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The following guide can be used to troubleshoot error messages. Look at the “error message” column,
then review the “possible issue” column to identify what could be causing the error message. Finally,
the “what to do” column will give instructions on how to correct the error message.

Phase 1 Business Rule Error Messages
The following guide can be used to troubleshoot error messages when saving an entry.

Error Message Possible Issue What to do

There is no active Authorization for this | ¢ There is a pending e Care Provider or Client:
account. Please contact your authorization from the Contact the office for
supervisor. regional center. additional support.

e There has been a
service change.

Please select at least one statement. e The statements were | e Care Provider: Review the
not selected. statements portion of the
entry and check off the
applicable statements.

Timely Filing Employees Punch Entry. e You are entering a e Care Provider: Confirm the
date that has date and service code
exceeded the allowed attempting to enter is
time to bill. correct.

e Care Provider or Client: If
entering something past 70
days, call the office for

assistance.

No valid pay rate punch entry. e You are entering a e Care Provider: Confirm the
date that has not been date and service code
approved. attempting to enter is

correct.

e Care Provider: If the date is
prior to their date of hire,
unable to enter per policy
(only applies to EOR)

e Care Provider or Client: Call
the office for other possible
resolutions.
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Duplicate/Overlapping e You are entering a e Care Provider: Confirm the date and
Employee punch. date/time that has been service code attempting to enter is
entered already. correct.

e Care Provider or Client: Use the
entries filter to search for that date
and verify that the date/time is not
overlapping. Attempt a different
date/time. (Watch out for multiple
Care Providers and Service Codes)

e Care Provider or Client: If punch ID is
provided in error message, search by
punch ID to validate no conflicts exist.

Authorization expiration e Youare entering a date | « Care Provider: Confirm the date and
date. that has exceeded the service code attempting to enter is
allowed time to bill. correct.

e Client: Review the expiration date for
the corresponding authorization
entry.

e Care Provider or Client: Call the office
for additional assistance.

Authorization Daily Max. | e You are exceedingthe | e Care Provider or Client: Confirm the
number of hours date, service code and number of
approved for that day. hours attempting to enter are correct.
e C(Client: Review the daily max for the
corresponding authorization entry.

e Care Provider or Client: Review any
entries already submitted for that
date.

e Care Provider or Client: Call the office
for additional assistance.
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Authorization remaining e You are exceeding the e Care Provider: Confirm the
balance. number of hours approved date, service code and
for that service's time number of hours attempting
period. to enter are correct.

e (Client: Review the
remaining authorization
hours for the corresponding
authorization entry.

e C(Client: Review any entries
already submitted for that
authorization.

e Care Provider or Client: Call
the office for additional
assistance.

Phase 2 Business Rule Error Messages
The following guide can be used to troubleshoot error messages after a punch has been rejected.

Error Message Possible Issue What to do

Authorization Weekly Max e Punch has exceeded the e Care Provider: Review entries
weekly authorized submitted for that
amount. week/verify your schedule

with client/client family.
e Client: Verify authorization
has a remaining balance.

Authorization Monthly Max e Punch has exceeded the e Care Provider: Review entries
monthly authorized submitted for that month
amount. verify your schedule with

client/client family.

e Care Provider: Resubmit
hours depending on how
many hours are available.

e Client: Approve new entries.
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Max Hours Per Day Per
Employee Per Funding Source

Punch has exceeded 24
hours/day limit.

Care Provider: Review your
entries submitted for that
date, punches cannot
exceed daily maximum
hours.

Max Hours Per Week Per
Employee Per Funding Source

Punch has exceeded 40
hours/week Overtime limit.

Care Provider: Review your
entries submitted for that
week: You might have
exceeded our overtime
policy. Resubmit remaining
balance for that week.

Duplicate/Overlapping Client
Punch

Punch is overlapping time
with another punch for that
client.

Care Provider: Review your
entries submitted for that
date to confirm no
overlapping and verify your
schedule with client/client
family.

