DeltarHealth

Technologies
Connect to What’s Next in Home Care

400 Lakemont Park Boulevard, Altoona, PA 16602
Tel: 800.444.1651 e« Fax: 814.942.0125
www.DeltaHealthTech.com

Companion
User Guide

Document Version 1.3




DeltaAHealth

Technologies

Connect to What’s Next in Home Care Companlon User Guide

REVISION HISTORY

Date Author of Revision Revision Description
11/07/2014 Sara Maynard 1.0 - Original

08/19/2015 Rachel Alden 1.1 - Updated

03/15/2017 Rachel Alden 1.2 — Updated

11/15/18 Kimberly Wilt 1.3 — Updated with R54 Changes

Copyright © 2014-2018 Delta Health Technologies, Inc. All rights reserved.

This documentation is confidential, proprietary to Delta, is protected by copyright laws in the U.S. and
abroad, and is licensed for use by customers only in strict accordance with the license agreement
governing its use.

Any reports or other figures that appear in this manual are merely illustrative and do not contain names
of or data on real people. Any similarity in names of people, living or dead, or in data is strictly
coincidental and is expressly disclaimed.

Delta does not warrant that the material contained in its documentation is error-free. Documentation
supplied to Delta by third parties and included with this documentation is not warranted for accuracy or
completeness.

The information contained in this manual is subject to change. Revisions and updates will be issued
from time to time to document changes and/or additions.

AppointMate® and Delta Health Technologies® are registered trademarks of Delta Health Technologies.
Excel® and Microsoft® are registered trademarks of Microsoft Corporation.
Google Maps™ is a trademark of Google Inc.

Delta Health Technologies, Inc
400 Lakemont Park Boulevard
Altoona, PA 16602
Telephone: (800) 444-1651

Companion User Guide Page 2 of 17
©2018, Delta Health Technologies, Inc. All rights reserved. Delta Confidential



DeltaAHealth

Technologies ; i
Connect to What's Next in Home Care Companion User Guide

TABLE OF CONTENTS

(01 111/ 1 = Y N [ ] PSSP 4
About ApPOoINtMALE’S COMPANION ......uuiiiiiiieee ettt e e e e e e e e e e e bbb e e e e e e e e e e e e anebneeeeeeeas 4
ACCESSING COMPAINION. .....etteeeeeeeeeiieitte et e e e e e e e et e et e e e e e e e e s bbbt e et e eaeeaaaaassbbbeeeeeeeeeesaansabbnneeeeeeeens 5
= Voo [T Vo == o = 6
Requesting an OPen Shift .........cooiiiiiiii e 7
ClOCKING TN BN OUL.....ceiiiiiiiie ettt e e e e e e e st rt e e e e e e e e e sbb b e e e e e e e e e e e aannns 8
LI 5 € 11

IMIIEAGE ENTIY .ot e ettt e e e e e e e s e r e e e e e e e e e e nenbeeees 11

Other OptioNS IN COMPANION ......uuuiii et e e e e e e e et e e e aaeeaatr e aaeaeees 12

A QD S ettt e a e e e e e e e e 16
Companion User Guide Page 3 of 17

©2018, Delta Health Technologies, Inc. All rights reserved. Delta Confidential



DeltaAHealth

Technologies

Connect to What's Next in Home Care Companion User Guide

COMPANION

About AppointMate’s Companion

AppointMate’'s Companion product is a GPS based visit verification tool that caregivers can use on their
smartphones. Companion uses GPS to verify caregiver location and can improve care plan compliance
when used for task documentation throughout each visit.

Companion is a browser-based application and can be accessed through a smartphone browser on

caregivers’ mobile phones.

Companion
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Accessing Companion

To access Companion, the caregiver will use the email and password that is set up in their profile in the
AppointMate® program under the General Options panel. These login credentials are also used for the
caregiver portal.

Companion

By Dl Maallihs ™o Fov i e
Login
terry@aol.com

LEL LT

-

—

Using the email address and password from the AppointMate program allows the office to centrally
control Companion access and allows for immediate changes if necessary (e.g. caregiver quits or is
terminated).
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Landing Page
The landing page has role-controlled access to certain functions. The default functions available are:

e View Schedules
¢ Manage Tasks

Tasks listed under Manage Tasks will be relevant to the client for whom the caregiver is currently
clocked in. If the caregiver is not yet clocked in, no data will appear here.

