot Set . 7 All
= [+
Clean Bath Mot Set r ol -lo 7 All
= [+
Laundry home or Mot Set r ol -To 7 All
offsite =
Wash Windows Mot Set r ol -lo 7 All
Blinds =

Editing Care Plans

The steps to edit care plans are...

1. Click "Clients," select the client, click the "Care Plans" tab and Select the care
plan (by clicking the "plan name").

2. You'll see the items presently on the plan. Click "Update" and you can check
new items or uncheck no longer needed items. Then click "Assign Selected

Items".

3. When you see the items, you can optionally set the days of the week and or the
number of times per week and add notes.

4. Click "Save Plan".
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Creating a Visit with Patterns

Now we have established our Patient, entered their authorized units and care plan
items, it is now time to set visits with patterns.

1. Select the Create Visits tab in the Patient screen

Office Report| Close

Consumer Contact ConsumerID Skills Care Plans Consumer Overview Documents Calen(larDAumorizeUnils

2. Select “Create Visits with Patterns”
3. Select “Add Another Week”

4. Check the days for the visits, set visit type and assign a Caregiver. Note that
you need to “add another line” for each change in program or Caregiver.

5. Then select “save all patterns”

6. Go to the bottom of the screen and select “create visits” (e.g., for 3 weeks or
ongoing).

7. X-out when done.

8. Select “OK” this will take you to the client’s record. Click on Care Plan and
Add a Plan (save with client’s name).

9. Choose the items in each applicable area of the care plan and select Save.
NOTE: You should mirror the CyberAccess plan of care from EMOMED.

10. Create Visits with Patterns (Main Menu) — create a row for each unique
combination of worker, times and visit type. This “Creates the Pattern.”

11. Then go to the bottom of the screen to “Apply the Pattern” (for a date range.)
If visits already exist the system will warn you to either “delete old visits” or
“keep old visits” and add new ones.
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Editing a Schedule

To edit your schedule...
1. Click "Clients," select the client, click "Create Visits."

2. Click "Edit" next to the pattern, make the change(s) and press "Save all
Patterns" on the upper right.

3. Scroll down and uncheck "Create Ongoing Visits".

4. Setthe start date to the date that the change goes into effect (it will default to
"today").

5. Set the end date to the end of the patient's certification period (tip: this will be
showed on top of the screen).

6. Click "Create Visits".
7. You will get a warning that says that there are future visits, and it will give you

the choice of DELETING the future visits. Make the selection that you want to
DELETE the future visits.
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Adding A Caregiver to the Family Mobile Application
To add a Caregiver to the Family Mobile Application, follow these steps:

1. From the Main Menu select Settings -> Master Contacts

re @EO GO

a. Click on “Add New Master Contact”.

b. The Contact Information screen will appear...
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‘

ontact informatson

Overview  Pricing Tables  User Settings

" Peiacn Campany

Authori catioe Tor daty abaring

Address Address Zip

Siart End

Facility/Company 1 2 City $ate Code County Type Fatus Date Date Order

Phanes

Phone Extensicn Type Order Note

Sava Lontat

c. Complete the Information tab.

Contact ID — Give the contact a unique ID the system can

reference.

Enter a First Name and a Last Name.

Set the Relationship form the drop down menu. If the exact
relationship is not on the list, use something similar (e.g., for

Caregiver use Case Manager).

Enter addresses, email addresses and phone numbers where

shown.

d. Click on the User Settings tab.
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b - Sless

Information  Owverview  Pricing Tghles

¥ reata Lsar

i. Select “Inherit From Organization”.

ii. Enter a User Name (example: first name initial+last name).
iii. Enter a Password. Type the Password again to confirm it.
iv. Click on “Save User Settings”.

2. Once a Caregiver has been added as a Master Contact, link them to the
appropriate Patients, as follows:

a. From the Main Menu select Clients.

b. Search for the desired Client using the filters, or just click on Search.

Q000 O0CCOO0OCOCOOCOOON

L] mae > 3ga8a8a8 " L

c. Select the desired Client by clicking on their first or last name.
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d. When the Client’s electronic health record appears, click on the “Client
Contact” tab.

B Skl CowFlen  Cleel Gerviesy Doosrsris  Cobawls Ciesie Waiks  Auiborios lnih

Bevmmt Bhes [irimhe

Pt al b ] ef Tt xan TR

e. Click on “Add New” to add a new Contact to the Client...

Te @@

ke

Dfics Regor | Closs

Irizrmrion Cliami I Shills  Toew Mlere Thuei Overview  Docomasis  Cobrcdaee Crosie Visiis  Authoriss Units

P T MraTal wllh The SEGI0N R

f.  When the blank Contact Information screen appears, Click on the drop
down box marked “Select Master Contact” and select the desired
Caregiver.

efimta Chiwnt I Skilks  Caie Plans  Clis Owirview  Documents  Calendsr  Croate Visis  Authodize Usis

P * Feruns [ cmpany
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g. Scroll down to the bottom of the screen and click on “Save Contact.”

Acdrean Azdman

Ip Smsm End
Gty Sabw Code Dousty Type Slrles Daie Dain Orded
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Scheduling

The Dispatch Board

The Dispatch Board (or Scheduling Board) is a versatile tool in Ankota that you will
likely work with daily. On a macro level, the screen presents a color-coded schedule of
each client and caregivers visits for the week.

e On the top section of the Dispatch board, the dial-in number your team will use
to report Visits is presented to the left.

Dial-in Mon, 10 Apr Tue, 11 Apr Wed, 12 Apr Thu, 13 Apr Fri, 14 Apr Sat, 15 Apr Sun, 16 Apr
number: 855-
2581555

- 8:00 AM-9:30 8:00 AM-11:15 8:00 AM-9:30 AM 8:00 AM-11:15 8:00 AM-9:30 AM 8:00 AM-11:15 8:00 AM-11:15

e You can move forward or back a week by using the -1w/+1w function or use the
calendar icon to pick a specific time frame.

9 B 1w B ow

B iw

Dial-Iin Mon, 10 Apr Tue, 11 Apr
number: 855-
258-1555

e You will also see a menu cluster with a series of functions such as “Find
Matching Caregiver, Find by Address, Select Caregivers, and beyond.

Find Matching Caregivers Find Address Find By Address Select Group Select Caregivers
Select Clients m Refresh
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Calendar Alerts

Unclosed Visits
In the calendar section, if you see a Clients name in red, this is an alert letting you know
that there is something for you to investigate happening with the visit.

8:00 AM-1:15 PM

Personal Care

cCDSs

Hover your mouse over the name to see the information about the visit, in particular,
the specific reason for the alert.

Visit ID: 10310221-44787083-40
Visit Type: Personal Care CDS
Scheduled Start: 4102017 &:00 AM
Scheduled Finished: 41102017 1:15 PM
Arrival Time: 41102017 &:00 AM
Departure Time:

Duration: 315

Floating/Appt Start Date: 4/10/2017 8:00 AM

Floating/Appt End Date: 41102017 1:15 PM

Consumer : DCN-34567 Williams, Robin

Address : 4101 Main St , Kansas City, MO, 64111

Cell Phone: 222-333-4444

MNotes : -

Patient Notes : -

Show Reason : (Red Reason) Late Arrivals

Authorize Service:

SOC: 212017

EOQC: 127312017

Closed Visits

When a visit is closed but there is an issue that violates one of your business rules,
magnifying glass will appear after the Client’s name in the Visit block. Magnifying
glasses allow quick glance to identifying issues with a clock in.

A red magnifying glass represents a problem with the visit.
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Reasons could be:
e Duration is +/- _minutes from scheduled duration.
e Mobile — Non departure GPS location > _miles difference.
e Phone number is different than the expected value.

To review the issue click on the red magnifying glass.

8:00 AM-11:15

AM

Personal Care

cDS
Stock, Arthun

A new tab will open with all the details of the visit.

isit Detail Report

Consumer Name: Arthur Stock Caregiver: Field, Sally v
Care Plan: Mot Sat Visit Type: Parzonal Care COS
Arrival Date/Time: 04/11/2017 04:18 PM Departure Date/Time: 04/11/2017 04:20 PM View History
Scheduled Arrival Date/Time: 04/11/2017 08:00 AM Scheduled Departure Date/Time:  04/11/2017 11:15 AM
Billing Arrival Date/Time: 041172017 04:18 PM Billing Departure Date/Time: 041172017 04:20 PM
Payment Arrival DateiTime: 04/11/2017 04: 18 PM Payment Departure Date/Time: 04/ 1172017 04:20 PM Approval Notes
Travel Time: 0 minutes Travel Mileage: 0 miles
Admin Time: 0 minutes Errand Miles: 0
Visit Time: 0 hours [2 minutes  Visit Status: Nesds Approvsi
Billable Time: 0 hours (0 minutes  Payable Time: 0 hours 2 minutes
Visit Notes:
A
Save Visit Details
Visit Iterns:
Reported Expected Ovemiden Owvemide Ovemide
Item Description Value Value Violation Ovemiden Value By Date
Bathing Mo Mo
Clean Bath Mo Mo
Diressing and Grooming Mo Mo
Laundry Mo Mo
‘Wash Dishes No No
Mobility / Transfer Mo Mo

an +/- _ minutes from

A 13 — e - . Ankota, 41472017
iled durstion i anT o o an Support 12:44:41 FM

Maobis - Mon departure GPS location =

- |T2E.54 0.03 ez Mo Owamide
mies difarance
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The issues creating the red magnifying glass will be recorded in red text as show in the
above example.

Click “Override” to manually adjust the errors.
NOTE You can do this for each exception.

iolation Details

ltem Configuration: Visit durstion +/- 7 minutes from scheduled duration
Reported Walue: 3h 13 m

Cwerriden Value: 0hO0m

New Value: h m

Crwerriden Motes:

Then to approve the Override, click “Approval Notes”.
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Consumer Name: Arthur Stock Caregiver: [ Field, Sally v |

Care Plan: Mot Set Visit Type: Personal Care COS

Arrival Date/Time: Departure Date/Time: View History
Scheduled Arrival DateTime:  04/11/2017 08:00 AM Scheduled Departure Date/Time:  04/11/2017 11:15 AM

Billing Arrival Date/Time: 041172017 04:18 PM Eilling Departure Date/Time: 04/ 1172017 04:20 PM

Payment Arrival DateTime: 04/112017 04:18 PM Payment Departure Date/Time: 04112017 04:20 PM Approval Notes

Travel Time: D minutes Travel Mileage: D miles
Admin Time: I:l minutes Errand Miles: I:l

Visit Time: ICI hours: l:l

Billable Time: D hours. D

minutes  Visit Status: Meeds Approval

minutes  Payable Time: D hours D minutes

Visit Notes:
4
Save Visit Details
isit [tems:
Reported Expected Ovemiden Ovemide Ovemide

'em Description Value Value Viclation Ovemiden Value By Date
Bathing Mo Mo Oweride
Clean Bath Mo Mo Owerride:
Drressing and Grooming Mo Mo Oweride
Lsundry Mo Mo Oweride
Wash Dishes Mo Mo Owerride:
Maobility / Transfer Mo Mo Oweride
\fisit durstion +/- _ minutes from - - - . . Ankats, 411472017

- 13m OhTm RCH REH OhOm Charmids
scheduled durstion i K K Support 1Z:44:41 PM T
Aobils - Mon deosriure GPS oo
Mobie - Non departure GPS location = _ +25.541 00 \as N Cverrda
miles difersnce I

A pop up will appear to allow an “Approved Reason” drop down menu and notes.

Approval NotesiComments Close
Approved By:
o Approved Date:  11/30/2015
| Approved Reason: |-- Select Reason - ¥
Notes:
P
] LV

Click “Approve” to save.

Copyright © 2017 Ankota, LLC All rights reserved Pa ge | 49



Back to Contents

After the exceptions have been approved, the magnifying glass on the Schedule Board
will turn white. This will indicate that there was an exception with this visit, but it has
been resolved.

8:00 AM-11:15

AM

Personal Care

CcDS
Stock, Arthur O

If you scroll down to the bottom of your screen, it will give you a color-coded count (in
real time) of the status of each visit. It will illustrate the count of statuses including
Arrived, Departed, Closed, Cancelled, Door Tag, and so on.
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“Find Matching Caregivers” can be found under the Scheduling tab in the Main Menu.
This feature will help you find the best fit for a client based upon selected parameters.

1. Selected “Find Matching Caregivers”.

2. Select the check box by “Use Consumer” select a Consumer.

New Search Saved Searches
DSE Consumer

Visit Details

Visit Type: — Select Visit—
Duration* 0 (hours) (0
Start Date™: 0472172017 ]
Use Interval
Specify Days
Include additional skills
¥ Include caregivers with no scheduled hours

Use Caregiver Rating

Caregivers Status: Active v

Number of Matches: |10 ¥

Gender: Both

Sorting: By proximity then caregiver preference

Find matching caregivers

3. Select a visit type.

AM v

4. Choose the start date (and time if applicable).

5. Select any other parameters including:
a. Miles, Caregiver Status, Gender

6. Sort by either proximity then caregiver preference or skill then proximity.

7. Click “Find matching caregivers”.
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Selected consumer name: Paul Cezanne

Miles from caregiver home:

Visit Details

Visit Type: | Personal Care - In Home v

Duration*: ‘1 |[hnurs}‘ﬂ |[minutes}

Start Date* panizot7 M (08 v]| : [00 v ]| [AM ¥]
lUse Interval

ISpecify Days

! Include additional skills
¥/ Include caregivers with no scheduled hours

| Use Caregiver Rating

Caregivers Status:

Number of Matches: (10

Gender:

Sorting: | By proximity then caregiver preference T

Find matching caregivers

8. Alist of caregivers will be displayed.

Caregiver Percentage
Pay Match
Table [Of Visits  proximity |Preferences |[Available Time Confirmed?  |Capacity
0.00

O Julia 100% (1/1) 0.00 % Em 816-
Roberts 489-
2469
O clarence 0 100% (1/1)  0.00 0.00 % 08-00 222- n/a
Caregiver 333-
4444
O Emma 9.25 100% (1/1)  1.34 0.00 % na-nnl [ans v | 816- | Don'tknow | p5 v
4 »

Send Mail Send SMS | Export to Excel | ‘ Export To PDF |

Copyright © 2017 Ankota, LLC All rights reserved Pa ge | 52



Back to Contents

9. From here you have the ability to assign or you may send a mass text message
and the first person who responds will receive the assignment.