Client: If multiple Care
Providers are available,
verify each Care Provider
has submitted hours
correctly.

Max Hours Per Week Per
Employee Per Cost Center

Punch has exceeded hours
per week limit.

Care Provider: Review your
entries submitted for that
week do not exceed weekly
limit.

Max Hours Per Week Per Client
Per Funding Source

Punch has exceeded hours
per week limit

Care Provider: Review your
entries submitted for that
week do not exceed weekly
limit.
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Error Alert Display Area

The error message will be visible at the bottom of Add New Entry window after pressing Save. Or it will
appear as an Alert after pressing save.

Add New Entry

Entry Type: * Punch
Employee Name: | Bell Train

Account Type: * | Hourly

Client:* | Ave Anna - 8888897 x
r,.r«—-.»},r*},row/..__. Prnadt ™™ e

wan sude I
Statements: * | certify the time worked is true and accurate

I know my client must sign-off for this to be paid

| am not authorized to work over 40 hours per week

-

You already have a duplicate or overlapping punch in the system for this date and
time. (Duplicated/Overlapping Punch ID : 36249139) Please choose another

date/time or contact your supervisor
cenee

Alert

Your punch has one or more violations and cannot be saved. Please
review the violations below and click Return to make edits or cancel
the entry.

Business Rule Name

Duplicate/Overlapping Employee Punch

Return
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Business Rules Errors Display Area

Care Providers can view error business rules by accessing the punch entry details. Follow the below
steps to access the Business Rule messages.

1. Access the entry line item by DASHEOARD Home / Entries
clicking on the Id type. ENTRIES Entries
ACCOUNTS

BV N N e e A, il P

emyce Date Start EndTime Type Account Type
Time

36249137 Jul 10, 2023 09:33 AM 10:38 AM Punch Hourly
36249135 Jul 07, 2023 01:49 PM 09:28 AM Punch Hourly
36249134 Jul 07, 2023 12:37PM  12:555PM  Punch Hourly

2. Once the Punch Detail (Figure A) window is visible, scroll down to the Business Rules Tab (Figure B)

DASHBOARD Home 7 Entries / 36249135
Figure A
Punch Detail - 36249135 9 Sk
ACCOUNTS
PO Dotae Account Details/ Service Account
PROFILE CERTIFICATION
SCHEDULES Entry Id: 36249135 Account i 214378
Machine Detads: 137.25.23862 Account Type: Hourly
AVAILABILITY Service Date: Jul 07, 2023 Chent/ Progranmc.  Ave Anna

Check in: 01:49PM Chent/ Program Time  PT (UTC-8)
Y USSR S BV SV el O N Y S bonan t N B O e

Status fe Sl

Rejected By Ave Anna

Statements

Figure B

1. | certify the time worked is true and accurate

ettt T e b B P L LIS GO T LRI AN SN bt B o o B o IO Y e N a2

Ref Entries Notes Attachments Verifications Map Business Rules Auto Approval Custom Fields History

From (MM/DD/YYYY) & To (MM/DD/YYYY) & Type Punch 1D Select Account Type
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3. Al possible Business Rules errors will be displayed.

mw,\% HOME Help @ SiteMap belltrain § English v

Ref Entries Notes Attachments Verifications Map Business Rules Auto Approval Custom Fields History

D export
Business Rules

Showing 11 ouwt of 11 records

Business Rule Name iness Rule Result Business Rule Result Description

Authorization Remaring Balance
No valid pay rate punch entry Pass
Chent Discharge Punch Entry Business Rule Pass

Employee termination date punch entry Pass

Authorization Daly Max Fall

ATENCION: si habla espafiol, tiene a su disposicion servicios gratuitos de asistencia lingii.stica. Llame al 1-888-255-8360 (TTY: 711).
T A RAEGE T D S, AT LA SRS S R IR, G EcE 1-888-255-8360 (TTY: 711)

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.
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