
Purpose: Master Week creates consistency, reduces missed visits, and prevents 
EVV errors caused by incomplete or inconsistent scheduling.

☐ Navigate to Master Week
☐ Create the recurring schedule
☐ Save and select Update Calendar
☐ Confirm visits populate correctly

1. Schedule the Visit

Purpose: Clean scheduling prevents EVV mismatches, reduces manual 

corrections, and allows visits to validate automatically when caregivers clock in.

☐ Open the Patient Calendar

☐ Create a single visit or deploy a Master Week

☐ Confirm the following visit details:

• Caregiver

• Date & time

• Pay Code

• Primary Bill To

• Service Code

☐ Save and verify visits appear correctly on the calendar

Scheduling & Caregiver Readiness 
Checklist for EVV

U s e  t h i s  c h e c k l i s t  t o  p r e p a r e  s c h e d u l e s  a n d  c a r e g i v e r s  f o r  a c c u r a t e  E V V .

2. Master Week (Recurring Visits)
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Getting Started:



Purpose: Preparing caregivers before their first visit prevents failed clock-ins, 
missing EVV data, and last-minute troubleshooting.

☐ Caregiver has access to a smartphone
☐ Mobile App registration is complete
☐ Caregiver can see scheduled visits in the app
☐ IVR PIN and phone number provided (if applicable)

3. Enable Mobile App Access

Purpose: Proper Mobile App setup ensures EVV data links to scheduled visits and 
prevents exceptions caused by missing or incorrect Mobile IDs.

☐ Open the caregiver profile
☐ Locate the Caregiver Mobile App section
☐ Enter the Mobile ID
☐ Select Mobile/Portal ID Type: Non-Clinical
☐ Save profile updates

4. Confirm Caregiver Readiness 

5. Validate EVV Accuracy

Purpose: Accurate clock-in and clock-out behavior confirms service delivery and 
prevents time- and location-based EVV exceptions.

☐ Clock-in and clock-out captured at the correct location
☐ No EVV exceptions caused by setup issues
☐ Offline Mode and IVR options confirmed if needed
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Visit Verification & Visit Maintenance 

Getting Started:

U s e  t h i s  c h e c k l i s t  t o  r e v i e w  a n d  c o r r e c t  v i s i t  d a t a  p r i o r  t o  b i l l i n g .

Getting Started:
Scheduling & Caregiver Readiness 
Checklist for EVV



6. Continue Your Learning (Next Step)

Purpose: Strengthening visit review and maintenance skills ensures EVV issues 
are resolved early—before billing and payroll are impacted.

☐ Attend the Visit Verification & Visit Maintenance Webinar
☐ Learn how to review visits, resolve exceptions, and prepare visits for billing
☐ Apply visit maintenance best practices to reduce rework and EVV errors
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Visit Verification & Visit Maintenance 

Getting Started:

U s e  t h i s  c h e c k l i s t  t o  r e v i e w  a n d  c o r r e c t  v i s i t  d a t a  p r i o r  t o  b i l l i n g .

Scheduling & Caregiver Readiness 
Checklist for EVV

Getting Started:



• Manage Schedules
• How to Create an Individual Visit
• How to Create a Master Week
• EVV Overview
• How to Enable Mobile App Access
• How to Clock In and Clock Out of the HHAeXchange+ Mobile App
• How to Locate Time & Attendance PIN
• How to Save the IVR Phone #
• How to Clock In and Out via IVR

• Schedule Overview & EVV Management
• Schedule Types
• Mobile Videos
• Getting Started Videos

Training Videos: 

eLearning: 

• HHAeXchange Enterprise Training: Caregiver
• HHAeXchange Enterprise Training: Scheduling
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Visit Verification & Visit Maintenance 

Getting Started:

U s e  t h i s  c h e c k l i s t  t o  r e v i e w  a n d  c o r r e c t  v i s i t  d a t a  p r i o r  t o  b i l l i n g .

Explore the resources below to strengthen your knowledge and 
put the webinar concepts into practice!

Knowledge Base:

Scheduling & Caregiver Readiness 
Checklist for EVV

Getting Started:

https://hhaxsupport.s3.amazonaws.com/SupportDocs/SMB Videos/Managing Schedules Master Week Caledndar Visits.mp4
https://hhaxsupport.s3.amazonaws.com/SupportDocs/SMB Videos/Managing Schedules Master Week Caledndar Visits.mp4
https://hhaxsupport.s3.amazonaws.com/SupportDocs/SMB Videos/Managing Schedules Master Week Caledndar Visits.mp4
https://player.vimeo.com/video/997930588?badge=0&autopause=0&player_id=0&app_id=58479
https://player.vimeo.com/video/997930588?badge=0&autopause=0&player_id=0&app_id=58479
https://player.vimeo.com/video/997930588?badge=0&autopause=0&player_id=0&app_id=58479
https://player.vimeo.com/video/951248090?h=34c8b72daa&badge=0&autopause=0&player_id=0&app_id=58479
https://player.vimeo.com/video/951248090?h=34c8b72daa&badge=0&autopause=0&player_id=0&app_id=58479
https://player.vimeo.com/video/951248090?h=34c8b72daa&badge=0&autopause=0&player_id=0&app_id=58479
https://player.vimeo.com/video/1001357509?badge=0&autopause=0&player_id=0&app_id=58479
https://player.vimeo.com/video/1001357509?badge=0&autopause=0&player_id=0&app_id=58479
https://player.vimeo.com/video/1001357509?badge=0&autopause=0&player_id=0&app_id=58479
https://player.vimeo.com/video/996344175?badge=0&autopause=0&player_id=0&app_id=58479
https://player.vimeo.com/video/996344175?badge=0&autopause=0&player_id=0&app_id=58479
https://player.vimeo.com/video/996344175?badge=0&autopause=0&player_id=0&app_id=58479
https://player.vimeo.com/video/1004545777?badge=0&autopause=0&player_id=0&app_id=58479
https://player.vimeo.com/video/1004545777?badge=0&autopause=0&player_id=0&app_id=58479
https://player.vimeo.com/video/1004545777?badge=0&autopause=0&player_id=0&app_id=58479
https://player.vimeo.com/video/1004545777?badge=0&autopause=0&player_id=0&app_id=58479
https://player.vimeo.com/video/1004545777?badge=0&autopause=0&player_id=0&app_id=58479
https://player.vimeo.com/video/1004545777?badge=0&autopause=0&player_id=0&app_id=58479
https://player.vimeo.com/video/1004545777?badge=0&autopause=0&player_id=0&app_id=58479
https://player.vimeo.com/video/987355906?h=5d44b99871&badge=0&autopause=0&player_id=0&app_id=58479
https://player.vimeo.com/video/987355906?h=5d44b99871&badge=0&autopause=0&player_id=0&app_id=58479
https://player.vimeo.com/video/987355906?h=5d44b99871&badge=0&autopause=0&player_id=0&app_id=58479
https://player.vimeo.com/video/990677119?badge=0&autopause=0&player_id=0&app_id=58479
https://player.vimeo.com/video/990677119?badge=0&autopause=0&player_id=0&app_id=58479
https://player.vimeo.com/video/990677119?badge=0&autopause=0&player_id=0&app_id=58479
https://player.vimeo.com/video/990677119?badge=0&autopause=0&player_id=0&app_id=58479
https://player.vimeo.com/video/990677119?badge=0&autopause=0&player_id=0&app_id=58479
https://knowledge.hhaexchange.com/enterprise/Content/Documentation/Visit/Visit-N.htm
https://knowledge.hhaexchange.com/enterprise/Content/Documentation/Visit/Visit-N.htm
https://knowledge.hhaexchange.com/enterprise/Content/Documentation/Visit/Visit-N.htm
https://knowledge.hhaexchange.com/enterprise/Content/Documentation/Visit/Visit-N.htm
https://knowledge.hhaexchange.com/enterprise/Content/Documentation/Patient/Pat-N-Schedule-Types-P.htm
https://knowledge.hhaexchange.com/enterprise/Content/Documentation/Patient/Pat-N-Schedule-Types-P.htm
https://knowledge.hhaexchange.com/enterprise/Content/Documentation/Patient/Pat-N-Schedule-Types-P.htm
https://knowledge.hhaexchange.com/enterprise/Content/Training/NewUI/Mobile-T.htm
https://knowledge.hhaexchange.com/enterprise/Content/Training/NewUI/Mobile-T.htm
https://knowledge.hhaexchange.com/enterprise/Content/Training/NewUI/Mobile-T.htm
https://knowledge.hhaexchange.com/enterprise/Content/Training/NewUI/Getting-Started-T.htm
https://knowledge.hhaexchange.com/enterprise/Content/Training/NewUI/Getting-Started-T.htm
https://knowledge.hhaexchange.com/enterprise/Content/Training/NewUI/Getting-Started-T.htm
https://university.hhaexchange.com/hhaexchange-enterprise-training-scheduling/277799/scorm/28c5vv0ce2egu
https://university.hhaexchange.com/hhaexchange-enterprise-training-scheduling/277799/scorm/28c5vv0ce2egu
https://university.hhaexchange.com/hhaexchange-enterprise-training-scheduling/277799/scorm/28c5vv0ce2egu
https://university.hhaexchange.com/hhaexchange-enterprise-training-scheduling/277799/scorm/28c5vv0ce2egu
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