10. To send a message, select the caregivers names who you would like the
message to be sent by clicking the check box before their name.

11. Select “Send SMS”.

12. A message will pop up. You can either edit it by typing in the Message box or
send as it is by pressing “OK”.

13. Once a clinician accepts the visit, it will be assigned to them.

Creating Visits from a Time Sheet That Were Never Scheduled

To create visits from a Time Sheet that were never scheduled:

1. Click on "Create Visits" under the left menu -> scheduling.

2. Search for the client and select them.

3. Fill'in the following:

a.

@m0 o0 o

Visit type

Duration

Attendant

Date

Status (usually "scheduled" but you can make it closed)
Occurrence: one visit*

Start time

4. Press save on the bottom.

* For creating multiple visits at once, you can change "One occurrence" to "Repetitive
Appointment" and set the parameters (such as "Daily for 5 days").

Copyright © 2017 Ankota, LLC All rights reserved Pa ge | 53


https://ankota.atlassian.net/wiki/pages/viewpage.action?pageId=5439494

Back to Contents

Visits

The Visits screen is a powerful tool enabling you to view, cancel, map, add notes, and
change the status of visits assigned to you.

This screen has numerous filters ranging from Visit Dates, Visit Status, Visit Types, and
more. These functions allow you to organize and parse out a wide variety of data
pertaining to Visits.

Note:Query return maximum 100 records per search.

Visit Date l04/06/2017 B member D City

Visit Start Date B wember First Name State m

Visit End Date B wember Last Name Postal Code

Visit Name: Case Manager - All - v Zone — Al - ¥
Visit Status — Al — v Company Name Member Status — All— v

Visit Number Time Interval 12:00 AM |- (11:58 PM Distance from Branch

Visit Type — All— v Sunday /Monday [/Tuesday | /Wednesday | 'Thursday [ Friday | Saturday

Referring Org: |- All - v Show only visits with documents marked for review Show only reviewed visits Results Per Page: 20 v

1. After applying the filters you desire, click “Search” to view visits that match that
criteria you set.

Member
Mamber Assigned Case | Visit Scheduled
Manager ype Date ETA imes ompleted

o Test54321 Teg[ ;‘;F’Pm Thu, 6 02/10/17, 08:00 AM - 08:00 AM- 08:45 08:00 AM-08:45 10113020- Closed 1 #
ota Ly
Visit  Apr2017 08:00 PM (12.00) AM (0.75) AM (0.75) 14458d31-0
| Cancel Visits | | Cancel Assignments| | Set Scheduled Date/Times | | MapV\sits| | Add Notes‘ | Change Status|

2. At the bottom of the Visit screen, there are series of buttons that execute
different functions. We will cover the details of each of these functions in
future chapters.

3. By clicking on the check box located on the right side of the data line or lines,
you can pick and choose which data line is affected by the action buttons at the
bottom of the screen.

4. If you want to Select All visits in a Visit search with more than one visit
presented, you can click the check box located on the right side of the top blue
bar of your search results.
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Member
Member | Assigned Case | \fisit Scheduled
Name Manager ype Date ETA imes ompleted isit D

o Test54321 Tesl Ail;ppoﬂ Thu, 6  02A10/17, 08:00 AM-  08:00 AM - 08:45 08:00 AM- 08:45 10113020 Closed L W @
ota
Visit  Apr2017 08:00 PM (12.00) AM (0.75) AM (0.75) 144584310

Cancel Visits | | Cancel Assignments | | Set Scheduled Date/Times | | Map Visits | | Add Notes | | Change Status |

5. You can view Visit Status History by clicking on the following icon to the right of
the columns (Please note that your environment may not include all icons listed
below):

| .

g9 w x b

6. Once you click the above icon, the following information box will appear,
reporting the details such as Scheduled Date, Caregiver clock-in/clock out, and
so on:

sit Status History Close

Satws  Modified Date Modified By

Scheduled 26 Oct 2016 08:44 AM
Scheduled 27 Oct 2016 09:50 AM
Scheduled 11 Mov 2016 01:30 AM Support Ankota
Scheduled 28 Mar 2017 09:37 AM Debbie Wanke
Scheduled 3 Apr 2017 12:48 PM Debbie Wanke
Scheduled 5 Apr 2017 11:10 AM Debbie Wanke

7. Any documents attached to the visit can be viewed by clicking this icon:

8. Once clicking that icon, you can view documents previously or add a new
document to the visit.

Copyright © 2017 Ankota, LLC All rights reserved Pa ge | 55



Back to Contents

Date: | L | Search | | Add New | | Add Visit Document |

Mo results found with the search criteria

9. The fourth icon in this cluster is called the Edit button:

@@ |x N

10. By clicking this icon, you can view and update details about the visit:

Details 104388131 Carier, Eddie Close Details

Visit 10" [104388131170327PC |
Wisit Type:" [Phone Call & Scheduling Michols |

Duration:* :I'al. s} :n1ir|.les ]

Preferred Case Manager Wanke, Debbie T
Status:

Start Float Date: fpaozzoir M EooAM |
End Float Date: fpoorzorr | Mpoora |
Scheduled Time: poorzorr [ MEooaM |
Repeated \isi?

Reconciled?

Notes: \.ﬁ;; already scheduled 4/4 &

Address:

| Enter An Address v

isit Address: 928 Euclid Ave, #5850, Cleveland, Ohio, 44115, Lat: 41.50034, Long: -B1.88345

Strest Address 025 Euclid Awe

Street Address 20 550 |
City *: |Cle1.|elarc: |
Country ™ [usA v
State/Province *: [ O v

Zip CodelPostal Code *: (44115
Longitude: £1.68545 Localize: Address
Latitude: 41.50034

Update Visit Detail
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The 6™ icon in this example allows you to adjust tasks that caregivers completed
(usually drawn from their paper timesheets).

e = HD

1. Go to Visits and search for the visit you'd like.
2. tothe far right on the line, you'll see the last icon.

3. When you click that icon, a box will pop up that will allow you to make changes
to the tasks via the drop down menus.

are Plan ltems Close
&
Arthur - Bathing - - Skip v I
Arthur - Dressing and Grooming - - Skip T
Arthur - Laundry is required from 2 to 2 times per week. You have completed the task 0 time(s). - - Skip v
Arthur - Wash Dishes - - Ship b
Arthur - Mability / Transfer - - Skip v

Report liems

4. Be sure to click “Report Items” at the bottom of the popup before you close the
window.
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Changing the Dates of Visits

The steps to take in order to change the dates of visits are as follows: (to reschedule -
also used to move accumulated minutes visits to days when client was in service).

1. Go to Visits Screen.
2. Search for the visit(s).
3. Select with the check box on the left.
4. Press Set Scheduled Date/Times on the bottom.
5. Change the date(s)/time(s).
a. Note that there's a "tool" at the bottom of the screen to update all
selected dates/times of both at once. Let's say you have
some visits usually done at 8:00 AM and you want to move them all
to 10:00 AM but keep their dates. At the bottom, set 10:00 AM and in
the drop down choose time, and then apply.
b. Another example is move all nurse visits on a Monday holiday to the
Tuesday. In this case use the tool at the bottom to set the date you want

to move the visits to, select date from the drop down and apply.

c. Note that if you make a mistake applying a mass update, simply cancel
and start over

6. Press Save.
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Visit Verification

Important Concepts: What is IVR and EVV?

Two key features in Ankota the use of IVR and EVV. IVR stands for “Interactive Voice
Response” and EVV stands for “Electronic Visit Verification”.

Caregivers use IVR via telephone or tablet/smartphone device to record in the Ankota
system their clock in/clock out times, completed tasks, and notes for their client and
consumer visits.

Clocking In/Out for Visits

Ankota offers a few ways for Caregivers to record EVV (Electronic Visit Verification),
tasks and hours worked. Workers in the field can report their clock in and clock out
times, task completion, notes and location with Ankota in three ways:

e Signing in to the Ankota app via smartphone or tablet device.
e Dialing in on the phone (referred to as telephony).
e Utilizing a FOB (“Fixed Object”) device mounted in the clients home.

Using Telephony

e Dial the phone number provided by Ankota.
e Enter Employee ID for user ID and PIN.
e Follow prompts.

Using the App

As technology progresses, more folks are using smartphones or tablet devices in their
daily lives and at work. Ankota’s mobile app is an easy way for Attendants/Caregivers
to report and track their daily visits. The steps are as follows:

1. Go to a browser on your phone (e.g., Android, iPhone, etc. but also works on a
computer or tablet) and go to Ankota.net/<your Organization abbreviation>
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User ID Number

585
PIN Number

foed

| Login

2. Login with the same numeric ID and PIN that you use for EVV telephony. You'll
then see your visits for today:

I Show visits for other days j Show Messages
plealout)

You have 0 unread messages
Please select action from the following list

Date: Saturday,28 January, 2017
Testerson. Tess - 07:00 AM Report Arrival |

3. If you click on the name of the consumer/client, you'll see their name and
phone number and you can get directions:

Details 394254 Testerson, Tess
Google Maps Web Page
Google Maps App

Apple Maps App
Address:129 albion rd

City: wellesley
State: MA

Zip: 02481

Phone: 617-320-8502
Notes: ;

Back

4. If you want to see your upcoming schedule, click on Show Visits for other days:
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| Show visits for other days | Fhow Messages
| Log Out

5. You can also use this app to clock in and clock out for EVV. Click Report Arrival

The first time that you do this, the app will ask you to share your location.
PLEASE ALLOW THIS:

| Show visits for other days | Show Messages |
Log Out

— 1

You have 0 unread messages
Please select action from the following list

Date: Saturday,28 January—284F
Testerson. Tess - 07:00 AM

[ Report Arrival

S e |

6. This is what you'll see. It will tell you what time to clock out to complete your
full shift:

Arrival Time: 5:05 PM
You should complete your visit at 07:05 PM

| Accept Current Time |

7. The system will also display your tasks:

Your arrival has been recorded

Tess - Bathing - -

Tess - Bowel/Bladder Routine - -
Tess - Passive Rom - -

Tess - Turning/Positioning - -
Tess - Mobility/Transfer - -

Thank You

Ok
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8. At the end of your visit, you can report your departure:

| Show visits for other days | Show Messages |

Log Out

You have 0 unread messages
Please select action from the following list

Date: Saturday,28 January, 2017
- 05:05 PM
| Report Departure |

9. You'll get a warning if you're clocking our early:

Depart Time 5:15PM
Visit Time 10 min
| Accept Current Time

Your expected departure time in not until
07:05 PM. If you would like to complete
vour fully scheduled time, please hang up
and dial back in after 49 minutes.

10. You can report your tasks from the dropdowns listed:

Please report the status of the following
items

Tess - Bathing - - | Complete

Tess - Bowel/Bladder Routine - -
Complete v

Tess - Passive Rom - - | Complete
Tess - Turning/Positioning - -
Complete v

Tess - Mobility/Transfer - -

| Complete v

Save

11. You can enter notes (optional) and need to press "Save" when done:
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Please enter notes.
Notes.

‘Would you like a supervisor to follow up
with you on this visit ?

Follow-Up requested |No v

Visit Status | Close Visit

12. You'll get a thank you message. Please press "OK".

Your departure has been successfully
reported.

Thank you!

OK

13. Once you’ve reached this step, the visit will no longer show up on your menu.
If you see multiple clients during the day, they will disappear as you complete
them:

| Show visits for other days | Show Messages |

Log Out

You have 0 unread messages

Please select action from the following list

There are no calls.
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Using a FOB

Before you send a FOB to a client’s home, record the 10 digit FOB ID (the number
underneath the barcode) and the clients name and email that to Support@ankota.com.
Ankota will associate the FOB with the client.

e When the caregiver sees a client with a FOB, they should do the following:

o Push the button on the FOB and record the six-ten digit ID when they
arrive.

o Push the button on the FOB and record the six-10 digit ID when they
depart.

o When they are able, dial into the dedicated Ankota toll free number.

o They will be prompted for the FOB ID that was used when they arrived
and their arrival will be recorded.**

e Dial in again to report departure. They will be prompted for the FOB number
that was recorded at their time of departure and will also need to update the
status of the care plan items that they completed.**

The system will look up the FOB times for the client based on the codes entered and
substitute the arrival and departure times.

Here's an example of the process:

e Caregiver arrives at 1:58 PM for Mary Smith, they get the number from the FOB
and write it down.

e Caregiver departs at 4:00 PM for Mary Smith, they get the FOB number another
number from the FOB and write it down.

e They stop into the office on their way home and dial in their arrival and
departure at 4:20 PM and 4:22 PM. Based on the FOB numbers, their visit is
recorded from 1:58 PM to 4:00 PM. (8 completed units)

* This is a temporary procedure. There will be a new procedure effective on for
entering the 10 digit FOB ID.

** The reason they dial in for arrival and departure is because some
attendants/caregivers may be able to dial-in from the client's home. We will know
when they dialed in, but we will substitute the FOB times.
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Actions/Requests

Messaging a Caregiver via Telephony or Mobile app

Communicating with your workers in the field while you are in the office via telephony
or Ankota’s mobile app is a convenient way for your agency to keep in touch with your
caregivers.

1. Sign into your Ankota system and click the “Action/Request” button in the
menu.

Dashboard
Consumers

¥ Actions/Requests

Fepartments

Refer Consumer

Visits

Caregivers

2. You will be taken to the Actions/Request screen. Once there, click the “Create
New Action” button, illustrated here:

[Note:Query return maximum 500 records per search.

Received

Download Actions
Print Actions
Tags: -- No Tag -- v Filter

04/04/2016 Type:

Date From:

Create New Action

Search

Date To: &= Status: Open v
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3. A “Select Tags” box will appear and you can click “Cancel.” Tags are a concept
that will be covered in a future chapter.

ins/Requests

iSend Action

s
. Send To: | Note [Select Tags Cancel I Add Tag -
pry
Select All Tags
m: | Consumer: |- No Consu Date: 04/042017 | R n
— DefaultCategory :
Caregiver : |- No Caregl CFirm 8
Status: Open end to telephony / mobile
Title:
sul
Tags:
Action:
& . only I
I

| Send

4. The screen pictured below will appear. The next step is to choose who you are
sending the message to. Choose from the options in the 2 drop-down fields
illustrated below.