If the account has the option enabled to allow caregivers to request open shifts, a third option will
display on the landing page. With the “Enable Open Shift Request” option enabled, caregivers can
request to cover open shifts via Companion. The icon on the far right will allow caregivers to see and
request open shifts.

S
5y Cielta Healih Technolgies
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Requesting an Open Shift

If the option is enabled in Admin Tools |General Options |Caregiver Portal to “Enable Open Shift
Request,” caregivers can request shifts via Companion. Clicking on the icon that looks like a calendar
with a plus will display all shifts that are scheduled to “unassigned” for which the caregiver is not
blocked.

@ Request Unassigned Shifts

Tuesday, November 20

Alton Lakeford
11/20 8:00A - 11:00A
Altoona, Care

(o]

Pauline Armstrong
11/20 8:00A - 11:45A @
Altoona, Care

Pat Gabriel
11/20 10:00A - 2:00P
Altoona, Care Plus

(o]

sSunny Hartly
11/20 1:00P - 5:00P
Altoona, Care

(o]

Ashley Lindell
11/20 2:00P - 6:00P
Altoona, Care

(o]

Sandra Sell
11/20 4:00P - 6:00P
Hollidaysburg, Care Plus

&

llyana Leeds
11/20 7:00P - 9:00P
Hollidaysburg, Care Plus

To request a shift, caregivers click on the blue question mark to the right of the shift. A box will appear
with the shift information. The caregiver can add a note to the request and send the message to the
users subscribed to receive open shift request communications.
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@ Shift Request

Alton Lakeford
11/20 8:00A - 11:00A
Altoona, Care

Note

| would really like this
shift, please]

e

The office user receiving the message can “accept” or “decline” the request. If accepted, the visit will
be reassigned to that caregiver. If declined, the visit will stay unassigned.

Clocking In and Out

Clock in and out in Companion is controlled by access and proximity. Caregivers must be within a set
distance from the client's home, based on GPS, to clock in/out for an appointment. The clock in and
clock out options are also controlled by the arrival and departure thresholds set up for telephony.

The office can contact AppointMate Support through the Support Portal to set up the distance that is
allowed. The default allowable distance is 15 miles.

Caregivers can also view future schedules by selecting the date from the drop-down.
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Once the caregiver chooses to clock in/out, Companion will prompt him or her to enter the 4-digit pin
located in the caregiver profile under the General Options panel.
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If successful, Companion will check for any tasks the client has assigned to that appointment and
display them to the caregiver.
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Tasks

Tasks are displayed after clock in and are available at any time during the visit by clicking the Task icon
on the Home screen.

Users can see specific comments from the office on any of the particular tasks. Users can also select
whether each task was Completed, Not Completed, or Customer Declined.

Tasks

Assist in Brushing/General Oral
Care
She prefers Aim toothpaste

Assist in Shower/Bath

“ Change Linens

Companionship

Please do everything you can to
help Mrs. Jensen. She has
difficulty finding her way through
the house, and needs assistance
for every turn

Light Housekeeping

Do NOT use soap on the
countertop--it is granite and this
will ruin the surface.

Mileage Entry

If the account is configured to allow mileage entry with telephony, caregivers will also be able to add
mileage via Companion. During the clock out process, there will be the option to add mileage. If the
account is setup to enter either errand miles or travel miles, those options will display.

The caregiver will enter mileage, if they have any, and click NEXT on the bottom right corner of the
screen. The next screen to display will be the task entry screen. Once tasks and mileage are entered,
click SAVE in the bottom left corner of the screen to complete the documentation.
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Back Mileage
Mileage Entry

Errand XX.XX

Travel XX.XX

Other Options in Companion

Companion has additional options available.
e The Appointment Info screen provides basic information about the visit, including the client
address and phone number, the category or type of service, and the status of the visit
(confirmed/pending).

