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l.  INTRODUCTION

1.1 Purpose

The Process Definition Document outlines the business process chosen for automation. The
document describes the sequence of actions performed as part of the business process, the
conditions and rules of the process prior to automation (AS IS) as well as the new sequence of

actions that the process will follow because of preparation for automation (TO BE).
The PDD is a communication document between:

The RPA Business Analyst and the SME/Process Owner. The goal is to ensure that the
RPA Business Analyst has the correct understanding of the process and has represented
it accurately.

The RPA Business Analyst and the Development team (represented by the Solution
Architect and RPA Development Lead). The goal is to ensure that the process is
documented appropriately and to a sufficient level of detail so that the Solution Architect
can then create the solution based on the PDD content.

1.2 Objectives

The business objectives and benefits expected by the Business Process Owner after automation
of the selected business process are:

e Reduce work by supervisors creating productivity score cards for individual reps;
currently 6 hours/week * 9 supervisors.
e C(Create reporting consistency across supervisors by reducing human error and

therefore all staff will be held to the same standards.

1.3 Key Contacts

Role Name \
Project Director Adrienne Leistner
Sponsor Victoria Holland
Business Analyst  Chandi Rae Soros
RPA Developer Kisten Rising

1.4 Minimum Pre-requisites for the Automation

Process Definition Document complete

Test Data to support development

User/bot access and user accounts creations (licenses, permissions, restrictions to create
accounts for robots)

Credentials (user ID and password) required to logon to machines and applications
User/bot access to shared drive where documentation lives (\\hemingway)



AS IS PROCESS DESCRIPTION

2.1 Process Overview

Item Description/Answer

Process Full Name
Department

Short Description (operation, activity,
outcome)

Role(s) required in applications to perform
the process

Process schedule and frequency

Number of times the process is ran by
selected frequency

Process execution time

Process Restrictions

Peak Period (s)
Number of persons performing the process

Expected Volume increase during next
periods
Input data description

Output Data description

Applications Used

RPA - PFS Productivity Scorecards
PFS

Reducing time spent by supervisors when
reviewing staff productivity and gaps in time
worked to create a productivity score card.
Automation is estimated to save each supervisor
6 hours of work per week on average.

Kronos login (PFS Supervisor role) to access
punch in/out

Epic login (PFS Supervisor role) to access HB Time
Log

Report ran weekly across 9 supervisors

Once per week

14 min. 24 sec. (only captures 2 employees)

The robot should be run on Sunday for the week
prior. Input field T-6. The QR scoring tab and final
PDF export to staff will be finalized by the
supervisor.

n/a
9 supervisors under PFS

None anticipated

Kronos/Epic reports

Individual rep productivity score cards that are
currently created manually by supervisors

The table includes a comprehensive list of all the applications that are used as part of the process

to be automated to perform the given actions in the flow.

Application

Version

Name Language

Epic Fall 2023 Unknown

Application

Thin/Thick Environment/

Client Access method Colmepe
Thin UWMED BILLING

DEPARTMENT 20 -

Production



Kronos

Version 8.1.3

Automation will
use exported
report

\\Hemingway

Sosa drive

MS Excel



file://///Hemingway

2.2 AS IS Process Map

2.2.1 High Level Process Map

Capture punch-in and
out times for each day
for previous week
Kronos into scorecard
“Gaps in Time"

Access Employee Access Employee
Scorecard Kronos

All employees
captured?

Capture Start and end
times for gap times > 30
minutes using HB Time
Log in Epic into
scorecard “Gaps in
Time"”

Capture first and last Capture Production
Epic activity daily from values for Unique Accts, All employees
the detailed HB activity Follow Up SRG Unique captured?

log into scorecard “Gaps and Follow Up RFI
in Time” Unigue using HB Time
Log in Epic into
Scorecard “Adjustment
Time Calculator”

Repeat for each

Access Epic workday

Capture Employee

Access Employee Adjusted Time for the
Adjusted Time report week into Scorecard
“Adjusted Time"”

All employees Complete OR Score
captured? for each employee

2.3 Process Statistics

High Level statistics per 2 users (approximately 115 users as of 3/1/2024)

Mouse Keys Text Hotkeys Time

Processes Windows Actions . .
clicks pressed entries used

14 min.

4 12 400 127 325 77 0
24 sec.

Detailed statistics



Key pressed

Window name Mouse clicks Text entries

\\Hemingway 6 0 0
RPA 3 0 0
Program Manager 1 0 0
Microsoft Excel 2 0 0
PFS Productivity Scorecard 58 65 241

Pilot.xlsx - Excel

VIKA_A_12.01.2023 PFS
Performance Adjustment 1 0 0
Tracker.xlIsx - Excel

DOLLY WE 12.01.23
UPDATED PFS ADJUSTMENT | 1 0 0
TRACKER.xIsx - Excel

Launch Meeting - Zoom and
14 more pages - Work - 1 0 0
Microsoft Edge

Kronos Workforce Central(R)
and 14 more pages - Work - | 30 8 58
Microsoft Edge

Hyperspace - Production -
\\Remote

Hyperspace - UW MED
BILLING DEPARTMENT 20 - | 22 4 26
Production - \\Remote

2.4 Detailed As Is Process Actions

Details
(Screen/Video Exceptions Possible

#Action In Description
ctio put escriptio Recording Handling Actions

Index)

Est. time: 4.5 sec.

‘ Est. time: 4.5 sec.
|

Action: Click
Open Folder




2 Navigate to RPA Folder

Navigate to pfs_data$((\\hemingway) (H:) > ADMIN > Victoria Holland >
RPA

Est. time: 4.2 sec.

Est. time: 4.2 sec.

Action: Double Click to
open PFS Productivity
Score Card Pilot

Note for future state:
Need to create central
drive

53 SO WEN21.23 non ATxlse
@ AR 12

PFS Productivity Scorecard Pilot.xIsx - Excel

‘ Est. time: 1.8 sec.

Est. time: 0.6 sec.

Action: Click worksheet for
‘Gaps in Time'

g

B~ Sy

& 3

A wansToRasi
2 - A
A 5 c o = - s u | 5 «

v Gapelp Time | [lime Gop Calcior  Adjoemen Teme Adjustment Time Calculator | GR Scoring | ANDRYUK VKTORWA | CAGHE DOHLY | ESPRIIL WAKIA  MAMMOND,KTC .. 8 4] .
2] B - ~ oo

=

Est. time: 1.7 sec.



file://///hemingway

| 5 Navigate to Kronos

Est. time: 4.1 sec.

Est. time: 4.1 sec.

Favorites 5B A D Action: Click

FSC HCPS Login - ICE Payments
FSC HCPS Login - ICE

FSC VIS Login

HBI - Contracts

HFMA-Site Sign In

HMA provider

HealthPay24 Login

Home - Blue Cross-Blue Shield & Specialty

OCODODDODODROD DG

JWS
Humana for Healthcare Providers
Huron Consulting Group - Company HQ's Secure
© Huron Healthcare - Analytics Tool
nen -

Il Infusion Denied Claims Assistance Request

[ Instamed

Kronos WORKFORCE CENTRAL(R)

{

Log In to Availity ®
Login - Private Healthcare Website Access
MAX Heart

MAX KPL

0
0B
0
m

MAY Lion

Kronos Workforce Central(R) - Log Into Kronos

Est. time: 30.6 sec.

Est. time: 1.8 sec.

Action: Click
Type Into: Credentials

10



| 6.2 Press 'Enter’

Est. time: 0.1 sec.

Action: Special Key
HotKey: Enter or Action
click > icon

= e~ QR

+ 4 @0

os Workforce Central(R) and 14 more pages - Work - Microsoft Edge

Est. time: 38.5 sec.

Est. time: 8.2 sec.

Action: Click calendar icon

LW Medicine

11



Est. time: 1.5 sec.

Action: Click ‘Start Date’
calendar icon

wwm-kasnos uwmedicneorg

v e o QF

e Lonies 2 s [ g

Est. time: 2.4 sec.

o rerE— i o : w e e o5l Action: Select Monday of
' previous week

S e

EnaDate

12



wwm-kasnos uwmedicneorg

wwm-kaonos uwmedicneorg

Est. time: 1.5 sec.

Action: Click ‘End Date’
Calendar Icon

S e

EndDate

wwm-kaonos uwmedicneorg

S oo

EnaDate

13

Est. time: 3.2 sec.

Action: Select Friday of
previous week

Est. time: 1.7 sec.

Action: Click ‘Apply’



7.7 Select Employee

Est. time: 0.5 sec.

Action: double click to
select first employee

Est. time: 0.1 sec.

Action: Review time
punches, copy clock in
time, you will need this
data to paste/type into
excel sheet. Days where
sick leave/vacation are
taken, leave excel cell
value blank.

8 PFS Productivity Scorecard Pilot.xIsx - Excel

Est. time: 4.8 sec.



i Teme

CAGLE, DLy

ESPRITU, MARIA

HAMMOND, VIKTE

Est. time: 0.6 sec.

Action: Keyboard - Input
Clock in Time for
associated Employee

(Values should be
converted to military
time)

15

Est. time: 2.8 sec.

Action: Click action to
Close Timecards tab to
navigate back to list of
employees

Est. time: 5.3 sec.

Action: Select Next
Employee to repeat
process



wmedicin org

siinoveR keLY

wnedicing org

Est. time: 8.3 sec.

Action: Double Click

16

Est. time: 4.0 sec.

Action: Click calendar icon



Est. time: 1.5 sec.

Action: Click ‘Start Date’
Calendar Icon

wwm-kasnos uwmedicneorg

Est. time: 3.6 sec.

Action: Click Monday of
previous week

s/juwm-kasnos uwmedicne.org

EndDate

Est. time: 1.7 sec.