Actions/Requests

Actions

Send To: Add Ta
g .

Date From: Consumer: |-- Ntilonsumer-- \ V|l—15howAII Date: |04/04/2017 = M

| Caregiver v | [ Aniston, Jennifer v |

Date To: Caregiver: | -- Nofcaregiver — \  |Eshow Al LFirm
Tags Status: | Open} v [send to telephony / mobile
]
Title: ‘
No resul
Tags:
Action:

Consum 0

Visits to

- »

Consumers with Status warnings 0
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5. Be sure to check the box labeled “Send to telephony/mobile.” Enteringin a
message title is a required field, so type in a title in the “Title” field and the
content of your message in the Action field.

Once those steps are complete, click the “Send” button.

Send Action Cancel
Send To: Caregiver Aniston, Jennifer Add Tag
ote:Query

Date From: @ Consumer: | - No Consumer -- v Show All Date: |04/04/2017 = o New Ac
Date To: Caregiver : | -- No Caregiver — v Show All Eirm
Tags: Status: Open v ¥/Send to telephony / mobile

Hi Jennifer, Keep up the great work! Thanks, Chandler
Action:

P Consum 0

P Visits to "

Title: Message Title Here
No resul \
Tags:

Consumers with Status warnings 0

6. From the Caregiver side of the process, once the message has been sent, they
can log into the mobile app with their User ID Number and Pin Number to
retrieve their message(s).

User ID Number
120
PIN Number

| Login \ Yer——
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7. Once the caregiver is logged in, they will see an alert letting them know that
they have a message. They then need to click the “Show Messages” button to
view:

| Show visits for other day: ] Show Messages

| Create Visits | /
| Log Out

Date: Tuesday,4 April, 2017
Williams. Robin - 08:00 AM
_Report Arrival

04 April 2017 - Hi Jennifer, Keep up the
great work! Thanks, Chandler
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Setting Reminders for Reviews
Different agencies have different policies for this, including:

Check all caregivers at the same time one month per quarter.

Check 1/3rd of caregivers each month, based alphabetically by last name.
Set a reminder for each employee when you need to check them again.
Set a reminder for each check (not recommended - too much overhead).

Presuming that you would like two reminders per employee, here are the steps:

1. Go to the Skill tab.

Personal H ailability Roles Employment Documents

2. Select Add New.

Mo results found with the search criteria.

-

3. Select the one or multiple reminders that you'd like. (If the one(s) you want
aren't on the list email support@ankota.com and let us know which ones you'd
like to add.)

Concel

1XL

2¥L

XL

4xL

Aide
I Auto Insurance Quarterly
* Background Check Level 2

Cats

CDs

CDSs*

Cell Phone

CNA

o
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4. Select Add to Skill List.

Back to Contents

5. Set the reminder or Expiration Date (you will be warned one month in

advance.)

Auto Insurance
Quarterhy
Background
Check Level 2

Mone (F'd }_ Expiraﬁm Date

Mone ¥
Set Expiration Date:

Expiration Date:

6. Reminders will be in Actions/Requests.

7. Look under "Expired Skills".

b Actions
b Clients to review
b Visits to review

w Skills Expining

Expired Skills
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Billing

Billing and payroll are byproducts of closed, approved schedules. Thus the processes
are nearly identical to run either one.

Ensure All Visits Are Closed

Before you can begin the billing process, you will need to check the billing period for
any unclosed visits and any unresolved red magnifying glasses and resolve the issues. If
there are unclosed visits (scheduled, arrived or on hold) they will not bill or pay and you
can pick them up in the next round. (Please refer to section “Calendar Alerts”)

Calculate Billing
1. Go on the main menu, choose Billing and choose Calculate Billing and Payroll

2. Click the following:
a. Billing (vs. Payroll)

b. Date Range (you can set the start date far into the past to pick up any
unbilled visits from the last cycle).

NOTE We will never bill for the same visit twice

Therefore, you can set the start date for the billing period to an
earlier date if needed

3. Preview the closed visits and scan for issues such as a zero rate and then
investigate. Possible issues are as follows:
a. Visit times were not correct (would normally result in a magnifying glass
on the screen).

b. A new service type was introduced and there was not a rate associated.

c. For payroll (which is essentially the same process) a new caregiver didn't
have a pay rate.

d. Once fixed, use the recalculate button and it will pick up any changes.
4. Once the preview is good, press "Create Invoices"

NOTE There is a check box that says "View After Creation" that we can
check to be taken to the "created invoice screen"
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To get there manually, go into Billing from the main menu and
then Billing Report (Client)

5. On the "Billing Report (Client)” Screen we can view the invoices as PDFs.

a. Note also that there's an option "view all as PDFs" that will make a
consolidated PDF for you to review on line or print.

b. If you see something wrong, we recommend the following approach:
i. Cancel the invoice(s) that has errors.
1. To cancel a single invoice, there's a cancel button on the
right.

2. To cancel many invoices (or all) use the check boxes on
the left and press the "cancel" button below.

ii. Go back and fix the errors. For example:
1. gointo the visits tab and adjust times or other factors.

2. If the rate was not set or incorrect, then fix the billing (or
payroll) rate and recalculate, then recreate the invoice.

c. Once your "draft" invoices meet your expectations, you can move them
to "Complete" (either one by one or grouped together).

i. To do one at atime, press the "complete" link on the right.

ii. To mark many (or all) as complete, select their check boxes on
the left and press "complete" down below.
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Submit to EMOMED

1. Select the completed invoices (check box them individually or use the top check
box to "select all").

2. Press "Export as Healthcare Claim" (NOTE: Please don't press the EXPORT
button on the right of the claim - there is a bug here that is being fixed).

3. Inyour browser a box will appear at the lower left with your downloaded file.
Save this file in the location of your choosing.

a. One way to do this is to drag the downloaded file to your desktop or to a
folder of your choosing with a title like "claims to upload".

b. In some browsers, there will be a little arrow to the right of the file
name. You can click that and say open file location and then use the
Windows File Manager to move it to the location of your choice.

NOTE If you download a single claim the downloaded file will be an .edi
file. If you download more than one it will be a .zip file. In either
case, this is the file that you'll be uploading to EMOMED.

4. Getting approval from EMOMED for electronic filing:

a. Before EMOMED lets you submit, you have to fill out a Trading Partner
Agreement and then you will get an email from EMOMED with the
following instructions:

i. To submit your batch file:

1. Logontowww.emomed.com.

Please note that the User ID stated in the first paragraph
of this document must be used to log onto emomed.com
to submit the batch file. The Trading Partner Agreement
applies only to this specific user account. A Trading
Partner Agreement will be required if other users are
required to submit a batch file for this approved user.
Failure to do so will result in the file being rejected and
not processed.

2. Select “File Management” on the eProvider screen.
3. Select “Manage Test Files”.

4. Select “Upload HIPAA Test Files”.
5. Select “Browse” — Navigate to select the desired file.
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6. Select “Send Files”.
Files with status “Ready for Processing” will process in the next run of our Test Cycle.
This status will indicate you had a successful upload of your file to emomed.com. Files
with status "Processing Finished" are files that have processed through one of the Test

Cycle runs.

Our Test Cycle runs at 5:30 a.m. (CST) daily, Monday - Friday. You can review your
results from the cycle around 12:00 p.m. the same day.

To Review EMOMED Results
1. Select “File Management” on the eProvider screen.

2. Select “Manage Test Files”.
3. Under Search Scope, select “By User ID”.
4. Check the box by “Acknowledgements”.
e On the Acknowledgement look for the indicator ‘A’ (accepted) following the
AK9. If you received an ‘R’ (rejected) after the AK9, look for any IK3 or IK4’s

within the file. They will direct you to the noncompliant loop and segment.

e If the 999 is missing, check in Rejects X12. An X12 reject means the file was
noncompliant with the first set of processing edits.

e Accepted 999 string example:
e AK1|HC|582~AK2|837|000000582~IK5|A~AK9|A|1|1|1~

e Rejected 999 string example:
e IK3|NM1|56]|IK4|9]|1~IK5|R|5~AK9|R|1]1|0~

If you receive an accepted 999, under Search Scope select All NPIs, check the Claim
Confirmation box. If the claims processed and have a status majority of 'I' (To Be Paid),
send an email to internethelpdesk@momed.com to move to production. Please include
the emomed User ID and the type of file (5010X222A1, 5010X279A1, etc) that you are
requesting to be promoted to production.

If the claims processed and all claims have a status of ‘K’ (To Be Denied), please correct.
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The response error codes are listed to the right of each claim. You can obtain the
reason code explanation at http://www.wpc-edi.com/content/view/180/223/ or by
clicking on the Provider Information bullet in the External Links section on any of the
main tabs (login screen, ePassport or eProvider).

Please contact us at (573) 635-3559 or internethelpdesk@momed.com if you have any
qguestions regarding this process.

Upload the file to EMOMED
Once approved by EMOMED, the steps to submit your batch file are as follows:
1. Logontowww.emomed.com.
Please note that the User ID stated in the first paragraph of this document must
be used to log onto emomed.com to submit the batch file. The Trading Partner
Agreement applies only to this specific user account. A Trading Partner
Agreement will be required if other users are required to submit a batch file for
this approved user. Failure to do so will result in the file being rejected and not
processed.
2. Select “File Management” on the eProvider screen.
3. Select “Upload HIPAA Files”.
4. Select “Browse” — Navigate to select the desired file.

5. Select “Send Files”.

The next morning we'll get confirmation of "approval" or indication of any errors

Processing EMOMED Remittance Advices (RA)
To process a RA, follow these steps:

1. From the Main Menu, select Billing = Accounts Receivable.

2. When the Accounts Receivable screen appears, select program for which you want
to process the RA (e.g., CDS). Then click on Show Invoices.
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& C ) | @ Secure | https;//ankota.net/web/Billing/AccountsRec

MO

Z8% Dashboard

aF
_j. Clients
02/01/2017
Actions/Requests
Show Invoices

28} Depariments
Ll Ben Name and InvoiceNb

Client, Connie CDS MO#1

&2, Refer Glient

Adjustment
© ves

@ Caregivers
% Scheduling Client, Cannie CDS MO#3

Adjustment
@ Reporiing

Client, Connie CDS MO#5

Periwinkle, Polly CDS MO #2

Adjustment

B aiing

Billing Report{Patient)

Adjustment

Edwards, Mabel CDS MO #5

Adjustment

Client, Connie CDS MO#7

eivableaspx

Date: Agency:
L] CDSMO ¥ Al
Date Amount ‘Amount Covered Check Number Note
1032016 $0.00 0
10122016 576.19 0
101122016 $585.46 0
172016 $477.19 0
172016 560.15 0
M212016 $573.43 0
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Client

Type:[ v

Type:[ ¥

Type:[ ¥

Type:[ ¥

Type:[ ¥

(oo I

*/®@ B0 A 6 o6

&
portAnkota v

& Process Remitiance Advice | Add New Baich

Total §:

Balance

0

76.49

585.46

477.19

60.15

57243

This will display a list of the outstanding invoices based on the filters set. The filters

that can be set include:

FILTER

Date

DESCRIPTION

The starting date for the invoices to be processed.

Agency

The program for which the remittance advice was

received.

Client

A drop list of individual clients

Use the drop down boxes to select the desired filters, then select Show Invoices to
display the selected group of invoices.

3. Select Process Remittance Advice:

[ Accounts Receivable X

€ > C ) | & Secure | https/ankota.net/web/Billing/AccountsReceivable.aspx

&) Dashboard

o

& Clients

Date:
0210112017 L

Acions/Requests
Show Invoices
8y Departments m

Agency: Client
All v All

Att,

==l - o o«

# OO GEO oG

SupportAnkota ~

Add New Batch

Total$:

X
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a. The button will change to “Upload Remittance Advice” and the Choose File
button will appear next to it.

[} Accounts Receivable X Famm

*/® 8 0 g0

Receivable.aspx » @ @
I Support Ankota v
MO
A

78} Dashboard

-
& > C Y| & Secure | hitps//ankotanet/web/Billing/Ac

Choose File | Nofile chiosen Upload Remitiance Advice ll Addlew Baich

Total $:

e
L ciens

Date: Agency:
02/01/2017 L] Al v Al

cions/Requests
‘Show Invoices
&) Deparments m

. Refer Client

@ Visits

b. Click on Choose File to upload the 485 RA from EMOMED, from the file
location in which you receive remittance advice files from EMOMED.

o]

* @@ O pAE

Iogo upponanica

[Choosa Fie ] N file chosen pioad Remaance Atwies [l Ada tew Barn
chent

e Tous:
02017201 L] ] u
[ro—

EBE= . x
< 4 Cuickscee: > s 2
orgni )

P Frequent folders (11}
Dovwrloads Dropbor
& Ondrive TRt * ooy
e
P oo e Dastop
4 Homegoup d
Syone
Fires
==
File name: i Fies
B

c. Select the RA file you received from EMOMED.

d. Process the file and all invoices will be updated (e.g., Paid, Partially Paid,
Denied).

4. Main Accounts Receivable Screen

a. The redesigned Main Accounts Receivable screen (release date May 2017) will
manage remittances starting from an invoice aging view by program.
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Program Current 30

D5 5120,000.04 5 7,231.44
IHS 5 87,394.67 5 8,199.17
VA 5 18,213.99 5 1,037.00
Private Pay $ 31,324.00 S 6,709.86
Totals $256,932.70 ~ $23,177.47

60
$4,442.60
$1,248.00
$1,354.94
$2,149.76
$9,195.30

90
$1,480.87
S 416.00
5, -

5 716.59
$2,613.45

Back to Contents

120

5 -
$1,071.07
5 -

$
S

150+ Totals
51,777.04 51,248.00 51
989.44 _35 9324723

- |3

36,179.99

21,677.00

51,374.08 S
4284811 $3,611.52 &2

b. When you click on the name of a program it will break the aging down by
patient, as follows:

42,274.29
98,378.55

Program Current 30 60 90 120 1504+ Totals
Client 1 S 679.00 S 1,067.00 51,55?.0(] $ 279.00 5 9.00 5 142.00 S 3,733.00
Client 2 § 3,42000 S - $2,047.00 $ 40400 S 295.00 S 229.00 S5 6,395.00
Client 3 S 2,771.00 5 1,795.00 $- - $ - L - 5 - $ 4,566.00
Client 4 $ 3,656.00 S - $1,867.00 5 159.00 5 557.00 S 384.00 5 6,623.00
Client 5 S 1419.00 S5 933.00 S52,017.00 S - S - S - S 4,369.00
Client6 5 3,928.00 S 1,613.00 S - S 578.00 S - S - $  6,119.00
Totals S 11,774.00 S 4,341.00 S53,884.00 S 737.00 S 557.00 S 384.00 |5 21,677.00
c. When you drill into a client it will take you to a list of all outstanding
invoices for that client.
Date: Referring Program:
02/01/2017 =] CDS MO v
Client Total $:
Client, Connie v

Name and InvoiceNb Date Amount Amount Covered Check Number MNote Balance Att.

