How to Create '

HHAEXCHANGE+
Account

A Meaning of Life Training for
CFC EVV Clock In/Out




Download the App

* Download the HHAeXchange+ App. It should be the color blue app

HHAeXchange+

Homecare Software Solutions LLC

2.5% 100K+ 2
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App

1. Openthe app
2. Press "Sign Up Here"

[
¥ HHAeXchange

Email

Password

Forgot password?

Don't have an account?

(A E1 R

© 2023 HHAeXchange. All Rights Reserved.

Privacy Policy | Terms of Use

Version 25.3.3
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Sign-Up

1.
2.
3.
4.

Enter an email address you prefer
Create a password

Confirm your password

Press "Sign Up" button

&

All fields are required.

Email Address

Examplename@email.com

Password

exampleCode123 o)

©® Your password must:

® Contain 8 - 64 characters in length

® Not contain your username

® Not contain more than 3 repeated
or sequential characters

® Not contain any of the following
words: hhaexchange, qwerty,
password

Confirm Password

exampleCode123 o

By signing up you agree to the

Terms of Use and Privacy Policy

Cancel
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Email Verification

1. After pressing the "Sign Up" button, N

it will tell you to verify your email Email Verification Required
address
. . © An email has been sent to
2. Openyour email (gmail, yahoo, @amail.com.
Please follow the link in the email to
O utloo k, etC) finish setting up your account.

Return to the application after clicking
the link to finish the process.If you don't
receive an email, please check your
spam folder.

Return to Log In

Resend Verification Email
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Open Email

1. Open your email. The subject
should say "Welcome
to HHAeXchange! - Verify you
email”

2. Scroll down until you see the
button that says "Verify Email"”

3. Click the "Verify Email" button

< m & ©
Welcome to HHAeXchange! -
Verify your email 3 [inbox

HHAeXchange... 10:04 AM @ “

H-iA Verify email

Hi \@gmail.com,
Welcome to HHAeXchange's Electronic Visit

Verification System (EVV) Mobile App!

Your account has been successfully created. To
complete the account registration, click on the
Verify Email button below to verify your email
address.

For security purposes, this link expires in 12

hours.

— _
Verify Email
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Email Verified X @ otheechongecom 0 (h

n . crm p S eXchange
1. Once you press the "Verify Email ehans
button, it should lead you to this Email Verified
Your account registration is complete. You
neW page can now log in tg HHAeXchangepmobiIe app

with your email and password.

2. Exityour email and go back to the
app

Privacy Policy | Terms of Use

© 2023 HHAeXchange. All Rights Reserved.
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App

1. Go backto your app, it should start
loading (as seen on image)

© ame)



A p p X eXchange

Email

1. After the loading, it will lead you
back to the start page (as seenin

Examplename@email.com

Password
this piCtUI’e) exampleCode123 & o
2. Enter your email address and

password
3. Pressthe "Log In" button

Q Log In

Don't have an account?

Sign Up Here

(A E1 R

© 2023 HHAeXchange. All Rights Reserved.

Privacy Policy | Terms of Use

Version 25.3.3
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ApP

1. After pressing the "Log In" button,
the next page would say "Finish

[
Account Setup"” % el 2
2. Pressthe "Perform Electronic Visit
Verification (EVV)" button Finish Account Setup

How will you use this application?

@Iectronic Visit Verification (ED

lﬁ‘g Only answer daily Patient questions

0 ame]



<« Complete Registration (7]

App Complete Registration  ...ommmmormme

daily questions for manually added Patients. All fields
marked with an asterisk (*) are required.

After pressing the "Perform Electronic Visit e
Verification (EVV)" button, fill out the
. . . Last Name *

following information Last name
Input your first name, last name, last 4 digits —
of SSN, date of birth, and primary phone 4321
numbe r. Date of Birth *
**You are the staff, so your information ORiSRIA 993 0
should go in here** Primary Phone Number

: . _ (123) 456-7890
Screenshot this page and send the "Mobile T TR v
Device ID" to your assigned case manager Mobile Device ID |

. . " — 647F85F1-D25F-4B9D-A7F8-FCB5219F598A 1l

Press "Complete Registration" button

Complete Registration
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App Activation Code

1.

