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HomeTrak Terms of Reference

TASKS are To-Do’s or a list of things that need to be completed. Tasks do not block time. They are simply a reminder.
APPOINTMENTS are events that block time on your calendar. Overlapping appointments provide an alert icon on your calendar.

SCHEDULES are events between a Caregiver/Office Staff and a Client which blocks time on both calendars. Schedules can be
processed through Billing or Payroll or both.

AUTHORIZATIONS are the permission to provide care for a Client. You have an Authorization in order to create schedules.

DOCUMENTED EVENTS are any type of event you need to record and report on and can play two roles:

» Document significant events (good or bad) involving clients and/or caregivers
= Document the minutes of a meeting or conversation



Calendar Icons in Companion

Indicates the schedule either has a status of Office Alert, has No Caregiver Selected, or is in conflict with another schedule.
A Mote has been added to the schedule.

An Extra Charge item has been added to the schedule.

=
<=5

An Attribute has been added to the schedule.

This schedule is isolated from the Master Recurrence from which it was created.

(Editing a selected event for a schedule created from a recurrence will automatically mark it as isolated.)
A Documented Event has been added to the schedule.

Indicates the Schedule has Warnings or Errors associated with it
Schedule has Actual Hours entered.

Schedule is Finalized.

Payroll for the schedule has been posted.

Billing for the schedule has been posted.

Biling and Payroll for the schedule have been posted.

Mo Caregiver has been added to the schedule.

Calendar ltem is an Appointment (not a schedule).

Calendar ltem is a Task (not a schedule).

Status of the schedule is Cancelled_

Status of the schedule is Open.

Status of the schedule is Gompleted, Payroll and Billing have been posted.
Actual hours has not been entered on the schedule

Schedule has a start of call from telephony or GPS

Schedule only has an end of call from telephony or GPS

Schedule has a completed etimecard from telephony or GPS
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Back-to-back sequence of schedules has a start of call from telephony or GPS




Adding Tasks & Appointments

Click on your name in the left Result field to bring up your calendar (your name shows above calendar)

Left Click Option Right Click Option

New Task
+ v j -, ., - -
= @ E New Task for Selected Person
New e g —E
|| New Appointment for Selected Person
New Task

Paste Copied Event(s)

EI New Schedule
aﬁ] New App{}lntment [« New Recurring Task
E New Recurling Schedule O R E-.l New Recurring Appointment
- ] New Recurring Schedule
-« New Recurring Task Date Specific Availability v
[€ New Recurring Appointment B Copy Selected Day
< Add from Predefined Events Copy Selected Week
0

Left click on the day you wish create a Task or
Appointment so it’s highlighted Right click on the day you wish create a Task or

Appointment so it’s highlighted
1. Click on Add

1. Click on New Task or New Appointment
2. Click on New Task or New Appointment

Main Module =—> Relationships =——p Office Staff tab ——p Scheduling =—p Calendar




Adding Tasks & Appointments (Continued)

Enter in the Date/Time and Length (Hours)

Type in the Person that Task or Appointment is for (click magnifying glass to search)

Add who is Involved (Office Staff, Caregiver, Emergency Contact, Contact)
Enter in the Task or Appointment Category

Type a quick, detailed note regarding the task (Max 200 characters)

If needing to type in or copy/paste a document, add a Note (Max 10,000 characters)

Send a Notice to notify/remind someone about this Task (Optional)

Save

Main Module =—> Relationships

(R Setup an Appointment (Support Demo) *
Reminder: O Notices - Status: H (-]
Notes
Date/Time:[Dec 06,2016 [-][08:00 AM [=] 100 (3 4 Add & Edit X Delete [&F -
Person: | & Albright, Mary o]
Address: ‘3584 Fairmount Ave San Diego |v|
4 Add X Delete %
Involved: & pat
Category: |EB Unspecified o[-
- 1t Visit
‘ & Nurse 6 Month Wisit
[EMeeting
I (2~ Setup a Task (Support Demo) =
Reminder: O Notices ~ Status: l (]
=] Notes
Date/Time:|Dec 06, 2016 [][og:00 am [-] 100 6 4+ Add & Edit 3 Delete [~
Person: ‘3 Albright, Mary |.0|
Address: ‘ @ 3684 Fairmount Ave San Diego H
== Add X Delete %*
d & pat
ategory: B Unspecified |.D‘ v|
& Mew Client Intake
& send Brochures
J Phone call
[#)Send Thank You
o Follow-Up
m
A~ HTCloud Identity H s

—p Office Staff tab > Scheduling =—> Calendar




Setting Up a Client Authorization (Mandatory)

After clicking on Authorizations, click on Multi-Add to display all services to select from.

