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Our Webinar Will 
Begin
Shortly



2

�‡This webinar is being recorded. We will email the 
recording and slides after the session.

�‡Your camera and mics are turned off.

�‡Q&A at the end. Please submit your questions in 
the Q&A box.

�‡This webinar is Closed Caption enabled. 

�‡Please proceed by selecting the Closed Caption 
option at the bottom of your screen to enable 
feature. 

Accessibility Options
Enabling Closed Caption
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George Marquez

Meet t he Trainers!

�‡ Role: Senior Training Specialist

�‡ Tenure at HHAeXchange: 7 Years

�‡ Areas of Expertise: State Implementations

�‡ Fun Fact: My favorite MN hotdish is cheesy tater tots.
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�)�;�=�u�;���_�;�u�;���|�o���_�;�t�r�����b�m�m�;�v�o�|�-���_�o�l�;�1�-�u�;���-�]�;�m�1�b�;�v���]�;�|���;�ˆ�;�m���l�o�u�;��
value from HHAeXchange by strengthening your EVV workflows 
and simplifying day-to-day tasks.

Who should take this training?
Agency staff who manage caregiver visits in HHAeXchange, such 
as coordinators, admins, and field trainers. 

Minn esota Adoption  Training
Overview

5
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Webinar

You will be able to:

1. Define  how to use 
HHAeXchange tools for EVV.

2. Recognize completed EVV and 
visits. 

3. Navigate patient calendars, visit 
maintenance, and reports.

4. Perform tasks such as linking 
EVV calls, creating visits from 
unscheduled EVV, and resolving 
exceptions.



Knowledge Check
�+�o�†�=�t�t���v�;�;���|�_�;�v�;���|�_�u�o�†�]�_�o�†�|���|�_�;���r�u�;�v�;�m�|�-�|�b�o�m���4

�)�_�-�|���b�v�����;�o�u�]�;�=�v���=�-�ˆ�o�u�b�|�;���_�o�|�7�b�v�_���5��

A. Wild rice.
B. Casserole.
C. Cheesy tater tots. 
D. Green bean.
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Available Resources
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Gettin g Started Checklist

�‡ If you are brand new 
to HHAX we have a 
brand-new 
infographic to get you 
started !

Minnesota Getting Started Checklist

https://info.hhaexchange.com/getting-started-checklist-hhaexchange-minnesota-providers
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�‡ The Resource Center �K Provides access to support resources like the 
Knowledge Base, training videos, our LMS, and more.

�‡ In-app tool tips �K Guides you to information on features. 

Resource Center & In-app Tool Tip
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Minnesota Provider Information Center

�‡ Your home for all your state 
information, updates, registration, 
training information and much 
more!

Min nesota Provider Information  Center

https://www.hhaexchange.com/info-hub/minnesota
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EVV Lifecycle
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6 Elements of a Cures Compliant Visit

14

The 21st Century 
Cures Act 

requires that the 
EVV system 

verifies this visit 
information.

Who Who What Where When When
Patient Caregiver Type of 

Service
Location 

of 
Service

Date of 
Service

Time of 
Service
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Housekeeping
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�‡Review your UMPI �K Go to Admin > Office setup > Search office. 
�‡The Unique Minnesota Provider Identifier (UMPI) should be in the 

Secondary Identifier field.
�‡ ���=���-�7�7�b�|�b�o�m�-�t���&�������=�v���-�u�;���u�;�t�†�b�u�;�7�7���r�t�;�-�v�;���1�u�;�-�|�;���-��support ticket . 

�‡Minnesota is using a Payer managed workflow. 
�‡Payers will send placements automatically. 
�‡Placements will include the patient and authorization information. 
�‡For a single office, the placements are confirmed automatically. 
�‡For multiple offices, make sure to review any pending placements 

and accept it to the correct UMPI/Office. 

�‡Register for a MN-ITS Mailbox- Register by following the link. 

Housekeeping
Important Tips

https://hhaexchange.my.site.com/s/login/
https://www.dhs.state.mn.us/main/idcplg?IdcService=GET_DYNAMIC_CONVERSION&RevisionSelectionMethod=LatestReleased&dDocName=MNITS_Home
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�‡Review your UMPI �K Go to Admin > Office setup > Search office. 
�‡The UMPI should be in the Secondary Identifier field.
�‡ ���=���-�7�7�b�|�b�o�m�-�t���&�������=�v���-�u�;���u�;�t�†�b�u�;�7�7���r�t�;�-�v�;���1�u�;�-�|�;���-��support ticket . 