@ Appointment Info

Customer Gonzalez, Carlos
Category Care

Start 11/20/2018 6:00 PM
End 11/20/2018 8:00 PM
Address1 5808 Maryland Ave
Address 2

City, St, Zip  Altoona, PA 16602
Phone (814) 201-8883

Status Pending

9 Va

7
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o If the account allows confirmation of visits through the caregiver portal, the caregiver will
have an option to confirm shifts. To enable this feature, go to Admin Tools |General Options
|Caregiver Portal and check the box for “Enable Confirm Appointments.” When an employee
is on the schedule screen, clicking on the “C” icon will confirm visits.

m Scht%les

Thursday, November 15 /
A BA A @lc] |
‘1“1'3'}'53%‘1-1% @fc] |

e Appointment notes will be available through the pencil icon on the Appointment Info screen.
Important communications about this client and/or visit can be viewed here.
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@ Appointment Comments

11/4/2015 2:16 PM |
rachel.alden@deltahealthtech.com

Please enter through the side door. Remember
that Carlos has a cat who likes to fry to escape.

¢ A one-click option will display a turn by turn map, typically using voice guidance
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FAQ'S

1. Why don’t my caregivers see tasks?
Companion’s task options operate like telephony’s spoken task feature which reads the tasks
the caregivers and allows them to document a yes/no/customer refused response for each task
after it is read. Both Companion and spoken task entry require that tasks are assigned to
appointments to be read or displayed. AppointMate has several options for automating this
process.

If you are unsure whether you are configured for spoken task entry and your appointments do
not list tasks shown with a checkmark and a quantity of “1,” please contact AppointMate
Support.

2. Why are the clock in and clock out buttons grayed out, preventing the caregiver from
clocking in?
Companion considers the time and GPS thresholds set for your account. If your caregiver is
attempting to clock in or out while within the time thresholds set for your account, the error may
be GPS or location based.

The default threshold for GPS clock in/out distance is 15 miles. This threshold can be set for
your account at increments of a tenth of a mile by contacting AppointMate Support. If your
caregiver is the appropriate distance from the client’s home and still cannot clock in, there may
be an issue with that client’s address in AppointMate.

First, ensure that the address follows these guidelines to be recognized and verified by Google
Maps™: make sure you are using the USPS address for the location and that additions such as
apartment number or suite are located on Address Line 2. Second, select the “relocate” button
in the client address section of the client profile. Save GPS coordinates and then save the
client’s profile. If your caregiver still cannot clock in for that client after following these steps,
contact AppointMate Support.

Through AppointMate’s integration with Google Maps, addresses will be verified upon save. Any
address that cannot be verified will show within the profile with a map icon with a red X. You can
correct an unverified address or review and adjust Google’s location for the address by clicking
on the relocate option in the client profile.

To verify that an address is valid, run the “Client List” report. This can be found in ALL Reports |
Client Tab | “Client List”. The column labeled VERIFIED will display a “yes” if it is a valid
address or “no” if it is not valid. Addresses that are not verified will not be found using
Companion.

3. Where do | enter notes that will show up in Companion’s Appointment Info?
Notes attached to the appointment within AppointMate will show up in both the Appointment Info
screen in AppointMate and in Companion. If you would like to have notes attached to the
schedule appear in the appointment as well, Support can enable a setting to allow this.
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4. Companion says “Location Not Yet Detected.” How can the caregiver view
appointments?
The caregiver must click to allow Companion to have access to their location. Companion asks
for this permission each time that the caregiver signs in. If the caregiver mistakenly clicked “no,”
they can sign out and sign back in to receive the prompt again. If they clicked to allow
permission to their location and they still receive the message, they can refresh the page or re-
select the date to force the page to reload.

5. What URL should my caregivers use to access AppointMate on their smart device?
Companion can be accessed at the URL you use to access AppointMate by adding
“/lcompanion.” For example: https://www.appointmate.com/companion.

6. My caregiver is having trouble logging in to Companion.
Ensure that your caregiver is using the same email address and password saved in his or her
AppointMate caregiver profile. Please note that usernames and passwords are case sensitive. If
the email addresses and passwords match, contact AppointMate Support.

7. Why do my caregivers have to save their tasks again when they clock out?
Companion allows caregivers to track and save their completion of tasks throughout each
appointment. However, like telephony, it will prompt the caregiver to review and save each task
upon clock out before sending the information to AppointMate.

8. How should I troubleshoot if my caregivers do not see all of their appointments?
Companion uses the same appointment filter that it set for your employee portal (Admin Tools |
General Options | Employee Portal | Calendar). The appointments visible in the Employee
Portal should also be visible in Companion.

9. Who do we contact with any additional questions?
For any questions about Companion, submit a ticket 24/7 in via our Customer Support Portal or
call our Customer Support Team at (800) 444-1651.
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