Action: Click Friday of
previous week

wwm-kaonos uwmedicneorg

17



Est. time: 2.5 sec.

Action: Click
Apply

8.10Press 'Alt+Tab'

Est. time: 0.1 sec.

Action: Special Key
Review/copy clock in
times

9 PFS Productivity Scorecard Pilot.xIsx - Excel

Est. time: 6.4 sec.

18



Est. time: 1.4 sec.

Action: Paste clock in time
for associated

Fie  Mome et  Pagelsou  Forss  Dam  Rede  View  Auomate  Heb  Comments

DA e w A ==E e ERB@BE(I O S |
Ehae (S Besescons < | § <% 3 2| it G| o oo | D00 ot Frat | sty b
- rent “ Aagemet T s o totn Swsvnty | Assins 2 employee/d ate
A wancrommesi ks P
" % v

ey,

|
I
1
1

v GapsinTime | vime Gop Calcubmor  Adjuctmen Tme | Adjustmont Time Cakulator | GRScaing | ANDRVUK VKTORNA | CAGLE DOLLY

ESPRITU, MARIA  HAMVOND, VIETE ... @) © (4] Bl
BN - [ ~ oo

Rescy B Aty ivestioate
e

9.2 Press 'Enter’

Est. time: 0.1 sec.

Action: Special Key

fie  Home et Pegelsou o  Dam  Reiee  View  Auomaie  Heb 7 Comments | | @ Share ~

B i 3 = a S J il | = astesam + D) . .
BAS [emim o in s 2o o , ‘ B | Zaee iy O | Paste Clock in Time
o o BIy. - & A SE=(EE Hwe $-%9 T | @ Clex- Sdect~
A\ unAnETO REFRESH links x

I
1
1

T I I I I I I I I I I I —

I I I I I I I I I I I I —

T T T 1 T T 1 T T 1 T T T—1

I ] I I I ] I I I 1 I I I —
v | GoptinTime | tims Gop Colutmor_ Adjramem Tme | Adjummen fime Calubtsr | CRScorng | ANDRYUK VITORIA | CAGLE DOLLY | FSPRITU VAR | HAMVOND WETC .. o] il
Aot et

19



9.3 Press 'Enter’

Est. time: 0.2 sec.

G Mome me Pagelmod Formuas Review
i [' o Coeitign [0 <A K =
Dicors -
: 18- |2 A =2
ot ront “

s incToRTHes 1

nunter stes cens totmy

Links

 Comments

Stestuty

sssins

1 |
I [
Il T
1 L

1 I |
T T I
Il 1 1
i3 1

v GapsinTime | 7o Gop Calcukmor  Adjutment Tene.

B Accessiviity: ewvestigate

3
B

Adjumant fime Calotor | GR Seorig | ANDRYUR VKTORWA | CAGHEDOLly | ESPRITU, Wil

HANOND, VIETC .. @

Action: Special Key
Paste Clock in Time

Est. time: 0.10 sec.

B, e il Gageimod ok Doin Ao Ve Adowsie FRE 5 Comments | [ Share
i rAnf:‘w Comitan -0 <A A Bthop et Time E R ERE ;:«h O
S P il e ] Al e Sons fodds | sevinty | A
I romabin | ST A Sl Eldesencener = | § - 9% 9 18 | e sy~ | 7 e | O fa s | e
oot ron 5 Npee P s sty s 2
/i onamETo TR ks x

| 1§
1 Il
T T
1 1

Il Il 1
Il 1 |
I T T
i3 1

1l I
Il 1
I 1
1

1l
I
1
1

1 1 1 o
’ Gaps inTime | Time Gop Calcubor  Adjuctmem Tme | Adjusimont Time Calulatcr | GRScoring | ANDRYUK VKTORWA | CACHE DOLLY | ESPRITU MARIA  HAMMOND,VIKTC .. (&) 4 v
Rescy B Acessuity: mvestioate BN - [ ~ oo

9.5 Press 'Enter’

Action: Keyboard Input
Paste Clock in Time

Est. time: 0.6 sec.

[ — W Dsa  Aeior  Vew  Adomsie  be 7 Comments | | share
[ r'[;"“ Cometiagn <0 A A = # j (] | Etosom - 0
oy~ ; o

Ty~ | =5 = |55 |Ew $-9% 9% o frda
[ T = ) T | @ cten~ st

s 5 e 5 s e s o teany sevstuty | aasne ~

b wancoses o P’

B x v &|ew v

Il 1 1
1 T 1
1 1 Il

Ik i |

I I T I I Il I I
Il Il T I Il I Il I
Il 1 I Il Il Il Il I
1 1 L Il 1 L

1 1

3 Gaps in Time
B Accessvity: vvstioate

Tieme Gap Caleuizor  Adjuamen Tene

dfjucmont fime Coistor | GRScaring | ANDRYUR VKTORNA | CAGHLE DOLLY | ESPIRITL, MARIA

HAMMOND, VITE ..

®

Action: Special Key
Paste Clock in Time

20



10 Open Epic Application

‘ Est. time: 12.1 sec.

Est. time: 12.1 sec.

Action: Click

11 Hyperspace - Production - \\Remote

Est. time: 24.6 sec.

Est. time: 24.6 sec.

Action: Click

Job input: D1 HB Business
Office Director(input for
robot?)

Hyperspace® may 20;
eatwing EpicCare

Click- continue

12 Hyperspace - UW MED BILLING DEPARTMENT 20 - Production - \\Remote

‘ Est. time: 2 min. 39 sec.

21



Est. time: 6.3 sec.
[@ Hyperspace - Ui MID SLUNG DEPARTMENT 20 - Product =0 . .
o - et 9ot Action: Click
=l L E - 3
HB Dashboﬁ[rd - UWMC & HMC Combined ~ I LR Rl
HB Projected Monthly Summary UWMC HB Projected Monthly Summary HMC 4
s e G NEGw e
HB Watch List HMC
HB Watch List UWMC 1 Rafreah’ A1AM
ot Refeest: 102041 AM Ll =
’ I

Est. time: 3.6 sec.
Action: Type Into
e HB Projected Monthly Summary HMC 2
© Recent Dashboards - © st coected Tha 127 12,00 A
Gk e iassess e e 155940 266 793,928,455 25519523 Charges 0 0 42270 1691
> HNBUSMIRSS GEFICEDIK; 0 o 0 AR Net 408 16871 -&717.821 4488
P B T -
[ HB Watch List HMC
% HB Ovarview O it colectes Tha 1277 05 04 Atk
3 2 35 16 15
e T, ” y I8

12.3Press 'Enter’

Est. time: 0.8 sec.

B pespoce Ui VD 3LV SRR 50~ rodirion . .
o R 5 e — t . S | K
L o - Action: Special Ke
(@
ned - T to: Pilot
e into: Pllo
|
HB Projected Monthly Summary HMC
© Recent Dashboards - © Dt collected Tha 1277 12,0044
wro P ooy Doy Avenge Vesaetey o e R—
¥ HB Dashbosed - UWINC & HAC Com
i e 55,940 %66 793,920,455 2551952 Chages 0 0 42270 69
Y HB Biing and nsorance Foow Up L. 1,441,790 z sz 25200 Payments 5 w2 B san
8901060¢ ana 16105210 | Adusim 2 210.396 70441 955
 Favorite Dashboards =
s19012 45284 a0t a0 Dent 0 2 1958 w5
~ HB BUSINESS OFFICE DIR-- 0 0 ) AR Net 08 S18871 &17.821 s 468
Lo i 24,000,462 76,583,584 958.280
B foikaiis HB Watch List HMC
- Last Rafresh: 10:20:41 30
oS O st cotlcte: T 1211 03 0
[ — T
¥ HE Insurance Follow-up Supervisor S. Inpatent Oupatent wea ~ Checks.
- FE g el Chbnt Sugarvi  Account Not Queuss for Cirs w2 s 207
“l 35029 16,630 51693 1 6 7
My Anaijtcs & Show Catalog = 2 2. 2 il
PR e 3 w6077 @399 6anaT ~ PENOING CHARITY AR woass  sEn  mome
2 » » " 21 134
 Cla Edis ot on WO wrors  sezat7 969489 + PENDING MEDICAD AR o wm um
3 2 3% 16 16
~ Account Snoud Be Discnarged 6215965 1947603  2.193968 5079 %0 o
i 2 % 2 1 a
~ Accoun Not Queued for Clsims RIS 2320957 20221960  DNB ERRORS 160+ DAYS 0 2 w2
14 1088 1208 1 |
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Est. time: 7.8 sec.

Action: Click “HB User

WAty Carslog
Dl Fevortes
Oy Content
[l opeored

¥ Content Type
[7] Dashboares
[ sicerDicer
O Componants
[ Workbench Reports
O Repert Links

v fags
|

v Advanced

Search Results

P @

a
C maging RAD HIC Imaging
 Not Scheduled éared Nl Scheduicd
port o sl imaging orders o
he stucy sistus of
9h Exan Begun
A

FHCC Intak New P1 Packets Sent | | ED Rad Imaging Dashboard

via Mychart/ All New Pis In Time This dashboard contains sbx wark

Frame - IMTX Pilot lst comgonents for radilogist
Signing Wark List Reading ar.

7l

CallBsc Pilot

PES Pay;

HMC GEC Clinics Normber of
Madiation Administiatons

In Ambulatory BCMA Pllot
Chncs. HIC.

Oncer resuts vy, (S

7o

PFS Payer Call Back Pilot

Teepdaliling | +3 tagy

EB Usar Produc

producshity of
Hosptal snd Profassional Bilng
usars in 3 ghven dats rangs T

Hospha Bii o

performed during the spacilsd
tims pariod and mest 1 ssarch

Productivity - Scorecard
Pilot”

Est. time: 13.1 sec.

