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Edit a Punch

Complete these steps to make changes to time entries. To complete these steps the entries tab must be
selected.

e HOME 1 Help@ SteMep belersin & (Engisn )
Bell Train €8 07/02/2023 To 07/08/2023 WP
e Overume Gauge 07/02/2023 To 07/08/2023 Total Hours 07/02/2023 To 07/08/2023
TV . 07050 W 307020 MR <0 Approved: oo
need to edit =
. 19176123 Apr20,2023 Punch Hourly rast Clie Community Lving 00230 Dollar  Pending
Supports (Individual
and Agency)
49162272 Apr 14,2023 Punch Hourly IestClient Community Integraton  0:05:00 Dollar Pendng

Note: If the status is unvalidated, rejected, or approved edits will not be available.

id * Service Date Type Account Type Ref. Client Name Service Code Amount Status

49176123 Apr 20,2023 Punch Hourly Test Client Community Living 00230 Pending
supports (indvidual
and Agency)

49164245 Apr13,2023 Punch Hourly TestClient Community Living 0:02:00
Supports (individual
and Agency)

49162272 Apr 14,2023 Punch Hourly Test Client Community Integration  0:05:00 Pending
Supports

2. Click on the Actions menu B2 rens s (o) Bl
and select Edit Entry.

Punch Detail - 49176123 s
New Note
Punch Details Account Details/ Service Account
New Attachment
. eyl 49176123 Accounti: 247475 =m
Note: Changes can only be =]
Service Date: Apr 20,2023 Client/ Program: Test Client Reject
mad e before hou rs a re Check In: 10:30 AM Client/ Program Time Zone: PT (UTC-8)
Check Out: 01:00 PM Employee: John Doe.
. Hour(s): 0:02:30 Employee Time Zone: PT(UTC-8)
app roved or re j ected. At 250¥ous Senice Code: Communty g Sugaon ndhadal anc )
Rounded Amount: N/A Portal Signoff: TRUE
Employee Time Zone: PT (UTC-8) Funding Type: Dollars
Client/ Program Time Zone : PT (UTC-8) Funding Source: SDP San Jose
Authorization Entry Id: 49153022 Cost Center: SDP SanJose
Pay Rate Name: Standard Unit Type: Dollar
Pay Rate: 20.00 Status: Active

Status: Pending
Created 8y: John Doe
Created: Apr21,2023
Input Method Type: Web Portal
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3. Update the entry as Add New Entry
needed.

Entry Type: * Punch
Employee Name: Bell Train
Account Type: * Hourly
Client: * Ave Anna - 88888397

Service Code: * Respite

v

x

v
l Service Date: * | 07/06/2023 [} I
'3‘]

v

v

¥ ! ¥
I CheckIn:* | 9:00 AM (o] Check 4:00 PM

Clock In EVV Location: Home
Clock Out EVV Location: Home
Check Qut Date: | 07/06/2023

Diagnostic Code: Diagnostic Code

Notes: Add Notes for Punch

%
Attachment: | Choose File
Statements:* | [ | certify the time worked is true and accurate -
O 1 know my client must sign-off for this to be paid
(D 1 am not authorized to work over 40 hours per week
v
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4. Click on the Reason (blue)
plus sign button and select e

app reason code.

Reason: @

Note: For Reimbursement

services always select the first
reason code from the drop- r2son Cpes:
down menu.

son Codgs: * [ Select Reason

Select Reason
1. Care Provider did not clock infout in real time - 170
2. Care Provider did not clock in in real time - 150
3. Care Provider did not clock outin real time - 160
4. Issue with the app AveannaCare Mobile EVW - 200
5. Care Provider shift change - 190

6. The service was provided outside of the home - 230

nostic Gpde:

Ngres: 7. The environment was unsafe - 240

&. Family/Consumer did not want to receive service - 130
9. Different reason, NOTE REQUIRED - 339

Attachment:

5. Once the Reason is Resson: ©
selected, click the plus Sign Add Reason Codes: * | 1. Care Provider did not clock in/out in real time - 170 vl

6. Click Yes on the alert. Add Reason Code

Are you sure you want to add reason code - 1. Care Provider did
not clock infout in real time - 170

No Yes

7. Click Save, an alert will
appear, click Yes.

Alert

Are you sure you want to cancel the existing punch for 0:00:54
hour(s) for May 10, 2023 and add a new punch for 00:54 hour(s) for
Bell Train for Ave Anna-111814 for May 10, 20237

“o -

The original will be in a

rejected status. A new line s - e -1
e | e e — - DU

item will be created.
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Reject a Time Entry

To complete these steps the
entries tab must be selected.

1. Select the entries row
that needs edits.

d * Service Date Type Account Type Ref. Client Name Service Code Amount

49160245 Apr 13,2023 Punch Hourly Test Client

Apr 14,2023 Punch Hourly Test Client

2. Click on the Actions menu vy voue

and select Reject.

ACCOUNTS

Punch Detail - 36249084

PROFILE CERTIFICATION

Note: Reject can only be
selected before hours are
approved. e

Checkin: 09:47 AM
041 AM

3. Click Yes on the alert.

Alert

Are you sure you want to reject the punch for 0:00:02 hour(s) for Bell
Train for Ave Anna-111814 for May 05, 2023 ?

M

Note: The time entry will be updated to a rejected status.

36249017 May 05, 2023 Punch Hourly Ave Anna Respite 0:00:02 Hourly

Tip: visit https://aveannasupportservices.com/resources/care-provider-
resources/aveannacare/ to access videos and printable user guides.
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ATENCION: si habla espariol, tiene a su disposicién servicios gratuitos de asistencia lingii.stica. Llame al 1-888-255-8360 (TTY: 711).
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Aveanna Healthcare, LLC does not discriminate on the basis of race, color, religion, national origin, age, sex, sexual orientation,
gender identity or expression, disability, or any other basis prohibited by federal, state, or local law.

© 2023 Aveanna Healthcare, LLC. The Aveanna Heart Logo is a registered trademark of Aveanna Healthcare LLC and its subsidiaries.




