CREATING A TRANSPORTATION REIMBURSEMENT AN

PUNCH aveannd

MOBILE WEB EDITION healthcare:
SUPPORT SERMICES

This guide can be used to create a Transportation Reimbursement punch by accessing the AveannaCare Portal
using a mobile device. This guide provides examples of both mileage and trip reimbursement.

Creating a Mileage Reimbursement Punch

1. Access your phone's web browser. For example, Edge € or Chrome ¢ . Search
aveanna.dcisoftware.com.

841 M 3. 71%s

¢ aveanna.dcisoftware.com

dci
portal

600

Spectrum TV Play Store Messages
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2. Add the username and password. Press Sign in.

DCI Portal

DCI Portal

o—
o

.deisoftware.com

== EN

a
aveannacARE aveannacARE

Remember me Remember me

Forgot your password? Forgot your password?

Go to Full Site Go to Full Site
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3. Review all the alerts. Swipe up, then press ok.

o— NewsPostL.. o _ News Post L...

-0

1.deisoftware.com a.dcisoftware.com

ith federal standards, and you'll be requir
ed to add a reason code for every (all) shif

= EN ts/entries and all services. The new guide
is online here if you have any trouble: Cre
'y ating-an-EOR-Punch-on-the-Web-English-
aveannacARE V5.pdf (aveannasupportservices.com). Thi
s will be for all shifts/entries entered on t
he web portal. If you use the mobile app,
News Posts there wiﬁ be no c)l;anges since itis thep:)re
ferred EVV method for real time entries/cl
ock ins.
Su bJeCt - New Reason In the next month or so for Reimburseme
. nt entries ONLY (for Reimbursement Serv
COde Requ l rement ices: Daycare Reimbursement, Transporta
Message: tion Reimbursement, etc.) you can just pic
In the next month or so, Electronic Visit V k with first reason code. Reimbursement
erification (EWV) settings will be changing i entries don't have specific reason codes a
n the web portal so that we can comply w nd you will just choose the first reason co
ith federal standards, and you'll be requir de to get the entry through.

ed to add a reason code for every (all) shif
Created Date: Mar 07, 2025 07:39:31 A
M
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he web portal. If you use the mobile app,
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ferred EVV method for real time entries/cl
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4. When the Home page loads, press on the three lines on the top right-hand corner. When the menu
appears, press New Entry.

News Post L...

News Post L...
X v %
3. deisoftware.com

.dcisoftware.com

X Vv %

52 4 == EN john.doe x
e aQveannacARe

Home

News Posts

Subject: Nuevo requisito de cédigo de

. Entries
motivo
Message: Aproximadamente en el préximo mes, la Message >
configuracion de la verificacion electr&o...
Created Date: Mar 07, 2025 07:39:31 AM Search
Site Map
Subiject: Aviso de privacidad de CA Logout

Message: De conformidad con la Ley de Privacidad
del Consumidor de California (CCPA) y la Ley de
Derechos de ...

Created Date: Aug 04, 2023 08:33:25 AM

Subject: Recordatorio de horas extras
(trabajar mas de 40 horas a la semana)
y confirmacion de pago por parte del

cliente

Message: HORAS EXTRAS Los centros regionales
no autorizan ni reembolsan las horas
extraordinarias ni...

Created Date: Feb 15, 2023 08:18:27 AM
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5. The Add New Entry page will load. Press on the “Hourly” field and select Client Transportation.

Add New En...

a.dcisoftware.com

B4 aveannacare | == N —
Add New Entry
Punch v
Hourly v
Type Client Name Select Account Type
Select Service Code v Hourly
0396/20E = » Client Transportation
Check In © Check Out ©)
Select Method v
Select Clock In EVV Location v
Select Clock Out EVV Location v
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6. Start typing the client’s first name. When the name appears, select it.

