PointClickCare’ Home Care

Session Guide:
Intro to Scheduling and Scheduling
the Start of Care Appointment

After this session, office staff in charge of scheduling will be able to:
e Understand how scheduling determines clinical documentation and insurance pay rate.
e  Use the scheduling tools.
e (Create a Start of Care appointment.

e  Assign an employee to a Start of Care appointment.



When to Schedule the Start of Care Appointment
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You are a Scheduler. How do you fit
into the agency’s work flow?

Your agency has accepted a new
intake.

The Intake Coordinator contacts you to
schedule a Start of Care appointment.

You open the new client’s record, add
the appointment, and assign a
clinician.
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Overview of Scheduling Tools

Click the Schedule tab to access schedules.

PointClickCare’

Dashboard Intakes Clients Employees R ELINRS

[l MY DASHBOARDS

X Default Dashboard

Master Schedule 5=
My Schedule |
Find Patient Schedule

Find Employee Schedule

Home Care Scheduling Tools

Master Schedule

My Schedule

Patient Schedule

Employee Schedule

Care at Home
Scheduling

Auto-Appointment
Generation

Shows all appointments on the agency’s schedule.

Shows all appointments for the person logged into the
system.

Shows all appointments for a selected patient.

Shows all appointments for a selected employee.

An add-in for the Care at Home mobile application that lets
providers move appointments on their schedule. Your
agency may not use this option.

An option that places compliant appointments on a client’s

schedule when services are generated. Schedulers need
only assign a care provider and an exact time.

Tip: Care at Home
Scheduling and Auto-
Appointment
Generation may not
be available at your
agency. Check with
your supervisor.
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Appointment Statuses and Color Coding

Colored tiles indicate the status of appointments on schedules.

Open (default status)

(Blue)

(Yellow)

(Yellow)

Reviewed

(Green)

Held
(Purple)

Scheduled, no
employee assigned

(Red)

Appointment scheduled, but not yet completed.

Appointment missed and must be rescheduled.

Appointment canceled and not rescheduled

Appointment completed as scheduled and is now billable.

Appointment completed but held. Held reasons might
include:

e Incorrect authorization.
e Not completed at the correct location or time.

e Entered time card note.

Scheduled but no employee assigned.
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Associated Dashboards

Preliminary Authorizations Check Daily
Pending Authorizations Check Daily
Ending Authorizations Check Weekly
Unassigned Appointments Check Daily
Patient Unreviewed Appointments Check Daily

Associated Reports

Unassigned Appointments Calendar ~ Shows appointments that have not been
staffed in calendar form.

Appointments Detail Shows individual appts for a given date
range. Run for pre-payroll processing.

Patient Unreviewed Appointments Shows appointments in Open or Held
status for dates prior to the current day.

Nonbillable Appointments Shows appointments using a non-billable
service type.
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Understanding How Scheduling Affects Agency Success

Reimbursement rates for services are configured for every payer/plan in your database during implementation.
In addition, the documentation that populates the Care at Home application during visits is dependent on the
service that you schedule. Your selections while scheduling appointments determine the rate charged for the

visit AND the documentation created.

HOW A SKILLED SCHEDULER DRIVES AGENCY SUCCESS

Schedule
Appointment

Select Discipline

Select

Authorization

Includes Discipline,
Service and Payer

Select Service

Determines Visit

Documentation

Solect Payer Rate
L Rates for each payer
Visit Type for each discipline
Hour or Visit — must and service
matt':h Payer are configured
requirements in agency database

Correct Documentation
+ Correct Rate = Clean Claims
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Scheduling the Start of Care Appointment

Start of care (SOC) appointments are scheduled immediately after Intake. During this
appointment, a clinician will determine what services the client requires. In most agencies
the Intake Coordinator contacts the scheduler when a SOC appointment must be scheduled.

Procedure
1. From the Schedule menu select Find Patient Schedule.

2. Enter your search criteria in the Select Patient dialog, select the patient from the list of
matches, and click Accept.

3. To add an appointment for the current date, click Add Appointment. To add an
appointment on another date, double-click the calendar date cell to open the Add
Appointment dialog box.

4. Inthe Add Appointment dialog, enter the following:

Service tab: N
e Select Case Record from list. Q

e Adjust Start, End Date and Time as necessary. Tio: F ‘ int t
ip: For most appointments

you must also select an
authorization. However, start
of care appointments do not
require an authorization.

e Select Discipline from list.
e Select Start of Care for Service type.

Recurrence tab:
Not required.
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Employee tab:

To assign an employee:

Click Assign Employee. Begin entering information in the Name Search field.

Edit Appointment x

Service | Employees Payroll@ Timecard Info  Mileage

Remove Employee
Assign Employee |
N\ 7

Employee [0000012] Allen, Tonya - (635)715-7651
Employee History — —
Assign Name s Disc s Cert
Assign Allen, Tonya HHA PCA HMKR Hoyer Lift
RN

Assign Jackson, Nancy

Showing 1 to 2 of 2 entries

Note .

Please park on the sree,not In th drveway Tip: You can create an
appointment and assign an
employee later.

Click an employee’s name in the list.

Use the Note field to communicate details relevant to the appointment (such as
patient special requests). These notes display on the Care at Home application.

Click Accept to complete the appointment.

Workflow Considerations
e Who will notify you when you need to schedule a start of care appointment?

e Start of care appointments are generally more time consuming than routine visits.
How does your agency balance the workload?

e |sthere a clinical director that needs to choose the start of care clinician?
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Notes
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