N X )
00 O o
c0000
0000
°c0 0

Homelrak

Your expert companions in home care software
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RELATIONSHIPS: SCHEDULING WITH CALENDARS
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The following is our recommended best practices for creating schedules within HomeTrak Companion.

First, let’s do a quick review of the purpose of an Authorization (Contract).

An Authorization is mandatory for a client and must be in place before any schedules can be created.
The authorization states the following:

e Startand End Date

e Who is the Primary Payer

e What is the Rate Package (Hourly, Live-in or Per Visit)
e What Service is being provided (Call Type)

Setup Authorization (HomeTrak Training - HH Corp) x
T Payer's Bill Rates [5g Payers Billing Options = Generate Report
[ Co-Billing
valid From: | SHBEIS00S| | To: | Apr 04, 2024 = Primary Payer Billad Full Amount -]
Primary Payer: |ﬁAtkins, Atty |
Rate Package: |E Hourly Default |
Call Type: |EHHomemaker Hourly | Payer
Hour Code: | Both Payroll and Billing -
Optional
Max Hours: 200
Max Hours Per: |Month[s] -
Minimal Minutes: 0
Preferred Gender: | -
Additional Desc: | |
Claim Info: | |
@ 5 & F
HTCloud Identr Save Cancel
A HTCloud Identity -
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Client/Caregiver Calendar Scenarios

The Scenarios, Group By and Filter buttons are used to help you refine the client and caregiver data viewed in
the Result panel. These tools can be used alone or together in any combination to achieve the results you're
looking for. All of these tools are optional and are specific to each user signed into the software.

You can look at Scenarios for This Week and Next, or any future or past time frame. Explore the different
options in the scenarios list:
Client Scenarios
e No schedules (This Week and Next): | & AllGlients |
e Has Alert Status (This Week and Next):
There are two ways an Alert is produced.
0 1) manually attach an alert to a schedule, or
0 2) The software will automatically assign an alert if there is || Has Schedules (This Week and Mext)

g Scenarios W D - Add

All Clients

something about the schedule that requires your attention, i.e. (] Mo Schedules (This weekand next)

L

-
missing a Caregiver, Schedule conflict. ™ Has Alert Status (This Week and Next) »

_I:l

‘D

|

* Under/Over Authorized Hours Mo Caregiver (This Week and Mext) 3

e New Clients: This scenario is an excellent quality control feature. B
It allows you to focus on just your new clients to make sure
everything is set up correctly and all schedules are in place. Think
of it as a way of double checking.

Under/Cver Authorized Hours 3
Mew Clients 3

| T AIIGaregivas|
Caregiver Scenarios helps you manage their schedules to
avoid conflicts, overlaps, exceeding their maximum hours O] Scenarios w 7~ Add
per week, or if they are going into overtime or not.

14 AllCaregivers
e Overlap Schedules (This Week and Next) ,, .
| Has schedules (This week and next) 3
e Over Maximum Hours per Week (This Week and Next) | [ Mo Schedules (This week and next) ’
B  Has Alert Status (This Week and Mext) 3
e Will have overtime when calculating payroll ® Overlap Schedules (This Week and Next) b
f'! Ower Maximum Hours per Week (This week and next) »
3 Will have overtime when calculating payroll 3
Manage Items Menu — known as the GROUP BY M7~ == Add
%n Group By 3 E By Malc
The Group By allows you to choose how you want to arrange your Expand Al = First Letter
clients and caregivers in the Result panel. B Colapserl |G categon
-
) Reset of Status
a’ Classification
Rank
T2 Managed By
& Crganization
gH city
State
gf Home District
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Filter By Name — known as the FIND BY

Filtering is a tool that you will use constantly within HomeTrak Companion when locating a person(s) and their
information. It allows you to narrow down the result information based on the filter criteria you select and

displays only the people that fit the selected filter criteria. Filtering is useful when you want to view

information only for people whose information fits specific criteria.

Filtering tools are accessed in the upper portion of the Find Area Panel on the

left of a screen that displays people information.

When filtering using the Filter Box, select the type of Information being
searched using the drop down menu. Then enter the information you wish to
filter by. If the system finds a record that matches this input, then the name(s)
of the person(s) that have that information will be displayed in the Result

section of the find area.

Advanced Filter — known as the FILTER BY

Each advanced filter element is able to narrow
your search according to different criteria. Click a
filter option/element in the column, such as Status
or Rank, to view the related options that are
available to select.