�‡Minnesota is using a Payer managed workflow. 
�‡ ���-�‹�;�u�=�v���‰�b�t�t���v�;�m�7���r�t�-�1�;�l�;�m�|�v���-�†�|�o�l�-�|�b�1�-�t�t�‹�:��
�‡ It will include the patient and authorization information. 
�‡For a single office the placements are confirmed automatically. 
�‡For Multiple offices, make sure you review any pending placements 

and accept it to the correct UMPI/Office. 

House keeping
Important tips

https://hhaexchange.my.site.com/s/login/


Knowledge Check
Housekeeping

Where should you look to find your agency UMPI in the 
HHAeXchange system?
A. In the Primary Identifier field under agency.
B. In the Secondary Identifier field under Office Setup.
C. In the UMPI settings under admin
D. In the caregiver profile page. 
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�‡Review your UMPI �K Go to Admin > Office setup > Search office. 
�‡The UMPI should be in the Secondary Identifier field.
�‡ ���=���-�7�7�b�|�b�o�m�-�t���&�������=�v���-�u�;���u�;�t�†�b�u�;�7�7���r�t�;�-�v�;���1�u�;�-�|�;���-��support ticket . 

House keeping
Key Takeaway

https://hhaexchange.my.site.com/s/login/
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Caregiver
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Scenario: Lance is a new caregiver who was recently hired. 
You need to create a caregiver profile in HHAX. 

Steps:
1. Select Caregiver > New Caregiver.
2. Add the required demographic information. 
3. Make sure the correct Employment Type, Application Date , 

and Zip Code are added. 
4. Select Save. 

Caregiver
Create Caregiver
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Scenario: Lance is a new caregiver that was recently hired. You 
need to create a caregiver profile in HHAX. 

Steps:
1. Select Caregiver > New Caregiver.
2. Add the required demographic information. 
3. Make sure the correct Employment type , application date , 

and zip code are added. 
4. Select save. 

Caregiver setup 
Create caregiver



Knowledge Check
Caregiver

When creating a new caregiver profile in HHAX, what must you 
ensure is entered correctly along with the application date and zip 
code?

A. Employment type
B. Mobile device TRN
C. Primary identifier
D. Office location
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�‡Caregiver 
�‡Enter the correct demographic information and employment type. 
�‡The correct demographic information will ensure that the mobile app 

can be setup smoothly.
�‡The employment type allows the caregiver to be scheduled correctly. 

Caregiver
Key Takeaway
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Scenario: You have received information from an MCO about 
an incoming placement. The admin will review the pending 
placements feature and accept or deny placements. 

Steps:
1. Go to the Home> Placements >Pending. 
2. For multiple offices, select the Admission ID. 
3. Review the placement, assign to the correct office .
4. Select a Coordinator  and Save to accept the placement. 

Patient
Pending Placements
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Scenario: You have received information from FCC about 
incoming placement. The admin will review the pending 
placements feature and accept or deny placements. 

Steps:
1. Go to the Home> Pending placements. 
2. For multiple offices, select the Admission ID. 
3. Review the placement, assign to the correct office .
4. Select a coordinator  and Save to accept the placement. 

Patient
Pending Placements
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Scenario: You have received information from an MCO about 
an incoming placement. The admin will review the pending 
placements feature to review the confirmed placement.

Steps:
1. Go to the Home> Pending Placements. 
2. Select Placements > Accepted with No Master Week
3. Here all placements can be reviewed. 

Patient
Confirmed Placements
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Scenario: You have received information from FCC about 
incoming placement. The admin will review the pending 
placements feature and accept or deny placements. 

Steps:
1. Go to the Home> Pending placements. 
2. Select Accepted with no master week
3. Here all placements can be reviewed. 

Patient
Confirmed Placements
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Scenario: The patient has reached out that he needs to 
�u�;�1�;�b�ˆ�;���v�;�u�ˆ�b�1�;���-�|���_�b�v���v�o�m�=�v���_�o�†�v�;�:���+�o�†���‰�b�t�t���m�;�;�7���|�o���]�o���b�m�|�o���_�b�v��
profile and add the additional address/phone number.
Steps:

1. Go to the Patient > Search Patient > Profile . 
2. Select Edit. 
3. Select Add additional address.
4. Add the new address and the additional phone number . 
5. Select Save. 

Patient
Add Additional Address & Phone Number
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Scenario: The patient has reached out that she needs to 
�u�;�1�;�b�ˆ�;���v�;�u�ˆ�b�1�;���-�|���_�;�u���v�o�m�=�v���_�o�†�v�;�:���+�o�†���‰�b�t�t���m�;�;�7���|�o���]�o���b�m�|�o��
her profile and add the additional address/phone number.