Tpespote - Ui MED BLUNG DEPRATHENT 20 - Produrton

v Tags

Beiccta g

'y Advanced

-

Report Seffings - HB User Productivity - Scorecard Pilot [23469762]

Criteria | Queride  General

Find Productivity Information @

Fna copors |

© Date Range From 7-|zu@e TS0 s

Service areas

uw MEDICINE @D
HARBORVIEW MEDICAL CENTER

Users and supervisors.

User o Supevior?. Uset e Employee. ANDRIYUK, VIKTORIVAGD
User or Supervisor?. User and Employes. CAOILE. DOLORES D @
User or Supsivior? User e Emplose. ESPIRITU, MARIALUZ @
User or Supsrvior Ussr mi Empiogss JOHNSON. JASON ' @3
Usr or Suparvisar? Usar i Frplojas. LUGOVAIA, FVELNA @D

Show all details

Ve

Include scores?

No

Repoit Logic

P Bun W Sevs| A Sagshs| e Restore | X Ciose

2]
¥ @
vow
v o
v o

] Show search summary

Sacitnad i spacied
fim parcd and meet 1ha saarch.

(Fuapis g | <3 g

Action: Click
input
T-6

Need List of users

23




Est. time: 8.3 sec.

[@ Hyperspace - U MID SLUNG DIPARTMINT 20 - Production

Report Seffings - HB User Productivity - Scorecard Pilot [23469762]

Criteria

Queride Genersl
Amy Catsiog
DIy Fevorkes
My Content Fing Crtaria [ er s oo
[ Approved ©Date Range From 1112772023
o
¥ Contont Type Service areas
ClDwbteuss vt vEDICHE @D
O sicedicer HAREORVIEW MEDICAL CENTER
O Componans
] Warkbench Reports Users and supervisors
DOReperttiaks. User o Supsrvisar?. User a0d Erpleyse. ANDRIYUK. VIKTORIVA @D
3 User or Supervisor?. User and Emplogee. CAOILE. DOLORES 0 @D
¥ Tags User or Suparvisor?. User ans Employes: ESPIRITU, MARIALUZ G
¥ User or Supsrvisor® Usar s Empioyes: JOHNSON, JASON W @
Usar o Suparvieae? Ussr sod Employae: LUGOVAIA EVEUNA @D
v Advanced

Show all details

Ve

Include scores?
Ne

Repoit Logic

e -

Find Productivity Information @

o

Bl Snow search summary

LLLL]

£8 Bilng Activiy Gueey
Biling actines that
Sacormad g ha spcied
ime pariod and meet 1 ssarch.

(gl Silng | 3 tags

[» B [Hfgee] @ Saisho | Restore | X Ciose

Action: Click

Est. time: 10.10 sec.

orecard Pilot [23409767]

Report Seffings - HB User Productivi

Criteria | Queride  General

Find Productivity Information 4.

Fing crrs |

O Date Range From: 112772023

Service areas
uw MEDICINE @D

HAREORVIEW MEDICAL CENTER

Users and supervisors.

Uses or Supervisar?. User and Employee. ANDRIYUK, VIKTORIVAGD

¥ Tags

v Advanced

LUGOVAIA, FVELINA G

Show all details

Yes

Include scores?

Ne

Report Logic

2]
Tor 122023 .
v @@
vy @@
v @@
v @@

Bl Show search summary

I!»Dm h&lw S

As || 1o Resiore | X Close

Action: Click

Est. time: 1 min. 5 sec.

VEDICAL CENTER

Additionsl Ropart Settngs

Horptal Biling
ANDRIYUK, VKTCR
[FUDS082318) - vaku

CAOLE, DOLORIS O
VIKITRYIA [ELID20354C6]

Thiim

ESPRTY ML
VB FRANCISCE) VALDES 8

5 W 7
VELASCO), MARISSAB

(@ The unique count column yaiues may not

Time Log For All Users »

by multigle users,

1319

Ui Bt

1199

1: NEGASH ZEBIB[1506712}; SMILEY, R

11/27/2023 - 12//2023
pters Daly Cap Time
Ao Th 33m fog Time

<t dom ansem
<th52m Mizm
o3 010w
ihdim i
70 33m onaom
“oh 43 notm
<ok 5im niom
<0k 20m anom
Lnsim mosm

& Saninge

Uriave Gusrantos Urnique fns Bk

o 1319

)

Action: Click first
employee
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arrow under ‘available
dates’
EB Time Log Report (112712023 - 1211/2023) -
ANDRIYUK, vwonm [EUID30003583] BYCORREIN Dy Uniqua Hozp Acciz By Uniqus Guaraniors By Uniqua ine
anav PAnam-av o1
Service Areas ¥ Dec2023 #
L L 1Fd 6
@ The Time trics track actions that tracked in the Time Log report. Review the Explanation of Terms for more details.
Summary for ANDRIYUK, leroam[rums/mmm] 1
(349521, et Mr" \Nﬂ-r‘ Puvrw 5512373] r\r.\ ﬂ Fanr

Est. time: 15.9 sec.

Leses | | with dsheet ti
EB Time Log Report (111272023 - 1211/2023) 2
i punches
ANDRIYUK, W(TORIY/& [EVID30003593] By Count | By Uniqua Hosp Accts. By Uniqua Guarantors. By Uiniqua ins.
anavCA:am-am
Service Areas ¥ C“‘(’
u A 2
ANDRIVUK VIKTORIVA [EUID30003583] 1
D The ics track actions th: tracked in the Time Log report. Review the Explanation of Terms for more detai
e e e A e s
e e

E— Est. time: 36.4 sec.
Review for time gaps
L e oo GooREzTeNETs e
B o ey greater than 30
B 80 Defar Acct - Mw“ﬂu\ ~TRIANA 0% 2164986
e e minutes.
B 7S DerklFoliowap JAC0 AND A OLIQU-LP 23585 SRE-VAL 4 ToAN PLONG :u;n‘;;a:;;:\v;ul.'maruwnui’\r:;:‘:vm‘ . ] 9:42 - Time Gap Ended -
Tina Gao Ended _iiniTs A DA ] = = = = (9.1 1 _9.42)

e Copy Time Gap Start

ATEMPLEJOSHUA  —

Mwmf -~ e | Time:9:11

24952]
55741 Defar Acct Y1 N - CD AND L FOLLOVY
her o e Rocuired

Time: 10:00 AM - 1300 AM_Count 9 Ten

e T Copy Time Gap End

Time: 9:42

1B CONTRACTUAL ALL OWANCE

TERPSTRADAVID S 7O
[19762672]

3%

# Samings

25



13.1 Navigate back to spreadsheet

Est. time: 36.4 sec.

Action: Click

[+ —

14 PFS Productivity Scorecard Pilot.xIsx - Excel

Est. time: 9.6 sec.

Est. time: 3.10 sec.

Action: Click

Highlight cell for

- corresponding day in ‘Gap
- | | 1" and fill out the Time

: ‘ ‘ : :| Gap StartValue

20
21

22

2

24 I I Il | I Il | I | | I | Il I

25

26

27

20 IE T I I I I [ I 1 I T I T I

25 1 1 I I I I I I ] ] 1 I I 1

30 1 Il 1 1 I 1 1 1 ] i ] ] 1 ]

31 Il L L I Il Il I Il 1 I Il 1 Il Il -

GopsinTime | Tme Gop Calciror  Adjumem Teme | Adjusimant Time Caluater | GRScoring | ANORYUK VKTORVIA | CAGHEDCLY | ESPIRITU,MAKIA  HAMDAOND,VIKTC .. (B o] B

Resar i Acessbity vt - ) 1 oo

14.2Press 'Enter’

Est. time: 0.7 sec.

Action: Special Key - paste
Time Gap Start: 9:11
Time Gap End: 9:42

GapsinTime | Time Gop Calcukmor  Adjutment Tene.

e B Acessuaty wvestioate
s

15 Hyperspace - UW MED BILLING DEPARTMENT 20 - back to EPIC

Est. time: 0.1 sec.
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15.1Press 'Alt+Tab’

Est. time: 0.1 sec.

Action: Special Key
Time gaps under 30

. B minutes should not be
oo EESERT CmEST included

Lon w'évm SRE - VAL o195

Menau Detcacet CO AN LS| FOLLOV-UP 24696 SE VAL »TRLA «TRANA 16658
164587 Reston Omar-Acc Nt Aeaueed, Dol &0 GONZALEZ TERESITA GONZALEZ TERESITA
DELNNO JESUS  DELNNO JESUS
{45805 =
Hleszan 78 Cotettr g3 0 UL ICOMOLY SOLOWUP A SN SOO0EIYALA ¢ 0 0 teeras

’ 0 ~wouna
Pere s S et Resi pond e SOARAS hANDMENLE  hEaowe . .
B T Hhies Ex: 10:1 7pm for 20m