Client, Connie CDS MO #1 10132016 $0.00 a a ﬁ‘J

Adjustment: Type:| v

Client, Connie CDS MO #3 10122016 §58546 0 sesas W

Adjustment: Type:| ¥

Client, Connie CDS MO #5 172016 $47749 0 47719 [Tl

Adjustment: Type:| ¥

Client, Connie CDS MO #7 MR1R01E $57343 0 573,43 (7]

d. Onany row you can do the following.
1Client. Connie CDS MO #5 172016 $477.19 0 2 3 47719 4 flﬂ
Adjustment: 5 6 Type:| v
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1. Click to see the original invoice.

2. Enter a payment.

3. Putinanote (e.g., what is the plan for payment).
4. Add an attachment (such as a collection letter).
5. Enter an adjustment.

6. Choose the adjustment type from authorized list (configurable based
on employee role).
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Payroll

Again, since Billing and Payroll go hand in hand. The Payroll process will be very
similar to the Billing process described above.

To calculate payroll:
1. Go on the main menu, choose Billing and choose Calculate Billing and Payroll.

2. Enter the date range. (Optionally you can do one client in payroll, which can be
useful if you need to “redo” a check or pickup a stray timecard.)

3. Then select calculate.

NOTE You may want to extend your “Starting Date” further into the
past to pick up visits that weren’t closed in time for the last
payroll run.

4. You will see the visits that will be in the payroll export.
5. If you see obvious issues such as SO pay because caregiver doesn’t have a pay

table) you can go fix the problem and then come back here and rerun before
exporting.

Set Pay Rates for Employees
There are three steps to ensure accuracy in set up of employee pay rates.

Step 1: Set up Pay Codes
1. Go to Organizational Detail -> Billing Configuration -> Pay Codes.

2. Select “Add New Pay Code”.

3. Enter the name (like Pay10.50).
4. Set Unitsto 1.

5. Set type as “Pay per Time”.

6. Settime to one hour.

7. Enter the amount.
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8. Select Save.

9. Note: You can use the same pay code for many employees.

Step 2: Assign Pay Rate to Caregiver
1. Select the Caregiver (caregivers tab).

2. Go to the “Pay Code” drop down.
3. Select the Pay Code for the employee (if not their go back to step 1).
4. Select Save (lower left).

5. If things look ok, go to the bottom and select “create invoice” or “create
payment.”

NOTE The “view after creation” option will take you to the billing or payroll
report screen.

The “recalculate” button will recalculate (e.g., pick up changed bill/pay
rates).

Step 3 — View Billing Report (Client) or Payroll Report (Caregiver)
Here you can see, print and adjust your invoices and pay statements (with the adjust

link on the right)
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Add Adjustments
To add an adjustment for bills or payroll, follow these steps:

1. Go into “Adjustments” (left menu under billing).
2. Select "Add New Adjustment”.

For Billing: If you need to charge more click charge, if you charged too much,
click discount.

For Payroll: If you need to pay them more more click “charge", if you paid too
much, click "discount".

3. For Billing: Click "Client".

4. For Payroll: Click “Caregiver”.

5. Select the client or caregiver name.

6. Set the date to the date the issue occurred on (can be future).
7. Type a short description.

8. Put in the dollar amount to be adjusted as a positive number.
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Splitting Up a Payroll into Two

Here are the steps to create splitting up a payroll into two:
E.g., if you have an attendant with two clients and you want separate payroll reports.

1. Run payroll - this will make a single pay statement for the caregiver.
2. Gointo Left Menu -> Billing -> Payroll Report (caregiver).

3. Find the payroll statement that you want to split and on the right-hand side of
that pay statement line, press adjust.

4. Uncheck the visits that you want to leave off of the payroll and press save.
5. This will make the first pay statement and free up the excluded visits to

go into a different payroll statement. So now you can calculate payroll again
and you'll get a pay statement for the second client.
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Reporting

Overview
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Ankota includes a variety of printable reports. Many customers also have custom
reports they have had Ankota create for them. This document will examine the
standard reports included in the base Ankota homecare system.

The Basics

Finding Reports - Most of the standard reports can be found under the Reporting menu
option on the Main Menu.

D
{50 Dashboard

o

&A  Clienss

Actions/Requests

4>

8% Depariments

&2, Refer client

@ Visits

B careaers

% Scheduling
E4 reporng

E® siling

%}a Setiings

* Log Out

®
Active: ‘ 37 ‘ Completed ‘ 0 ‘ ‘ 0 ‘
Pending: ‘ 0 ‘ Pending ‘ 0 ‘
Failed [ 0 J
Scheduled ‘ 7 ‘ Today ‘ 0 ‘ Clients: ‘ 22 ‘
Thursday ‘ 0 ‘ Caregivers: ‘ 0 ‘
Friday ‘ 0 ‘ )

Transiton Galls

Build 2.0.3752.1 | US Patent Pendina

Click on the Reporting menu option to see the list of reports.

®Ankota LLC. Al riahts reserved Ankota LL
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Note that the reports are shown in a list format. Ankota is
creating categories for reports and will be putting reports into
the following categories:

==' D Scheduling v

@ Reporiing ™

Time /Travel Report

_ Member/Patient

Report Printout

- Case Manager/Caregiver

Workers Report

Weekly Totals Report — Se rvices

Recap By Worker

Recap By Patient -_ Billing

Audit Report

Patient Detail Printout — Payrol I

Client Download

Visit Data Warehouse

Each report will be sorted into the applicable category to make
the reports easier to locate.

Monthly Totals Report

Telephony Audit Summary

Payroll Download Report

Additional reports will be created and added within the various

Patient Care Plan Report

P categories.

Occasionally, reports will be located in their respective main menu items. Two
examples of this are:

— Billing Report — This report is located under the Billing main menu option.

— Worker Schedule Printout — Located under the Scheduling main menu option.

Running Reports

To run a report, simply click on the report name from the list that appears in the drop
down box.

Each report has its own set of filters. Filters allow reports to serve multiple functions
so that a single report can replace many different reports by simply selecting different
filters. For example, a Worker Hours report can serve as a “flash” report of month to
date hours, or a quarterly report or even an annual report, all by simply choosing
different starting and ending dates for the report.

[3 Caregiver Hours x

& C 1} | & Secure | htips://ankcta.net/web/Reporting/Wo

N,
Dashboard
ashboar From|01/01/2017 i Date To{01/31/2017 ]
Type 15} ”

Clients Refresh

Acfions/Requests
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Similarly, this same Worker Hours report can be produced in Summary, Summary with
Short Detail, Detail (full), or produced as a Quickbooks Hours report.

So in total, this one Worker Hours report can serve as four differently laid out reports,
each of which can be produced for any desired date range, Meaning one report can
serve the purposes of 20 different reports!

Report: Worker Hours Period: Period: Period: Period: Period:
Type Selection: Flash Monthly  Quarterly  Annually Any
Summary X X X X X
Summary with Short X X X X X
Detail
Detail X X X X X
QuickBooks Export X X X X X

Thus, with only two filter variables, Date Range and Type, Ankota is able to deliver the
same results as 20 different reports on most other systems. For that reason, Ankota
requires fewer individual reports than most other system.

Once the filters have been entered or selected, to run the report, click on the Refresh
button.

[ Caregiver Hours x

& C 0 @ Secure | https://ankota.net/web/Reporting/WorkerClosedVisits.aspx

MO

PAY
ol Dashboard Date From{01/01/2017 B8 Date Tof01/31/2017 B

Type: Summary b
Refresh

N
~~ Cliens

Actions/iRequesis

P
Eay

The report will appear as shown below.

Reports can be printed to a printer. However, to add further additional functionality
and capability, most reports can also be saved in common working file formats as
follows:
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— Excel: The report will be opened as an editable Excel file.

— PDF: The report will appear as an Adobe .PDF file.

— Word: The report will appear as an editable Word file.

A

7a} Dashboard

&

&M Clients

B Actonsmequess

£

;_g]’ Departments
&R, Refer Client
@ v
ﬁ\, Scheduling
2 Reportng

Time / Travel Report
Visit Report

Report Printout

10QO * -

Date From{01/01/2017 B Date To{0131/2017 L

Type: Summary v

Refresh

Wodly |y b M@ Fmd\N

WorkerId Worker Regular Regular Tot d | O =riime Total Other Adjustments Total  Units
Name Hours PayPer Re ular Pa rPer Overtime (HoursXd4)

Hour Pay He ur Pay

122 Adams, Amy 135 10 m' 0 0 0 0 135 54

120 Aniston, 175 1 1 0 0 0 0 1925 70
Jennifer

120 Aniston, 7.5 75 5625 0 0 0 0 0 56.25 30
Jennifer

128 Berry, Halle 9.07 875  79.33 0 0 0 0 0 7933 36.28

131 Bullock, Sandra 042 8.5 3.54 0 0 0 0 0 354 1.68

129 Clooney, 175 825 1444 0 0 0 0 0 1444 70
George

129 Clooney, 7.5 75 5625 0 0 X 0 0 56.25 30
George

118 Depp, Johnny 25 9 2025 [ 0 0 0 . .

@ Regsy a9 e v+« 4 Thediscicon on the

132 Fox, Megan 16.25 85 13815 0 0 0 0| .

1 Lvely, Blake : w o B o o o report header is the drop

down list of options for
saving the report

Below is the current listing of standard reports available in Ankota with a brief
description of each report. Your specific reports may vary from this list if you have had
Ankota create custom reports for your agency.
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Report Name Filters Sorting & Data Included
Time/Travel Report — Date Range Sorted by Date and Caregiver.
- Caregiver Includes: Date of Visit, Visit time, Travel Time,
Admin Time, Work Time, Total Time, Arrival
Time, Departure Time, Mileage, Errand Miles,
Patient (Member), Worker, Status.
Visit Closure Report — Client Sorted by Date and Time.
B Cér.egwer Includes: Caregiver, Client Name, Care Plan,
— Visit Status Visit Type, Arrival Date/Time, Departure
— Date Range

Date/Time, Visit Status.

Report Printout (Visit
Report)

Appointment Start Date
Appointment End Date
Worker

Service Name

Client Name

Sorted by Date.

Includes: Service Name, Patient Name,
Member Name, Appointment Date, Status.

Skills Report

Sorted by Worker.

Includes: Name, ID, Member ID, Status,
Department, (List of skills as set by the
agency).

Workers Report

Caregiver Last Name

Sorted by Worker Last Name.

Includes: First Name, Last Name, Street, City,

State, Postal Code, Primary Phone. Secondary
Phone, Email Address, Birth Date, Hiring Date,
ID, Ankota ID, Department, Pay Table, Status.

Weekly Totals Report

Date

Sorted by Department.

Includes: This Week, Last Week, 2 Weeks Ago,
3 Weeks Ago, 4 Weeks Ago, 5 Weeks Ago, 6
Weeks Ago, 7 Weeks Ago, 8 Weeks Ago, 9
Weeks Ago, 10 Weeks Ago, 11 Weeks Ago, 12
Weeks ago.

Recap By Worker

Date

Sorted by Date.

Includes: Caregiver Name, Sun, Mon, Tue,
Wed, Thu, Fri, Sat, Total, Last Week, Week
Before, Department.

Recap By Patient (Member)

Date

Sorted by Date.

Includes: Caregiver Name, Sun, Mon, Tue,
Wed, Thu, Fri, Sat, Total, Last Week, Week
Before, Department.
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Report Name

Audit Report

Filters

Date Range

Client Last Name
Client First Name
Caregiver Last Name
Caregiver First Name

Back to Contents

Sorting & Data Included
Sorted by Day of week.

Day of the week, Date, Expected Time In, Expected
Time Out, Telephony Time In, Telephony Time Out,
Overridden Time In, Overridden Time Out, Billed Visit
Hours, Scheduled Hours, Telephony Hours, Travel
Mileage, Employee Name, Employee ID, Client Name,
Client ID, Department, Expected Client Phone
Number, Actual Phone Number In, Actual Phone
Number Out, Violation Phone In, Violation Phone Out,
Visit Type, Approval Reason, Approval Notes,
Approved By, Visit ID, Violation Time In, Violation
Time Out, Expected Duration, Actual Duration,
Violation Duration, Violation GPS Arrival, Violation
GPS Departure, Violation, Holiday Hours, Visit Notes.

Patient Detail Printout

Date Range
Include former and
deceased clients
Include visit notes
Include visit details

Sorted by Employee

Includes: Arrival Date, Departure Date, Duration in
Hrs/Min, Program Type, Visit Reason, Tasks
(enumerated), Arrival Telephone Number, Departure
Telephone Number, Employee First Name, Employee

Referring Program

— Client Name Last Name, Employee Discipline, Employee ID.
— CarePlan
Client Download — Last name Sorted by Client Last Name.

Includes: First Name, Last Name, Street, City, State
Code, Postal Code, Primary Phone, Secondary Phone,
ID, Ankota ID, Bill Code, Bill Code 24, Pay Code, Pay
Code 24, Department, Birth Date, Status, Skills.

Visit Data Warehouse

Date From
Date To
Plan Type

Sorted by Worker Last Name.

Includes: Visit Date, Patient Name, Agency Name,
Worker Name, Dentist Name, Scheduled Start,
Scheduled End, Actual Start, Actual End, Bill Rate,
Upcharge, Bill Amount, Pay Rate, Bonus, Pay Amount,
Visit Status, Visit Number, Service Type, CRM Status,
Effective Date, Plan Name, CRM Status DOS, Effective
Date DOS, Plan DOS, Department, Birth Date, Status,
Skills.

Monthly Totals Report

Date

Sorted by Department.