Add New En...

a.dcisoftware.com

Add New En...

a.dcisoftware.com

[ oveon:ocnns =& B4 Guegn:ocgng =N

Add New Entry Add New Entry
Punch v Punch v
Client Transportation e Client Transportation v
Type Client Name Test x

Test Client - 1234560

Select Service Code v

03/26/2025 ]
Select Method v

tart Odometer Reading g h

v b nm &

English (US)
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7. Inthe “Service Code” field, select the service being provided. Press on the field, and a menu will
appear. Select Transportation Reimbursement.

2 3+ 100% 8
Add New En...

a.dcisoftware.com

X Vv %

~
4] aveannacARE

Add New Entry

Punch ~

Client Transportation N

Test Client - 1234560 *
Drive Miles
Drive Miles VJ Transportation
Reimbursement
03/26/2025 ]
Select Method h

Start Odometer Reading

End Odometer Reading

Calculated No. Of Miles
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8. Next, select the date the service was provided. Press on the calendar to access the monthly calendar.

The date can also be free-texted.

Add New En...

a.dcisoftware.com

Add New Entry

Punch v
Client Transportation v
x

Test Client - 1234560

Transportation Reimbursement v

E?)fizwzog

-

Start Odometer Reading

End Odometer Reading

Calculated No. Of Miles

. ©

Select Reason
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Add New En...

a.dcisoftware.com

o—

¢ nc = EN —

aveannacARE = —

Add New Entry

Punch v
Client Transportation v
x

Test Client - 1234560

Transportation Reimbursement v

03/25/2025

< March 2025«

Su Mo Tu We Th Fr Sa
23 24 25 26 27 28

2 3 4 5 6 7 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22

3 2 P » 27 28 29

30 31 1 2 3 4 5

Calculated No. Of Miles

Select Reason
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9. Next, enter the beginning number of miles being reported. Press in the Start Odometer Reading, enter
“0”. Press on the End Odometer Reading and enter the number of miles being reported.

Add New En...

a.dcisoftware.com

Add New En... o
H -0

a.dcisoftware.com

03/25/2025

Add New Entry

Punch

Client Transportation

Test Client - 1234560
* 29

TFdr’]SpOl’ld[ on Reimbursement

Calculated No. Of Miles

03/25/2025 &=

End Odometer Reading
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10. Swipe up to the Select Reason field. Press the field, and the menu will appear. Select the first reason.
Important: Always select the first option for this field.

Add New En...

a.dcisoftware.com

Select Reason
03/24/2025 |
1. Care Provider did not
clock in/out in real time

Z. udle rFiovider did ot
clock in in real time

3. Care Provider did not

clock-out in real-time
20.00

4. Issue with the app
AveannaCare Mobile EVV

Select Reason ~

5. Care Provider shift change O

6. The service was provided
outside of the home

7. The environment was

Choose File
unsafe

8. Family/Consumer did not
want to receive service

Cancel

A 9. Different reason, NOTE
REQUIRED
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11. Once the reason is selected, it will populate the field. Next, press on the Blue plus sign @ to save the
reason code. Once it is saved, it will appear in a box right underneath the field.

Add New En... . Add New En...
o

.
a.dcisoftware.com a.dcisoftware.com

20.00
0 Select Reason ~ o
20 ‘ Name : 1. Care Provider did not clock
in/out in real time
20.00 Code : 170
Note
1. Care Provider did not clock in/out in real time v o .
Action : (@
Diagnosis Code
Diagnosis Code
Add Notes for Punch
Add Notes for Punch
Choose File
Choose File
Cancel
Cancel
Save
Save
\ /\
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12. Lastly, press Save and Yes on the alert to save the punch entry.

1:26
Add New En...

x.dcisoftware.com

Add New En...

x.dcisoftware.com

=0

X v %

Select Reason v o
Name : 1.Care Provider did not clock
infout in real time
Code : 170 Are you sure you want to add a new punch for 20.00
Mile(s) for Test Client - 1234560 for Mar 24, 20257
Note
Action : @@
Diagnosis Code
Add Notes for Punch
Choose File
Cancel
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Creating a Trip Reimbursement Punch

This process can be done for trip reimbursements and bus or train passes.

