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Creating an EOR Portal Punch Entry

This quick reference guide (QRG) can be used to create an EOR service (Respite, Personal Assistance, and FMS
Respite) punch in the AveannaCare Portal online. This example shows the process for Respite punching.

1. loginto a
https://aveanna.dcisoftware.com/ aveanna

healthcare

Note: Contact a local AveannaCare branch if a username and/or password has not been issued.
TIP: Visit aveannasupportservices.com to find a local branch.

You can also visit https://aveannasupportservices.com/resources/care-provider-resources/aveannacare/ to
access videos and printable user guides.

2. Click on Add Entry. 0w A —
ENTRIES -
ACCOUNTS
PROFILE CERTIFCATION Overtime Gauge 02/12/2017 to 02/18/2017 Total Hours 02/12/2017 to 02/18/2017
SCHEDULES I 0-30 [ 30-40 [ <0 ‘ ROETL s 200
AVAILABILITY e =

Complete all required fields on the Add New Entry window.
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Entry Type and Employee Name will
default. Add New Entry

3. Complete/Update the following
fields.

a. Account Type.

b. Client.

c. Service Code.

d. Service Date. (Only if the
date is different)
Check-In/out.

EVV Method.

g. Clock In EVV Location and
Clock Out EVV Location.

h. Reason. (See Note below)

i. Notes. (Only if applicable)

j. Apply a check mark on all
statements.

S0

o

Note: Select the appropriate reason from the drop-down menu using the following process.

4. Click on the blue plus sign next to
the reason to display the reason
code drop-down menu.
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5. Select a Reason from the Reasog
il v Select Reason

d ropdown menu. Add Reason Codeg 1. Care Provider did not clock infout in real time - 170
Added Reason Codg 2. Care Provider did not clock in in real time - 150
3. Care Provider did not clock out in real time - 160
4. Issue with the app AveannaCare Mobile EVV - 200
PEMBESREEE S 5 Care Provider shift change - 190
6. The service was provided outside of the home - 230
Notqd 7. The environment was unsafe - 240
8. Family/Consumer did not want to receive service - 130
Attachme! 9. Different reason, NOTE REQUIRED - 999

6. Once the Reason Code is selected,

C||Ck the p|US sign. Add Reason Codes: * (1. Care Provider did not clock in/out in real time - 170 ¢]

7. Click Yes on the alert. Add Reason Code

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

# for this to be paid

7 not authorized to work over 40 hours per week

8. Apply a check mark to the satemens: [T 1oty tretime workes s rue and acurace -
& 1 o i
statements, click Save.

9. Click Yes, on the alert.

‘ew punch for 05:00 hour(s) for Ave
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ATENCION: si habla espariol, tiene a su disposicion 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.