Includes: Department, This Month, Last Month, Two
Months Ago, Three Months Ago, Four Months Ago,
Five Months Ago, Six Months Ago, Seven Months Ago,
Eight Months Ago, Nine months Ago, Ten Months Ago,
Eleven Months Ago, Twelve Months Ago.

Copyright © 2017 Ankota, LLC

All rights reserved

Page |89




Report Name

Telephony Audit Summary

Filters

Date Range
Worker

Back to Contents

Sorting & Data Included
Sorted by Employee Name.

Includes: Employee Name, Time In Violation,
Time Out Violation, Duration Violation, Phone In
Violation, Phone Out Violation, FVV In Violation,
FVV Out Violation, Voice Sign In violation, Voice
Sign Out Violation, GPS Arrival Violation, GPS
Departure Violation, Visits With Violations, Total
Visits, Percent Compliance.

Payroll Download Report

Date Range
Referring Program
Patient

Visit Date

Sorted by Employee Name.

Includes: Employee Name, Client Name, Payer
Name, Visit Type, Date, Start Time, End Time,
Total Hours, Rate, Total, Mileage, Travel Time.

Invoice Download Report

Date Range

Referring Program
Patient

Visit Date/Invoice Date

Sorted by Client Name.

Includes: Client Name, Worker Name, Payer
Name, Visit Type, Date, Start Time, End Time,
Total Hours, Rate, Total Charge, Mileage.

Patient Care Plan Report

Date Sorted by Patient Name.
Last Name Includes: Patient ID, Ankota Plan Name, Plan
Type, Active From, Active To.
Patient Worker History First Name Sorted by Patient Name.
Report Last Name

Includes: Worker Name, Cell Phone, Patient
Name, Last Date.

Payer Download Report

Patient Last Name

Sorted by Client Last Name.

Includes: Client First Name, Client Last Name,
Payer First Name, Payer Lat Name, Address 1,
City, State Code, Postal Code, Primary Phone
Secondary Phone, Payer ID.
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Report Name

Worker Hours Report

Filters

Date Range

— Type:

o Summary

o Summary Short

o Detail

o QuickBooks
Export

Back to Contents

Sorting & Data Included ‘
Sorted by Client Last Name.

SUMMARY Includes: Worker ID, Worker
Name, Regular Hours, Regular Pay Per
Hour, Total Regular Pay, Overtime Hours,
Overtime Pay Per Hour, Total Overtime Pay,
Other, Adjustments, Total, Units (Hours x
4).

SUMMARY SHORT Includes: Worker Name,
Worker Department, Regular Hours,
Regular Pay Per Hour, Overtime Hours,
Overtime Pay Per Hour, Adjustments.

DETAIL Includes: Worker ID, Worker Name,
Date, Patient Name, Duration, Rate,
Amount, Type.

QUICKBOOKS EXPORT Includes: Worker
Name, Regular Hours, Regular Pay Per
Hour, Total Regular Pay, Overtime Hours,
Overtime Pay Per Hour, Total Overtime Pay,
Other, Adjustments, Total, Units (Hours x
4).

Authorize Service
Warnings Report

Month
Warning Type
Visit Type
Patient
Threshold (%)

Sorted by Patient Last Name.

Includes: Patient Name, Start-End Dates,
Visit Type, Period, Authorized Hours/Units,
Prediction %, Remaining Units, Remaining
Visits, Recommendations, Period Warnings,
Monthly Warnings, Seek 1, Week 2, Week
3, Week 4, Week 5.

Quarterly Unit Usage

Report

Year Sorted by Visit Type Category.
Report Quarter Includes: Agency, Visit Type Category, Total
Paid Claims, Number of Patients, Total
Units Authorized, Total Units Delivered,
Agency Total.
Invoice Summary Month Sorted by Date.

Referring program
Patient

Includes: Date, Agency, Name, Invoice
Total, Amount, Type, Chank Number,
Account Number, Notes, Total Paid.
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Time/Travel Report

Filters

Back to Contents

— Date Range
— Caregiver

Sorting & Data Included

Sorted by Date and Caregiver.

Includes: Date of Visit, Visit time, Travel Time, Admin Time, Work Time,
Total Time, Arrival Time, Departure Time, Mileage, Errand Miles, Patient
(Member), Worker, Status.

. Dashboard
Date From [01/01/2017

Hpate To 02/0812017

B Caregiver — All -

I@ Support Ankota v

Refresh
Clients 4 4|y of22 P Pl @ Find | Next
o Visit Time Travel Time Admin Time Work Time Total Time Arrived Date Errand Miles Patient Worker Visit Status -
J Acions/Requests
Sunday, 01/01 3:15 0:0 00 00 315 800 AM to 11:15 0 Consumer. Test Adams. Amy  Scheduled
N Departments Monday, 01/02 0:-11 0:0 0:0 00 011 1A1M25 AM to 1:15 0 Consumer, Test  Adams, Amy  On Hold
Tuesday, 01103 315 0:0 00 00 315 800 AM to 11:15 0 Consumer, Test Adams, Amy  Scheduled
Refer Client &
Wednesday, 315 0:0 0:0 00 315 8:00 AM to 11:15 0 Consumer, Test Adams, Amy  Scheduled
01/04 AM
D visis Thursday, 315 00 0:0 00 315 800 AM to 1115 0 Consumer Test Adams. Amy  Scheduled
01/05 AM
Friday, 0106 3:15 0:0 0:0 00 315 8:00 AM to 11:15 0 Consumer, Test Adams, Amy  Scheduled
E Caregivers AM
Saturday, 315 0:0 0:0 0-0 315 8:00 AM to 11:15 0 Consumer, Test Adams, Amy  Scheduled
0107 AM
ﬁ Scheduling Sunday, 01/08 3:15 0:0 0:0 00 315 8:00 AM to 11:15 0 Consumer, Test Adams, Amy  Scheduled
AM
Monday, 01/09 3:15 0:0 0:0 0-0 315 8:00 AM to 11:15 0 Consumer, Test Adams, Amy  Scheduled

E2 Reporing

Time / Travel Report

Visit Closure Report

Report Printout

Skills Report
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Visit Closure Report

Filters
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Sorting & Data Included

Client
Caregiver
Visit Status
Date Range

Sorted by Date and Time.

Includes: Caregiver, Client Name, Care Plan, Visit Type, Arrival Date/Time,
Departure Date/Time, Visit Status.

{8} Dashboard

e
&4 Clients
Actions/Requests
A

78} Depariments

Refer Client

@ v

B caregners

9 Scheduling

E# Reporing
Time / Travel Report

Visit Closure Report

Report Printout

Client

Date From

Field, Sally

Bullock, Sandra

Fox, Megan

Depp. Johnny

Berry, Halle

I@ Support Ankota v

—All— v Caregiver [ All— v Visit Status [ All Visits v

View Report

02/01/2017 L] Date To 02/08/72017 L]

Wm Amival DatefTime riure Date/Time W.

Adams, Amy

Consumer, Test Test Consumer Personal Care CDS  02/02/2017 08:00 AM  02/02/2017 11:15 AM  Passed Screening

Stock, Arthur Arthur Personal Care CDS  02/02/2017 08:00 AM  02/02/2017 11:15 AM  Passed Screening @

Rose, Axel Axel Rose CDS  Personal Care CDS  02/02/2017 08:00 AM  02/02/2017 08:45 AM  Passed Screening | (&

Ford, Hariison Harrison Personal Care CDS  02/02/2017 10:00 AM  02/02/2017 01:15 PM  Passed Screening (@

Mongiardo, Judy Juay Personal Care CDS  02/02/2017 10:30 AM  02/02/2017 01:45 PM  Passed Screening = (@

McPherson, Coleen Coleen Personal Care CDS  02/02/2017 12:30 PM  02/02/2017 04:30 PM  Passed Screening = (&
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Visit Report Printout

Filters

Sorting & Data Included

— Appointment Start Date  Sorted by Date.

— Appointment End Date
— Worker

Includes: Service Name, Patient Name, Member Name, Appointment
Date, Status.

— Service Name
— Client Name

A

{8 Dashboard
6%5

A Clients

Actions/Requests

{2 Depariments

2. Referclient

@

& visits

8 carsanes
ﬁu Scheduling
E% Reporing

Time / Travel Report
Visit Closure Report
Report Printout

s rt

Vorkers Report

Totals Report

I@ SupportAnkota v

[Note:Query retum maximum 500 records per search.

Appointment Start Date 02012017 ] Worker All Caregivers v Client Name All Clients v

Appointment End Date 0210872017 L] Service Name Al Service Types v
Palienl Name [Member Name Appointment Date -

Q Personal Care CDS Test Consumer Amy Adams

2/212017 Create

Report

o Personal Care CDS Arthur Stock sally Field 20212017 Create
Report

5] Personal Care CDS Axel Rose sandra Bullock 20212017 Create
Report

o Personal Care CDS Hariison Ford Megan Fox 20212017 Create
Report

@ Personal Care CDS Judy Mongiardo Johnny Depp 24212017 Create
Report

a Personal Care CDS Coleen McPherson Halle Berry 24212017 Create
Report

Create Reports. Save All As PDF
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Skills Report

Filters Sorting & Data Included
— None Sorted by Worker Last Name.

Includes: Name, ID, Member ID, Status, Department, (List of skills as set
by the agency).

I@ 1 Support Ankota

! Dashboard Refresh

o
%, Clients

MemberID Status Department 1XL v Background Cats
Check Level

Actions/Requests o

S Depariments Adams, Amy 122 14867 Active Mo
Aniston, 120 14865 Active Mo
Jennifer
2. Refer Client Ankota, 14985 Active PYR Kennett
Support
@ Ankota, 14987 Active PYR Jefferson
@ visits Support City
Ankota, 14989 Active PYR Kirksville
(@ Support
Caregivers Ankota, 14853 Active Mo
Support
E Berry, Halle 128 14873 Active Mo
=11 Scheduling e
“ »

@ Reporiing

Time / Travel Report

Report Printout

Skills Report

port

Copyright © 2017 Ankota, LLC All rights reserved Pa ge | 95



Workers Report
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(Caregivers Download Report)

Filters

— Caregiver Last Name

Sorting & Data Included
Sorted by Worker Last Name.

Includes: First Name, Last Name, Street, City, State, Postal Code,
Primary Phone. Secondary Phone, Email Address, Birth Date, Hiring
Date, ID, Ankota ID, Department, Pay Table, Status.

Caregiver Last Name:

21 Dashboard

I@ Support Ankota ~

Refresh
Y, Clients 44 of2? P Pl Find | next b -
City State Code Postal Code Primary  Secondary Email Birth Date  Hiring Date Id Ankotald  Department PayTable Status
J Actions/Requests Phone Phone Address
‘€St Kansas Gty MO 64124 816-572-8906 10/15/1959 122 14867 MO Active
47 Departments ury,  KansasCity MO 64127 816-206-4187 11/14/1974 120 14865 MO Active
. 14853 MO Active
852, Refer Client
14985 PYR Kennett Active
@ Visits 14987 PYR Jefferson Active
city
14989 PYR Kirksville Active
@ Caregivers
30th St., Kansas City MO 64131 816-756-8407 09/09/1979 128 14873 MO Active
%‘J Scheduling Kansas City MO 64128 816-352-0335 10/20/1964 131 14876 MO Active

ton
«
@ Reporting
Time / Travel Report
Report
Report Prinfout

port

Workers Report

Copyright © 2017 Ankota, LLC

Al rights reserved Page | 96



Back to Contents

Weekly Totals Report

Filters Sorting & Data Included
— Date Sorted by Department.

This Week, Last Week, 2 Weeks Ago, 3 Weeks Ago, 4 Weeks Ago, 5
Weeks Ago, 6 Weeks Ago, 7 Weeks Ago, 8 Weeks Ago, 9 Weeks Ago, 10
Weeks Ago, 11 Weeks Ago, 12 Weeks ago.

MO

I@ Support Ankota ~

A
1) Dasnboard Date: (020082017 L

Refresh

o~

i, Clients Ho4p of1 b Pl @ Find | Next b, -

Department ThisWeek LastWeek TwoWeeksAgo ThreeWeeksAgo FourWeeksAgo FiveWeeksAgo SixWeeksAgo SevenWeeksAgo EightWeeksAgo NineWeeksAgo TenWeeksA
MO o 18 3 80 46 1 [ 0 3 4
Total o 18 3 80 46 1 [ 0 3 4

ActionsRequests
43 Depariments

2. Refer Client

® s

8 caraners
ﬁy Scheduling

‘ v
@ Reporiing
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Back to Contents

Recap By Worker

Filters Sorting & Data Included
— Date Sorted by Date.

Caregiver Name, Sun, Mon, Tue, Wed, Thu, Fri, Sat, Total, Last Week,
Week Before, Department.

Dashboard Date:[02/08/2017 L]

Refresh
%, clients O P P S T Find | Next L~

Caregp Sun Mon Tue Wed Thu Fri Sat Total Last Week Week Department

3 Actions/Requests Name Before

Adams, Amy 0 0o o o o o o o 3 0 Mo
SY Depariments Berry, Halle 0 0 o o o o o o 4 0 Mo
) Bullock, Sandra 0 0o o o o o o o 1 0.5 MO
59, Refer Client
Depp, Johnny 0 0o o o o o o o 3 2.5 M0
@ visis Field, sally 0 0o o o o o o o 3 oMo
Fox, Megan 0 0o o o o o o o 3 oMo
g e Totals 0 0o o o o o o o 17 3

%A Scheduling
E2 Reportng

Recap By Worker

3y Patient
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Back to Contents

Recap By Patient (Member)

Filters

— Date

Sorting & Data Included
Sorted by Date.

Caregiver Name, Sun, Mon, Tue, Wed, Thu, Fri, Sat, Total, Last Week,
Week Before, Department.

Dashboard Date: 021082017

Refresh
Y, Clients I a4y

) Actions/Requests
Accardi, Amy

87 Depariments Consumer, Test

Ford, Hariison

McPherson,
Coleen

Mongiardo,
Judy

Rose, Axel

S p—
ﬁu Scheduling
2 reporing

Time / Travel Report

Stock, Arthur

Totals

Visit Closure Report

Report Printout

ofr b M @

Client Name Sun Mon Tue Wed Thu Fri

I@ SupportAnkota ~

Find | Next

Sat Total LastWeek Week Department
Before

0 2 0 0 0 2 0 0 MO
o 0 0 0 o o 0 o 3 0 MO
0 0 0 0 0 0 0 0 3 0 MO
o 0 0 0 o o 0 o 4 0 MO
0 0 0 0 0 0 0 0 3 2.5 MO
0 0 0 0 0 0 0 0 1 0 MO
0 0 0 0 0 0 0 0 3 0 MO
0 0 0 2 0 0 0 2 17 25
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All rights reserved

Page |99



Audit Report

Filters

— Date Range

— Client Last Name

— Client First Name

— Caregiver Last Name
— Caregiver First Name

Back to Contents

Sorting & Data Included ‘
Sorted by Day of week.