. Choose the Primary Payer that will be paying the bill (Client or
a company found in the Payers tab)

. The Send Invoice To option allows you to specify where an
invoice should be mailed to; it can be sent to an Emergency
Contact or Individual

. Check off what service(s) [Call Type(s)] are being provided

. Select the Rate Package (i.e. Hourly, Per Visit, 24 Hour Live-In
. Select the Authorization Start date(s) [First day of services]

. Enter in the appropriate Bill Rate for the service(s)

. Click Save

"[E Multi Add Authorization Eo)
Payer: % Balser, Leigh D [+
Send Invoice To: | [
a [[22/12/2006  [Fl[2211/2026 || .
[0 Add Call Type + Rate Package Start End H:z Per Bill Rate
| Al Service Place Holder - MNov 22, 2016 MNov 22, 2026 -
3 PCA Hourly; Nov22,2016;  Nov 22,2026; v
Homemaker Hourly - Nov 22, 2016 Nov 22, 2026 -
CG 24 HR Live In - Breaks |- Nov222016  Nov22 2026 -
Caregiver 24 Hr Live In |- Nov22,2006  Nov22,2026 -
A HTCloud Identity

%m @~

Main Module —» Relationships =—» Client tab —p Scheduling Setup —» Authorizations n



How to Create a Schedule

Two different methods for creating a schedule: Left Click or Right Click

& Al Clients ‘

Profile

Calendar

[ Scenarios w [+ 4 Add

= Al Clients

| [ Fier

N N S arp—

5 Balser, Leigh D

Balser, Leigh D

Active IP D
8504 El Paseo Grande

San Diego, CA 92037
W (559) 896-1163

& Client

I NorthEast

B Result (78)

=A

- Aguirre, Madeleine
- Albright, Mary

- albright, mary

- Atkins, Atty

- Balser, Leigh D
- Bellaire, Marcy
- Bradford, Bianca
- Brickey, Linda

- Briggs, John

el e

Click on New Schedule

Click on the Client or Caregiver in the Result field

Relationships ——p

Left Click on the day you want to create a schedule so it’s highlighted
Left Click on the Add button in the tool bar to generate a list of options

@@ Mar07,2017
d New Schedule Balser, Leigh D OhrsDay — ghrs Sum  Ohrs Week
Sunday n o] NewTask Wednesday Thursday Friday Saturday
Ni

Feb-26 Feb-27 W Newipp Jar-01 Mar-02 Mar-03 Mar-04 0

New Recurring Schedule

[ New Recurring Task

| New Recurring Appoiniment

4 Add from Predefined Events
Mar-05 Mar-06 Mar-07 Mar-08 Mar-09 Mar-10 Mar-11 0
Mar-12 Mar-13 lar-14 Mar-15 Mar-16 Mar-17 Mar-18 0
Mar-19 Mar-20 Mar-21 Mar-22 Mar-23 Mar-24 Mar-25 0

Left Click Method

& Al clients ‘

Profile | 2] Calendar

[ Scenarios w [~ < Add

©6 Mar07,2017 - & +v[ B @~ &" i Suggestion

& Al Clients Balser, Leigh D OhrsDay  ghrs Sum  Qhrs Week
\ | [Hiter - Sunday Monday Tuesday Wednesday Thursday Friday Saturday
o Balser, Leigh D Feb-26 Feb-27 Feb-28 Mar-01 Mar-02 Mar-03 Mar-04 0
Adive | D

Balser, Leigh D

8504 El Paseo Grande

San Diego, CA 92037 q

@ (555) 896-1163 E' Mar-05 Mar-06 ‘ Mar-07 Mar-08 Mar-09 Mar-10 Mar-11 ¢
[& Client [FNorthEast | Bewscediie

