CREATING AN EOR PUNCH SN

MOBILE WEB EDITION avednndad

healthcare:

SUPRORT SERVIECES

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 using a mobile device. This example shows the process for
Respite punching.

Creating an EOR Portal Punch Entry

1. Access your phone's web browser. For example, Edge € or Chrome (O} . Search
aveanna.dcisoftware.com.
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2. Add the username and password. Press Sign in.

o DCI qutal. < - DLIIPo.rtaI <

3.dci e.com 3.d ftware.com

-~ -~
aveannacARE aveannaQcARE

Remember me Remember me

Forgot your password? Forgot your password?

Sign In

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

3. deisoftware.com

News Post L...

X Vv % X Vv 9%

.dcisoftware.com

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. Start typing the client’s first name. When the name appears, select

o— Add New En...

_ Add New En...
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6. Inthe “Service Code” field, select the service being provided. Press on the field, and a menu will
appear. Press on the service being provided.

o2 70%m

o— Add New En...

v » Respite

| Social Rec. Reimb Services
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Community Integration
aveannacars | == EN Supports
Community Living Supports
Add New Entry (Individual and Agency)
COVID-19 Respite Extra
. . O
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= Drive Time O
C i C) Personal Assistance O
Select Method v Purchase Reimbursement O
O
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7. Next, select the date the service was provided. Press on the calendar to access the monthly calendar.
The Care Provider may also text the date.
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8. Next, enter the beginning and end of the shift hours. The hours can be entered by using the scroll
option or by typing the time directly.

8:45 @ 845 M

Add New En...

Add New En...
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9. Next, enter the verification method in the “Select Method” field. Press the field, and the menu will
appear. Select Portal Signoff.

X Vv %

aveannacARE
Add New Entry

Punch

Hourly

Test Client - 1234560
Select Method

Respite

03/24/2025
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10. Swipe up to the “Select Reason” field. Press the field, and the menu will appear. Select the applicable
reason. This field identifies why the mobile app was not used to enter the punch.

o— AddNew En...
o

a.dcisoftware.com

Select Reason
Home v

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

Home hd

2. Care Provider did not
clock in in real time

03/24/2025 B 3. Care Provider did not

°~ clock-out in real-time
o ) 4. |ssue with the app O
AveannaCare Mobile EVV
5. Care Provider shift change O
, 6. The service was provided O
Choose File | outside of the home

7. The environment was O
unsafe
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| certify the time worked is true

and accurate 8 Fam”y/Consumel’ dld nO'[ O
want to receive service

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

A 9. Different reason, NOTE
| am not authorized to work over REQU l RED

40 hours per week

O |
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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...
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8:00 AM (O] 8:51 AM O]
Home %
Portal Signoff ~
Home v
Home ~
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40 hours per week
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12. Swipe up to the Statement section. Apply a checkmark to each statement. Then press Save.

9502 -

% v oz Add New En... <: : oz A_dd. I\l_ew En

a.deisoftware.com

: |
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Choose File | Choose File |

Statements Statements
I certify the time worked is true ‘ | certify the time worked is true
and accurate and accurate
I know my client must sign-off for I know my client must sign-off for v
this to be paid this to be paid
| am not authorized to work over I am not authorized to work over v
40 hours per week 40 hours per week
e —
e —
Cancel Cancel
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13. Lastly, click yes on the alert to save the punch entry.

Dashboard | ... < 0

x.dcisoftwa m

Are you sure you want to add a new punch for 05:30
e e lew D 8 Sirikid o e il SCEG

No

Add Reason Codes: *

% 1. Care Provider did not clock infout in real ti... x

Diagnostic Code:

Diagnostic Code

Notes:

Add Motes for Punch

Attachment:

Statements: *

I 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

Cancel

ATENCION: si habla espafiol, tiene a su disposicion servicios gratuitos de asistencia lingii.stica. Llame al 1-888-255-8360 (TTY: 711).
TR AR RS o, T DA B SR S R IRES. GHECE 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.
© 2025 Aveanna Healthcare, LLC. The Aveanna Heart Logo is a registered trademark of Aveanna Healthcare LLC and its subsidiaries.
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