Quick Guide: Daily Billing Using Attendance

Enter Attendance Data
Please follow the steps below to enter attendance data:

1. Clickonthe New link beside the Attendance section underthe Attendance area onthe Billing
tabonyour Dashboard.

Attendance

Attendance —’ New | Search | Summary |

Archive

2. Selectall the parameters (as appropriate) and click on the ‘Search’ button to view the Attendance Grid.
e To enter attendance data for one day, the ‘Start Date’ and ‘End Date’ must be same.

Attendance Data Search

Required

Start Date |;5,q1,5015 i) End Date (15515015 NG|

Attendance Type Name |Daj ing
Hourly Billing

Service Description [Adult- Day Hab Daily (7090;
(Code) |child Day Hab Daily (2139)

EFH Res Hab Daily (4596)

GH Res Hab Daily (4588)

Program (Site)

a-40683 (a-31797)
a-40685 (a-31799)
a-40695 (a-31823)
a-40793 (a-31891)

Service Authorization
Statie Approved

4

Optional

Individual First Name Last Name




o Clicking onthe ‘Search’ button displays the Attendance Grid.

Attendance
Program(Site):a-26367(s-21385)
Service Description (Code): Adult Dental Services(D0160)
Attendance

Day Services
Start Date: April, 01, 2015, End Date: Apn, 01, 2015
April, 2015

M incomplete [ tn Prep  [1] Approved  [I] Submitted for Billing || New Attendance Type Detaits ()

o T p—

* Attendance Options: - lesse Seect - +
[oe—— General Comment:

330 charactars loft

[ Select All Attendance Show All: 7l Incomplete ] In Prep | Approved [”) Submitted for Billing

3. New Attendance Data can only be entered from the New section under the ‘Input’ tab of the Attendance Grid.

Attendance
Program(Site):a-26867(a-21985)
Service Description (Code): Adult Dental Services(D0160)
Attendance Type Name: Day Services
Start Date: April, 01, 2015, End Date: April, 01, 2015
April, 2015

‘ . Incomplete . In Prep . Approved 7. Submitted foTBilIing D New

moe s

* Attendance Options: - Please Select - v

Record Data
from here

‘ Select All Attendance




4. Onthe Attendance page, select the Attendance Option (Present, Absent etc), Time In/Time Outand
selectthe Individuals for whom you require to enter data.

. Incomplete In Prep D Approved Ij Submitted for Billing D New

B e e

Time In:

EERY oo -

350 characters left

Baker, Ella

Select checkbox to
record for the Individual

te Billing Data

10:00 am

= «Now
Select Attendance Time Out: « Now
option as appropriate 3 . Luisg am
rvice Provider: -
11:00 am
Non Billable: |

11:02 ai Select Time In/Time Out

11:03 am from time picker

Select All Attendance .
11:04 am
11:05 am 7

oy 1 5 Aam
Individual Name Wed
VI Adams, David )

Attendance

Program(Site): 1st Street Group Home
Service Description (Code): Adult Dental Services(D0160)
Attendance Type Name: Day Services
Start Date: April, 01, 2015, End Date: April, 01, 2015

April, 2015

Click here to enter

current time.

5. Once you have selected all the fields as appropriate, click on the ‘Submit’ button to submit the entries.

‘Start Date: Apri,

M tncomplete [T inerep  [T] Approved [T Submitted for Billing || New

Service Provider: _ Plegse Select -

Attendance

Program(Site): st Street Group Home.
Service Description (Code): Adult Dental Services(D0150)
Attendance

Type Name: Day Servic

April, 2015

s
01, 2015, End Date: Apri, 01, 2015

Attendance Type Details ()
s oo [ aon
* Attendance Options: Py - 5
_ et TmeInt 10:00 am «Now
Incomplete General Comment: -
Tme O 11:01 am «Now

350 characters left o o
¥ Select All Attendance Show All: ¥] Incomplete ¥l In Prep [| Approved = Submitted for Billing
Individual Name (€2 (i
7 active, Mary ] =]
‘Adams, David = Qa
'/ Baker, Ella = Qa
«Back Cancel

———p  Submit New




Once theattendance entrieshavebeensubmitted, these entrieswill be in ‘InPrep’ status.

Attendance
Program(Site):1st Street Group Home

Service Description (Code): Adult Dental Services(D0160)

Attendance Type Name: Day Services

Start Date: April, 01, 2015, End Date: April, 01, 2015

April, 2015

| [ tncomplete  [] inpPrep [] Approved [ ] Submitted for Billing [ | New

New

>

.

Approve “ Generate Billing Data

* Attendance Options: - Please Select - v

350 characters left

Time In:

Time Out:

Service Provider: _ please Select -

Non Billable:

‘Submitted Attendance
Entries with In Prep
status




Approve Attendance Data

e Onthe Approve tab select the appropriate attendance entries that needs to be approved and click

on the ‘Approve’ button.

