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CareWhen Reports

This training will provide an overview of Reports functionality within CareWhen and include spotlights

on some of the more common reports. An Agency may use reports to assess various aspects of their
activity within Care\When.

Reports offer customizable summaries of most functionality in CareWhen that can be generated and
downloaded. There are currently seven Report categories available:

« Billing Reports: View summaries of approved transactions, open invoices, and more.

« Client Reports: Access available information on all Clients being serviced through CareWhen.

« Caregiver Reports: Access available information on Agency Caregivers in CareWhen.

« Scheduling Reports: Used to view information on completed visits, cancelled visits, schedule information, and more.
» ClockWork Reports: View summaries of all telephonic and mobile EVV activity in CareWhen.

« Management Reports: Access Revenue reports for services rendered to Clients.

 Reimbursement Reports: View detailed summaries of Caregiver reimbursement due during pay periods.
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CareWhen Reports — Running a Report

Home Scheduler Clients Caregiver Reports Tasks Messages Settings i
Reports are generated and iver- | (T ‘ ’ All report types vylll have at
A — least one required field

accessed from the Reports 2 ~————————————————— denoted by a red asterisk.
. Report Selections: Completed Visits by Client
tab In Ca reWhen . +-Im Billing Reports

+-lm Caregiver Reports
+-[ Client Reports
+- I ClockWork Reports

A user may generate a +- [ Management Reports
report from this page by famr
eXpandIng the fOIder for the Show only visits with No
. Service Tasks: that isht
desired report category, Available Report types Show only Flexible aggz:r\;vg °
selecting the desired report BEENEERREURIE o
A . Reports tab.
type, picking report options,
Save Selections As:

and clicking “Run Report”. Select "Run Report” when "
all desired options have Run Report
been set. : '

From Date:™ 11/01/2020

To Date:” 12/31/2020

Clients: o All Selection

Selections,
inclusions, and
Signature Image output options are
set for each report

Separate page for each
Client:

Include Fields: Electronic Signature Service Tasks

Zone:

Output File Type:™

Once a report has been My Reports
run, it Wi” diSpIay under the Search: | Report name q L_’—QL 0
My Repo rtS a rea Of the ta b . Queued On 4 Report Name Criteria File Type Download

12/14/2020 01:57 PM Completed Visits by Client 11/1/2020 to 12/3... Criteria: for all Clients, Service Tasks Zones =N, S, WST pdf Ready = b 4

When a report has been Run, it will appear in the My Reports area.

A "Processing" status will appear under the Download column and will be replaced with a

"Ready" status once it's complete. Reports that have been processed can be searched for,
/ downloaded, and deleted from this area.
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CareWhen Reports — Report Criteria

All reports within CareWhen are generated using three types of criteria. The contents of these criteria
will vary based on the function of the report.

Selections: Used to select and filter reporting information to be generated. These include options
such as “To and From” dates, “Zones”. If no selections are made from a list, all selections will be

added to the report.

Inclusions: Used to add optional data to the report being generated, such as “Special Skills” and
specific data fields. Inclusions may be selected individually or by a “Check All” box. Unlike Selections,
not making any selections will leave all options out of the report.

Output Options: Used to toggle formatting options when a report is generated, as well as selecting
the output file type between PDF or Excel document.

Continue with this training to view examples of specific reports that have been showcased for their
frequency of use and representation of various report criteria.
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Report Spotlight: “Completed Visits by Client”

Completed Visits by Client

» The most generated report type in CareWhen, Completed Visits by Client is used to view all completed visits in a selected
time frame, organized by specific selection of clients (or all clients), and filtered by Zone selections.

Run a report for all Report Selections: Completed Visits by Client Inclusion: Toggle on Completed
clients in CareWhen, visit data fields that you wish to
or make individual From Date:™ 11/01/2020 m display on the report. Only fields
selections. To Date:* 1213172020 Bl that are selected will be added to
Clients: (® Al Selection the report-

) Separate page for each
Output Option: Client:

Togg le Report I Include Fields: Electronic Signature v/ Service Tasks Signature Image I

formating to separate Show only visits with No ]
9 P Service Tasks: Selection: If no Zones

Show only Flexible are selected, all Zones
will be added to the
Report.

each Client summary
to a different page of Visits:

the RepOI't. Zone: North

Output File Type:™ PDF v

Save Selections As:

An Output File Type is required for all
reports. The default selection is a PDF,
though this may be changed to an
Excel worksheet.
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Report Spotlight: “PreAuth Allowed”

PreAuth Allowed

« Afrequently run Client Report that is used to display pre-authorized time allotted to Clients by their Insurance Companies,
including a remaining balance of time, if applicable, and the discrepancy between allowed and scheduled time.

If no PreAuth
Frequency is
selected, a required
"From" and "To" date
range selector will
appear.

