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Creating a Social Recreation Punch

This guide can be used to create a Social Recreation punch in the AveannaCare Portal online.

1. Loginto aveanna.dcisoftware.com using your AveannaCare username and password.

-
aveannacaRre

SignIn

-
J
Forgot your password?

2. Click on the Add Entry button.
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Complete all required fields in the Add New Entry window.

NOTE: The Entry Type and Employee Name fields will default

3. Use the Account Type drop-down menu to select Hourly.

Add New Entry
Entry Type: * Punch

Employee Name: = John Doe

Account Type: *

Hourly

4
Hient® Select Account Type
ient: m

Service Code: * Client Transportation ‘
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4. Type the Client’s name in the Client field.

Account Type: * Hourly v

Client: * | test x

Test Client - 1234560
Service Code: * Vh

5. Use the Service Code drop-down menu to select the appropriate service being provided.

Client: * = Test Client - 1234560 x

Service Code: * Social Rec. Reimb Services v

NOTE: The correct service code is provided in the authorization email sent by Aveanna for reference.

For example: “Social Rec Reimb Services”, “Social Rec Reimb Services 2, “Social Rec Reimb Services 3”.

6. Select the date the service was provided in the Service Date field.

Service Date: * 06/11/2025 =
emaining Balance: June 2025~ >
Su Mo Tu We Th Fr Sa
Checkln:* 1 2 3 4 5 6 7 HH:MM PM ®
8 9 10 ml»M 12 13 14
EVWW Method:* 15 16 17 18 19 20 21 o
22 23 24 25 26 27 28
Check Out Date: 29 30 1 2 3 4 5

7. Input the time range for the service in the Check In and Check Out fields.

Remaining Balance: = 100

CheckIn: * | 9:30 AM 10:30 AM (O]

10:00 AM a

EVV Method: * Select Method 10:30 AM

11:00 AM
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NOTE: Check-in and out times do not matter, as long as they equal the number of “hours” provided in the
authorization email provided by Aveanna.

8. Click on the EVV Method field and select Portal Signoff.

EVV Method: * Portal Signoff

Check Out Date: SeleEEMEthnd

Portal Signoff

1. Care Provider did not clock infout in real time

EVV Method: *

2. Care Provider did not clock inin real t

Clock In EVV Location: 3. Care Provider did not clock-out in realime

4, Issue with the app AveannaCare Mobjie

Clock Qut EVV Location:
5. Care Provider shift change

Check Out Date: | 6- The service was provided outside o

Add Reason Codes; *

10. Click "Choose File" to attach the service receipt.

Attachment: | Choose File

2023-07-27_09-30-52.snagx (-]

Statements: * | (J | have attached legible receipts to this entry.

NOTE: A photo or file of the receipt confirming the purchase will be required.

NOTE: Attachment information will be displayed under the "Choose File" link once the file has been uploaded
successfully.

11. Apply a check mark to the statement and click Save.

Statements: * I have attached legible receipts to this entry.
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12. Click Yes on the alert.

Statements: * | have attached legible receipts to this entry. “

Alert X

Are you sure you want to add a new punch for 01:00 hour(s) for Test
Client - 1234560 for Jun 11, 20257

No

NOTE: Confirm the number of hours is the same as provided in the authorization email provided by Aveanna.
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NOTE: The entry can be found under the ENTRIES tab. The punch/entry will be saved and marked as
unvalidated if done correctly.

el . .
aveanna HOME F4  Help® SiteMap john.doe & [English v
Teattncare
DASHBOARD Home / Entries
ENTRIES .
Entries  Actions
oo
PROFILE CERTIFICATI From (MM/DD/YYYY) =] To (MM/DD/YYYY) =l Type Punch ID
SCHEDULES Type Client Name Type Service Code Select Account Type v
AVAILABILITY Select Status A
[ Export
Showing 30 out of 128 records
Id ¥ Service Date Start Time  End Time Type Account Type Ref. Client Name Service Code Amount Unit Status
Type
82129517 Jun 11,2025 09:30 AM 10:30 AM Punch Hourly Test Client Social Rec. Reimb  0:01:00 Hourly Unvalidated
Services
82129516 Jun 12, 2025 11:00 AM 12:00 PM Punch Hourly Test Client Purchase Reimbu  0:01:00 Hourly Pending
rsement

For any issues or questions, please email flrc@aveanna.com.

ATENCION: si habla espafiol, tiene a su disposicion servicios gratuitos de asistencia lingii.stica. Llame al 1-888-255-8360 (TTY: 711).
VR - A R S, T LA SR A S RIS, REEE 1-888-255-8360 (TTY: 711)

Aveanna Healthcare, LLC does not discriminate based on 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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