Steps:
1. Go to the Patient> Patient Profile . 
2. Select Edit. 
3. Select Add additional address.
4. Add the new address and the additional phone number . 
5. Select Save. 

Patient
Add additional address & Phone number
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Scenario: After accepting a placement, you would like to 
review the authorization and check for bundled services. 

Steps:
1. Navigate to the Patient > Search Patient > Auth/Orders.
2. Authorizations can be reviewed here.
3. Authorizations with a service bundle will have a stack icon 

and list all service codes available in the authorization. 
4. The Actions button (�; ) can be used to view, sync, or view 

history. 

Patient
Review Authorizations
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Scenario: After accepting a placement, you would like to 
review the authorization and check for bundled services. 

Steps:
1. Navigate to the Patient profile > Go to auth/orders.
2. Authorizations can be reviewed here.
3. Authorizations with a service bundle will have a stack icon 

and list all service codes available in the auth. 
4. The actions button (�; ) can be used to view, sync, or view 

history. 

Patient
Review Authorizations
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Scenario: After accepting a placement, the provider sent it to 
the incorrect office. The coordinator will use the move office 
feature to send the patient to the correct office. 

Steps:
1. Navigate to the Patient > Search Patient > General.
2. Go to the Office Move section.
3. Select the Destination Office from the drop down.
4. Select Move , and the patient will be moved to the office 

overnight. 

Patient
Move Office
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Scenario: After accepting a placement, the provider sent it to 
the incorrect office. The coordinator will use the move office 
feature to send the patient to the correct office. 

Steps:
1. Navigate to the Patient > Go to General.
2. Go to the Office Move section.
3. Select the destination office from the drop down.
4. Select Move , and the patient will be moved to the office 

overnight. 

Patient
Move office



Knowledge Check
Adding An Additional Address

How do you add a new address for a patient?

A. Patient > Patient Profile > Edit > Add Address> Save
B. Admin > Office Setup > Edit Office Address > Save
C. Scheduling > Edit Visit Location > Save
D. Billing > Patient Information > Add Address > Save
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�‡Patient
�‡ �
�o�u�����]�;�m�1�b�;�v���‰�b�|�_���l�†�t�|�b�r�t�;���&�������=�v�7���r�t�;�-�v�;���l�-�h�;���v�†�u�;���‹�o�†���-�v�v�b�]�m���|�_�;��

placement to the correct UMPI/office.
�‡Check Accepted With No Master Week  for recent placements. 
�‡Adding addresses can be done in the Patient Profile . 
�‡Moving patients to the correct UMPI/office can be done using the 

Office Move  feature. 

Patient
Key Takeaway
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Mobile App Setup 
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EVV Checkpoints 
Enable Your Employees to Perform EVV

Depending on your EVV Clock In/Out method, make sure you locate and 
enable the following:

Turn on 
location 
services.

Locate the 
Patients Phone # 

and Address

Provide IVR 
phone number 
�-�m�7���l�;�l�0�;�u�=�v��
home phone 

number.

Locate Caregivers 
Time and 

Attendance Pin

Run List of 
Caregivers (ENT) 

and 
List of Patients 

(ENT)
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Scenario: Caregiver Lance is good with technology and has a cell 
phone. You set up some time to show him where he can find 
resources on setting up the mobile app and performing EVV. 

Steps:
1. Go to the Caregiver Knowledge Base. 
2. Select Getting Started , and Getting Started in the Mobile App
3. Lance can follow the steps to download the HHAeXchange 

mobile app and register. 

Enable Mobile app access
Caregiver Resources  

https://knowledge.hhaexchange.com/caregiver/Content/GettingStarted/GettingStarted-CG.htm
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Enable Mobile app access
Caregiver resources  
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Scenario: Lance has reviewed the steps to setup the mobile 
app. He will go to the app store and download the HHAX 
mobile app. 

Steps:

1. Caregivers should navigate to App store > Search for 
HHAeXchange Mobile App.

2. Download the HHAeXchange Mobile App . 
3. Ensure location services are active. 

Mobile App Setup 
Mobile App Search and Download
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Scenario: Lance has downloaded the HHAeXchange Mobile 
App and will register for the mobile app. 

Steps:
1. Caregivers should open the HHAeXchange Mobile App > 

Select Sign Up.
2. Register email and create password. 
3. Confirm email. 
4. Log in, Complete registration . 
5. Provide the Agency with the Mobile ID to complete 

registration.