Output Option: Choose
to display Inactive
Client, if desired, and
select to display

PreAuth values with
discrepancies between
Allowed and Scheduled

time only.
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Report Selections: PreAuth Allowed

Frequency: Check All

Yearly
From Date:* 11/01/2020

Type: None

Private Duty

Weekly + Monthly
Daily Quarterly

Long Term Care Medicaid

Zone: North

v/ Check All
+/ Companion Care
v/ Skilled Nursing

Type of Service:

Show only
Discrepancies:

Include Inactive Clients:

Output File Type:* PDF v

Save Selections As:

South West

+/ Attendant Care

+/ Homemaker Services
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+/ Chore Services

v/ Personal Care

Selection: If no Client
Type is selected, and
"None" is not checked,
all Client Types will be
included in the report.




Report Spotlight: “PreAuth Allowed”

Caregiver Census Detail

« A general information report used to identify Caregivers that meet the Report criteria. Select from a long list of Skills and
general information fields to include.

Inclusion: Choose what
Special Skills and
information fields to

include from the
Caregivers in
CareWhen.
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Report Selections: Caregiver Census Detail

Selection: Filter Caregivers
displayed in the report by using
the Caregiver Status selection

area. Active is the default
selection.

Save Selections As:

Caregiver Status:* *  Active Inactive Only Terminated All

Zone: North South West

Skill Level: CNA COM

Special Skills: Check All Dementia Care Diabetic Care
Hoyer Lift Lifting Cats
Dogs Live-In Smokes Inside

Include Fields: Check All Contacts Do Not Sends
EIN EMail Address Ethnic Origin
Familiar Clients Marital Status Reimbursement Rates
Scheduling Comment Social Security # Special Skills
Unavailability

Caregivers With

Completed Visits:

Group By: Status Skill Level None

Output File Type:* PDF v
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Report Spotlight: “Client Schedule”

Client Schedule

« A summary report detailing visits that meet the Report criteria. This can include completed visits and can be set to generate
a separate report for each Client.

Report Selections: Client Schedule

If a Client has "Receive Emailed
Documentation" enabled from their From Date:* 11/01/2020 HH
Agency tab, an_d an emall specfvlﬁed for Clients: o Al Selection
Documentation Email”, the "Email
Repor[" togg|e will send the client- Include Fields: v/ Completed Visits /" Caregiver Full Name v/ Caregiver Phone
specific schedule report directly to the Visit Comment
email address on file Period:* Weekly Monthly » Date Range
Edit Client Record [Abigail Andrews] To Date:* 1212212020 ?EE 4- - e e — —
& Personal Private Scheduling Billi Create Separate Report v —
for Each Client: " o .
e \ Some Reports have conditional criteria that displays only
|Email Report V|4 if prior options have been chosen.
Name Format: Last Name, First Initial v

Receive Emailed v
Documentation:

For example: Selecting "Date Range" reveals a "To
Date" option, and selecting "Create Separate Report for
Output File Type:* FOF - Each Client" reveals the Email Report option.

Save Selections As:

Zone: North

Documentation Email: alann@august-systems.co
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Report Spotlight: “Reimbursements”

Reimbursements
* Used to generate a summary of The "Report Type" for a Reimbursement Report
all payment reimbursements to determines the detail of the information provided.

Report Selections: Reimbursements

be made to Caregivers in a pay

: . : A Main report gives a complete visit-by-visit
?oerrg)adyr-lc;nlzurrepp:sréés often used Pay Date:" i breakdoyvn o? reir%bursement?A Sqmma¥y report
' Reimbursement Period v offers a simplified breakdown organized by Charge
* Note: Options present on the From Date: 7 Code and the dates used.
Reimbursement Reports page To Date: i
are determined by Agency- Report Type:* Main Summary ») Both
SpeCifiC Reimbursement Caregivers:” o Al Selection
SettingS that have been Type: None Long Term Care Medicaid
established from the Settings Private Duty
area. Options available here Zone: North South West
will vary between Agencies. e Rge foreach Output Option: A G/L Report may be included with a
[include GILRepor: &7 | Reimbursement Report.
Output File Type:™ PDF
Save Selections As. This requires the setup of G/L Codes from the
Maintenance area under Settings.
v
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CareWhen Reports — Saved Reports

Reports by selecting
the report and clicking

n the X button

Many reports offer the
option to save your current
report selections for faster
use in the future.

When the option is
available, it will appear at
the bottom of the report
options area and ask for a

name to be used for the

current set of report The report run for Abigail Andlrews
: is now saved under Scheduling

optlons. Reports > Saved Reports

Once a report has been generated with a “Save Selections” title entered, a
sub-folder will appear under the report category containing a custom version
of the report type with the previously used options automatically selected.

—- 7w Saved Reports
[ Abigail Andrews Completed Visits
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