After completing registration,
connect your account by inputting
the activation code that is specific
to you

**Check your text messages as
you will receive an activation
code text message prior to
setting up this account**

Onboarding
@
DS eXchange
Connect your Account

Enter the Activation code provided to you by your
Agency or Employer to connect your account. Please
contact them if you do not have an Activation code.

Activation Code

Submit Code

2 ame]



Activation Code

1.

A text message from "53328" will
send you an activation code with 2
letters and 5 numbers

It will also ask you to confirm your
phone number by replying "1" to
the text

**You will input this activation
code back in the app**

Dear | , Your
HHAeXchange+ Activation Code
is’AV25924. Please enter this
code when prompted in the

Onboarding screen of the app. -
Sent by HHAeXchange

HHAeXchange: Please reply 1to
this message to confirm this is
your phone number. Reply 2 to
deny. Mobile data rates may

apply.

s ame]



App Activation Code

Onboarding

1. Input activation code into the blank Y- eXchange
space provided.
2. Press "Submit Code"

Connect your Account

3 ¢ (If yo uare una b le to conn eCt yo ur Enter the Activation code provided to you by your
account and provide the activation Contacs chem f you do not have an Actation code.
code, see next slide) Activation Code

Submit Code

" ame]



'X.' FHAeXchange

App Activation Code Schedule

No visits have been scheduled

1. Open App "HHAeXchange+"
2. Press "Menu" on bottom right %
corner J

+ New Unscheduled Visit

-0~
-

Schedule Members

> ame]



(]
¥ HHAeXchange

App Activation Code Menu

Tools

1. Once you are on the "Menu" tab,
press the "Connections" button

B My Availability )

Settings & Help

o Frofile >

’ Change Password >
@ctions )

e Help )

% App Feedback >

@z Language )

@ Visual Theme

ke

Schedule

' ame]



App Activation Code

1.

After pressing the "Connections”
button, if the screen is saying "A
Meaning of Life LLC" then you are
connected

If the screen is blank, or another

company is inputted there, press
"Add a New Connection"

Connections

A MEANING OF LIFE LLC (A MEANING OF LI... eee

v Active

‘ Change Active Connection w

Answer daily Member questions only

Add a New Connection

7 ame]



App Activation Code

N

Input activation code into the blank
space provided.

Press "Submit Code"

**Check your text messages as
you will receive an activation
code text message prior to
setting up this account**

&« Add a New Connection

Enter Activation Code

Enter the Activation code provided to you by your
Provider or Employer to connect your account. Please
contact them if you do not have an Activation code.

Activation Code

AB12345

Submit Code

s ame]
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(]
X |'HAeXchange

Clocking In: With Schedule — E=EC

1.

2.

May 07, 2025 (Today)

Navigate to "Schedule" tab on the
bottom left corner of the app ? swn >
Your assigned client's name should >
show up in the first page

Press on the name with the

number of hours allocated for you

to work per day

A 10:09 AM - 10:12 AM

+ New Unscheduled Visit

2 amel



[ ]
x FHAeXchange

Clocking In: With Schedule Kisss

May 07, 2025 (Today)

1. After clicking the name of client, a

A4

drop-down will show — st

2. Press "EVV Clock In" blue button Shaws o Nonsiild

3. **If you have not given your work & pemperbesls - Bpea
schedule to case manager, e clockoue
navigate to slide 29** >

A 10:09 AM - 10:12 AM

+ New Unscheduled Visit

kb

Schedule Members

21 amel



Clocking In: GPS

1. After pressingin the client's name, Allow=HhAeXehano st

use your location?

it will lead you to give permission " ang ok doccon

activities.

for the app to know your location

2. Press "Allow Once" to allow the
GPS to be turned on at all times.
Turning iton always asitis a
requirement

2 amel



Clocking In: EVV

1. The GPS will show a map. If you are
at client's house to clock in for
CFC, make sure the button for "At
Member's Home" is turned on
Proceed with "Continue”

3. **Clocking in should always be at
home if you have CFC services,
unless client has Transportation
services as well**

N

Step 1 of 1

“—

Electronic Visit Verification

Alternative Device

)

‘ At Member's Home: .

Member's Home Address not found

Continue

EEEEEEEEEEE
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Clocking In: EVV

1.