Day of the week, Date, Expected Time In, Expected Time Out,
Telephony Time In, Telephony Time Out, Overridden Time In,
Overridden Time Out, Billed Visit Hours, Scheduled Hours, Telephony
Hours, Travel Mileage, Employee Name, Employee ID, Client Name,
Client ID, Department, Expected Client Phone Number, Actual Phone
Number In, Actual Phone Number Out, Violation Phone In, Violation
Phone Out, Visit Type, Approval Reason, Approval Notes, Approved By,
Visit ID, Violation Time In, Violation Time Out, Expected Duration,
Actual Duration, Violation Duration, Violation GPS Arrival, Violation
GPS Departure, Violation, Holiday Hours, Visit Notes.

A

8} Dashboard

Date From: 02/012017

Client Last Name

Clients Caregiver Last Name.

Refresh

ctions/Requests M4y |2 b M ¢
&7 Depariments
~ Wednesday 02/08/2017
8. Refer Client
Thursday 02/02/2017
@
7 visits Thursday 02/02/2017
8 Thursday 02/02/2017
Caregivers
Thursday 02/02/2017
ﬁ Schedul
O — Thursday 02/02/2017
Thursday 02/02/2017

Audit Report

[ ] Date To 02/08/2017 [ ]
(Client FirstName:

(Caregiver First Name:

Find | Next el -
Expected Expected Telephony Telephony Ovemidden Overridden Billed Visit Scheduled Telephony Travel Employee  Employe}
Time In Time Out Time In Time Out Time In Time Out Hours Hours Hours Mileage Name
08:00 10:00 14:24 14:36 12:24 14:36 20 2.0 2.20 0 Kidman, Nicole 130
08:00 11:15 08:00 11:15 33 33 3.25 0 Adams, Amy 122
10:00 13:15 10:00 1315 33 33 3.25 0 Fox, Megan 132
12:30 16:30 12:30 16:30 40 4.0 4.00 0Berry, Halle 128
10:30 13:45 10:30 13:45 33 33 325 0 Depp, Johnny 118
08:00 08:45 08:00 08:45 08 0.8 0.75 0 Bullock, Sandra 131
08:00 11:15 08:00 1115 33 33 3.25 0 Field, Sally 121
Total: 200 20.0 19.95
>
= = o _ 213PM

Most customers use this report as an export to Excel where they determine which
columns to retain and which to discard.
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Back to Contents

Patient Detail Printout

Filters Sorting & Data Included ‘

— Date Range Sorted by Employee
— Include former and
deceased clients
— Include visit notes
— Include visit details
— Client Name

— CarePlan

Includes: Arrival Date, Departure Date, Duration in Hrs/Min, Program
Type, Visit Reason, Tasks (enumerated), Arrival Telephone Number,
Departure Telephone Number, Employee First Name, Employee Last
Name, Employee Discipline, Employee ID.

N
i Dashboard

[Note:Query retum maximum 500 records per search.

&
A Clients Start Date 02/01/2017 B Endpate (02082017 ]

Include former holding, and deceased clients  Cinclude visitnotes  ®linclude visit details

Actions/Requests Accardi, Amy -

Adams, Marge

A Client Name: Cezanne, Paul Care Plan:  [Amy v Search
{&Y Depariments Chagal, Marc

Client, Connie -
8. Refer Client
H 4 F1 b bl @ Find | next i, -
@ Visits MO
Client Detail Report by Employee
| — 21812017 - 21812017
Accardi, Amy (426063)
ﬁu Seheduling LTy
ARRIVE DATE Feb 82017
12:24PM
@ Reporting DEPART DATE Feb 82017
2:36P18
TRIErE B DURATION IN HRSMIN 120
Visit Closure Report PROGTYPE o
VISIT REASON Personal Care:
ort Prinfout cos
Change Linens Complete
Clean Bath Mot Heeded Today
Dressing and Grooming Compiste
Laundry Compiete
Personal Care Compiete
ARRIVE TELEPHONE NO. 617-320-8502
DEPART TELEPHONE NO. 617-320-8502
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Client Download

Filters

Back to Contents

Sorting & Data Included

— Last name

— Referring Program

Sorted by Client Last Name.

Includes: First Name, Last Name, Street, City, State Code, Postal Code,
Primary Phone, Secondary Phone, ID, Ankota ID, Bill Code, Bill Code 24,
Pay Code, Pay Code 24, Department, Birth Date, Status, Skills.

2} Dashboard
Clients
Actions/Requesis

S Depariments

9, Refer Client
Visits

Caregivers

Scheduling

Report Printout

dlls Report

ers Report

Last Name: Referring Program| — All — i
Refresh
H o4 oF1 P M @ Find | next i, -
rst Name Last Name Street City State Code Postal Code Primary AnkotaId Bill Code Bill Code 24 Pay Code
Phone

Amy Accardi 4101 Main St,  Kansas Gity MO 64111 111-222-3333 DCN122345 426063

Marge Adams 4013E3ist  Kansas City MO 64128 7T7-666-5555 MEDICAID- 421437
street, D123

Paul Cezanne 1733 Kansas  Kansas Gity MO 64127 816-489-2469 7480320 416115
Ave.,

Marc Chagal 612 NE Howard Lee Summit MO 64063 816-522-7508  B16-600-5350 17460825 416117
Ave., Apt. 125

Connie Client 1733 Kansas  Kansas ity MO 64127 555-121-2100 1234 423254
e,

Connie Client 1733 Kansas  Kansas Gty MO 64127 617-320-8502 1234567 416182
Ave,

Test Consumer 4012 South  Independence MO 64055 111-222-3333 Medicaid123 417053
Lynn Drive,
UnitB

salvador Dali 2012 Askew  Kansas City MO 64128 816-812-0731 816-756-6878 22210702 416106
Ave.,

Jane DaVinci 4310 Independence MO 64055 816-373-2702 62538552 416113
Canterbury Pl.,

Edgar Degas 2855 Harvard  Independence MO 64052 816-313-5766 13106796 416116
Ave.,

Marcel DuChamp 1008 SE Blue Springs MO 64014 816-427-5180 34364076 416122
Gingerbread
Ln.,

Mabel Edwards 2607 Drury,  Kansas City MO 64127 445-555-6666 MEDICAIDID123 420156

Tina Fey 412 Kansas City MO 64130 816-923-5224 20336675 416125
Kensington

I SupportAnkota v 1
E

E
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Back to Contents

Visit Data Warehouse

Filters

— Date From
— DateTo
— Plan Type

Sorting & Data Included ‘
Sorted by Worker Last Name.

Includes: Visit Date, Patient Name, Agency Name, Worker Name, Dentist
Name, Scheduled Start, Scheduled End, Actual Start, Actual End, Bill Rate,
Upcharge, Bill Amount, Pay Rate, Bonus, Pay Amount, Visit Status, Visit
Number, Service Type, CRM Status, Effective Date, Plan Name, CRM Status
DOS, Effective Date DOS, Plan DOS, Department, Birth Date, Status, Skills.

Dashboard

%
&4 Clients

i Actions/Requests

Depariments

0. Refer Client
@ vers
@ Caregivers

% Scheduling
E2 Reporing

Time J Travel Report
Visit Glosure Report
Report Prinfout
Skills Report

rs Report

iy Totals Report

SupportAnketa v

logo

Date From{01/01/2017 L

Date To:  [02/08/2017 L]

Plan Type:[—All— v

Refresh

44 of2z b M@ Find | Next B, v

Visit Date  Patient Agency Worker Dentist Scheduled Scheduled Actual Start Actual End  Bill Rate Upcharge  Bill Amount PayRate  Bonusfa
Name Name Name Name Start End

01/15/17 Chagal, Marc  THS MO Aniston, 12:00PM 2:00PM 12:00PM 2:00PM 4.60 0.00 36.80 11.00 0.00
Jennifer

01/16/17 Chagal, Marc  THS MO Aniston, 12:00PM 2:00PM 12:00PM 2:00PM 4.60 0.00 36.80 11.00 0.00
Jennifer

01/13/17 Chagal, Marc  THS MO Aniston, 12:00PM 2:00PM 12:00PM 2:00PM 4.60 0.00 36.80 11.00 0.00
Jennifer

01/14/17 Chagal, Marc ~ IHS MO Aniston, 12:00PM 2:00PM 12:00PM 2:00PM 4.60 0.00 36.80 11.00 0.00
Jennifer

01/17/17 Chagal, Marc ~ THS MO Aniston, 12:00PM 2:00PM 12:00PM 2:00PM 4.60 0.00 36.80 11.00 0.00
Jennifer

01/16/17 Chagal, Marc  THS MO Aniston, 10:30AM 12:00PM 10:30AM 12:00PM 4.60 0.00 27.60 11.00 0.00
Jennifer

01/15/17 Chagal, Marc  THS MO Aniston, 2:00PM 3:30PM 2:00PM 3:30PM 4.10 0.00 24.60 7.50 0.00
Jennifer

01/17/17 Chagal, Marc  THS MO Lniston, 2:00PM 3:30PM 2:00PM 3:30PM 4.10 0.00 24.60 7.50 0.00

“«
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Back to Contents

Monthly Totals Report

Filters

— Date

Sorting & Data Included ‘
Sorted by Department.

Includes: Department, This Month, Last Month, Two Months Ago, Three
Months Ago, Four Months Ago, Five Months Ago, Six Months Ago, Seven
Months Ago, Eight Months Ago, Nine months Ago, Ten Months Ago,
Eleven Months Ago, Twelve Months Ago.

3} Dashboard

e
A Clients

Actions/Requests
€2} Depariments
S8, Refer Client

\f::\ Visits

B o
ﬁu Scheduling
E2 Reportng

I@ ®  SsupportAnkota

E

Date:|02/08/2017 L]

Refresh

44 of1 P oI @ Find | Next [ -

Department This Month Last Month Two Months Three Four Months Fige Months Six Months  Seven Eight Nine Months Ten Months Eleven Twelve
Months Ago Ago Ago Ago Months Ago Months Ago Ago Ago Months Ago Months

Mo 20 120.5 7 170 119.5 2% 0 0 0 0 0 0

Total 20 1205 7 170 119.5 26 0 0 0 0 0 0
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Back to Contents

Telephony Audit Summary

Filters

— Date Range
— Worker

Sorting & Data Included ‘
Sorted by Employee Name.

Includes: Employee Name, Time In Violation, Time Out Violation, Duration
Violation, Phone In Violation, Phone Out Violation, FVV In Violation, FVV
Out Violation, Voice Sign In violation, Voice Sign Out Violation, GPS Arrival
Violation, GPS Departure Violation, Visits With Violations, Total Visits,
Percent Compliance.

Dashboard

¥ Clients

Actions/Requests

Departments

&R Refer Client

\{'}:\ Visits

S QE—
&4 Scheduling
Reporiing

Time /

Visit

I@ & SupportAnkota -

Date From{12/0122016 B Date Tof01312017 BWorker{ —Not Speciied— v
Refresh
M4y g BBl @ Find | Next I~

Employee  Time InViol Time Out  Duration Phone Viol Phone Viol FVVInViel FVV OutViol Voice Sign Voice Sign  Gps Amival Gps Visits with  Total ¥

Name Viol Viol In Out 1n Viol Out Viol Viol Departure  Violations
Viol

Adams, Amy 0 0 0 0 0 0 0 0 1

Aniston, 0 [ 0 0 0 0 0 0 0 0 0 0

Jennifer

Ankota, 0 o o 0 0 o 0 0 0 0 0 0

Support

Ankota, 0 [ 0 0 [ 0 0 [ 0 0 [ 0

Support

Berry, Halle 0 [ 1 1 1 0 0 0 0 0 0 1

Bullock, Sandra 0 0 1 1 0 o 0 0 0

Caregiver, 0 [ 0 0 0 0 0 0 0 0 0 0

Clarence

Clooney, 0 o o 0 0 o 0 0 0 0 0 0

George

Cole. David 0 [ 0 0 0 0 0 0 0 0 [ 0 v

<
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Back to Contents

Payroll Download Report

Filters Sorting & Data Included

Date Range Sorted by Employee Name.
Referring Program

Includes: Employee Name, Client Name, Payer Name, Visit Type, Date,

— Patient Start Time, End Time, Total Hours, Rate, Total, Mileage, Travel Time.
Visit Date

— I@ @ Ssupportankota v
8 Dashooard
Date From (01012017 B pateTo 02282017 ]
Referring Frogram: [~ All—__v VisitDate v
Cheal Patient: [ All Clients 2
Refresh
e @ -
Actions/Requests Hodh g2z b M Find | Next B}
" End Time Total Hours Rate Mileage Travel Time -
N
Depariments
Adams, Amy  Consumer, Test CDS MO; Personal Care  01/13/2017  8:00AM 11:15AM 3.2500 10 32.50 0 0
9, Refer Client Adams, Amy  Consumer, Test CDS MO; Personal Care  01/14/2017  8:00AM 11:15AM 3.2500 10 32.50 0 0
s
p Adams, Amy  Consumer, Test CDS MO; Personal Care  01/16/2017  8:004M 11:158M 3.2500 10 32.50 0 0
%) visits s
Adams, Amy  Consumer, Test CDS MO; Personal Care  01/17/2017  8:00AM 11:15AM 3.2500 10 32.50 0 0
s
Caregivers Adams, Amy  Consumer, Test CDS MO; Personal Care  01/15/2017  11:18PM 11:48PM 0.5000 10 5.00 0 0
s
Aniston, Chagal, Marc  HS MO; Respite Care  01/13/2017  2:00PM 3:30PM 1.5000 75 11.25 0 0
Scheduling Jennifer
Aniston, Chagal, Marc  THS MO; Respite Care  01/14/2017  2:00PM 3:30PM 1.5000 7.5 11.25 0 0
Jennifer
4 Reporing
Aniston, Chagal, Marc  THS MO; Respite Care  01/15/2017  2:00PM 3:309M 1.5000 75 1125 0 0
Jennifer .