Time: 3:00 AM - 10:00 AM _Count 7 Time Gaps: 1 A
me Aeneg Summary Gasvan Hosgial Aczount Buckss Payar Amourd Hieap Acct Bal
Renan EFS Denisl - Follow-up 51 UV - HCD AND LAJ FOLLOVLUP 24586 SRE- VAL # TRAN, PHUONG 3N + TRAK PHIIONG CHAN #US DEPARTMENT o 1621890
D accumes, Aasson Pending aeursats 900171652] 26852 OF LABOR
uraten: 209
9 s12a1 Tims Gap Endad 31m 075 (311 A9 224 = = = = =
Bl e BFS Contactad Payer Rezubrit [ WQ UVM - MCD AND L& FOLLGW.UP 24986 SRE VAL  #TEMPLEJOSHUA TEMPLE JOSHUA 5 000
Clim 84952 LoUis s274¢11) LOUIS [16355638] ‘
Unda Biling VG WM - MCD AND L4 TOLLOW P 34936 SRE VAL #TEMPLEJOSHIA  ATEMPLE JOSHUA A WANEDIC [T 1436
04952] Lowve s LouIs [16:
Unde Biling UV WCD) AND (&1 TOLLOW-UP 74948 SRE VAL VPLEIOSIIA  #TCMPLE JOSUA  #WANEDICAID o
84952 (o0 it oS isesion
Reversad Crad] 1B CONTRACTUAL ALLOWANCE PTEMPLEJOSHUA  #TEMPLE JOSHUA  WAMEDICAD 001 1433616
LOUIS [5274411] [0 iesteas)
Initats Biling G- UNM -MCD AND L8 FOLLOWAUP 24085 SRE -VAL ¢ TEUPLEJOSHUA o TEMPLEJOSHUA — — 113%.16
odesn) S [5274411] OUIS (16755238
Defar Acct VG U MCOAND L FOLLOV-AR 2186 SRE WAL TEWPLEJOSHUA » TEMPLE J0SHUA 143%.16
4952] Reason: Oter-Acet Note Raqulred, Duraon 25 LOUIS (s274411] LOUIS {1£355
Time: 10:00 AM - 11:00 AM_Count. 9 T 2 a
1 i uarantor Account Buckst Paysr Amount Hosp Acct Bal
1 20m 28 (567 AN 1017 a0 1 = = -
Entersa CrAd HE Lt MEDICAID NON ALLGWED FTERPSTAADAVID N +TERBSTRAGAVID £ COORDINATED a0 3%
fosasan [16762672] CARF CORPORATION
MEDICAID
BI07 A Frtersd CrAd 118 CONTRACTUAL ALL OWANCE #TTRPSTRADAVID ) #TCRPSTRADAVIDJ » COORDINATED 5055 3%
16485600] [19762672] CARE CORPORATION

& Savinge.

15.2Press 'Alt+Tab'

Est. time: 0.1 sec.

Another example of a

==x | time gap needing to be

[spocsncves £

logged in the excel sheet.

T Defer Acet 1 U0 GO AND LAIFOLLON U 24555 SHE VAL ¢ ULEICHBRADON s ULAICHERANOON . — 000
84952) Duslion 64 SCOTT (600001852)  SCOTT [19863810]

G055 A Tene Gap Ended 22m 450 (1035 AM-10 SO = = =

R11058 4 PES Cartacad Payeandng 510, UM 1CO AND L8 FOLL 000

Ex: Time Gap Ended: 12:56

Time: 11:00 AM - 12:00 PM_Count a
Teme Acihvay Summary ot Hospral Account Arvours Hosp Acet Bal . .

JSEET EFS Denial - Fallow-up  Rasalusion. Ho Manualy Closad # VALDXUA STEPHANI « VALDIVA STEPHANIE +MOUNA 000 1EeRS . - .

Danid Aot 13545 51,40 LU HCD AND LA 7 119624464 HE!

TOLLOVUP 24539 SRE - VAL [64857] Defar oecuired

Raazon- Panding lnsuranca, Durason 204
foRET BFS Derial - Follow-up WG LAWN - UCO AND L8 FOl 24688 SRE VAL ¢ TAVLORSHFIALOU. #TAVLOR SHEIALOU ¢ COORDNATED 000

4 oo Revion Ponding oy, ANN [1720855) 15661056] GARE CORPORATION

Duration: 2

Time: 12:00 PM - 1:00 PM_Gount 2 Teme Gage: 2

Ay Suanmery Gusrants Hespia Accourt Buckst Peye Ao ‘
Time Gop Ended 20m 215 (1134 AM-12.02 PM
PFS Denla - Folo 9GO HCOANO LS FOLLOWA 2008 SHE VAL # ATLORFATIH o VLORFATN ¢ US DEPARIHENT o0
2 Reason: Panding s, o00162975] sersssy o)
Duaig 200
Tive Gep Ended S50 56 (1202 ui2gs o] - - - = =
T DT o O AT THCD A0 X TOTLOV-UP 24966 SRE-VAL TREMBLAYTRAVS EMBLAYTRAVIS 2 MOLINA w00 733666
521 Datar ocrumed, Reszon Peadig heursnce 2060 NATHAN[R663%972)  HEALTHCARE
Fumm 24 MEDICAID
Time: 1:00 PM - 2:00PM_Count 3 Time Geps 1 &
Time Summary Gunvantor Tioapial Aceount Bkt Fayer Bt Fioap Acet Bl
@ 17PN 20m 56s (12 56 PA-1-17 PM) = = 5 = =
SRR 19150 UNM NGO AND LA OLLOW P 2659 SRE VAL~ pSTAGERLNDAEY GERUNDSEY » DEPT OF LABGR % G305
fs57] D e o efrsion  NCHOLE STET4%2]  MCHOLE AESS0T7E]  AND NOLSTRIES
Duraton: e
JSREC Q Ui NCAS L4 TOULG P T334 VAL P STCERLDSET e enaER #DEPT O LABGR 1)
B o Vit o oion MHOLE (UCETAR2]  MISHOLE PITESION  AND MOUSTRIES
Durzton: 60
SR : 9 arbured nsuranca Amouat 2.732 01, WG (A - MCD AND.¢ TEKA DELENA ALEMU  TEKA DELENA ALEMU » SEDGWICK CHS 2701 -
S g ¥ & R e Fcratrn,

16 PFS Productivity Scorecard Pilot.xlIsx - Excel

‘ Est. time: 2.0 sec.
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Est. time: 1.6 sec.

Pege Lot Formulas Redew  View  Asomate  Hels

Home rsert  Comments | |8 Share -

]
T
1
1
v Gapz in Time
Rescy B Aty ivestioate
e

|
I
1
1

[o e pp—

1l Il Il 1 Il
T T T I T
I I I Il I
1 1 1 1 1

1 | 1 I i
I [ T T T
Il T Il 1 I
1 L i3 1 1

Yo Gap Calcimor  Adjuctmenn Teme ANDRYUR VKIGRVA | CAGHEDCALY | ESHRITU MARIA | HAMMOND,VIKTC .. @) (4]

Ed
=

e e[ A A Ho | S Sl < R E [ Z by O [
Dcops 7 o 3  Conditiconl Formetss Cell imert Delete Formae S Son& Fird& | Sensitivity

¥ Fomat Puinter LRd R vegescemer ~ | $-% 9 (%A e le: s - - . © Clesr~ Fiter ~ Select v -

S - & — B g = - Sy A
A\ UNABLETOREFRESH We Links x
S 5 5

Action: Keyboard Input
Select next cell values for
corresponding day for
‘Gap 2

16.2Press 'Tab’

Est. time: 0.0 sec.

2 b i e M| ==a . B B ] | a5 O
[Bcopy - T ¢ o Formm Fird &
: TR = e T e | S Foin

A Ao ernesi s P

1 | 1§ Il Il 1 1N
1 1 Il Il 1 | Il
1 T T I T T I
1 1 1 i3 1 1 1

’ Gaps in Time

1l I
Il 1
I 1
1 1

HANDAOND, VIKTE ... @) (4] »

1l
I
1
1

Tiene Gap Calcsitor  Adjumem Tme | Adjuctment Time Calulator | CRScaring | ANDRYUK VKTORMA | CACHE DCALY | ESPIRITU, MARIA

B Accessuiny: vestioate

Action: Special Key
Paste Time Gap Start
Value: 12:02

Est. time: 0.2 sec.

ik e el B oot P Dol o Vi ikl P  Comments | [ Share
Gt [0 A A B Wt Time ol & I = ;"‘"“”‘ W O S B 2
e~ 2
T e veas | B T8 | Contirn Fomnass ot | et Onie rorm sond odds | sty | pdrs | Ao
Loy Biesesconr - | § - % 3 (B F | Sodird Foes eyl PR ] e =
rom 5 Mg P e o wtna Sevtvy | sane 2
s x
< % v

Il 1 1
1 T 1
1 1 Il

Ik i |

1|
T I I Il I I I 1 I 1
T I Il I Il I I Il I ]
Thancey I Il Il Il Il ] ] 1 ] 1
31 Tmdey 1 L Il 1 L 1 1 1 1 |

I I
Il Il
Il 1
1 1 1

v | GopeinTime | vrmecop Caloiror  Adjudmem Tme | Adjucmen fime Calulator | GR scoring | ANDRYUK VKIORYA | CACLEDGHLY | ESRITUMARIA  HANDAOND, WKTC . ()
Fesor B Aoy vestaste L

Action: Keyboard Input
Select next cell for
corresponding day
under ‘Gap 2'
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16.4Press 'Tab’

Est. time: 0.1 sec.

Action: Special Key

i S T S e e el ot 5~
o Rl B 5 B g O . Paste Time Gap End
R e R et sn e
cesons 5 ron 5 Aagrmere antes s s totm sty | satns -l ' Value: 12:56
i o, %

Il
1
T
1

1
|
T
1

|
1
T
1

1§
Il
T
1

Time

Time Gap Calcor

Adjuctmem Tee

adjusment

e Callater | GR Scoring

ANDRYUK VKTORIA

CAGHE DOLLY | ESPRITU, MARIA  HAMMOND, VIKTC ..

17.1Press 'Alt+Tab’

Est. time: 0.0 sec.

Action: Special Key

JaEEE

EFS Contacted Pay
Payer Processing

Request for Information  Coding

Time: 4:00 PM - 8:00 PM_Count-3 Tima Gaps

==

Time Gap Ended

T

Al ssem

B sssen

# Samings

BFS Contected Payer Pending
Paye: Processing

ed Payer Bending

BFS Contac
Pa 9

Exolanation of Terms

2], Deter oecuree,
1¢

3 V(G UViM - MCD AND L1 FOLL
84952], D 4 Reszon

ning inzurancs. Duratia

TEFOLLOV-P

UP 24999 SRE VAL
.