1. Press onthe three lines on the top right-hand corner. When the menu appears, press New Entry.

3:04 e = 100%0
Entries | DCI... . News Post L...
AV °3 H
= ° x.dcisoftware.com D * . deisoftware.com <
52 aveornt | ESEN = john.doe x
Home
Entries (117)

Service Date: Mar 17, 2025
Hours:0:06:38
Client Name: Test Client

Account Type: Hourly Message 5
Status: Pending

Entries

Search
Service Date: Mar 14, 2025
Hours:0:08:01 Site Map
Client Name: Test Client
Account Type: Hourly Logout

Status: Pending

Service Date: Mar 06, 2025
Hours:0:05:30

Client Name: Test Client
Account Type: Hourly
Status: Pending

Service Date: Mar 11, 2025
Hours:0:08:00

Client Name: Test Client
Account Type: Hourly
Status: Pending

Service Date: Mar 07, 2025
Hours:0:09:30

Client Name: Test Client
Account Type: Hourly
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2. The Add New Entry window will open. Press on the Hourly field and select Client Transportation.

€ = . 100%8

e =+ 100%8

Add New En...
H

X v °3

x.dcisoftware.com

Add New Entry

Punch ~

Hourly v

Type Client Name

Select Service Code v Select Account Type
03/28/2025 & HOUI’|y
Check In © Check Out © » Client Transportation
Select Method v
Select Clock In EVV Location ~
Select Clock Out EVV Location ~
Check Out Date ﬁ
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3. Press on the Type Client Name field. Start typing the client's name. When the name appears, select it.

© i 100%08 =

o— AddNew En... - Add New En...
a b A

x.dcisoftware.com x.dcisoftware.com

= mve_on:o =EN 54 C‘Ve,c”?"‘.c’ = EN

Add New Entry Add New Entry
Punch ~ Punch “
Client Transportation v Client Transportation v
Type Client Nam:e Test *

» Test Client - 1234560

Select Service Code ~
03/28/2025 ]
Select Method v
Odometer Reading g h
Vv b nm &
En ]

English (US)
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4. Press on the Select Service field. When the menu appears, select Transportation Reimbursement.

© =0 100%0 e = 100%08

Add New En... 0

x.dcisoftware.com

Add New Entry

Punch ~
Client Transportation v
Test Client - 1234560 x
Drive Miles
Drive Miles ~ .
o Transportation
Reimbursement
03/28/2025 =
Select Method v

Start Odometer Reading

End Odometer Reading

Calculated No. Of Miles
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5. Enter the date services were provided. Press on the calendar icon. A calendar will appear. Select the
date. The date can also be free-texted.

e =:. 100%08 © = . 100%8

o AddNew En... 0 X v o Add New En... < [ .

x.dcisoftware.com x.dcisoftware.com '

52 aveanna | == EN = 2 oveonna | B EN =
Add New Entry Add New Entry

Punch v Punch v

Client Transportation v Client Transportation v

Test Client - 1234560 * Test Client - 1234560 *

Transportation Reimbursement v Transportation Reimbursement v

%3/28/2025 03/28/2025 &

» < March 2025+

Su Mo Tu We Th Fr Sa
23 24 25 26 27 28 1

Start Odometer Reading 2 3 4 5 6 7 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22

End Odometer Reading 23 24 25 26 27 28 I
30 31 1 2 3 4 5
Calculated No. Of Miles Calculated No. Of Miles

o Select Reason ~ o

Select Reason v
[ e— [ e—
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6. Enter the Start Odometer Reading. Always start at “0”. Next, enter the End Odometer Reading. This
field can vary depending on whether the reimbursement is for a trip (e.g., Uber or Lyft) or a
transportation pass (e.g., Bus or Train pass).