Time /T
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Back to Contents

Invoice Download Report

Filters Sorting & Data Included

— Date Range Sorted by Client Name.

— Referring Program

— Patient

— Visit Date/Invoice
Date

Includes: Client Name, Worker Name, Payer Name, Visit Type, Date, Start
Time, End Time, Total Hours, Rate, Total Charge, Mileage.

I@ Support Ankota

42} Dashboard
el Date From 01012017 & Date To (0272812017 ]
oy Referring Program: [— All— v VisitDale v
€= Patient: [All Clients -
Refresh
@ -
Actions/Requests . o2 b M Find | Next e,
~ Client Name Worker Payer Name Visit Type Date ime EndTime TotalHours Rate Total Mileage =
<&} Depariments Name Charge
Adams, Marge Lively, Blake ~ CDS MO; David Nursing 01/16/2017 8:00AM 0:00AM 10 44.35 44.35 o
Cale
Refer Client Chagal, Marc  Anistan, IHS MO; Respite Care  01/13/2017 2:00PM 3:30PM 15 4.1 24.60 0
Jennifer
Chagal, Marc  Aniston, IHS MO; Respite Care  01/12/2017 2:00PM 3:30PM 15 41 24.60 0
Jennifer
Chagal, Marc  Aniston, IHS MO; Respite Care  01/15/2017 2:00PM 3:30PM 15 4.1 24.60 o
Jennifer
g Caregivers Chagal, Marc  Aniston, IHS MO; Respite Care  01/16/2017 2:00PM 3:30PM 15 4.1 24.60 0
Jennifer
= Chagal, Marc  Aniston, IHS MO; Respite Care  01/17/2017 2:00PM 3:30PM 15 41 24.60 0
=0 Scheduling Jennifer
Chagal, Marc  Aniston, IHS MO; Personal Care - 01/13/2017 10:30AM 12:00PM 15 4.6 27.60 o
Jennifer In Home
@ Reporiing
Chagal, Marc  Aniston, IHS MO; Personal Care - 01/14/2017  10:30AM 12:00PM 15 4.6 27.60 0
Time / Travel Report Jennifer n Home S

sure Report

Report Printout

Skills Report

‘Workers Report
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Back to Contents

Patient Care Plan Report

Filters Sorting & Data Included

— Date Sorted by Patient Name.

— Last Name Includes: Patient ID, Ankota Plan Name, Plan Type, Active From, Active To.

I@ SupportAnkota +

{2} Dashboara = anaR0T7 =
Last Name:
3
Clients Refresh
44 F1 b Pl @ Find | next b, -
BE TR nt Name Id Ankotald Plan Name PlanType  Active Active To
From
A Accardi, Amy DCN122345 426063 Amy
8% Depariments
Adams, Marge MEDICAID- 421437 Marge Adams
D123
[ — Cezanne, Paul 7480320 0 None None
Chagal, Marc 17460825 416117 Marc Chagal
o Client, Connie 1234567 416182 Connie Client
& visis
Client, Connie 1234 423254 Connie Client
Consumer, Test Medicaid123 417053 Test Consumer
@ Caregivers Dall, Salvador 22210702 0 None None
Davinci, Jane 62538552 0 None None
ﬁA Scheduling Degas, Edgar 13106796 0 None None
DuChamp, Marcel 34364076 0 None None
Fey, Tina 20336675 0 None None
E4 Reporing
Ford, Hariison FMID123 422897 Harrison
Time [ Travel Report Gauguin, Paul 562216 0 None None
Harringtan, Charlotte MED12345 421324 Charlotte
Visit Closure Report
Kahlo, Frida 12705002 0 None None
Report Printout Klimt, Gustav 12308583 0 None None
Manet, Eduard 10766387 0 None None
ills Report
Matisse, Henri 24075807 0 None None
R McPherson, Coleen Coleen123 423740 Coleen
Monet, Claude 21867075 0 None None
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Patient Worker History Report

Filters Sorting & Data Included

— First Name Sorted by Patient Name.

— Last Name Includes: Worker Name, Cell Phone, Patient Name, Last Date.

) Dashboard

FirstName
LastName
Clients i
[ERR Y of1 b M@ Find | Next [ -
(TS Worker Cell Patient Name Last Date
Phone
A Halle Berry 816-  Polly Periwinkle 10/12/2016 8:00:00 AM
7 Depariments 756
8407
Sandra Bullock 816-  Patricia Wilson 10/12/2016 8:00:00 AM
Refer Client 352
9335
Johnny Depp 816-  Mabel Edwards 11/14/2016 8:00:00 AM
Visits 084
9736
Cameron Diaz 816-  Charlotte Harrington 11/21/2016 8:00:00 AM
Caregivers 442-
1584
Leonardo DiCaprio 816-  Marge Adams 11/23/2016 8:00:00 AM
) Scheduling 585
9172
Clarence Caregiver Connie Client 11/29/2016 8:00:00 AM
Reporing
Accumulated Minutes Worker Connie Client 11/30/2016 1:00:00 AM
Time el Report Accumulated Minutes Worker Mabel Edwards 11/30/2016 1:00:00 AM
Blake Lively 816-  Connie Client 1/16/2017 8:00:00 AM
sure Report Fo-
5875
Report Prinout
Blake Lively 816-  Marge Adams 1/16/2017 8:00:00 AM
lis Report i
5875
g George Clooney 816-  Leroy Nieman 1/17/2017 11:30:00 AM
547-
dy Totals Report 3330
Jennifer Aniston 816-  Marc Chagal 1/17/2017 2:00:00 PM
Recap By Worker 206-
4187
p By Pafient Amy Adams 816-  Test Consumer 2/2/2017 8:00:00 AM
572-
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Payer Download Report

Patient Last Name

Sorting & Data Included

Sorted by Client Last Name.

Back to Contents

Includes: Client First Name, Client Last Name, Payer First Name, Payer Lat
Name, Address 1, City, State Code, Postal Code, Primary Phone Secondary

Phone, Payer ID.

A

[£:})

A

[f:3]

®

&

8

O]

&

Dashboard

Clients

Actions/Requests

Depariments

Refer Client

Visits

Caregivers

Scheduling

Reporiing

Time / Travel Report

Visit Closure Report

Report Printout

Skills Report

jorkers Report

Ky Totals Report

Patient Last Name:
Refresh
04 4| of2z b Pl @ Find | next b, -

I@ Support Ankota v

State Postal Primary Secondary Payer|
Code Code m

Phone

Phone

Amy Accardi
Marge Adams
Paul Cezanne
Marc Chagal
Connie Client
Connie Client
Test Consumer

salvador  Dali

Jane Davinci
Edgar Degas
Marcel Duchamp
Tina Fey
Hariison  Ford

Paul Gauguin

Amy
Marge
Paul
Marc
Connie
Connie
Test
Salvador
Jane
Edgar
Marcel
Tina
Hariison

Paul

Accardi
Adams
Cezanne
Chagal
Client
Client
Consumer
Dali
Davinci
Degas
Duchamp
Fey

Ford

Gauguin

4101 Main St

4013 E 31st street
1733 Kansas Ave.

612 NE Howard Ave.
1733 Kansas Ave
1733 Kansas Ave
4012 South Lynn Drive
2912 Askew Ave.
4310 Canterbury Pl.

2855 Harvard Ave.

1008 SE Gingerbread Ln.

4312 Kensingten Ave,

0505 N McGee St

1400 Topping Ave.

Kansas City
Kansas City
Kansas City
Lee summit
Kansas City
Kansas City
Independence
Kansas City
Independence
Independence
Blue Springs
Kansas City
Kansas City

Kansas City

MO

MO

MO

MO

MO

MO

M

S

MO

MO

MO

MO

MO

MO

MO

64111

64128

64127

64063

64127

64127

64055

64128

64055

64052

64014

64130

64155

64126

111-222-

3333

777-666-

5555

816-489-

2469

816-522-

7598

555-121-

2100

617-320-

8502

111-222-

3333

816-812-

9731

816-373-

2702

816-313-

5766

816-427-

5180

816-923-

5224

777-666-

5655

816-446-

816-600-
5359

816-756-
6878
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Back to Contents

Worker Hours Report

Filters Sorting & Data Included ‘

— Date Range Sorted by Client Last Name.
— Type:

SUMMARY Includes: Worker ID, Worker Name, Regular Hours, Regular

© :ummary sh Pay Per Hour, Total Regular Pay, Overtime Hours, Overtime Pay Per Hour,
° DUTTary ort Total Overtime Pay, Other, Adjustments, Total, Units (Hours x 4).
o Detai

o QuickBooks Export SUMMARY SHORT Includes: Worker Name, Worker Department, Regular
Hours, Regular Pay Per Hour, Overtime Hours, Overtime Pay Per Hour,
Adjustments.

DETAIL Includes: Worker ID, Worker Name, Date, Patient Name,
Duration, Rate, Amount, Type.

QUICKBOOKS EXPORT Includes: Worker Name, Regular Hours, Regular
Pay Per Hour, Total Regular Pay, Overtime Hours, Overtime Pay Per Hour,
Total Overtime Pay, Other, Adjustments, Total, Units (Hours x 4).

(SUMMARY sample report shown below)

87 Dashboard

Date From:01/01/2017 WDate To(01/31/2017 B
Type Summary v
2 Clients Refresh
N R A Find | Next i~
Actions/Requests WorkerId Worker Regular Regular Total  Overtime Overtime Total Other Adjustments Total Units
Name Hours PayPer Regular Hours PayPer Overtime (HoursX4)
Hour  Pay Hour Pay
&} Depariments Adams, Amy 13.5 10 135 0 0 0 0 0 135 54
120 Aniston, 17.5 1 192.5 0 0 0 0 0 1925 70
- Jennifer
&8, retercient 120 Aniston, 75 75 5625 0 0 0 0 0 5625 30
Jennifer
@ v 128 Berry, Halle 9.07 875 7933 0 0 0 0 0 7933 36.28
131 Bullock, Sandra 0.42 85 354 0 0 0 0 0 354 1.68
129 Clooney, 17.5 8.25 144.4 0 0 0 0 0 1444 70
E Caregivers George
129 Clooney, 75 7.5 5625 0 0 0 0 0 5625 30
ﬁ George
(O Seheduling 18 Depp, Johnny 25 9 202.5 0 0 0 0 0 205 ag
121 Field, Sally 16.25 9 146.25 0 0 0 0 0 146.25 65
Reporiin 132 Fax, Megan 16.25 85 13815 0 0 0 0 0 13815 65
porting
133 Lively, Blake 2 18 36 0 0 0 0 0 36 8

Report Printout

Skills Report

I Support Ankota
E

E
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Authorize Service Warnings Report

Sorting & Included ‘

— Month

— Warning Type
— Visit Type

— Patient

— Threshold (%)

Sorted by Patient Last Name.

Includes: Patient Name, Start-End Dates, Visit Type, Period, Authorized
Hours/Units, Prediction %, Remaining Units, Remaining Visits,
Recommendations, Period Warnings, Monthly Warnings, Seek 1, Week 2,
Week 3, Week 4, Week 5.

— I@ Support Ankota v
‘L&) Dashboard Month: Warning Type: Visit Type: Patient: Threshold(%): o
= Feb 2017 All Warnings N — Al - v —All-- v 5
Clients
Refresh
Actions/Requests week  week  week
Authorized week1  week2 3 4 5
A Patient hours or Remaining Remaining Period Monthly ~ 01/30-  02006. 0213 02120- 02727-
€2} Depariments Name  StartEnd  Visittype Period  unts  Predicton  Units Visits Recommendation Warnings Warnings 02005 0212 0219 0226 0305
Accardi,  2//2017-  Personal  Momthly  248.00u  67.74%-  80.00u 20 Add 1 hours to 20 e
= Amy 9302017  Care CDS 168.00u Personal Care CDS
&8, Refer Ciient Visil(s). Authorize
Service
@ visis
Adams
Marge
g e Not required for this patient
Cezanne,  2//2017-  Personal  Per 000y 100.00%-  0.00u 0
ﬁ“ T Paul 212018 CareCDS  Date 0.00u
Range
Chagal,  3/12016- Homemaker Monthly 24800u  0.00%-  248.00u 0 Create more Homemaker -
£ Reportng Marc 1312017 {Chore 0.00u /Chore visits totaling 62
nours Authorize
“Time / Travel Report
e Senvice
v sure Report Chagal 312016-  Respite  Monily  186.00u  000%-  186.00u 0 Create more Respile T
Marc 1312017 care 0.00u Care visits totaling 46
(iRt hours and 30 minutes, Authorize
Skills Report Service
Workers Report Chagal,  3/12016-  Personal  Monthly  186.00u  0.00%-  186.00u 0 Create more Personal -
Marc 1312017 Care-In 0.00u Care -In Home visits
Home Authorize

Weekly Totals Report

totaling 46 hours and 30
"
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Quarterly Unit Usage Report

Filters Sorting & Data Included
— Year Sorted by Visit Type Category.
— Quarter

Includes: Agency, Visit Type Category, Total Paid Claims, Number of
Patients, Total Units Authorized, Total Units Delivered, Agency Total.

I SupportAnkota v
E

E

8] Dashboard

Year:[ 2017  |Quarter:  First January- Warch -

Refresh
% |
, Clients WA forr b @ Find | Net L~

Visit Type Total Paid Nr. Patient TotalUnits Total Units Agency

i AcionsRequesis Category  Claims Authorized Delivered Total
MO cDs 1223.05 5 1798 1223.05 2201.75
A MO Nursing & 364.7 4 372 364.7 2201.75
S} Depariments Caregiving
Support
MO Home 614 2 868 614 2201.75
&8, Refer Client Services2

@ v -

L pr—
ﬁu Scheduling b
@ Reporiing

Time

Report Prinfout
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Invoice Summary Report
(Found under Billing)

Filters

Sorting & Data Included

Back to Contents

— Month

— Referring program

— Patient

Sorted by Date.

Includes: Date, Agency, Name, Invoice Total, Amount, Type, Chank

Number, Account Number, Notes, Total Paid.