3 ot Informaton

24999 SRE - VAL
g Insus

VM - MCD AND L81 FOLLOW-UP 24999 SRE - VAL

Pencn

g

MED AND

o, Uvist
sl

ATATECHARLESC A TATECHARLES C
5929504)

[500128531] 25 FAC

# TERPSTRADAVID J
[19762651]

» TERPSTRADAVID J
[6483600]

Buckel Payer

Guararto

#SZABLYAIA
STACEY (3793127

#SELF INSURED

# STOCKER GEORGIA
WORKERS COMP WA

IRENE [500161525]

# STELIVAN.CYNTA

» COMMUNITY
LivAH [617720) HE

LTH PLAN OF W)
MEDICAID

1305

c S A T T
a
4 v User Productivity - Time Log Drilldown [23877163] as of Thu 12/7/2023 10:22 AM Time gap value > 30
e e v :
pransasriecd, t

i T -
Ay ey VoA ikl Py oo Tz Acanal |~
e 4G AN (4 FOLL OVLUP 74588 SEE VAL #701 PO AL EXANDER #1000 ALDXANDER #UNTED T seas
il B e ccommet v Being s R R N ssattan T CATICARE

Birsin 3o DD N
P73 Pandg marl Responss 591G WM HCD AN L FOLLOVEUP 24998 SRE VAL »STALEYCALVINLEE. » STAIEYCALVN LEE ~  AMERIGROUP ) T G Ended: 4:28
e stoonet Boroer o o oo omArSD ossosio {ebickp ime Gap Ended: 4:
P68 Cortaced Baye S {-WCD AND Lt FOLLOVAUP 20666 SRE VAL 1 SZABADOS SANDOR 1 SZABADOS SANOOR. # WAVEDICAS sty
Py Procassing Defer cczanes, Reason: Pending lnsurance (A52L010972342)  LASZLO (19685956, 3-35_4-28
Borain 2ee . .

Time Gap Endad 2m 11 232 A2 = = = =
P75 Coracad P Saning §-WCD AND 181 FOLL OV 4688 SR VAL PUARSEALENI  PASEALTL s VIAWEDIAD .
el ot Berin Ponieg s, (AGGLAGO 9001 (AGBCAGD rokaszx

P — "

; = s T T o o A
w recTioNAL iaos | 4
3

120221

18 PFS Productivity Scorecard Pilot.xlIsx - Excel

Est. time: 1.9 sec.
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Est. time: 1.2 sec.

—

Home irset  Pegelmoul  Formdas Revien  Comments | |8 Share -

]
T
1

1
v Gapz in Time
Rescy B Aty ivestioate
e

1l Il Il 1 Il
T T T I T
I I I Il I
1 1 1 1 1

| i
I T
1 I
1 1

[o e pp—

1 | 1 I
I [ T T
Il T Il 1
1 L i3 1

Yo Gap Calcimor  Adjuctmenn Teme ANDRYUR VKIGRVA | CAGHEDCALY | ESHRITU MARIA | HAMMOND,VIKTC .. @) (4]

Ed
=

=3l AutaSam D)
ne coitn e el W [ | I by O | [§
e §-%9 @ Comon rorem o | o e fore S feaa | semsiy
F Eommviote | BT M Eerge &cCemer $-%2 9| N bhle~ Sylsw [ v v v | ©Clrs g Sdeas -
s e - s o wma n e s s z
A\ wancrormresi W ks x
- * T

Action: Keyboard Input
Select next cell for
corresponding day
under ‘Gap 3

18.2Press 'Tab’

Est. time: 0.3 sec.

Fle  Mome el  Pegelopoul  Fomuks Daa  Reiew Vew  Aomaie  Heb  Comments | |8 share -
i Cowntgn <0 A K === B ] 4 i [T = s 10D
Tcors - 3 Form ot T
” sI U~ - |2-A- === EE8 $ s PR (1 Clemr Sk
cpeows 5l rem 5 sngemere nanter e o tatng sevotity  sssins ~
A wancro s o P
s x v k|3 -

1l I
Il 1
I 1
1

1l
I
1
1

1 | 1§ Il Il 1 1N
1 1 Il Il 1 | Il
1 T T I T T I

1 1 i3 1 1 1

B Accessuiny: vestioate

I 1 o
v L GapeinTime | ews Gop Coledmor | Adament 1me | Adjamant fime Caibter | CSiorog | ANGRYUR VKIGRY | CAGLEDGLY | SR, VGRA | RAMMOND WTE . ® | 1] s

Action: Special Key
Paste Time Gap Start
Time: 3:35

Est. time: 0.3 sec.

ik e el B oot P Dol o Vi ikl P  Commenss | [ Shre ~
Gt [0 A A B Wt Time ol & I = ;"‘"“”‘ W O S B
e~ 2
T e veas | B T8 | Contirn Fomnass ot | et Onie rorm sond odds | sty | pdrs | Ao
Loy Biesesconr - | § - % 3 (B F | Sodird Foes eyl PR ] e =
rom 5 Mg P e o wtna Sevtvy | sane 2
s x
o 5 -

Il 1 1
1 T 1
1 1 Il

Ik i |

I I T I I Il I I I 1
Il Il T I Il I Il I I Il
Thancey Il 1 I Il Il Il 1 ] ] 1
31 Tmdey 1 1 1 L Il 1 I 1 1 1

1

v | GopeinTime | vrmecop Caloiror  Adjudmem Tme | Adjucmen fime Calulator | GR scoring | ANDRYUK VKIORYA | CACLEDGHLY | ESRITUMARIA  HANDAOND, WKTC . ()
Fesor B Aoy vestaste L Y

Action: Keyboard Input
Select next cell for
corresponding day
under ‘Gap 3’
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18.4Press 'Alt+Tab’

X

i Contign o A K v O
U tcos -
51 o =% B foda
w22 & ) St~
cesons 5 rom 5 armere s we | et sty assins A
s waneTo s ks P

cu

&

1 |
1 1
1 T
1 1

1§
Il
T
1
s

“ %

Gaps inTime | Time Gap Calcuiwor  Adjurtmem Teme.

T —

Est. time: 0.1 sec.

Action: Special Key
Paste Time Gap End
Value: 4:28

19 Hyperspace - UW MED BILLING DEPARTMENT 20 - Production - \\Remote

‘ Est. time: 6.2 sec.

Est. time: 5.10 sec.

. v
i User Pron

# Samings

——
x -
User Productivity - Time Log Drilldown [23877163] as of Thu 12/7/2023 10:22 AM
EB Time Log Report (112712023 - 1211/2023)
Selected Options Available Dates. .
ANDRIYUK, VIKTORIYA [EUID30003593] BYCountIN By Uniqua Hozp Acctz. By Uniqua Guarantors By Liniqua ins ks By Gaps
Tussday Novembar 28, 2023
Grouping by Time. Nov 2023 A
Service Areas ¥ )
users A @
ANDRIVUK VIKTORIVA [EUID30003583] D
Group By —
Time. Hospital Account.  Gusrantor Type Activiy L &
@ The P track actions that tracked in the Time Log report. Review the Explanation of Terms for more details.

Summary for ANDRIYUK, VIKTORIVA [EUID30003593]

roe phccis Unius vors. Racoversd Amt
" i 2 % 301126
2 ' 106 % 338851
en2zm 8 n 2 s 3 1 279531 195,

Detsils for ANDRIYUK, VIKTORIYA [EUID30003593] on 1112812023, grouped by Time
Time: 8:00 AM - 7:00 AM 1

ne Acniry
Bl ezam PES Denlel - Follow-1p

Tine: 7:00AM - 8:

20 PFS Productivity Scorecard Pilot.xIsx - Excel

Action: Click

Select following date to
continue time gap review,
following same steps to
log time gap into the
spreadsheet as shown
above.

Robot should filter
through all dates for the
previous week where a
punch in was made.

Est. time: 0.1 sec.

31



20.1Press 'Alt+Tab'

Est. time: 0.1 sec.

Action: Special Key

Do [t = | B B SBE| -y O In this example, Viktorya
e e S e Dl il s eniand oL U e S '

e sy Ol e saeae

Qpbow 5 rem 5 Argemert [y nunter w sties cns tatmy Stestuty

SR ITI -  worked Tuesday-

- £ |  Thursday.

‘ ' : : These three days were
reviewed in EPIC for time
gaps greater than 30

minutes.

] |
T I
1 1

1 1
v GapsinTime | vime Gop Calcubmor  Adjuctmem Tme | Adjustmont fime Cakulator | GRScating | ANDRVUK VKTORNA | CACHE DOLLY | ESPRITU MARIA  HAMMOND,VIKTC .. &) 4]
Rescy B Aty ivestioate
e

1l Il Il 1 Il
T T T I T
I I I Il I
1 1 1 1 1

1 |
I [
Il T
1 L

=
=
o
§

21 Hyperspace - UW MED BILLING DEPARTMENT 20 - Production - \\Remote

Est. time: 35.0 sec.

Est. time: 5.6 sec.

Action: Click on the ‘X' to
close out of the specific

employees productivity
e~ .| time log.