Mobile app setup 
Mobile App Register
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Mobile app setup 
Mobile app search and download
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Scenario: Lance has opted to use the mobile  app. You review 
his caregiver profile and enter the  mobile ID in the mobile app 
settings. 
Steps:
1. Search the Caregiver's Profile, select Edit. 
2. In the caregiver Profile , go to the Mobile App 

Settings section, enter the Mobile ID in the Caregiver 
Mobile/Portal ID field, and select Mobile Type asNon-
Clinical.

3. Select Save to update the profile. 

Enable Mobile app access
Enter Mobile ID
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Enable Mobile app access
Enter mobile ID
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Please make sure the Mobile ID is entered in the Caregiver 
Mobile/Portal ID section. 

Enable Mobile app access
Enter Mobile ID
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Scenario: As a coordinator, You need to link the caregiver to 
the patient. This allows the caregiver to performed 
unscheduled visits using the mobile app. 

Steps:
1. Search the Patient's Profile > Select General tab.
2. In the General tab > Select Edit.
3. Select Caregivers with Mobile Patient Info Access and type 

the name of the caregiver. 
4.  Select Save. 

Enable Mobile app access
Linking Caregiver To Patient
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Scenario: As a coordinator, I need to link the caregiver to the 
patient. This allows the caregiver to performed unscheduled 
visits using the mobile app. 

Steps:
1. Search the caregiver's profile > Select General tab.
2. In the General tab > Select Edit.
3. Select Caregivers with Mobile Patient Info Access, type the 

name of the caregiver. 
4.  Select Save. 

Enable Mobile app access
Linking caregiver to patient



Knowledge Check
Mobile App Setup

Where do you enter the mobile ID?

A. Caregiver Mobile/Portal ID field 
B. Mobile Device ID field
C. Time and Attendance
D. Employee ID field
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�‡Mobile App Setup
�‡The Caregiver Knowledge Base can be used to train your 

caregivers.
�‡Caregivers should be downloading the HHAeXchange Mobile App .
�‡Caregivers should enter the correct demographic information during 

registration.
�‡Caregivers should give the Mobile ID to their agency to complete 

mobile app registration.
�‡The Agency should place the Mobile ID in the Caregiver 

Mobile/Portal ID field.

Enable Mobile app access
Key Takeaway

https://knowledge.hhaexchange.com/caregiver/Content/GettingStarted/GettingStarted-CG.htm
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Capturing EVV
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Scenario: Lance is starting his shift today. He approaches the 
patient's home and is ready to use the mobile app to clock in. 

Steps:
1. Caregivers should open the Mobile App > Log In > 

Unscheduled Visit > Select Patient.
2. Select the Patient , then select Clock In. 
3. Confirm GPS location and tap Continue.
4. Congratulations Lance has clocked in !

Capturing EVV 
Unscheduled Clock In



© 2025 HHAeXchange 

Scenario: Lance has completed his shift and is ready to clock 
out for the day. He is still at the patient's home and opens the 
mobile app. 

Steps:
1. Caregivers should open the Mobile App > Log In >�$�o�7�-�‹�=�v��

Schedule.
2. Tap the Scheduled Visit, then select Clock Out. 
3. Confirm GPS location, and tap Continue.
4. After selecting Save, Lance has clocked out !

Capturing EVV 
Unscheduled Clock Out
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Performing EVV 
Scheduled Visit 
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Scenario: Lance must clock in for his shift and has poor 
connectivity. With Offline Mode he can perform EVV, and it 
will sync to the visits when he is connected to Data.

Steps:
1. Offline Mode will be enabled automatically with no data. 
2. Log In > Poor Connectivity> Offline Mode > Perform EVV 
3. Caregivers will not be able to reset passwords and other 

functions in offline mode. 

Capturing EVV 
Offline Mode
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Performing EVV 
Offline Mode
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Offline  Mode

65

Knowledge Base: Offline Mode

This feature should be enabled for 
all Minnesota providers by 
default.
If you believe it is not active in 
your system, please submit a 
support ticket to have it enabled

https://knowledge.hhaexchange.com/enterprise/Content/Documentation/Mobile/Mobi-N-Offline-Mode-Portal-P.htm?Highlight=offline%20mode


Knowledge Check
Capturing EVV

From which section in the Mobile App should a caregiver start to 
clock out?