For example in this image, the Status filter element
and the Active, Assessed and Potential status
options are selected. If we were to deselect the
Status filter element, the system would not filter
by status, even if Active, Assessed and Potential
were still selected. All statuses will be displayed.

If you select a filter element and would like to save
that as the default for a particular module, click the
Save button in the upper right of the filter window.
Note: Advanced Filters in each module may not
contain all filter elements.

= Search

=D
:

Y Communication
Q Address
=1 55N

Search Relationships

Rblrisae  Mdsinr

Status
Mat Filtering

ﬁ Status

H .
W Assessed

Potentia

Category H
c [ .
Mot Filtering V) Active
* Inactive
Q Address i [C%=# Deceased
Mot Filtering @ Archived
g DHstrict

"I Mot Filtering

 Classifications
Mot Filkering
Rank

Mat Filtering

Manager
& Mot Filtering

Languages
‘¥ Mot Filtering

l}q Characteristic
# Mot Filtering

= Skill
& 1ot Filtering
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Detail Panel (right-hand side of screen)

When you click on a Schedule, the detail panel on the right-hand side of the screen will show the schedule
information such as Date, Start Time, How many Hours, the Client’s name and address, the Call Type (type of

service) and the Caregiver’s Name.

Weekly Totals for the Client and Caregiver are also displayed.

e Example: Client = 10 weekly hours and Caregiver = 10 weekly hours.

Tools at the bottom of the Detail Panel

Displays all pending caregivers

5_ . .
& Pending Caregivers for selected schedule.

= Notes Displays all attached notes.

[El- Attributes Displays all attached attributes.

Displays all attached Extra

&1 Extra Charges Charges

Displays all attached

IM-p E
ocumented Events Documented Events.

Tasks to perform on the

=1 Care Plan Duties
schedule.

Displays information on the

- Schedule selected schedule.

I.- Warnings and Errors
& the selected schedule.

Displays information on the

L' Caregiver .
8 attached caregiver.

Displays information on the
attached client for a schedule,
or the primary person for the
other event types.

= Primary Person

Displays information on the

- Authorizati
uthorizations attached authorization.

Displays the creation date and

63 Recurrence
pattern of the recurrence.

Important information regarding

Detail Panel =5
BasicInformation

5] [Aug 30,2016 |[08:45 AM | Hr: [2 |
Call Type: | Homemaker Hourly | = [l

Client: | Atkins, Atty
Address: [ 125847 Darkwood R

Caregiver. | Petterson, Jjly

Weekly Totals

Information

fi* Pending Caregivers
- @- Y Append + Update =

Pending Caregivers

-
*

SRemEEELSBRE S
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How to Add an Individual Schedule

You can Add a schedule in two ways: from the toolbar or on the calendar itself. On the calendar, right-click on
the date you want to add the new schedule and click New Schedule from the menu.

Click Add from Toolbar -OR- Right-Click on Calendar Day
O | Mew Schedule
=T . =]
4v /J &-@ | G |
Mew Task
ﬁl Mew Schedule h New Appointment
v MewTask [ Mew Recurring Schedule
| | MNew Appointment Mew Recurring Task
I'iéi Mew Recurring Schedule Mew Recurring Appointrent
t,. Recuring Task Date Specific Availability »
I = Mew Recurring Appointment i Copy Selected Day
i Copy Selected Week
o Add from Predefined Events
-EI Paste Copied Event(s)
For Selected Day(s) 3
To setup a Schedule you will need to fill in the following fields:
Scheduled Date, Start Time, Hours, Caregiver and Authorization.
=] 'y (® Add/Edit a Schedule (HomeTrak Training - HH Corp) x
W Documented Event &7 Attach ~ [ View ~  Statusi| o Active B &
1, Please Review
Scheduled on:| May 27, 2017 El | 02:00 AM | - | 100 (L) ©- @ @ [J Displayltem
Client: | & Atkins, Atty 2| Errer
Address: | 12547 Darkwood Rd San Diego [-] @- (i) Caregiver
Caregiver: | |D| ig” 1, No Caregiver Selected
Authorization: | |v| < 2% Authorization
Instructior: | | 1. Mo Authorization Selected
Hour Cade: | 1)) Both Payrall and Billing -l 1 Compatibility: Not Preferred
_ After Schedule Completed 1 Durco, Shannon: I do not like this person at all. Please
Actual Time] May 27, 2017 [-][ozooam  [-lom @& &- 1 Compatibility: Preferred