Manuial Complesad Acet GER STOP BILL REVIEW

Manual Complated Acct 3ER 5T0P BiLL REVI

FF Covarans Updta-No changs STOP BILL REVIEW # STOMR JEFFREY  — 000 30
o e coien ROBERT (26823489
Rmva Sioo Bl Coverage Change fo Patient = = §578
Manual Completed Acct V1 - COVERAGE MANAGER STOP BILL REVIEW 579 w79
226
Time: 10:00 AM - 11:00 A Caunt § A
Actiy Summary Guranor Bucket Payer Amount Hoso Acet Bal
Atded Stop 8iF PFS Coverags Changs or Patiant TALLANTHALE = = 156047
TAAKAILA (5381553
Adgea stop Bl PES Cavarage Change for Patisnt AL - (=i
MAKAL
ge Update-No chinge (5 1YQ. UWM - COVERAGE MANAGER STOF #TALLANTHALE = 0 20
m MAKAILA (6381553 Il
o 81 PFS Coverage Change for Peient = 2000

A0 am Rmvd Stop B4 st

Elworan Monual Completed Acct COVERAGE MANAGER STOP BILL REVIEW 2400 400

Explanation of Terms ~

unt ofUrve & User wes logged ile the system. Logins [0 yperspsce. Hyperdiie, end slandalans Hyperspece Wel smeunt, Tane sgesl. % ontitule fo his

Suctvly st spans 205 minules. A gap con occur belween the user's st login and te

‘s lest acton and the us

augh biling sclive: = I —
posted.incluting pending adjusiment snd ref

rezubemitod or deferrsd from claim edil workqueues. bl e, charges resubited or deferred

it completed or dafemed frem ccount work

& Saninge
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Est. time: 4.1 sec.

sy
e o .
po———

ANDRIYUK, VK
jruDsces:

@ s may not sum

Dy Time n
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nam ansem
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o e

1199

ZE0B [1506712); SMILEY, RCC|

Action: Click on the next
employee name to begin
next productivity time log
review.

Ex: Caoile, Dolores

Est. time: 23.1 sec.

EB Time Log Report (1112712023 - 1211/2023)
Selected Options
GAOILE. DOLORES D [1508200]
Friday December 01. 2023
Grouping by Time

Servics Areas

Available Daws
Count

1y Uniqua Fozp Acce

Now 2023

¥ Dec202

By Uniqua Gasraniors By

. o Dn Comt
% i
CADILE DOLORES B [1838280] L s
Group By
Time HosptalAccount  Guarantar iype Adily
track actions that tracked in the Time Log report. Review the Explanation of Terms for more detals.
GapTie Count Unicws Hosg A Unlos Guaramiors Uniua s Bios Racaversd
on 29m o S "
1 49m 75 20 19 155
1z 1632 610 83 us e
Detitsfor CAOILE, DOLORES D [1505200] on 12112023, growped by Time
Time: 6:00 AM - T:00AM Court 21
w Aconty Summary Gusranto st Account Bucket Paye
Beian P Deris - Folow-sp 59 V/C. UV - MCD ANO LI FOLLOW-UP 24909 ARA- BUR  » BROVIN.DALANTE M # BROWN.DALANTE M # DEP OF LABOR
o . Reuson, Pending Insursnce. [o0i81252] fassonies) N0 NOUSTRIES
v
Blezam HB U MEDICAID NON ALLOWED #ASADYHAMIDULLAM # ASADY HAMIDULLAK
{e3sr1z3] {sansars s

niq In

Amount

000

Hoso Acct Bl
1423088

172118

Action: Click on down
carrot under ‘by gaps' to
expand the Available
Dates and select the first
date with an associated
time punch

Est. time: 2.2 sec.

& Saminge

[Rspecswecvan

EB Time Log Report (11/27/2023 - 1211/2023)

Selected Options

GAOILE, DOLORES D [1508200] By Gaunk 1 Uniqos Hozp Aecis By Urios B liniqus s B By G
Frcay Dacambsr 01,2023
Poereasorradh =
i Coun
Service Areas v i o
yed 27
users A 180
CAILE DOLORES D [1508200] 2 1-‘:" ”';
Group By 3
Time HosptalAccount Gusrantar Type Ay Doe 2988 2
Ooy Comt
1 08
@ The track actions that Time Log report. Review the Explanation of Terms for more details.
Summary for CAOILE, DOLORES  1508200)
" Gap e Unlove Hosp Accts  Unique Guerandors  Uniqua s Bk ransacy wa Ay
o 39 I 234520 95
ot 25 i 155 S48z 94810
1z 1938 Ch 3 18 ez 10265 stsese
Detitsfor CAOILE, DOLORES D [1508200] on 12112023, grouped by Time
Time: §:00AM - T:00AM_Courr 71 2
Sunrary Guaranic Hospial Account Buket Paye Amount
Deril- Follow p @y #BROVNDALANTE M # BROWN.DALANTE M DEPT OF LASOR 000
p [S00N61252] o AND MOUSTREES
Duraicn 164
Eatored CeA 6 U MEDICAID WO ALLOWED # ASADYHAMIDULLA » ASADY HAWDULLAH # WOLINA 975 75is |

Available Daws

Action: Click
Select the date

Ex. ‘27 Mon'
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22 PFS Productivity Scorecard Pilot.xIsx - Excel

Est. time: 2.9 sec.

Est. time: 1.3 sec.
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Bluegeacens - | $-%9 B8 | SO e oy wC | OCerr fugesdear | -

[ TR TR v

cpsws o “ Rgrmet 5 e n e o totny sttty s ~
/i nameTo s lnks x
o % -

IE T | [ Il 1 I I I I Il I T [ 1
1 1 Il 1 1 | 1 1 1 Il I I 1 Il ]
1 Il Il Il Il Il Il Il Il Il Il Il Il Il 1
Il Il L I Il Il I Il 1 I Il 1 Il Il =]
3 Gaps inTime | Time Gop Calcubmor  Adjuctmem Tme | Adjustmont Time Calulater | GRScaring | ANDRYUK VKTORWA | CAGHE DOLLY | ESPRITU MARIA  HAMMOND,VIKTC .. () 4 B
Rescy B Acessuity wvestioste BN - [ ~ oo

Action: Click

Look for associated
employee in
spreadsheet to review
days worked

23 Hyperspace - UW MED BILLING DEPARTMENT 20 - Production - \\Remote

Est. time: 0.1 sec.

23.1Press 'Alt+Tab'

Est. time: 0.1 sec.

Bspeceesis

ato 26300
2300
5300 2300

fRET o6
Fiisan = seven
0 2760
Gunnice Hospita Account Aot
£ HENNIGKIRK #HENNIG KIRK # DEFT OF LASOR

THOMAS (500016604  THOMAS (18252329)  AND INDUSTRIES

Time: 1:00 PM - 2:00 P Count 8 Time Gaps 1 A
me Guarario Hossital Account Bucket Payer Amount Hoso Acet el

@ 130 P = = =
B 130RM P73 Contactad Payar Rasib VP 34938 171 TV JLDRCTI¢GUINLAN WD 5 0T oo iaEm

Claim on: Rsubmitad Claim STORM (63971605 185410]
SRR Request or Information - PP MCD AND L&/ FOLLOWUP 24988 HELZLEV  HOLLANDRENEE  #HOLUMNDRENEE  — o0 45381

Sipanieor Difer cccamsd, Rsason: Escaiston Review Pandng. EAUNE (8032623] €A 6354)

"
SRTEY im Recuomhsd, C 000 1080526
ICD AND Lé! FOLLC
JoRETTY # HOLMES TERESA 000
LEGH (16841341

s £ THOMAS APRILLYNN # HOLTE- o s34 |~

Action: Special Key
Review for time gaps
greater than

30 minutes

Ex: Time gap ended
12:50 (11:59-12:50)

Ex: Time gap ended 1:30
(12:50-1:30)

24 PFS Productivity Scorecard Pilot.xIsx - Excel

Est. time: 2.3 sec.
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Est. time: 1.4 sec.

Action: Keyboard Input

e Mome men Fagelsoa  Fomues Revie [rr— = Comments | | share -
0 % = 2 T | S astesam + A ) < 1 ’

pae e e B BPEBE Ity O Select cell for ‘Gap 1
Fromwzane | 8T W2 Elvegecens:= | §:-06:9(] % 41 | foobend Foputos OB, | bomt DM TR | S e et s | T

Qpbow 5 rem 5 Argemert [y nunter w sties cns tatmy Stestuty

- 'under associated

A\ UNABLLTORITRESH W Links. x

.- - | employee

1l Il Il 1 Il
T T T I T
I I I Il I
1 1 1 1 1

| i
I T
1 I
1 1

v GapsinTime | vime Gop Calcubmor  Adjuctmem Tme | Adjustmont fime Cakulator | GRScating | ANDRVUK VKTORNA | CACHE DOLLY | ESPRITU MARIA  HAMMOND,VIKTC .. &) 4]
Rescy B Aty ivestioate
e

| 1 I
[ T T
T Il 1
L i3 1

=
=
o
§

24.2Press 'Tab'

Est. time: 0.2 sec.

Action: Special Key

e e By e Paste Time Gap Start
: sy« |s-4-|===|E= 8 $ 9% o oo ¢
- u;:;{.:"mma roat 5 Migrment — Mmaes awves cons tatng Sttty | A : Tl me: 1 1 : 59

1l I
Il 1
I 1
1

1l
I
1
1

1 | 1§ Il Il 1 1N
1 1 Il Il 1 | Il
1 T T I T T I

1 1 i3 1 1 1

I 1 o
v L GapeinTime | ews Gop Coledmor | Adament 1me | Adjamant fime Caibter | CSiorog | ANGRYUR VKIGRY | CAGLEDGLY | SR, VGRA | RAMMOND WTE . ® | 1] s

B Accessuiny: vestioate

Est. time: 0.5 sec.

