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Validating Your Data in HHAeXchange

Customer Onboarding: a short checklist to confirm your data is set
up correctly.

Why we're asking

This step is part of the customer onboarding validation process.
Once your caregiver and patient information is loaded into HHAeXchange,
you'll spend a few minutes spot-checking records to confirm the data imported correctly.

Most customers complete this process in 15-30 minutes, and your PM will guide you
through it during the call. It also serves as a quick introduction to where your data lives in
the portal.

Before you begin
[J Log in to your HHAeXchange portal

O Keep a copy of the data you sent us nearby (the spreadsheet, scanned forms, or a
printout)

[ Set aside about 15-30 minutes to complete the process. Most customers finish in
under 20 minutes

[0 Join the call with your PM who will walk through the process with you the first
time
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Validating Your Data in HHAeXchange

Customer Onboarding: a short checklist to confirm your data is set
up correctly.

Validation steps

Work through the steps in order. Your PM will be there to help you find each screen.

Step 1 — Pull up your caregiver records

[0 Navigate to Caregiver > Search Caregiver > Click Search to display all uploaded
caregivers in your HHAeXchange portal
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Your PM will guide you through the navigation the first time.

Going forward, this is where you’ll access and manage all caregiver records
in HHAeXchange.
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Validating Your Data in HHAeXchange

Customer Onboarding: a short checklist to confirm your data is set
up correctly.

Validation steps

Work through the steps in order. Your PM will be there to help you find each screen.

Step 2 — Spot-check 5 caregiver records

You don't need to review every caregiver record — that’s not the goal of this step.
Instead, select 5 caregivers you know well (or choose them at random) and confirm that
the key information appears correctly in HHAeXchange.

Open each record and review the details below. A screenshot for reference is found
below the chart.

v | What to check What you're looking for Pass when...

Click on a caregiver’s Their name, date of birth, All

name to open the address, and phone number | required are
caregiver record. are visible on populated.
the profile.

Compare the address The address and phone The data

and phone to what match — minor matches your
ousent us abbreviation differences records.

or what you know tobe | arefine ("St" vs "Street").

current).

Confirm the caregiveris | If you have multiple offices, | The caregiver
assigned to the correct the caregiver shows up is assigned to
office. under the right one. t?}g correct
office.

Pick a mix — newer hires, All 5

Repeat the above steps longer-tenured caregivers, | caregiver
for 4 additional different offices if records pass
caregivers. applicable. the same
checks.
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Validating Your Data in HHAeXchange

Customer Onboarding: a short checklist to confirm your data is set
up correctly.

Validation steps

Work through the steps in order. Your PM will be there to help you find each screen.

Step 2 — Spot-check 5 caregiver records

You don't need to review every caregiver record — that’s not the goal of this step.
Instead, select 5 caregivers you know well (or choose them at random) and confirm that
the key information appears correctly in HHAeXchange. Open each record and review
the details below. A screenshot for reference is found.

What to check

What you're looking for

Pass when...

Click on a caregiver’s
name to openthe
caregiver record.

Their name, date of birth,

address, and phone number

are visible on
the profile.

All
required are
populated.

Compare the address
and phone to what

ou sent us

or what you know to be
current).

The address and phone
match — minor
abbreviation differences
are fine ("St" vs "Street").

The data
matches your
records.

Confirm the caregiver is
assigned to the correct
office.

If you have multiple offices,

the caregiver shows up
under the right one.

The caregiver
is assigned to
the correct
office.

Repeat the above steps
for 4 additional
caregivers.

Pick a mix — newer hires,

longer-tenured caregivers,

different offices if
applicable.

All'5
caregiver
records pass
the same
checks.
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Welcome to HHAeXchange

Customer Onboarding: what to expect when sending us your patient

and caregiver data.

Validation steps
Work through the steps in order. Your PM will be there to help you find each screen.

3. Pull up your patient records

Navigate to Patient > Search Patient > Click Search to display all uploaded patients in
your HHAeXchange portal.

Going forward, this is where you’ll access and manage all patient records in
HHAeXchange.