New Task

& Restlt 78 New Appointmen
T'A ! Mar-12 Mar-13 New Recurring Schedule Mar-16 Mar-17 Mar-18 0
i - Aguirre, Madeleine

i~ Albright, Mary H New Recurring Task

& abbright, mary New Recurring Appointment
- Atkins. Atty Date Specific Availability 3
T8 B CopySelected Day
-~ Balser, Leigh D Mar-19 Mar-20 Copy Selected Week Mar-23 Mar-24 Mar-25 0
i i~ Bellaire, Marcy N
¢ Bradford, Banm“ [y Paste Copied Event(s)
i i Brickey, Linda For Selected Day(s) 3
Right Click Method

1. Click on the Client or Caregiver in the Result field

2. Right Click on the day you want to create a schedule to generate a list of options

3. Left Click on New Schedule

Client or Caregiver tab —p Scheduling ——p Calendar




How to Create a Schedule (Continued)

(=) ' G

[M Documented Event & Attach -~ M View - Status: o= Active EI @&

If on the Client Calendar, the Client details will be pre-filled. /. Please Review
Scheduled on: Dec 06, 2016 |~|[08:00 AM n L O @ @ LI Display Item
If on the Caregiver Calendar, the Caregiver details will be pre-filled. Glient: (3 Baiser, 1eigh D Error
Address: |8504 El Paseo Grande San Diego Q- &) Caregiver
1. Type in the Client or Caregiver name (whichever is missing) Caregiver: o] - s No Caregiver Selected
thonzatlon [-] - 23 Authorization
2. Select the Authorization nstruct-ons | A No Authorzation selected
Hour Code: ‘0 Both Payroll and Billing | |
3. Set the Start Time e Schete
) Actual Time: Dec 06,2016 [*|[ogo0am[~] oo [ &~
4. Indicate the Hours (Length of Schedule) . _
Billing and Payrall Information L 3
5. Click Save
Mg = WEE A

Relationships ——p Client or Caregiver tab = Scheduling —p Calendar



Editing a Schedule

& Al Clients ‘

Profile ‘ Calendar ‘

[ Scenarios w [~ = Add

©® 6 Maro7,2017 - +vf - @~ [ [ Suggestion

Left Click Method = Al Clients Balser, Leigh D
\ | [ siter (- Sunday Monday esday Wednesday Thursday Friday Saturday
. . iy _ 0
1. Double Left Click on the schedule o Balser, Leigh D Feb-26 Feb-27 Feb-28 Mar-01 Mar-02 Mar-03 Mar-04
OR Active |b
Balser, Leigh D
2. Left Click once on schedule and click on Edit 8504 El Paseo Grande
San Diego, CA 92037 o N
3. Make changes to the schedule i (555) 296-1153 g | s Mar-06 Mar-07 1 | Mer-08 & Edit  ar-09 1 Mar10 Mar-11 !
4. Click Save
= Result (78) =
=A [l Documented Event &7 Attach - [ View - Status‘. G 0
) ii)uf” /A, Please Review
- Albri
Right Click Method R s onfiaro. 557l oo [ 100 @ O ®® O ospiyten
= Atking| Client; | & Balser, Leigh D |D El
1. nght Click on the schedule =B Address: | 8504 El Paseo Grande San Diego 5] @~ (£ Caregiver ;
- Balser, ] ry 7 e 3
2. Left Click on Edit . BeHs:i; reqier: |Lx._JBames, Melfssa |‘°| gy e Careaver fate) B3 Office Pay Rate Only (Mo Caregiver Rate)
- Bradid rization: | | Balser, Leigh D - PCA Hourly |v| -
3. Make changes to the schedule o .
Bricke truction: | |
4. Click Save - Briggs| jour Code: | Both Payroll and Billing -]
~ After G
Actual Time:[Mar 07,2007 [)[o800AM [-]o00 & &- 0000
Billing and Payrall Information * A !1! = !l A