A. �$�o�7�-�‹�=�v���"�1�_�;�7�†�t�;
B. Billing
C. Office setup
D. Caregiver profile
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�‡Capturing EVV
�‡ ���-�u�;�]�b�ˆ�;�u�v���‰�b�t�t���v�;�t�;�1�|���†�m�v�1�_�;�7�†�t�;�7���ˆ�b�v�b�|���|�o���1�t�o�1�h���b�m���-�m�7���|�o�7�-�‹�=�v��

schedule to clock out.
�‡Advise caregivers to make sure they are in range when performing 

EVV.
�‡Offline mode will allow caregivers to perform EVV regardless of 

connectivity.

Capturing EVV
Key Takeaway
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5-Minute Break
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Visit Maintenance
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EVV

Link EVV.

Convert EVV calls from in to out or out to in.

View GPS coordinates.

Create unscheduled visits from unlinked EVV.

Prebilling

Search and view prebilling holds

Complete prebilling compliance validations.

Visit Confirmation

Manually confirm visits.

Search by EVV type. 

View authorizations. 

Feature Comparison
C a l l  D a s h b o a r d P r e b i l l i n g V i s i t  M a i n t e n a n c e
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�‡The Visit  Maintenance feature allows agencies to search and filter 
visits based on Exceptions and EVV type.

�‡EVV and Visit Exceptions can now be reviewed in the Visits tab.

�‡Scheduled visits can easily be linked  or manually confirmed from the 
Visits tab.

�‡Agencies can now use the Unscheduled Services to managed 
unscheduled EVV attempts.  

Visit Ma intenance
Visit Management
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Scenario: Every morning an admin needs to review visits. Using visit 
maintenance, you can search for incomplete or completed visits. 

Steps:

1. Navigate to Visit Maintenance>Visits. 

2. Select Visit Status.

3. View the Visits section to review incomplete or completed visits.

4. Incomplete visits can be linked using the suggested EVV confirmation       
or manually linked. 

Visit Ma intenance
Visits 
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Visit Ma intenance
Visit Search
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Scenario:
A caregiver clocks in and out using EVV, but no scheduled visit was placed on their 
calendar. Using the Unscheduled Services tab, you can review EVV times and quickly 
convert the EVV into a visit and link it for billing �K saving you time and ensuring your 
visits are compliant.

Steps:
1. Navigate to Visit Maintenance > Unscheduled Services > Search
2. Hover on the Suggested EVV Confirmation icon next to the EVV entry you want to 

review.
3. Review the suggested visit times located in the Visit Time column. 
4. Click Convert to Visit  to create scheduled visit. 
5. Click Save.

Visit Ma intenance
Unscheduled Services
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Unscheduled Services
EVV Search 



Knowledge Check
Converting Visits

You are reviewing the Unscheduled Services tab and notice a caregiver 
has EVV times recorded, but no visit was scheduled. After reviewing 
and confirming the EVV times, what must you do to create a visit from 
the suggested EVV? 

A. Select Edit Visit.
B. Click Convert to Visit . 
C. Submit a form.
D. Add manually.

77
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Resolving Common 
Exceptions 
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Scenario�9���+�o�†���1�_�;�1�h�;�7���|�_�;���r�-�|�b�;�m�|�=�v���1�-�t�;�m�7�-�u���-�m�7���7�b�7�m�=�|���v�;�;���-�m�‹���ˆ�b�v�b�|�v�:�����v���|�_�;���1�o�o�u�7�b�m�-�|�o�u�7���‹�o�†��
also looked in Visit Maintenance and found no visits. In Unscheduled Services, you found no 
���(�(���-�|�|�;�l�r�|�v���:���+�o�†���1�u�;�-�|�;���-���v�b�m�]�t�;���v�_�b�=�|���o�m���|�_�;���r�-�|�b�;�m�|�=�v���1�-�t�;�m�7�-�u���-�m�7���l�-�m�†�-�t�t�‹���1�o�m�=�b�u�l���b�|���b�m��Visit 
Maintenance. 

           To prevent  this from occurring the caregiver must perform EVV using the mobile app or 
the IVR line. 

Steps:
1. Navigate to the Patient > Calendar 
2. Select the calendar date > new non-skilled visit .
3. Add the scheduled time, Caregiver, Pay code, Primary Bill to , and Service code.
4. Select Save to create the scheduled visit. The visit can be confirmed in Visit maintenance. 