Step 1 of 1
Electronic Visit Verification

If you are clocking in outside of the home

address, but mark it as "At Member's Home" o i l """"
the GPS will know and track it (see photo) <’ 7”” JT
Any fraudulent clock ins will immediately e L w°f > ”}“@ S “JJ
get rejected by the app and it would not e r‘K“"\d'f}“ E
show up on the administrator side f
**Clocking in should always be at home if % ok
you have CFC services, unless client has ‘M"\ &
Transportation services as well** ' 25 mles vy e i nd ey o

Continue

% amMel



Clocking In: EVV

1. If client has transportation services
in his/her plan, unselect the button
that states "At Member's Home"

2. Select the "Service Delivery
Location" button or arrow

Step 1 of 1
< Electronic Visit Verification e

Alternative Device ]

€Maps e

At Member's Home: .

Service Delivery Location * Required

Continue

2 amel



Clocking In: EVV

1. After selecting the "Service acmember's Home: ()

Dellve ry Locatlonu buttOn or arrOW, Service Delivery Location * Required ‘
n . " Community
choose the "Community" button ENN O

Community

* amel
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Clocking In: EVV

1. Once "Community" is selected for
the "Service Delivery Location”
proceed with "Continue”

Step 1 of 1
« @

Electronic Visit Verification

NW. S’UN\MERCREST BLVD

SHELLEYsDR

@€Maps Leaa

At Member's Home: .

Service Delivery Location * Required

Continue

7 amel



< e

May 07, 2025 10:09 AM - —:— —

Clocking In: EVV N

1. After pressing the "Continue”
button, the app will lead you to this |
page

2. Two things you need to pay
attention to, to confirm you
clocked in:

o "EVV ClockIn 00:00AM Pending
Approval”
o "EVV Clock In Successful"

A EVV Clock In 10:09 AM
Pending Approval

—l © EVWV Clock In Successful ’

EVV Clock Out
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Clocking In: No Schedule

1.

If there is no schedule, navigate to
"Schedule" tab

Front page will be blank if you have
not given your schedule to case
manager

If it is blank, press "+New
Unscheduled Visit"

**Make sure you create a
schedule with your assignhed
case manager that matches the
CFC hours allocated for client**

©
b3 H'IAeXchange

Schedule

No visits have been scheduled

J’i

@Unschedule@

2 amel



Clocking In

1.

After pressing "+New
Unscheduled Visit" your client's
name will show

Click the client's name or the
arrow (for the purpose of this
training, name and address of
client has been blurred)

New Visit

Member not in list

Cancel

0 amel



Clocking In: GPS

1. After pressingin the client's name, Allow=HhAeXehano st

use your location?

it will lead you to allow GPS e

activities.

2. Press "Allow Once" to allow the
GPS to be turned on at all times.
Turning iton always asitis a
requirement

5 amel



Clocking In: EVV

1.

Step 1 of 1

“—

Electronic Visit Verification

Alternative Device

)

The GPS will show a map. If you are
at client's house to clock in for
CFC, make sure the button for "At
Member's Home" is turned on
**Clocking in should always be at
home if you have CFC services,
unless client has Transportation

services as well**
‘ At Member's Home: .

Member's Home Address not found

Continue

EEEEEEEEEEE
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Clocking In: EVV

1.

Step 1 of 1
Electronic Visit Verification

If you are clocking in outside of the home

address, but mark it as "At Member's Home" o i l """"
the GPS will know and track it (see photo) <’ 7”” JT
Any fraudulent clock ins will immediately e L w°f > ”}“@ S “JJ
get rejected by the app and it would not e r‘K“"\d'f}“ E
show up on the administrator side f
**Clocking in should always be at home if % ok
you have CFC services, unless client has ‘M"\ &
Transportation services as well** ' 25 mles vy e i nd ey o

Continue
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Clocking In: EVV

1. If you are "At Member's Home"
proceed with "Continue”

Step 1 of 1
Electronic Visit Verification

“—

@

Alternative Device

i GUMMERCREST/BLVD

SHELLEYaDR

®Maps L

At Member's Home: ‘

Member's Home Address not found

Continue




Clocking In: EVV

1. If client has transportation services
in his/her plan, unselect the button
that states "At Member's Home"

2. Select the "Service Delivery
Location" button or arrow

Step 1 of 1
< Electronic Visit Verification e

Alternative Device ]

€Maps e

At Member's Home: .