Action: Keyboard Input

Fie  Home rsert  Pege Lyoul ws Do Reiew  View  Awomaie el 7 Comments | | Share -

Gt [0 A A B Wt Time ol & I = ;"‘"“”‘ W O S B
e~ 2
T e veas | B T | ot v o | s e sond odds | sty | pdrs | Ao
ST oL Ebberge & Cert $-%9 wa | S0 sble - “ v o | @Cer fuys Sdea~ - Data
rom 5 Aogrmre P s o wtna swevity | astins 2
s x
- % v

i
I
I

v | GopeinTime | vrmecop Caloiror  Adjudmem Tme | Adjucmen fime Calulator | GR scoring | ANDRYUK VKIORYA | CACLEDGHLY | ESRITUMARIA  HANDAOND, WKTC . ()
Fesor B Aoy vestaste L Y

Il 1 1 I I I I Il I I I
1 T 1 Il Il I Il I Il I I
Thancey 1 1 Il Il 1 Il Il ] 1 ] ]
31 Tmdey 1 Ik i | 1 1 L Il 1 I 1 1
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24.4Press 'Tab'

B, e il Gageimod ok Dol Ao Ve Adowsie FRE  Comemcets | [ Shave -
i om0 A N | === x ] [ | Z s D) a)
Dicery - z
. 3 . Tommt foda
: r R 8 A B Hhe $-%9 |t Todn
cesons 5 rom 5 Aagrmere amter s tatmg sty assins 2
A wnanicroseresn ks x
5 x v &| 2w .

1 | 1§
1 1 Il
1 T T

1 1

Il Il 1
Il 1 |
I T T
i3 1

1N 1
Il 1
I T
1 I

1l I 1l I Il
Il 1 I I Il
I 1 1 T 1
1 1 L L

B Accessuiny: vestioate

1 1 L o
’ Gaps inTime | Time Gop Calcubwor  Adjuctmem Tme | Adjusimont Time Cakulater | GRScoring | ANDRYUK VKTORWA | CAGHE DOLLY | ESPRITU MARIA  HAMMOND,VIKTC .. () 4] »

Est. time: 0.2 sec.

Action: Special Key
Paste Time Gap End
Time: 12:50

24.5Press 'Tab'

Est. time: 0.2 sec.

rset Page Layoul
Cotelagn <0 -

81y~

Automate el

= | B w-| §-%9

nunter

cans

] | = e

i v 0O
Fore frda
v | ©Cleser Sedect

tatng Stvstuty | aains

1
1
1
i

I I T
I Il T
1 Il I
1 1 1

3 Gaps in Time
B Accessiviity: imvestigate

Time Gap Caleizor  Adjutmen Tene

Adjesmen tiwe Cakvlter | GR scoring |

ANDRYUR VKTORTA

CAGLE, Doty

ESPIRITU, MARIA

HAMMOND, VIETE ... @ | (4] »

Action: Special Key
Select next cell for ‘Gap
2’ and paste next time
gap start value: 12:50
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Est. time: 0.4 sec.

Action: Keyboard Input
Select next cell in ‘Gap 2

1| astsam +
it

v O

I | i 1l Il Il
T I T T T T
1 1 I I I I
1 1 1 1 1 1

ftmenm Tme | Adjusment Time Cakubter | GRScoring | ANDRYUK VKTORNA | CAGLE DCALY | ESPIRITU, MARIA | HAMMOND, VKTC .

B 6E -

24.7Press 'Tab'

Est. time: 0.1 sec.

Action: Special Key

Fie  Home

et Page Layoul

e e sl | : ‘ Ble o2 Paste Time Gap End
g [T SRR SN===EE8 $ 9% IR | e Sk

- value: 1:30(Values

b waneToaries o «

T ‘ . |  should be converted to
: i = military time: 13:30)

Il 1
1 |
T T
1 1

Gaps inTime | Time Gop Calcubwor  Adjuctmem Tme | Adjusimont Time Cakulater | GRScoring | ANDRYUK VKTORWA | CAGHE DOLLY | ESPRITU MARIA  HAMMOND,VIKTC .. () 4]

25 Hyperspace - UW MED BILLING DEPARTMENT 20 - Production - \\Remote

Est. time: 19.5 sec.
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Est. time: 19.5 sec.

Action: Click

Once the time gaps for
the first day are
complete, click the next
. || date worked under
‘Available Dates’ and

§ - | continue steps.

EB Time Log Report (1112712023 - 1211/2023)

Selected Options
CAOILE. DOLORES D [1508200]
Manday Novembar 27, 2023

by Time

Service Areas

CAOILE. DOLORES D [1508200]

Group By
Time.

Hosptal Account. Gustantar Type Actiiy

track actions that in the Time Log report. Review the Explanation of Terms for more details.

TH PLAN OF

NEDICAID

L #AMERIGROUP ssira 2462657
MEDICAID

# Sonings.

26 PFS Productivity Scorecard Pilot.xIsx - Excel

‘ Est. time: 0.0 sec.

26.1Press 'Alt+Tab’

Est. time: 0.0 sec.

Action: Special Key
Once all days worked

: ¢ o are reviewed and time
T ; . . -| gaps logged, follow the
S — : T — : = = | steps to continue to the
next employee.

Il I
T T
1 I
1 1

Gops in Time | 7ime Gop Colcmor_ Acjutmem Trve | Adjusment lime Calubter | GRScoring | ANDRYUK VKTOKWA | CAGLEDGALY | ESPRITUMARIA  MAMMOND,WTC . ® 1] Bl
Fesas B Acewbity wesioste L e oY

27 Hyperspace - UW MED BILLING DEPARTMENT 20 - Production - \\Remote

‘ Est. time: 2.1 sec.
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Est. time: 2.0 sec.

-
1 Uses Pron

& Savinge.

Action: Click

Click 'X' to close out of
the selected employee’s

[ E———

Q uwm
o biled claim [101836)
BFS Covarage s

Rimvd Siop Bl ROWN BEVERLY
GOLDA[$6772036]

iarissl Completad Acct WG 1WA~ COVERAGE MANAGER STOB BILL REVIEW

101836

‘» BROVIN BEVERLY
GOLDA [5369092]

EE T

e ween the use:

b e o o elsi et wodkayusues. balancas of ac
fom ' acjustmints rasubemited o dsferad from adjustmsarafund r “quaves
For bl 5ac, this s tha amount recovarsd For chaga, payment an

Aanount balanc oftne ace s, this arge amour jim For chargs rov

adjustmant For Chargs Routsr. this s the axpected amount which may ch

Tha balancs of e account as of 1200 AM on the dsy the sctity was perormed

Hosp Acct Bl

e completac o dafermad from account warkqueuss. charges rasubmited or defarrad

dfustmant posting. thie e he smount of the wansaction posted For account workqususs, s e s
‘aw wOrKQUaUaS 30 adHSIMARUTSAING raview workqueuss, s is ha amount of the chAr or the

TR NeraTComp e “TOVERAGE REVIE—# SUACHART WY = BUANCFERD TRV E—— TRT T
[3183434) 19433666] &5 i e o in or er o
PFS Coveraga Updatoo changs 5 110 UNA- COVERAGE MANAGER STOP BILLREVIEW  » BONNELLVIRGINA  + GOMELLVGINA  — o w00 tim g t
PFS Coveray ot fooozsicss aseTsso6]
e Stop PFS Covaage Changs for Patent PEONVELLVRGINA  #EOMNELL VRINA  — = .
[e00254522] 25815515) t t th t
Waruel Compleedce 4 UM - COVERAGE WANAGER $TGP BLLREVIEN ¢ SONNELLVIRINA _ #BONNELL VHIONA  — soar continue to the nex
(101235} (600254522) 1266 16505]
S Corarage Updei-No chang [ Q. UM - COVERAGE WANAGER $10P BLLREVIEN # SORG CHUSTOFER  #BORG CHIUSTORER  — 4o 1500 .
o oled cay {iotesa BANE tesseia) DANE [so01097 cand|date
Rivd Step Bill # BORG.CHRISTOFE - - 150.00 .
Marusl Completed At sTop BLL ReviEN = 15000 1o
PFS Govrage Updsie o chargs 708 BiLLREVIEW di

27.2Press 'Alt+Tab

Est. time: 0.1 sec.

& Saminge.

Action: Special Key
Here is where the
remaining employees

632

3ha2m

IGHNSON, SON W (156757
2RI

@ The uri eolumn values may by mliple usors.

Time Log For All sers #
11/27/2023 - 12/1/2023

Totai:

1678

A, FYELINA [FUIDSOS5744): NEGASK, ZE8IB (1506717

names will be for
selection

i3 3o d

1am

28 PFS Productivity Scorecard Pilot.xIsx - Excel

Est. time: 22.0 sec.
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Est. time: 5.5 sec.
- e T8 Action: Click
S B 73| e | o B Eu e 2|B| | | Once the ‘Gaps in Time'
e - s s e o aw e see sl L worksheet is filled out
S ) — = ; ; : ‘ - | with the time gaps from
‘ ey it | e | EPIC, select ‘Adjustment
: Time' worksheet
gy 1 e ——

Est. time: 2.3 sec.

29.1 Click Network Folder

Est. time: 2.3 sec.

[«

Action: Click

30 RPA Folder in Network Drive

Est. time: 12.1 sec.

Est. time: 12.1 sec.

< B s THSPC 5 ofs.cots hemingiey) (1) 5 ADVAN » VitorieHoliend » R4

o Date medisd

7
sE58
i

) Documenns

Hlicrosch Tesrss Chat ies
) Pt
Shared with Everyone
soagt
Bow
= apc
200kt
0 Desieop
4 Documenns
[ S—

3 Vindens (€
= i dotas (\hemingay] 0]
= s o) ()

Drems e sdectsd 11000

Action: Double Click

Each Employee will have a file
referred to as an ‘Adjustment
Calculator’ - in current state,
supervisors save in separate
places.

Call out to create centralized
drive where files can be saved
and streamline naming
conventions.

In our session we captured
Viktorya, her ‘Adjustment
Calculator’ is saved under
VIKA_A_12.01.2023 PFS
Performance Adjustment
Tracker.xlsx
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31

VIKA_A 12.01.2023 PFS Performance Adjustment Tracker.xIsx - Excel

‘ Est. time: 0.1 sec.

31.1Press 'Alt+Ta

Est. time: 0.1 sec.