: = o _
3:07 @ e .. 100%0 € 5.0 100%8
Add New En...
X v % _ Add New En... :
x.dcisoftware.com D X v % e D H
x.dcisoftware.com

Y aveanna =N Transportation Reimbursement v
Add New Entry 03/24/2025 -

Punch v

0
Client Transportation v

Test Client - 1234560

Transportation Reimbursement v
03/24/2025 =

Start Odometer Reading

Enc :

lculated No. Of Mil

Select Reason “ O
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310 M © = 100%8
Add New En...
X v % < [
x.dcisoftware.com
L ®
Test Client - 1234560
Transportation Reimbursement ~
03/24/2025 ]
0
2

e = 100% 0

(U

Add New En...

x.dcisoftware.com

Test Client - 1234560 x
Transportation Reimbursement v
03/24/2025 i
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Trip Reimbursement

Note: Always Start the Odometer at 0 and
End the Odometer with the total number of
trips for that day. In this example, 2 trips are
punched by entering “0” in the Start
Odometer Reading and “2” in the End
Odometer Reading fields.

Transportation Pass Reimbursement
Note: For bus passes or train passes. Always
Start at 0 and End at 1 for one day per
month. Click on the Attachment field and
add a receipt of purchase.

Aveanna Healthcare - For External Use
Last revision: 4/2/2025
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7. Next, press on the Select Reason dropdown. When the menu appears, select the first option.
Important: Always select the first option in this field.

& .0 100%8 B 5 4l 100%8

< QA

_  Add New En... °<:

x.dcisoftware.com

Test Client - 1234560 ® | Select Reason @)

5 » 1. Care Provider did not
clock in/out in real time

Transportation Reimbursement

03/24/2025 = 2. Care Provider did not
clock inin real time

3. Care Provider did not

0 clock-out in real-time
4. Issue with the app O
2 AveannaCare Mobile EVV
o 5. Care Provider shift change O
o 6. The service was provided O
selectfeason V outside of the home
I 7. The environment was O
) unsafe
Add Notes for Punct 8. Family/Consumer did not O
want to receive service
[Chooee e A 9. Different reason, NOTE O
. REQUIRED
Cancel
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8. Now press on the Blue plus sign © to save the reason code. The code will be displayed directly below
the reason field.

311 P e =00 100%0 g =0 100%8

Add New En...
D Add New En... D

X Vv %

x.dcisoftware.com x.dcisoftware.com

Test Client - 1234560 *

Select Reason v O
Transportation Reimbursement v

» Name : 1. Care Provider did not clock
~— infout in real time
03/24/2025 &=
Code : 170
Note

Y Action °

Diagnosis Code

2.00

Add Notes for Punch

1. Care Provider did not clock infout in real time
Choose File

Diagnosis Code
Cancel

Add Notes for Punch

Save

Ch Fil
N "

Cancel
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ADDING RECEIPTS

Adding receipts is only required when an Aveanna team member instructs you to attach receipts. Some
examples can be Lyft or Uber receipts.

a) Click on Choose File
b) Choose Camera to take a picture of the receipt or Choose Image to attach a screenshot.

Add New En...

x.dcisoftware.com

Select Reason v 0
P Bl s Bni ok i i B A

Diagnosis Code

Add Notes for Punch Choose an action

Q [[oroserie C ©

Camera

Camera

When the Image is attached, it will appear as an attachment.

_ Add New En...
1)

a.dcisoftware.com

Choose File

Screenshot_20250401_155127_IntentResolverjng @@

Cancel

wy
<)
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9. Press on the Save button and press Yes on the Alert to finalize the entry.

° =0 100%8
Add New En...

x.dcisoftware.com

Add New En... -
(N

x.dcisoftware.com

Select Reason v 0

Name : 1. Care Provider did not clock
in/out in real time

Code : 170 Are you sure you want to add a new punch for

Mile(s) for Test Client - 1234560 for 57
Note

Action °

Diagnosis Code

Add Notes for Punch

Choose File

Cancel
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