1 Petterson, Jillian: Send Jillian when ever possible

Billing and Payroll Information H
Billing Time{ May 27, 2017 [-][oaooam  [-]oo0 ([ Breaks: 0.00 ™ Client: Urgent

override: $0.000

™ Don't call Atty between 2:00 and 3:00 pm as she is gen

PaymllTime{Mayz?_.zm.? E”DE:DDAM |v|u_u-u ) Breaks: 0.00
Override; 50.000
L2 EEEMER 4
, HTCloud Identity e ‘Q Save H@ Cancel ‘ :
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How to Edit a Individual Schedule

You can Edit a schedule in two ways: from the toolbar or on the calendar itself. On the calendar, right-click on
the schedule you want to edit and click Edit from the menu.

Click Edit (pencil icon) from Toolbar -OR- Right-Click on Schedule on Calendar, choose Edit
] Wednesda Thiursda
+ L 4 f ...... e Y o u

| /  Edit ifi—
[ie) Recurrence b

e K Delete
[& Copy.. ’
= Event Mote
Attributes >
Set Event Status »
1] Caregiver Qptions  »
M View Detail b
& Show on Map »

Make changes to any fields and save.

How to Delete an Individual Schedule

You can Delete a schedule from the calendar. Right-click on the schedule and then click Delete on the context
menu.

Right-Click on Schedule on Calendar, choose Delete

Il
@ Recurrence b
X Delete h
[B Copy. b
= Event Note
Attributes b
Cet Event Status 9
i Caregiver Options 3
(M View Detail b
@ Show on Map 9
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When you delete a schedule, the system will ask you to confirm Yes or No. If you click Yes, the system will then
ask you to Create a Documented Event Yes or No. We recommend you say Yes to document why you are
deleting the schedule for future audit traces.

Copying and Pasting Schedules
You can Copy one schedule and paste to many days at once using the SHIFT or CTRL keys on your keyboard.
0 Hold your SHIFT key down and drag your mouse pointer over many days, then paste the copied
schedule to the highlighted days.
0 Hold your CTRL key down, then click individual days you want to paste the copied schedule to.

0 Copy an entire day’s worth of schedules and paste to another day.
0 Copy an entire week’s worth of schedules and paste to another week.

Drag and Drop Schedules
e In the Day View or Bubble View, you can drag and drop a schedule to another day.
e You can also resize a schedule, which will adjust the duration of the schedule.

Quick Clone a schedule
Quick Clone is another method of copying events which allows you to quickly copy one schedule over several
weeks for specific days without setting up a recurring event.

Quick Clone @

Event Type: | Schedule # O
Client: | Cafferty, lim [ |8 Sun
Start: | May 10,2017 | [08:00 AM |l Mon
[ Tue
End: | May 10,2017 ||09:00 AM
[ (Il Wed
Weeks forward: 0
i Il Thu
[ ([l Fri
B Sat
A HTCloud Identity A ‘E — H@ Cancel ‘

How to Add a Recurring Schedule

What is a Recurring Schedule?

Schedules can be set up to be created automatically in a recurring pattern. A Recurring Schedule consists of a
Recurrence Master record that outlines the details for the event, and the pattern that defines how schedules
will be created on a recurring basis over a specified period of time. Individual schedules are automatically
created using the Recurrence Master record as a template.

Setup a Recurring Schedule:

You can setup a Recurring Schedule in two ways: click the drop-down arrow beside the Add button on the
toolbar, or on the calendar itself. On the calendar, right-click on the date you want to add the new recurring
schedule and click New Recurring Schedule from the menu.
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Click the drop-down on toolbar -OR- Right-Click on Calendar Day

+ . 4 yq %v @)1r ||  Mew Schedule
&

Mew Task
Mew Schedule New Appointment
v| Mew Task =
||_¢' Mew Recurring SChEdU|Eﬁ
Mew Appointment y -
I : Mew Recurring Task
[ 2 Neu,-RecurnngSn:hedule* New Recurring Appointment
e Date Specific Availability b
Mew Recurring Appointment
IG Copy Selected Day
=t Add from Predefined Events

Copy Selected Week

(" BE FE [BR

Paste Copied Event(s)
For Selected Day(s) 3

On the screen Add/Edit a Recurring Schedule, enter the basic information for the schedules that will be
created.