Attendance
Program(Site):AT Home Res Hab(Culver IRA)
Service Description (Code): Community Habilitation(4722)
Attendance Type Name: Commurnity Hab
Start Date: April, 01, 2015, End Date: April, 30, 2015
April, 2015

I Incomplete Inprep [ | Approved Submitted for Billing || New Attendance Type Details ()

Input Update Approve Generate Billing Data Change Service:
Click on the : o e
[ select all attendance ‘Afiprove b Show all: [ Incomplete '/ In Prep [ approved [ Submitted for Billing

i g 1 2 3 4 5 6
Individual Name “ Mon i wed Thu Fri Sat

[ 5] Active, Mary

5] Baker, Ella.
Select the
Individual(s)

=) al

Back Cancet Click on the .
ml“
i "Approve' button

'ﬁ Attendance Report @ Statistics Report
£

e Oncean Attendance Datais approved, asuccess message willappear at the top of the
Attendance page andthe dataisshowninGreencolor.ApprovedAttendance Datacanbe

updatedbyusershaving Attendance DataUpdate Role.

Successfully Approved

Attendance
Program(Site):AT Home Res Hab(Culver IRA)
Service D Code): C: i ilitati

Attendance Type Name: Community Hab
Start Date: April, 01, 2015, End Date: April, 30, 2015

April, 2015
[0 tncomplete [ | InPrep [ ] Approved [ ] Submitted for Billing [ | New Attendance Type Details ()
Input Update Generate Billing Data Change Service:
Show all: [ Incomplete ' In Prep [ approved [ Submitted for Billing
Individual Name. ion e wiu e = 5
%] Active, Mary. » B 1
Baker, Ella ‘ @ @
& ) ] .
«Back  Cancel Approve

m attendance Report @ Statistics Report




Generate Billing Data

You can only generate Billing Data from Approved Attendance Data. Once Billing Data is
generated from Attendance Data, it will be shown in Orange color.

¢ On the GenerateBilling Datatab selectthe Individuals forwhomyourequire to generate billing

data.
Attendance
Program({Site):AT Home Res Hab(Culver IRA)
Service Description {Code): Community Habilitation(4722)
Attendance Type Name: Community Hab
Start Date: April, 01, 2015, End Date: April, 30, 2015
April, 2015
[l tncomplete [ | InpPrep | | Approved [ | Submitted for Billing | | New Attendance Type Details O
Input Update Approve Generate Billing Data Change Service: | Community Habilitation v

Click on the 'Generate

[ select all Attendance Billing Data' tab Show all: [ Incomplete [J In Prep | Approved [¥ Submitted for Billing

Individual Name 2 3 L4 5 6

Tue Wed Thu Fri Sat
|| Active, Mary
[] 5] Baker, Ella
Select the
Individual(s)
€= i &

« Back Cancel Click on the 'Generate Generate Billing Data
Billing Data' button

\—h Attendance Report % Statistics Report

e Asuccessmessage willappearongeneratingthe Billing Data. Clickonthe ‘Ok’buttonto getback to
the Attendance page. The Attendance data box will be marked orange to indicate that it has been
submitted for Billing.

Therap :: Attendance

successfully submitted For Billing [ BILL-BILLMMNY-BEJZYFAIBAMET]

Individual Name [

E Active, Mary P [IF




Changing Attendance Data status from “Submitted for Billing” to “In-Prep”

e Attendance datathat has been submitted for Billing can be changed back to ‘In Prep’ if no
billing data was generated for that particular day.

M incompiete [ inpreo [ Avproved 1] Submted for Biling L] New

ow

- e

Attendance Type Detnis )

Show All: ] Incomplete 7/ In Prep [ Approved 7] Submitted for Billing

o Atthe bottom of the Attendance Data Update page, users can click onthe Reset Statusto In
Prep buttonto change the status of the Attendance Data that was Submitted for Billing to In

Prep.

Attendance Data Update

Form ID: ATT-DEMOCTX-D7P4NDDYXED7]

System Message: No Billing Data was generated since the Billable Unit is zero (0)

-

Status

Program

Service Description/Code
Individual Name
Service Date
Entered By

Entered Date
Approved By
Approve Date

Bill Submitted By
Bill Submission Date

Submitted For Billing
1st Street Group Home
Adult Dental Services /D0160
Active, Mary

Thu, 16 Apr 2015

Ethan Thomas, Billing
Thu, 21 May 2015
Ethan Thomas, Billing
Thu, 21 May 2015
Ethan Thomas, Billing
Thu, 21 May 2015

Attendance Type Name Day Services
Attendance Options Present v
# Time In - Time Out

1) Service Provider - Please Select -

_Add Time In/Out |
Comments

350 characters left




Once the status of an attendance data has been changed from ‘Submitted for Billing’ to ‘In Prep’,
the Attendance Grid will display that Attendance Data in ‘In Prep’ status.

M incomplete  [] inpPrep [] Approved [[] Submitted for Billing [ | New Attendance Type Details )
Input Update Approve Generate Billing Data
Time In: 5
«Now
Time Out: L
Service Provider: . please Select - -
Non Billable:

Select All Attendance

Show All: [¥] Incomplete [7] In Prep [ Approved ¥ Submitted for Billing

Status of Attendance Data
changed to In Prep

For Attendance data that has been updated to In Prep status (from ‘Submitted to Billing’ status),

[ ]
on the respective Attendance Data Update page users will view the message “Attendance
Status was changed from Submitted for Billing to In Prep”.
Attendance Data Update
Form ID: ATT-DEMO-CAS2DYVFNXYRX
System Message: Attendance Status was changed from 'Submitted for Billing ' to 'InPrep’
s 5 Message generated to reflect that the status
fus n brep of this Attendance Data was changed from
Program 1st:Sireet Geaup: oy Submitted for Billina to In Prep
Service Description/Code Service 1
Individual Name Active, Mary
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