 

Resolving Common Excepti ons
Caregiver forgets to perform EVV
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Scenario�9�������1�_�;�1�h�;�7���|�_�;���r�-�|�b�;�m�|�=�v���1�-�t�;�m�7�-�u���-�m�7���7�b�7�m�=�|���v�;�;���-�m�‹���ˆ�b�v�b�|�v�:�����v���|�_�;���1�o�o�u�7�b�m�-�|�o�u�7�������-�t�v�o��
looked in Visit Maintenance and found no visits. In Unscheduled Services, I found no EVV 
�-�|�|�;�l�r�|�v���:�������‰�b�t�t���1�u�;�-�|�;���-���v�b�m�]�t�;���v�_�b�=�|���o�m���|�_�;���r�-�|�b�;�m�|�=�v���1�-�t�;�m�7�-�u���-�m�7���l�-�m�†�-�t�t�‹���1�o�m�=�b�u�l���b�|���b�m��Visit 
Maintenance. 

           To prevent  this from occurring the caregiver must perform EVV using the mobile app or 
the IVR line. 

Steps:
1. Navigate to the Patient > Calendar 
2. Select the calendar date > new non-skilled visit .
3. Add the scheduled time, Caregiver, Pay code, Primary Bill to , and Service code.
4. Select Save to create the scheduled visit. The visit can be confirmed in Visit maintenance. 

 

Resolving Common Excepti ons
Caregiver forgets to perform EVV
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Scenario�9���+�o�†���1�_�;�1�h�;�7���|�_�;���r�-�|�b�;�m�|�=�v���1�-�t�;�m�7�-�u���-�m�7���7�b�7�m�=�|���v�;�;���-�m�‹���ˆ�b�v�b�|�v�:�����v���|�_�;��
coordinator, you also looked in Visit Maintenance and found no visits. In Unscheduled 
Services, you found several EVV attempts that can be turned into visits. You convert 
them into completed visits from there.

           To prevent  this hold please make sure your caregivers and patients have the 
correct employment type and discipline. Also make sure your caregivers are selecting 
the correct service code when clocking out. 

Steps:
1. Navigate to Unscheduled Services tab. 
2. Select filters, and Search. 
3. Select Suggested EVV Time > Convert To Visit > Save.  

Resolving Common Excepti ons
No Schedule On Calendar
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Scenario�9�������1�_�;�1�h�;�7���|�_�;���r�-�|�b�;�m�|�=�v���1�-�t�;�m�7�-�u���-�m�7���7�b�7�m�=�|���v�;�;���-�m�‹���ˆ�b�v�b�|�v�:�����v���|�_�;���1�o�o�u�7�b�m�-�|�o�u�7������
also looked in Visit Maintenance and found no visits. In Unscheduled Services, I found 
several EVV attempts that can be turned into visits. I will convert them into completed 
visits from there.

           To prevent  this hold please make sure your caregivers and patients have the 
correct employment type and discipline. Also make sure your caregivers are selecting 
the correct service code when clocking out. 

Steps:
1. Navigate to unscheduled services tab. 
2. Select filters, and search. 
3. Select Suggested EVV time > convert to visit > Save.  

Clearing Common Holds
No schedule on calendar
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Scenario�9���+�o�†���1�_�;�1�h�;�7���|�_�;���r�-�|�b�;�m�|�=�v���1�-�t�;�m�7�-�u���-�m�7���7�b�7�m�=�|���v�;�;���-�m�‹���ˆ�b�v�b�|�v�:�����v���|�_�;��
coordinator, You reviewed the Call Dashboard and found several visits on hold due to 
GPS being out of range. If the hold is valid, You can reject it and manually confirm the 
�ˆ�b�v�b�|�:�����=���b�|�=�v���m�o�|���ˆ�-�t�b�7�7���+�o�†���1�_�;�1�h���|�_�;���t�o�1�-�|�b�o�m���-�m�7���†�r�7�-�|�;���|�_�;���1�o�o�u�7�b�m�-�|�;�v�:
          
           To prevent  this hold please make sure your caregivers are performing EVV in 
�u�-�m�]�;���o�=���|�_�;���r�-�|�b�;�m�|�=�v���_�o�l�;�:�����=���|�_�;���1�o�o�u�7�b�m�-�|�;�v���-�u�;��incorrect,  review and update GPS 
coordinates.

Steps:
1. Navigate to Call Dashboard
2. Select filters, and search. 
3. Select Reject if it is invalid, or Review and Save Coordinates if valid. 
4. Select Reprocess and Link the correct EVV. 