Efey ) Add/Edit a Recurring Schedule (HomeTrak Training - HH Corp) x

| Recurrence |

o Sunday !| Wednesday Saturday Every |1 Week E 48
l Monday | Thursday

Recurrence

Pattern | Tuesday W Friday A

Options Create Individual Weekly Recurrence for -~

Example:

If the schedule will recur each week: Use the Create Individual Weekly Recurrence for tool. Click the box for
the day(s) of the week you want to have the schedules created every week for the same start time, duration
and day of the week.

If the schedules will recur in a pattern that is NOT weekly: Use the Recurrence Pattern tool to set up a
recurring schedule in a non-weekly pattern, such as every other week, or a certain day or date of the month or
year (see next page).

If you are using the Create Individual Weekly Recurrence for tool, you may receive a Warning and Errors
message if there is a potential problem with the recurrence. Click Yes to ignore the errors and create the
schedules; click No to return to the Recurring Schedule/Master Schedule and correct any error(s).

The schedules created will recur for the entire period the Authorization is valid, unless you specify otherwise.
To limit the length of time the schedules will recur, click on the Recurrence Pattern tool in the ribbon at the
top of the screen. The screen Setup a Recurrence will open. In the section Range of Recurrence, click on the
End Date button and enter the date you want the schedules to end.

Click Save to close the screen. Then click Save on the screen Add/Edit a Recurring Schedule to save the
Recurring Schedule/Master Schedule.

Now you will be able to see the recurring schedules in the calendars and other schedule module screens.
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Recurrence Pattern Options

The Recurrence Pattern Options is designed to
be used if you have special recurring patterns.

Examples:
¢ Daily every two, three or four days, etc.

o Weekly every two, three or four weeks, etc.

e Monthly every two, three or four months,
etc.

e Special Monthly is repeated on a particular
day of the month

e Yearly is every one, two or three years, etc.

e Special Yearly is repeated on a particular
day of the year.

You can specify a Start and End Date;
otherwise the default is No end date.

How to Edit a Recurring Schedule

[~

File

Is Recurrence Active:

Recurrence Pattern

Setup a Recurrence

v

=) Daily

i Weekly

) Monthly

) Special Monthly
Y early

) Special Yearly

Occurs every: |0

Range of Recurrence

£ HTCloud Enabled

day(s):

={& No end date
(] End date

Feb 15,2016 |-

H > @ o |,

You can Edit a recurring schedule on the calendar. Right-click on the recurring schedule you want to edit then

click Edit the Recurrence from the menu.

Right-Click on Schedule on Calendar, choose Recurrence then Edit the Recurrence

Edit the Recurence

¥ Deleie the Recurrence

Display Al Isolated Schedules for the Recurrence

Aug 30
3:000m By &  Ecit
@ Recurrence » f
¥ Delete
[® Copy. s
: Event Mote
Attributes »
Set Event Status r
2] Caregiver Oaticns  »
[ Vizw Dztail ,
':‘E' Skow cn Map »

Make changes to any fields and save.
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How to Delete a Recurrence

To delete a Recurrence Master and all associated schedules you will right-click on the recurring schedule on
the Calendar, then click Recurrence, then click Delete the Recurrence.

| Thursday |
Aug 25
# Edit
|_$ Recurrence b | & Ecitthe Recurrence
¥ Delee M Delete the Recurrence
Copy ... * D Display All Isolated Schedules for the Recurrence
=| Event Mote
Attrioutes *
m Set Bvent Status *
i] Caregiver Options  »
W View Detail »
@  Show on Map ’

You will be prompted to confirm you want to delete. Click Yes. Another message will display advising the
schedule is a recurring schedule and ask you to confirm that you also want to remove all of the open
occurrences/schedules tied to the Recurrence. In most cases you will want to click Yes.

You must confirm again that you want it to remove all of the occurrences.
If you click Yes, the Master Recurrence and all of the open occurrences/schedules will be deleted.

If you click No, the Master Recurrence will be deleted, but all of the occurrences will remain and will now all
be stand-alone schedules.

After deleting the recurrence, you will be prompted if you wish to create a Documented Event. (You may want
to create a documented event to record why you are deleting the Recurrence Master and all of the schedules.)
Select the appropriate option.

If you select Yes, the Documented Event screen opens containing pre-populated information for the recurring
schedule you are deleting. Make any necessary changes to the Documented Event. Click Save to complete.

For further information on Scheduling within HomeTrak click here.
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