Relationships —p Client or Caregiver tab ——p Scheduling

—p Calendar



Cancelling a Schedule

If there is a schedule that was created but is no longer needed, you’ll want to Cancel it so you have the historical information available to you.

| Mar-08 1 Mar-0g 1
&4 Edit
. Right click on the schedule you wish to cancel to generate a list of options Recumrence , Mo
. ¥ Delete -
. Left click on Set Event Status Mar-14 _ far-16 8003 Easmes Malieza ()
Copy ... v
. Event Mote
. Left Click on Cancel Attributes X
| Set Event Status 3 Open
. As a best practice, it is recommended to create a Documented Event to Mar-21 & Caeciver Dot | g Azwe et Example of what a Cancelled
indicate: Sl b e Schedule looks like
. L] iew Detai
= Who was involved @ :how[:: h:a : & Completed
= What happened | ? |
= When it happened
=  Where it happened
=  Why it happened [B Cocumented Event (1)
This can be completed on the Detail Panel to the right of the calendar d+ Add ' Edit X Delete [&]-

B ar 07 2017 Cancelled Schedule

Relationships —p Client or Caregiver tab ——p Scheduling — Calendar »



1.

2.

3.

Dec-14 2

Copying and Pasting Schedules

Copying a Schedule

11:00am Fluws, Patty

Caregiver Opticns

View Detail
Show on Map

|11:DDam Fluws, Patty

Right Click on the Schedule you would like to copy

Left Click on Copy

Left Click on:

. Copy Selected Event
. Copy Selected Day (copies all schedules on that day)

= Copy Selected Week (copies all schedules for that week)

Nov-30 £ * | Dec01 Dec-02 2 ¢ | Dec
11:00am Fluws, Patty 8:00am Fluws, Patty
#  Edit
Recurrence
m ¥ Delete g 2 6
11:00am Fluws, Pa Copy ... Copy Selected Event
Event Note I Copy Selected Day
Attributes Copy Selected Week
Set Event Status Quick Clone Event
(9]
L
@

QUICK TIP

Click on a Schedule
Ctrl + C to Copy

Select day on calendar

Ctrl + V to Paste

Pasting a Schedule

11 | Dec-12 *

|11.'{.‘-Dam Fluners, Patiy

Mew Schedule
Mew Task
Mew Appeointment

Al

Mew Recurring Schedule
Mew Recurring Task
Mew Recurring Appointment

Date Specific Availability

Copy Selected Day
Copy Selected Week

Paste Copied Event(s) I
For Selected Day(s)

Claa @

After copying the desired schedule(s):

1.  Right Click on the day (or one day during that week if

copying a whole weeks worth of schedules)

2.  Select Paste Copied Event(s)

Relationships ——p Client or Caregiver tab ——p Scheduling ——p Calendar




How to Create a Recurring Schedule

A Recurrence can be set up if a Client requires service(s) that repeats on a regular basis.

Left Click Method

v f & @ -
d New Schedule

New Task
|| New Appointment

«4 New Recurring Schedule
aﬁ[“; New Recurring Task

|& New Recurring Appointment

< Add from Predefined Events

In the Result field, highlight the person you want to create a schedule for.

Left Click on the first date in which you would like the recurrence to begin
1. Left Click on the Add on the toolbar above the calendar

2. Left Click on New Recurring Schedule

Right Click Method

Mew Schedule
Mew Task
Mew Appointment

Mew Recurring Schedule
Mew Recurring Task
Mew Recurring Appointment

Date Specific Availability r

Copy Selected Day
Copy Selected Week

B'EHE% EE

Paste Copied Eventi(s)
For Selected Dayi(s) 3

In the Result field, highlight the person you want to create a schedule for.

Right Click on the first date in which you would like the recurrence to begin.

1. Left Click on New Recurring Schedule

Relationships ——p Client or Caregiver tab ——p Scheduling ——p Calendar »



How to Create a Recurring Schedule (Continued)

What | Need In Order To Create a Recurring Schedule

First scheduled date, Start Time & Hours (Length of Schedule)
Client & Caregiver Names

Authorization for this recurrence

A W N e

Check off what days of the week this recurring schedule will take place on. Each day
checked will create it’s own separate recurrence, meaning any updates will only
impact that specific day of the week.