Service Delivery Location * Required

Continue

> amel



Clocking In: EVV

1. After selecting the "Service acmember's Home: ()

Dellve ry Locatlonu buttOn or arrOW, Service Delivery Location * Required ‘
n . " Community
choose the "Community" button ENN O

Community

¢ amel
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Clocking In: EVV

1. Once "Community" is selected for
the "Service Delivery Location”
proceed with "Continue”

Step 1 of 1
« @

Electronic Visit Verification

NW. S’UN\MERCREST BLVD

SHELLEYsDR

@€Maps Leaa

At Member's Home: .

Service Delivery Location * Required

Continue

7 amel
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May 07, 2025 10:09 AM - —:— —

Clocking In: EVV N

1. After pressing the "Continue”
button, the app will lead you to this |
page

2. Two things you need to pay
attention to, to confirm you
clocked in:

o "EVV ClockIn 00:00AM Pending
Approval”
o "EVV Clock In Successful"

A EVV Clock In 10:09 AM
Pending Approval

—l © EVWV Clock In Successful ’

EVV Clock Out

% amel



Optional: Creating a Note

1. This step is optional. If you want to
make sure that you are clocked in

and out, press "Add Note" to add a
comment

May 07, 2025 VR s ——

a Member Details A EVV Clock In 10:09 AM
Pending Approval

\ < ) Add Note > j

* amel



Optional: Creating a Note

- D
1. Ater pressing "Add Note," a drop May 07, 2025 10:09 AM - —— —
down will appear 2 Member Details
Pending Approval
2. Press "Text Note" to add a

comment or your start time

B New CameraImage
M File

® Voice Note

O Add Note

“ amel



Optional: Creating a Note

1. After pressing "Text Note"
write your clock in time on the
blank space provided, under the
label "Note"

2. You can come back and add more
notes for your clock out time

3. Click"Save" button

& Add Text Note

Note

Trial 1

Clock In: 9AM

7 of 500 character limit

Cancel

Y amel



Optional: Creating a Note

May 07, 2025 RILY Y e ——

1. After pressing "Save" button, your . |
finished note will appear on the pending Approval

profile

I Notes

Trial 1
05/07/2025 10:10 AM

O Add Note

2 amel
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[ ]
¥ HHAeXchange

ClOCking Out Schedule

A

Navigate back to "Schedule" tab ey 07,2025 (Today

A4

The client's name and your EVV N
Clock In should be pending ScheduledTime  Bill Hours
approval & Member Details A i::;:’;';::,,m.

Press the "EVV Clock Out" button
to clock out

Continue Visit

+ New Unscheduled Visit

-la
-

Members

Schedule

“ QmMel



Clocking Out

1. After pressing the "EVV Clock Out”
button, a small tab will appear with
the title "Confirm EVV Clock Out"

2. Pressthe white "EVV Clock Out”
button at the bottom of the page

Confirm EVV Clock Out

Are you sure you want to EVV Clock Out?

Less than 5 minutes have elapsed since you've EVV
Clock In.

“ amel



Clocking Out: EVV

1. After pressing the white "EVV Clock
Out" button at the bottom of the

nage , it will lead you to the GPS

nage

2. Ifyou are at client's house to clock
out for CFC, make sure the button
for "At Member's Home" is turned
on

3. Pressthe "Continue" button

Step 1 of 1

“—

Electronic Visit Verification

Alternative Device

)

‘ At Member's Home: .

Member's Home Address not found

Continue

EEEEEEEEEEE

“ amel



¥ HHAeXchange

ClOCking Out Schedule

May 07, 2025 (Today)

1. Three things you need to pay attention to, to

confirm you clocked out: v ———
o "EVV Clock In 00:00AM Pending Approval” SO MM
o "EVV Clock Out 00:00AM Pending T
Approval’ —
o "EVV Clock Out Successful"
2. **If no "clock in/out pending approval” is 8 View/Edit Visi
visible, it means it was not registered**
3. TIP: Always screenshot your clock in/out to ' E—
keep record of your hours in case the app + New Unscheduled Visi

has complications

eta

Schedule Members
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