MO

&) pasnboars

Select month: [January, 2017 | B
Referring Program: [~ All— v
&
&A  Clients Patient
Refrash
Actions/Requesis W) b bl @
Date Agency

22} Depariments
&R Refer Client

@ veis

5 Q—
ﬁu Scheduling
4 reportng

E@ Billing

Billing Report(P:

1/19/2017

1/19/2017

1/19/2017

1/19/2017

1/19/2017

1/19/2017

1/19/2017

€DS MO

IHS MO

IHS MO

CDS MO

€DS MO

IHS MO

IHS MO

Find | Net i~
Name Invoice
Total

Consumer, Test §216.54

Nieman, Leroy

Nieman, Leroy

Stock, Arthur

Ford, Hariison

Chagal, Marc

Chagal, Marc

$138.00

$307.00

$260.65

$260.65

$138.00

$307.00

Type Check Account
Number  Number

Total Paid

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

50.00

I $  supportaniota v
2 \
e

=0

Copyright © 2017 Ankota, LLC

All rights reserved

Page |114



Back to Contents

Mobile Forms

Mobile Forms allow users to the ability to work on electronic forms without being tied
down to an internet connection.

But here are important facts about mobile forms before you get started...

1. Our solution was designed for tablets (like iPad or Android), but it will run on a
PC as well. Pretty much anything with a modern browser (needs to support
HTML-5) will be fine.

2. The solution is designed to work offline so you bring your visits in when you
have internet access and then you can see patients all day and synchronize your
forms later.

3. If you add a visit during the day, the worker needs to get internet access and
press refresh/synch.

4. We only bring one visit per patient at a time into the mobile (this is a best
practice that encourages workers to turn in their paperwork on time and also
makes sure that the mobile doesn't get "overloaded").

5. Similarly we only bring visits for a specific timeframe (example: 7 days back and
3 days forward). Again, this is so we keep people on schedule and don't
overload the tablet.

6. Our solution brings the forms into the mobile device and caches the data in the
browser.
a. Important note: we encrypt the data, but we mandate that the
customer set encryption on the device. This way if the device is lost or
stolen there's no HIPAA concern.

7. You can only work on your forms on one device at a time. The reason is that the
forms are offline like a Word document and if two people are editing the same
Word doc on two computers then they need to be manually synched and we
are avoiding this.

8. When you logout, all of your forms are synched to the Ankota back end and you
can change devices.

9. As an example, some clinicians do not like to document while they're with
patients so they'll start the form at the patient home, record start time, enter
vital signs, do the rest of their work, go back on their tablet at the end, record
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the end time, then save the document as incomplete. Then later in the day,
they logout of their tablet and login to their computer and fill in the rest, then

synch.

10. The app tells you whether you're online or not.

11. It locks you out after a certain timeframe and requires your password to get

back in.

12. You can also logout (which will synch your documents when in coverage).
Otherwise you'll need to "unlock" when back in coverage and then logout.

Setup

Creating a form or forms

Forms need to be built in our form designer (HTML Builder under settings However this

has already been completed for you

Setting up rules for each form

1. Once aform is done, it will appear in Master documents under Settings

2. On this screen, you can configure rules for the form:

E@) Billing and Payroll

@ Reporis

%é[? Setings

Organization Detail

Visit Plan Category

Visit Type

Care Plan

Batch Scheduling Capability

Caregiver Group

Agency Search

Master Documents

Master Contacts

Care Plan liems

Tabs

Care Plan ltems Category
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a. The most common rule to configure is “when the form is
submitted you should close the visit”.

b. You can also set rules like "if the missed visit form is submitted,
change the visit type to missed visit and close it”.

3. There's yet another setting for sub-documents. The idea of this is that on
an overall assessment form you might need sub-assessments based on
this specific patient's needs (psycho-social, range of motion). This
configures the subdocuments.

NOTE This is not yet available in the form builder.

N S S N

BHRS 48HR Check BHRS 48 HR ParentCheck docx Carry Info = %
Update Master
Actions
Continuity_of_Care_Record CBC Continuity_of_Care_Record_CBC Continuity_of Care_Record CBC.htm #
Follow_Up_Phone_Call_CBC Follow_Up_Phone_Call_CBC Follow_Up_Phone_Call_CBC.htm Actions = %
Subdocuments
Home_Visit_CBC Home_Visit_CBC Home_Visit_CBC.htm Actions = %
Subdocuments
Hospital_Visit_CBC Hospital_Visit_CBC Hospital_Visit_CBC.htm Actions = %
Subdocuments
Med_Tracking_Form_CBC Med_Tracking_Form_CBC Med_Tracking_Form_CBGC htm Actions # %
Subdocuments
Close visit
Change service type - Not set - v
Change status - Notset- v

Send new request
Save frequency in authorize service
Save PDF file on client

Show on Visits Screen

Set T.S. client status - Not Set - v
If non billable change visit type - Not set - v
If non billable change status -Notset- ~

If non billable don't change visit type

Put data in Response Assessment table

o ] oo

Send form data to NetDirector
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R T

BHRS 48HR Check BHRS 48 HR ParentCheck.docx
Continuity_of_Care_Record_CBC Continuity_of_Care_Record_CBC Continuity_of_Care_Record CBC_htm
Home_Visit_CBC Home_Visit_CBC Home_Visit_CBC_htm

Hospital_Visit CBC Hospital_Visit_CBC Hospital Visit_CBC_htm
Med_Tracking_Form_CBC Med_Tracking_Form_CBC Med_Tracking_Form_CBC.htm
NarrativeNote_CBC NarrativeNote_CBC NarrativeNote_CBC htm
P1_NurseVisitReport.htm P1_NurseVisitReport.htm P1_NurseVisitReport.htm

Client_Caregiver_Response_Assessment_CBC Client_Caregiver_Response_Assessment_CBC Client_Caregiver_Response_Assessment_CBC.htm

Skilled_Nursing_Visit_ CBC Skilled_Nursing_Visit_ CBC Skilled_Nursing_Visit_ CBC.htm

Save Close

Associate a Form With a Visit Type
Next, we need the form to be associated with the visit type.

1. Select Visit Type from Settings.

@& Setfings

Organizafion Detail

Visit Plan Category

Visit Type

2. Select the visit type that needs a form or forms.

3. Inthat visit type go to the Documents tab.

4. Put a checkbox in column 1* for each form needed** for this visit type.

NOTE We have 6 columns in case different customers need different form
versions (e.g., with a different logo).

On a visit (not for this case but in general) there could be different
outcomes. For example things can go fine and they fill out the main form
for that type of visit. But in other cases they might also need to request
physicians orders. Or maybe the patient was a no-show and they have to
fill out a "missed visit" form.
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Web Login
Next, the workers who will use forms need a web login to login to ankota.net/mobile.

NOTE We only set a mobile/IVR login for caregivers and create a web login for
nurses or others who need the forms.

1. When creating a visit that has forms associated, the form(s) will be associated
with the visit.

2. The visits need to be created and assigned to the nurse (or other clinician).

3. The user logins to ankota.net/mobile with their web username and password.

healthcare delivery management

NOTE Refer to Mobile Forms Overview for more details
4. When the clinician logs in, they will see their visits by date/patient/visit type.

5. To work on a visit, press the + to see the forms.
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& C @ Secure | https;//ankota.net, e
Go to web sync visits || Patients personal Completed visits lag
Pending visits

Cache status: noupdate
If the connection to the Internet is lost, you will see a warning at the top of the page and the submit button will be disabled.

Pending visits

(-]
Patient name ~ Agency Type
_ﬂf/zmr 1 item(s)
[ + ‘Inknta Test ‘ ‘ refresh ) Ser as complete Nursing
=¥ Thagle o Clear Page | |of 1 View 1-1of 1
Visits with completed documents
Process documents. Wvisits with incomplete documents
Visits marked as complete
-
Patient name Agency Type
£3/9/2017 - 1 ltem(s)
- |Ankm-= Test ‘ ‘ refresh ) Set as com plete Nursing
Pending documents -]
Name = Deseription

DownloadLink
& New - 1 Item(s)

=1

him

‘P\ _NurseVisitReport. htm

& Toggle ¢ Clear

Page[1 |of 1

View 1 -1 of 1

x Toggle ¢ Clear

Page Dufl

View 1 -1 of 1

6. When you edit a form you can complete it, save as a draft, or reset to new.

7. You won't necessarily need to fill all the forms (described in the overview on

page 3). This is normal. It does imply that the clinician know their job and what
forms to fill. This has never been an issue.

Save Sawe i Reset to New | disable date/numbers time pi‘;kers ‘Seript version:17.03.020847 last update:201703-02 Status:incom
Nurse Visit Report
clentame | R
] R B
03/09/2017

Visit Type: () Initial () Authorized RN [ Unannouned () Supervisory () 30-Day Perf (] RN 10% () APC Monthly (] Annual

8. There's color coding on the visits:

Visits with completed documents
Pvisits with incomplete documents
Visits marked as complete

White: not started.

Red: there are forms saved as incomplete

wo | [ms[_________| [wcemssnovsan L
VITAL SIGNS: BP: PULSE: RESP: TEMP: BS:
ORIENTATION: ALERT. FORGETFUL: AGITATED: LETHARGIC: ANXIOUS:
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iii. Yellow there are saved forms (complete) but we don't really know
which forms that they need to fill (e.g., they might need to fill two
forms and after the first is done they save it and it turns yellow).

iv. Green: when they're done (filled all the needed forms are complete)
they have to push a button to set the visit to green.

refresh Ret as complete Nursing

9. When you have at least one green visit a new button pops up (or ungrays)
letting you Process Your Document. This requires internet access. You will then
be redirected to the completed visits screen.

Patient name Agency Type
£3/9/2017 - 1 Item(s)

—  Ankota, Test

Name Description DownloadLink

£ Completed - 1 Item(s)

P1_NurseVisitReporthtm P1_NurseVisitReport.htm

Visits with completed documents
Mlvisits with incomplete documents
Visits marked as complete

10. Then it processes, applies all the rules on the server (like closing the visit), PDFs
all of your documents, brings you those PDFs to look at, and brings in new visits
(e.g., next visit for completed patients, new visits assigned while you were
offline). This is subject to the constraints above (e.g., if the next visit is in two
weeks it won't come to your device)

11. Click the back arrow on your browser to return to the Pending Visits Screen.

NOTE This was mentioned above, but to bring in new visits you can press
refresh/synch.
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Other Topics

Distinguishing Between Consumer Directed and In-Home Services
Three key differences exist between In-Home Services and CDS:

1. You will often have multiple authorized units, such as having Personal Care (in-
home), Homemaker, and Respite. As a Best Practice, create the first
authorization (e.g., for the Personal Care) and then perform the following steps:

a. On the Authorized Units tab, click the "Copy" button on the first service that
you authorized. This will duplicate the information such as the start date,
end-date, authorization number (if you entered it) and any notes.

b. Change the Visit type (e.g., if your first authorization was for personal care,
change it to homemaker).

c. Update the number of units that are authorized (from your Cyber Access
care plan).

d. If there are additional authorized services, repeat the previous through
bullet items.

2. Inthe care plan, the services are organized into different categories
corresponding to the visit types. So, you will need to choose the personal care
tasks under Personal Care, the homemaker under homemaker, and the respite
under respite. Here are some notes:

o We've sometimes seen the same task under both personal care and
homemaker. Please be sure to choose it under the correct category

e In Respite, you should choose "Basic Respite" (only a small number of
our customers use "Block").

¢ Sometimes you will have "Advanced Personal Care" or "Advanced
Respite"

3. When creating the visits, you need to set them up as back to back "contiguous
visits."

Let's take an example for a client with the following authorized services:
e Personal Care - 186 Units per month (7 days a week)

¢ Homemaker - 248 Units per month (7 days a week)
¢ Respite - 186 Units per month (7 days a week)
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e On the scheduling tab (under client) the system will tell you how many
hours to schedule and it what date range:

Autorize Senvice 312016-1312017 Personal Care - In Home 7 days, 1.5 Hours per Day, 312016-131/2017 Homemaker  Chore 7 days. 2 Hours per Day, 3112016-1312017
Respite Care T dys, 15 Houre per Dy,

e When you set up the pattern, you need to schedule the three services
"back-to-back." In this example, the Personal Care goes from 10:30-
12:00, Homemaker goes from 1:00-3:00 and Respite goes from 3:00-

4:30.

Week 1 Pattern

¥ Mon # Tue # Wed ¥ Thu # Fri ¥/ Sat ¥ Sun | Personal Care - InHo ¥
¥ Mon # Tue # Wed # Thu # Fri ¥ Sat ¥ Sun | Homemaker / Chore ¥

¥ Mon # Tue # Wed ¥ Thu # Fri ¥/ Sat ¥ Sun | Respite Care v

Add Another Line

IMPORTANT

Visit Type Start

Time

Duration End Time Caregiver

10:30 AM| |1 |h|30 |m[12:00 PM| | Aniston, J

12200 PM| 2 |h|0 |m|02:00 PM| | Aniston, J

02:00PM| 1 |h 30 |m|03:30 PM| | Aniston, J

To add another service (or perhaps another caregiver or another
time to the schedule pattern) press Add Another Line and DON'T
press "Add another Week." Add another week if for the rare case
when the caregivers vary week by week.

Save All patterns

El

ennifer ¥ | [g]
ennifer ¥ | [g]

ennifer ¥ ._‘ﬂ
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Workflow

Office Manager Functions (Daily/Weekly/Monthly Calendar)
Here is an overview of the office manager functions (Daily/Weekly/Monthly calendar):

Start of Day and perhaps once or twice later in the day
1. Look for any visits for prior days that are not closed (dark green).

a. Light green:
i. Cancelled? Cancel it in the system.

ii. Rescheduled? - change the scheduled date/time in the system.
iii. Forgot to clock in? - get time sheet and report visit completion.
b. Brown (which will mean "purple that we autoclosed").
2. Forgot to clock out - get time sheet and report visit completion.

3. Clear up any red magnifying glasses

Weekly
1. Check Authorized Service Warnings to see if anyone is running majorly over or
under, and make adjustments.

At Billing time
1. Run Billing and EMOMED submission process.

At Payroll time
1. Run Payroll.

20th of the month
1. Look at authorized service warnings and make adjustments to visit times.

2. Look at your authorized service warnings for next month and consider
adjustments. For example, in February with 3 fewer days you may be able to
add a unit per day or more to some schedules’.

25th of the month
Look at authorized service warnings and make adjustments to visit times.
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