5. Select every 1 Week, 2 Weeks, 3 Weeks or 4 Weeks
6. Click SAVE

7.  You will presented a popup asking: Check for Errors Over the Next # of Recurrences?
Ll Click Yes

Doing this will check each day selected in the recurrence pattern for any conflicts or errors

=] Recurrence

1) Add/Edit a Recurring Schedule (Support Demo) %

3

Recurrence
Pattern
O

[ Monday [ Thursday
[/ Tuesday [ ][ Friday

Create Individual Weekly Recurrence for

[ 1M Sunday [/ Wednesday [ ] Saturday Every 1 Week

ted Event @& Attach - M View - Status: o= Active B O

Scheduled on: Dec 11,2016 [~|[og00 Am [~ 100 () ©-

Client: [& Albright, Mary o]

d : 3684 Fairmount Ave San Diego -] @~
| o] @
Authorization: [[* Albright, Mary - PCA Hourly [+ -

In: |

Hol : [ Both Payroll and Billing |-|

- After Schedule Completed

Actual Time:Dec 11, 2016 |~|[ogooam[~| o0 ) &~

Eilling and Payroll Information +*

-
Question

AHICo | 3 Question

A, Please Review
@ @ [ Display ltem

Error

(£%) Caregiver

M, No Caregiver Selected

AaEE=EER A

H o |@ oo |

Check for errors over the next 2 recurrences?

Relationships ——p Client or Caregiver tab —p Scheduling ——p Calendar B



How to Edit a Recurring Schedule

Right Click on the first day of the Recurrence you
need to adjust (i.e. Start/End time changes, Caregiver
change, etc.)

Left Click on Recurrence, Edit the Recurrence
Make the necessary changes and click Save

You will be prompted:

= Reset recurrence start date to <Date you
edited> before regenerating occurrences?

= (Click Yes to update the schedules going
forward

= System will then proceed to check for any
warnings, errors or conflicts on the Caregiver
or Client’s calendar

o : -
Balser, Leigh D ‘ | Client: ‘ Balser, Leigh D H 3 ‘
8504 El Paseo Grande Mar-05 Mar-06 Mar-07 Mar-10 Mar-11 Address: (502 IF| B~ GIIA IS
San Diego, CA 92037 . ] |4mpm Bames, M# |4mpm Bamnes, M# Caregiver: ‘ Barnes, Melissa H 3 ‘
[ (555) 896-1163 -
Mar-12 Mar-13 Mar-14 Recurrence » |/ Editthe Recurrence | |
& Client “* NorthEast )
|. | ‘ |4m9"“ Bames, M# Delete H  Delete the Recurrence
& Result (78) ed Event
o8 Copy .. v |3 Display All lsolated Schedules for the Recurrence
- Mar-19 Mar-20 Mar-21 Edit Delete -
uirre, Madeleine E Event Note e o = * s
guirre, B |4mpm Barnes, M# E p— . |4m;;m Barnes, M#
Set Event Status 3
Mar-26 Mar-27 Mar-28 Mar-31 Apr-01
Atkins, Atty I 1 —{ & Careqiver Options  » I 1
[M Documented Event ¢ Attach = [ View v Status:| =% Active : ¢
i Balser, Leigh D 2 A g
A Plesse Review —

Scheduled cn:|Mar 08, 2017

Fllogooem [-]t @ ©-

@ @ [J Display Item

Client: |3 Balser, Leigh D |D| EEER
Address: |8504 El Paseo Grande San Diego H Q- (i) Caregiver
. = . . i
Caregiver: [i£) Barnes, Melissa o] - Mo Cormgiver Rate) @ Office Pay Rate Only (No Caregiver Rate)
Authorization: | |* Balser, Leigh D - PCA Hourly H M
Instruction: | |
Hour Code: Both Payro|-=slnills =
? Question k

Reset recurrence start date to Mar08. 2017 before
regenerating occurences?
(Non-isolated occurrences on orafterthis date will be
replaced. No new occurences will be created before this
date.)

Relationships —p Client or Caregiver tab —p Scheduling —p Calendar



