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@ Mobile Caregiver+

**%* This Quick Reference Guide does NOT replace solution training. Those assigned to the Provider Administrator role will have access to all features of the
Mobile Caregiver+ Provider Portal. A Provider Administrator is anyone that manages the EVV Solution and will have unlimited access to all Caregiver and
Recipient data. This quick reference guide will give step-by-step instructions on 3 separate functions that Providers are most likely to do in the Mobile Caregiver+

Provider Portal. ***

How to Schedule a Visit

1. Loginto the Mobile Caregiver+ Provider Portal and click on the Visits OR Schedule tab from the Main Menu.
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2. Click the Add New Visit icon, in the top 3
right corner of the screen.

***Please review the policies and
procedures set by Payers BEFORE filling
the Add New Visit Form. A Provider
Administrator should follow the Payer’s set
guidelines. ***
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Fill out the Add New Visit Form with all necessary 4. Click Save once the form has been completed.

information.

a. Section 1 - Select Recipient(s).
Section 2 — Select Caregiver.
Section 3 — Select Service(s).
Section 4 — Select Location(s).
Section 5 — Select Date and Time.
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If the visit is a one-time visit, Provider

Administrators can save the visit without filling

out Section 6.
If the visit being created was previously
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canceled and is being rescheduled, activate the
reschedule switch. The visit will be saved as a
‘rescheduled’ visit and will be marked with the

following icon, @
f. Section 6 - Visit Recurrence Selection.
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Section 6 is only for visits that will be repeating.

Once saved, the system will use the
designated Payer’s business rule to screen the
scheduling entries to ensure that the visit
adheres to the Payer’s policies and
procedures. The system will return one of the

three outcomes:

a. No Error: The visit being scheduled has no reported
error; the system will automatically save the visit.

b.  Critical Error: A Critical Error indicates that the visit
being scheduled has at least one major error and
cannot be saved. Users will only be given the
option to MAKE CORRECTIONS for the displayed
error(s).

c.  Warning Error: A Warning Error indicates that the
visit being scheduled has at least one error, but the
User can save the visit without making corrections.
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5. Once the recently created visit(s) are saved, they will display in the Visits List and Schedule of the Provider Portal. |
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How to Edit/Reschedule a Scheduled Visit

(D 1.Log into the Mobile Caregiver+ Provider Portal.

[L] e Provider Administrators can edit scheduled visits in the statuses of: Not Started and/or Not Started, Late.
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2. From the Main Menu, click Visits. 6.

3. Find the visit that needs to be manually
completed and click the actions icon.

4. From the shortcut submenu, click Edit.

5. The Edit Visit form is identical to the Add

New Visit form.

Provider Administrators can make
corrections and updated all data entries
that are in the six (6) sections of the
form, including:

a. Section 1 — Select Recipient(s).
Section 2 — Select Caregiver.
Section 3 — Select Service(s).
Section 4 — Select Location(s).
Section 5 — Select Date and Time.
(If applicable) Section 6 — Select
Visit Recurrence.
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7. In Section 5, if the visit Start Date is
changed and the visit is saved, the visit
will be saved as a ‘rescheduled’ visit and
will display the ‘rescheduled’ icon on the

Visits screen,ta.

8. Click the Save button.

a. Ifthisis a recurring visit, the system will
display the Edit recurring visit dialog box
before screening the visit using the
Payer’s rule engine. The User can decide
if the only one visit will be changed or the
current one and the visits that follow.

b. Select the most applicable one.

Edit recurring visit

Would you like to change enly this visit or this and all the following visits in the series? 8a

m THIS VISIT AND THE RECURRING AFTER

CANCEL
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e Once saved, the edited visit(s) will use the designated Payer’s business rules to screen the scheduled entries to ensure that \
the visit adheres to the Payer’s policies and procedures. The system will return one of the following outcomes: No Error, :~
Critical Error, or Warning Error. (4
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How to Manually Complete a Visit

(1) 1.Loginto the Mobile Caregiver+ Provider Portal.

m Depending on the Payer, Provider Administrators may be able to manually complete scheduled visits in the statuses of: Missed, In
Progress, In Progress, Late, and/or Not Started, Late.

2. From the Main Menu, click Visits.

3. Find the visit that needs to be manually
completed and click the actions icon.

4. From the shortcut submenu, click
Complete.

5. Once the form has opened, scroll to the
center of the form and configure the
required fields.
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Enter the required note that includes
any relevant information related to the
visit.
Select the start and end date, and time
that the visit actually occurred.
Select the start and end date, and time
each service occurred.

a. Each grey line signifies a

separate assigned service.

=

9. For each assigned task, use the respective
radio buttons to indicate whether the task
was Completed, Not Completed, or if the
Client Refused.

a.

If Netsmart is not the selected aggregator for the
Agency, Provider Administrators will have to fill
out the Manual Entry Reason field that includes
any relevant information related to the reason of
completing a visit manually.

10. Click Save to save the data and exit the
Complete Visit Form.

11. The visit will be saved in the system and
marked as Completed or Completed, Late.
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e Visits in the status In Progress and In Progress, Late, will have the managing options to View Details and Manually Complete a visit.

e \Visits in the status of Unable to Complete, Complete, and Completed, Late, will have the managing option to View Details.

e \Visits in the status of Missed, will have the managing options to View Details, Cancel, and Manually Complete a visit.

e Visits in the status of Not Started, will have the managing options to View Details, Edit, and Delete a visit. :\
&,

e Visits in the status of Not Started, Late, will have the managing options to View Details, Edit, and Cancel a visit.
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