Resolving Common Excepti ons
GPS Signal Out of Range



© 2025 HHAeXchange 

Scenario�9�������1�_�;�1�h�;�7���|�_�;���r�-�|�b�;�m�|�=�v���1�-�t�;�m�7�-�u���-�m�7���7�b�7�m�=�|���v�;�;���-�m�‹���ˆ�b�v�b�|�v�:�����v���|�_�;���1�o�o�u�7�b�m�-�|�o�u�7������
reviewed the Call Dashboard and found several visits on hold due to GPS being out of 
range�:�����=���|�_�;���_�o�t�7���b�v���ˆ�-�t�b�7�7�������1�-�m���u�;�f�;�1�|���b�|���-�m�7���l�-�m�†�-�t�t�‹���1�o�m�=�b�u�l���|�_�;���ˆ�b�v�b�|�:�����=���b�|�=�v���m�o�|���ˆ�-�t�b�7�7������
can check the location and update the coordinates.
          
           To prevent  this hold please make sure your caregivers are performing EVV in 
�u�-�m�]�;���o�=���|�_�;���r�-�|�b�;�m�|�=�v���_�o�l�;�:�����=���|�_�;���1�o�o�u�7�b�m�-�|�;�v���-�u�;��incorrect,  review and update GPS 
coordinates.

Steps:
1. Navigate to Call dashboard
2. Select filters, and search. 
3. Select Reject if it is invalid, or review and save coordinates if valid. 
4. Select Reprocess and link the correct EVV. 

Clearing Common Holds
GPS Signal out of range
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Scenario�9���)�_�b�t�;���u�;�ˆ�b�;�‰�b�m�]���|�_�;���r�-�|�b�;�m�|�=�v���1�-�t�;�m�7�-�u���‹�o�†���7�o���m�o�|���v�;�;���-�m�‹���ˆ�b�v�b�|�v�:�����v���-��
coordinator you review that the caregiver has several EVV call outs but no call 
ins. You can review if the call in is held for a different status like GPS Signal Out 
of Range, or if there is no Call In,  you use the unscheduled services to create a 
schedule around the Call out. 
          To prevent this exception , make sure your caregiver performs an EVV 
clock in. 
Steps:
1. Navigate to Visit Maintenance > Unscheduled Services
2. Select filters, and search. 
3. To correct , check for any Call Ins that can be corrected, and link both Call In 

and Out. If there is no Call In, use Unscheduled Services to generate a visit 
based on the Call Out. 

Resolving Common Excepti ons
Call Out with No Call In
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Scenario�9���)�_�b�t�;���u�;�ˆ�b�;�‰�b�m�]���|�_�;���r�-�|�b�;�m�|�=�v���1�-�t�;�m�7�-�u���-�m�7���7�o���m�o�|���v�;�;���-�m�‹���ˆ�b�v�b�|�v�:�����v���-��
coordinator I review that the caregiver has several call outs with no call in. I can 
review if the call in is held for a different status like GPS signal out of range, or if 
there is no call in, I can use the unscheduled services to create a schedule around 
the Call out. 
          To prevent , make sure your caregiver performs an EVV clock in. 
Steps:
1. Navigate to Visit maintenance > unscheduled services
2. Select filters, and search. 
3. �$�o���1�o�u�u�;�1�|���7���1�_�;�1�h���=�o�u���-�m�‹���1�-�t�t���b�m�=�v���|�_�-�|���1�-�m���0�;���1�o�u�u�;�1�|�;�7�7���-�m�7���t�b�m�h���0�o�|�_���1�-�t�t���b�m��

and out. If there is no call in, use unscheduled services to generate a visit 
based on the call out. 

Clearing Common Holds
Call out with No Call In
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�‡Visit Maintenance
�‡Use the complete status to quickly filter completed visits.
�‡Review the Unscheduled Services tab daily. 
�‡Reject invalid EVV records.
�‡Plan for end-of-day or weekly Visit Maintenance reviews.
�‡Unscheduled services can be used to convert unscheduled EVV into a 

visit. 

Visit Ma intenance
Key Takeaway
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Reports
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Scenario:
Barbara has been performing services for a week, and You want to check on her 
EVV progress. To do so, you use the EVV Compliance By Caregiver Report. 

Steps:
1. Navigate to Reports > EVV Compliance Reports > EVV Compliance By 

Caregiver. 
2. Select Date Range, Office , and Caregiver names. 
3. Select View Report . 
4. Review EVV Exceptions and EVV Compliance percentage columns. 
5.  Click Export and choose preferred format. 

Reports
EVV Compliance By Caregiver Report



© 2025 HHAeXchange 

Reports
EVV compliance by Caregiver report
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Scenario:

Barbara has been performing services for a week and I want to check on her EVV 
progress. To do so I am going to use the EVV Compliance by Caregiver New report. 

