Getting Started: ¥ HHAexchange
Payroll Readiness & Validation Checklist

Use this checklist before, during, and after payroll processing to ensure
caregiver hours are accurate, payroll files are clean, and rework is
minimized. Payroll accuracy is built upstream—not fixed at export.

(For agencies using the HHAeXchange Payroll module)

J_rr 1. Upstream Readiness v
/! (Before Payroll Week Closes)

Purpose: Ensure visit and billing data is accurate before payroll calculations begin.

[J Open the Patient Calendar

[1 Review visits for the pay period in Visit Maintenance

[1 Confirm EVV times are accurate and finalized

[1 Ensure no visits intended for payroll remain in Prebilling
[1 Review and convert unscheduled visits where appropriate
[1 Complete all visit changes before invoicing

2. Payroll Setup Validation
(One-Time / As Needed)

Purpose: Confirm payroll configuration supports accurate caregiver pay.

[0 Pay Codes exist for each caregiver discipline

0 Pay Codes are discipline-based

[0 Pay Rates are assigned to the correct Pay Codes
O Rate types (hourly, daily, visit-based) are correct
[0 Holiday rates are configured, if applicable
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] 3. Invoice Verification

Note: Only invoiced visits are eligible for payroll. Invoicing locks visit data for a reason

Purpose: Confirm only accurate, finalized visits are included in payroll.

[ Visits for the pay period have been invoiced

[ Invoiced visits reflect correct caregiver hours
1 No last-minute visit edits are pending

1 Payroll date range matches invoiced visit dates

<¢><_O 4. Pre-Process Payroll Detail Report Review

O—-L1

Purpose: Validate caregiver hours before payroll batches are created.

0 Run the Pre-Process Payroll Detail Report

0 Confirm Payroll Week Ending Date is correct
[0 Review total hours per caregiver

[ Investigate unexpected hours or missing visits
[0 Review any prior-week carryover visits

5. Payroll Batch Creation

Purpose: Finalize caregiver hours for the pay period.

[0 Generate payroll batch using the correct Payroll Setup
[0 Select the correct Payroll Week Ending Date

[0 Generate payroll for all applicable caregivers

[0 Confirm batch creation completes without errors
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6. Payroll Batch Review & Adjustments

Purpose: Confirm payroll calculations before exporting externally.

[0 Review payroll batch details by caregiver

O Confirm hours match the Pre-Process Payroll Detail Report
[0 Ensure any adjustments are intentional and understood

1 Verify no unexplained changes from prior payroll periods

If hours are incorrect:

[ Delete the payroll batch

0 Remove the visit from the invoice batch
O Correct visit data upstream

[0 Re-invoice the visit

O Recreate the payroll batch

7. Continue Your Learning (Next Step)

Purpose: Strengthening payroll validation processes ensures payroll accuracy,
reduces rework, and supports timely caregiver payment.

[0 Understand upstream processes that impact payroll
[0 Run the Pre-Process Payroll Detail Report consistently
[0 Resolve visit and invoicing issues before payroll is generated
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Explore the resources below to strengthen your knowledge and
put the webinar concepts into practice!

\'/

-- Knowledge Base:

/7 N\

Pay Code

* Payroll
Pavyroll Setup

Run Payroll

elLearning:

HHAeXchange Enterprise Training: Payroll



https://knowledge.hhaexchange.com/enterprise/Content/Documentation/Admin/Admin-N-Pay-Code-S.htm?Highlight=pay%20codes
https://knowledge.hhaexchange.com/enterprise/Content/Documentation/Admin/Admin-N-Pay-Code-S.htm?Highlight=pay%20codes
https://knowledge.hhaexchange.com/enterprise/Content/Documentation/Admin/Admin-N-Pay-Code-S.htm?Highlight=pay%20codes
https://knowledge.hhaexchange.com/enterprise/Content/Documentation/Payroll/Payroll-N.htm
https://knowledge.hhaexchange.com/enterprise/Content/Documentation/Payroll/Payroll-N.htm
https://knowledge.hhaexchange.com/enterprise/Content/Documentation/Admin/Admin-N-Payroll-Setup-P.htm
https://knowledge.hhaexchange.com/enterprise/Content/Documentation/Admin/Admin-N-Payroll-Setup-P.htm
https://knowledge.hhaexchange.com/enterprise/Content/Documentation/Admin/Admin-N-Payroll-Setup-P.htm
https://knowledge.hhaexchange.com/enterprise/Content/Documentation/Action/Act-N-Run-Payroll-S.htm
https://knowledge.hhaexchange.com/enterprise/Content/Documentation/Action/Act-N-Run-Payroll-S.htm
https://knowledge.hhaexchange.com/enterprise/Content/Documentation/Action/Act-N-Run-Payroll-S.htm
https://university.hhaexchange.com/hhaexchange-enterprise-training-payroll/277820/scorm/1xk1yudj8mpg4
https://university.hhaexchange.com/hhaexchange-enterprise-training-payroll/277820/scorm/1xk1yudj8mpg4
https://university.hhaexchange.com/hhaexchange-enterprise-training-payroll/277820/scorm/1xk1yudj8mpg4
https://university.hhaexchange.com/hhaexchange-enterprise-training-payroll/277820/scorm/1xk1yudj8mpg4
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