X.' |+|Ae)(change

Validating Your Data in HHAeXchange

Customer Onboarding: a short checklist to confirm your data is set
up correctly.

Validation steps

Step 4 — Spot-check 5 caregiver records

Work through the steps in order. Your PM will be there to help you find each screen.

You don’t need to review every patient record — that’s not the goal of this step.
Instead, select 5 patients you know well (or choose them at random) and confirm
that the key information appears correctly in HHAeXchange.
Open each record and review the details below.

v

What to check

What you're looking for

Pass when...

Click on a patient’s name
to open the patient
record. Next, click
Profile to review their
demographics.

Their name, date of birth,
address, and phone number
are visible on the profile.

All
required are
populated.

Compare the address
and phone to what
ou sent us (or what you
now to be current).

The data matches your
records — minor formatting
differences are fine.

The data
matches your
records.

Confirm the patient is
assigned to the correct
office.

If you have multiple offices,
the patient shows up under
the right one.

The patient is
assigned to
the correct
office.

Repeat the above steps
for 4 additional patients.

Pick a mix — different
acuity levels, different
offices if applicable,

different intake dates.

All 5 patient
records pass
the same
checks.




X.' H'|AeXchange

Validating Your Data in HHAeXchange

Customer Onboarding: a short checklist to confirm your data is set
up correctly.

Validation steps

Work through the steps in order. Your PM will be there to help you find each screen.
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Validating Your Data in HHAeXchange

Customer Onboarding: a short checklist to confirm your data is set
up correctly.

Validation steps

Work through the steps in order. Your PM will be there to help you find each screen.

Step 5 — Take a quick scan of the full record list for any
unexpected
Return to the Search Caregiver and Search Patient screens to review the full lists
without opening individual records. This is a high-level scan to catch anything that

looks unusual, such as duplicate names, unfamiliar records, or records that appear
in the wrong category.

[0 Do you recognize the names you see at the top of the list?
O Are there any obvious duplicates (same person showing up twice)?

O Are there any names that don't belong (e.g., a former employee, a patient who
discharged a long time ago)?

Your PM has already confirmed the record counts match between the data you
submitted and what appears in the portal. You do not need to count records manually
— simply review the list for anything that looks unexpected.
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Validating Your Data in HHAeXchange

Customer Onboarding: a short checklist to confirm your data is set
up correctly.

Frequently asked questions

Work through the steps in order. Your PM will be there to help you find each screen.

Step 6 — Sign off (or flag issues)

If everythinglooks good, let your PM know — they'll mark this step complete and
you're ready for the next part of your implementation.
If anything came up during the spot-check, walk through it with your PM now so we

can fix it before moving on.
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Validating Your Data in HHAeXchange

Customer Onboarding: a short checklist to confirm your data is set
up correctly.

Quick reference card

If you want a pocket-sized version of the process, use the checklist below.

Validationin 5

Search your caregiver list.
Spot-check 5 caregiver records.
Search your patient list.
Spot-check 5 patient records.

Return to the search screens and review both lists for anything unexpected.
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Validating Your Data in HHAeXchange

Customer Onboarding: a short checklist to confirm your data is set
up correctly.

Frequently asked questions

» Why only 5 records? I'd rather check them all.

You're welcome to check more if you'd like. We start with 5 because experience
shows it catches issues quickly without taking your whole day. If anything turns up
in the first 5, your PM will work with you to look more broadly.

» What if | find something wrong?

Tell your PM. We'll fix it together — either in the moment or by re-loading affected
records. This step exists specifically to catch and fix issues.

» Dol need to do this every time data is loaded?

No. This is a one-time check during your initial onboarding. Once you're live in
HHAeXchange, future updates to your data follow your normal workflows in the
portal.

» Can someone else on my team do this validation?

Absolutely — anyone on your team who knows your caregivers and patients well
can run this. We just need someone with eyes on the data.

» What if my address or phone format looks slightly
different in HHAeXchange?

Minor formatting differences ("St" vs "Street", area code parentheses, etc.) are
normal and not a problem. Only flag it if the actual values don't match — for
example, a wrong street number or a transposed phone digit.
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