Steps:

1. Navigate to Reports > EVV Compliance reports > EVV compliance by caregiver. 

2. Select date range, office , and caregiver names. 

3. Select View Report . 

4. Review EVV exceptions and EVV Compliance percentage columns. 

5.  Click Export and choose preferred Format. 

Reports
EVV Compliance By Caregiver Report
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Scenario: The admin wants to review completed visit for accuracy before 
billing. You decide to use the visit report to provide that information. 

Steps:

1. Navigate to Report > Visit > Visit Report.

2. You can select to search by Office , MCO, Visit Date Range.

3. Optionally you can add the additional filters.

4. Select Generate Report. 

Reports
Visit Report



© 2025 HHAeXchange 

Scenario: The admin wants to review visit information for the past month. 
He can use the visit report to review visit information.

Steps:

1. Navigate to report > Visit > Visit Report.

2. You can select to search by Office , MCO, Visit date range.

3. Optionally you can add the additional filters.

4. Select Generate report . 

Reports
Visit Report
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�‡Reports
�‡The EVV Compliance By Caregiver Report provides a detailed view 

�o�=���;�-�1�_���1�-�u�;�]�b�ˆ�;�u�=�v���1�o�l�r�t�b�-�m�1�;���u�-�|�;�v�7���-�t�t�o�‰�b�m�]���1�o�o�u�7�b�m�-�|�o�u�v���|�o��
monitor performance, identify exceptions, and ensure that all visits 
meet EVV requirements.

�‡The Visit Report  provides a comprehensive record of completed 
visits, enabling coordinators to review visit details, verify service 
delivery, and ensure accurate documentation for compliance and 
billing purposes.

Reports
Key Takeaway
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Recap
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Recap

Agency 
Account 
Setup

Complete Visit 
Capture 

Agency registers and sets up 
HHAX EVV account, including 
information for:

�‡Agency 
�‡Users
�‡Patients
�‡Caregivers

Caregivers perform EVV 
using our EVV tools. 

�‡ HHAX mobile
�‡ IVR

Visit Maintenance

Agency reviews visit data 
for accuracy and EVV 

compliance. 
�‡ Using visit maintenance 

to review visits, and 
correct exceptions.

Claims 
Submission

Once visits are verified, a 
claim can be submitted for 

the related service.

Claims 
Matching

The claim is matched to 
visit information in HHAX. 
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Key Takeaways
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�‡ Access to Resources: Use the tools and materials shared to support your caregivers.

�‡ Patient: Use the Accepted With No Master Week to review placements daily. 

�‡ Caregiver : Make sure the demographic information is correct for smooth mobile app 

setup. 

�‡ EVV setup : Ensure that the Caregiver is linked to the Patient. 

�‡ Visit maintenance: Perform Visit Maintenance to review and visits ready for billing. 

�‡ Reports: Run the EVV Compliance By Caregiver Report to keep track of Caregivers' EVV 

performance. 

Key Takeaways

99
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Resources
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Provider Knowled ge Base

Scan and share with your 
admin office staff. Staff 
can also use the Support 
Center as well.
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Learning Management System (LMS)

Take our guided courses 
in our new LMS 
HHAeXchange 
University

https://accounts.skilljar.com/accounts/login/?t=2q37ibffm5o9h&d=1it6x3m0xnpye&next=%2Fauth%2Fendpoint%2Flogin%2Fresult%3Fnext%3D%252F%26d%3D1it6x3m0xnpye
https://accounts.skilljar.com/accounts/login/?t=2q37ibffm5o9h&d=1it6x3m0xnpye&next=%2Fauth%2Fendpoint%2Flogin%2Fresult%3Fnext%3D%252F%26d%3D1it6x3m0xnpye
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Videos

103

Resources

Call Dashboard

�‡ Resolving common call dashboard holds

Visit maintenance

�‡ Visit Maintenance Feature

�‡ Visit Maintenance Landing Page

�‡ Visit Maintenance How-To Videos

Patient/Caregiver/EVV

�‡ Knowledge Base: Training Videos

�‡ How to Log Into HHAeXchange

�‡ How to Reset a HHAeXchange Password

�‡ How to Create a New User

�‡ How to Set Up a Caregiver

�‡ Review Patient placement

�‡ Linking Caregiver to Patient

�‡ Performing EVV
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Thank you !

Minnesota Provider 
Information Center
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Questions?
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Please provide us your feedback 

after exiting the webinar .
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