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Making Sure Your Aide Gets Paid!

There are some important steps both you and your aide must take to ensure your
aide gets paid for the care and help they provide.

1 Schedule each appointment in advance

Once you and your aide agree upon a regular care schedule, you (or your aide) must
schedule each appointment in advance in the AddnAide app. If an appointment is
not scheduled, your aide will not be able to "clock in” when they arrive, which means
they can't get paid. Here's what you need to do to schedule an appointment:

From your AddnAide dashboard, find the
Next Appointment box and click View All
Appointments. If you have no appointments
You don't have any upcoming appointments. scheduled, you'll be prompted to schedule
Reach out to your aide to schedule your next and appointment. Click the Schedule

visit. Appointment box.

@ Schedule Appointment

View AllL Appointments

Then, fill in the Appointment Details box and click Save Appointment.
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2 Confirm the appointment

When YOU schedule the appointment: Your aide must confirm the appointment in
order for the appointment to be added to your schedule.

When your AIDE schedules the appointment: You must confirm the appointment.
Here's how you do that:

Once the aide has created an appointment, you’ll see the appointment on your
AddnAide dashboard. Click View Appointment.
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In the next screen, click the blue

An appointment has been

scheduled at 10:30 AM on
1/19/2023 with Alice Zemlak.

View Appointment «

January 19
10:30am - 10:45am
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3 Your aide must clock in and clock out at every
appointment

If your aide does not clock in and clock out at every appointment, they cannot get
paid for the appointment.

4 After every appointment, you must review and
approve your aide's time

As your aide's employer, it’'s important to promptly review and approve each
appointment after your aide clocks out so it is logged on their timesheet and they
can be paid by Palco. Here's a quick look at what you need to do:




A What's New? o
After your aide has clocked out, you will

receive a notification from AddnAide to ((Q Time Entry Review x Dismiss
. . Please review Alice Zemlak’s
review and approve the appointment so

. . . appointment from 1/19/2023.
your aide can get paid. Find the
notification on your dashboard and click

Review Appointment.

On the next screen, verify the date and

hours worked are correct. If they are,

click Approve.

If the clock in/out hours do not look correct, click Reject. Your aide will have an
opportunity to update the time. You will be prompted to approve the time once
it is corrected so your aide can still get paid.

Pending Review

Alice Zemlak has submitted a time entry for your review. Please review the services completed and appeintment duration and either approve or reject Alice
ZJemlak's submission for payment.
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Appointment with Alice Z.

Add te Calendar
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g Alice Zemlak

Thu
Doate & Time
Thursday Jan 19 January 19
9:30am - 9:45am %:30am - 2:d5am
Appointment Address W Your Appointmengt Has Ended

175 Tri County Plwy
Cincinnats, OH 45241

Aide Clocked In: 9:30am
ide Clocked Out: 9:45am
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Need extra help with AddnAide?

« Contact AddnAide customer support at 1-855-460-7268 or
support.addnaide@home52.org.

« Click the blue question mark icon throughout AddnAide to
submit a help request (a response may take up to 24 hours).

« Use your smartphone or tablet camera to scan this code to
access additional resources on the AddnAide website.\}




