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Creating a Punch

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 ~
. aveanna
https://aveanna.dcisoftware.com/ reoicore
2. Click on Add Entry. orsis0 Home > o
ENTRIES -
ACCOUNTS
PROFILE CERTIFICATION Overtime Gauge 02/12/2017 to 02/18/2017 Total Hours 02/12/2017 to 02/18/2017
SCHEDULES I 0-30 [ -4 W <00 ‘ Approved Hours: 300
AVAILABILTY
Pending Hours 000
3. Complete all required fields on Add New Entry
the Add New Entry window.
Entry Type:* | Punch v
Entry Type and Employee Name will Employee Name: | Bell Train
defa u It Account Type: * Hourly v
4. Complete/Update the following | clenc* Aveamnas- 121212 *
ﬁelds_ |5€|'ViC€ Code:* | Day Care Reimbursement v |
a. Account Type. IService Date:* | 08/31/2023 2 I
b. Client. Check In:* | 8:00 AM © check 2:00 PM © |
. Out: *
c. Seerce COde' Check Out Date: | 08/31/2023
d. Service Date. (Only if the
date |S d |fferent) Diagnostic Code: | Diagnostic Code
e Check_ln/out Notes: | Add Notes for Punch
%
f' Apply a CheCk mark on a” Attachment: | Choose File
statements. E
Statements: * certify the time worked is true and accurate
know my client must sign-off for this to be paid
lam not authorized to work over 40 hours per week
Cancel
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5. Apply 3 Check mark to the Statements: * | | gertify the time worked is true and accurate
StatementS, C|ICk Save | Hhow my client must sign-off for this to be paid

I gm not authorized to work over 40 hours per week

Cance! Save

6. Click Yes, on the alert. Alert
Alert

Are you sure you want to add 3 new punch for 05:00 hour(s) for Ave
Anna - 8888897 for May 12, 20237

NO Yes

ATENCION: si habla espafiol, tiene a su disposicion servicios gratuitos de asistencia lingii.stica. Llame al 1-888-255-8360 (TTY: 711).
T A RAEAE TEE h S, AT LA SRS S B 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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