Automate

Xcu y -~
Dcerr
. ===|s=(m - % 9|
F Fare - o - = -
sooud rom nigrmens iber anis can
o P
A [} c o e v s u |
. nsmucrions: T 7m0 o s Sacurman 13 rack il e 2 ks of patomanca s rachrs syatams Plaase mahi he
2 nurmbar 0 setuties ctanes s notsd
3
:
B Hame: Vs Artiyk Week Ending Date: e
‘
7
[}
)
6]
it T
b3
© imeviraive o5 3 s 5
“ Epc Dovrime.

*® Fiex Fours

Ovartime Adjustments

® Tige esday Ihisday | Jikdoy
19 e r—
2 St Spert oo Crher Aciins | I I I I I o
2
2
7 Activiey Typo i
« _VackonSek Tmalsgal vy | 7 s o o
2 Total Hours Spenton Other Atz |0 |10 [ 15 [ 11 T
% mﬂj Hours Spent on T T 1 ¢ | @8 | &5 | ¢ | 2
2 Toial () Tt e i P el P e 2 n
v ®

Resdy B Acessuity westioate Page o |
SR

B -

7 Comments

sttty

Action: Special Key

This worksheet has additional
time categories and assigned
values that will need to be input
into the “Adjustment Time” tab
from the PFS Productivity
Scorecard Pilot.xIsx - Excel
Under Daily Adjustments:
On Monday, Viktorya had 7
hours of total
Vacation/Sick/Legal Holiday
time.

Ex: Copy: 7

@ Share -

Note that this example does

not have an Overtime

il Adjustment, however, if values
are present, these will need to

32 PFS Productivity Scorecard Pilot.xIsx - Excel

be input into the PFS Scorecard
worksheet as well.

‘ Est. time: 12.3 sec.

Est. time: 1.4 sec.

Action: Click

Under the ‘Adjustment tab’
locate the relevant employee
and time category to paste the

v - %

Employer

[REREEEEEE

v Gaps i Time

Tine Gap Calcimor

Adjustmont Time | Adjusment Time Calustar | GR Scoring | ANDRYUK VKIORNA | CAGLE DOLLY | ESARITL, MARIA

Reody B Accessuity: wwestioste
S

AAAOND, VITE .. (@)

B F

| value

[ ~ oo
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32.2Press 'Tab'

Est. time: 0.2 sec.

&8 | Action: Special Key
A wibe L - ‘ =3l daSm > S D) )
[ o e flomeoe . = = \ Paste: 7
[ &-|===|==8 ’ & clen st

33 VIKA_A 12.01.2023 PFS Performance Adjustment Tracker.xlIsx - Excel

‘ Est. time: 0.1 sec.

33.1Press 'Alt+Tab'

Est. time: 0.1 sec.

Action: Special Key

The next category with

-| assigned values is

4 'Meeting/Training’ with a
total of 2 hours for the

e e e s P week.

Name: Viks Ardiyuk. Week Ending Date: o

Copy Value: 2

Epic owrime
Fiax Fours

)

2

2

% Actvin Type n

o VacaonSck Timat sqal Hovaay 7 o T

2 Totsl Hours Spenlon Other Acties |0 |1 [ 9¢ [ 45 | 1T £}

= Tots fowrs Speton Wi |7 —ss 1 T 1 2t

2 === e (e [y ) 0

=

Py -

Adjustment Tacker | @) 1D

neses B Aoy wvesiqse Tage 1o | I e ——
s

34 PFS Productivity Scorecard Pilot.xIsx - Excel

‘ ‘ Est. time: 5.9 sec.
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Est. time: 4.5 sec.

/i, UNABLETO REFRESH

Fio Home et formies Do v
[" o Comilgn -0 A A=

) Dcers =
Sromarioss [ 57 MBSl =
ceses o rom “

View  Awomate  Hels
2 irap Test Number
ElvergetCemer ~ | § - % 9

Agrmert [y nunter

Links

A

w8 21 | Condiborsl Formmes Cel
w3 | e Shle Sy«
C e

B P ERE

T futasam -
Satr
© Clexr~

st

 Comments

O

sty

Action: Keyboard Input
Select corresponding
-| | category for the

o
ot

sssins

v Gaps i Time

so B Acessuity wwestioste

Tine Gap Calcimor

Adjustment Time

adjusmont Time Calniater | GR Scoring

ANDRYUR VKIGRIA

CAGHE DOLLY. | ESPRITU, AR

AAAOND, VITE .. (@)

B

| employee being
reviewed

1o

i ot Fr—— e E By @®E|Ivw iy O
' [Dcopy ~

o Hlvesetcoms « | § = % 3| 2 | Cootiond Fommass i | ' S Fedn

Fromavini | BTN Eerge & Cemer $-% 0 B | e Sy Fiter ~ Seect ~

i\ mancrowasn e

il

A s o

S—
S Gaprintime | Time Gap Calasimor _ Adjustment Time | Adjustmont Time Cakulator | GRScoring | ANDRVUK WKTORWA | CACHE DOLLY | ESPIRITU MARIA  HAMMOND, VIKTC .. (&)
e Aty s A

 Comments

&

st

sty

1l
"

Est. time: 0.0 sec.

Action: Special Key

Paste: 2

35 VIKA_A 12.01.2023 PFS Performance Adjustment Tracker.xlIsx - Excel

Est. time: 0.0 sec.
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35.1Press 'Alt+Tab'

Est. time: 0.0 sec.

Action: Special Key

The next category with

an assigned time value
- | is ‘Administrative’ for 2

total hours throughout
\i‘a\;\m.; Tha purposa of this dacumant i 1o I’::Ilr';\!:m 5 50ant DUt of pamtomanca matrc racking systams. P»:;.mw-;{:::‘nnm th e wee k.

Copy: 2

Fiex Hours

Adivstment Tracker | (31 ARG}

Fesoi Tk Accescbity: vesigste Fage: ot | RN O [ 1o
e

36 PFS Productivity Scorecard Pilot.xIsx - Excel

‘ Est. time: 2.6 sec.

Est. time: 1.3 sec.

Action: Click

Select cell for associated
employee and time
category
‘Administrative’

SRR

[RERNEEE

¢ _Adjustment Time | adjusmant fime Calulater Scaring | ANDRYUK VKTORA | CAGHE DOLLY | ESPRITU, VARIA | HAIMOND, VIKTE

B owom - ] = 1o0%
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36.2Press 'Tab'

Est. time: 0.1 sec.

Action: Special Key
Paste: 2

]
coens o - rgomers anser e ‘ o wstng sevaviy | s ‘
A wancTo s s

@ - x v %)z

A

Employer

[REREBEE 852 ER 030~ o v e

Gaprintime | T Gop Calcitor _Adjustment Time | Adjusmant lime Caluiater | GRScoring | ANDRVUK VKIORNA | CAGLE DOLLY | ESPRITU MARIA | HAMDAOND, VT .. B ¢ B

e B Acessmity wwestioste

37 VIKA_A 12.01.2023 PFS Performance Adjustment Tracker.xlIsx - Excel

‘ Est. time: 9.4 sec.

Est. time: 9.4 sec.

Action: Click
Once the time category
-| values have been

4 transferred from the

’ individual PFS

T e Performance
i Adjustment Trackers,
you can exit out and
continue to the next
employee file.

x

2

2

7 Aetiiny Type

2 VaconSex Tl sga vy 7 o 0 o T

) Total Hours Spenton Ober Atz [0 |1 9c | 15 [ 11 £}

S ToisRousSpentoniios |7 |5 T 5c [ 5y [ 5 ] 2

Fid = e e e e e e n
v 2

= o

Adjustment Tracker | (3] b

neses B Aoy wvesiqse Tage 1o | [ o Y
S

38 RPA Folder

‘ ‘ Est. time: 3.7 sec.
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Est. time: 3.7 sec.

Snaget
B

ERNT
20 0bjects

39

Shared with veryone

Action: Double Click
Open next employee
file:

DOLLY WE 12.01.23
UPDATED PFS
ADJUSTMENT
TRACKER.xIsx - Excel

DOLLY WE 12.01.23 UPDATED PFS ADJUSTMENT TRACKER.xIsx - Excel

‘ Est. time: 0.1 sec.

39.1Press 'Alt+Tab’

UW Medicine

Instructions: Ths purpez o his dacurant iz

ip Financial Sustsinability
romance Aduztmer Tracks

below:

Nome:

actities

Dolores D Coole

= Lo
Adjustment Tracker

Reody B Acscuity wwestoste e

Monday T

Overtima Adjurmants
iouday  Wadnasday Thirsdny

Woskend  Total (hos)

[

Est. time: 0.1 sec.

Action: Special Key

-| Assigned time
- | categories to retrieve
values:

Vacation/Sick
Time/Legal Holiday: 7
Meetings/Training: .5
Administrative: 2

40 PFS Productivity Scorecard Pilot.xIsx - Excel

‘ Est. time: 3.3 sec.
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Est. time: 1.7 sec.
—— Action: Click
e b e = B BB EEBE- OB H Select associated
Fromavinte | BT MWD S L Blueescorr ~ | § - %95 23| Sote o S il T el sl il - .
. e ot 5 e sus woemp sevsawy | nssns - em ployee and time
o - _ -| category to input
f,/ //,,{ retrieved values
&
plores /5 S //
S "//é./,;f ] {,-'” ) /e*“’"
= :
v Gaptintime | Tme Gap Calwor _ Adjustment Time | Adjustmant Time Cakulstor | GR Scaring | ANDRVUK VKTORWA | CACHE DOLLY | ESPRITU, MARIA | HAMOND, VIETC .. (@ il .‘.
nﬁ‘umhlﬁv‘vwemak L 1 = 100%

40.2Press 'Tab'

Est. time: 0.1 sec.

v | Goprintime | Teme Gop Colciror | Adjustment Time | Adjusment Time Calubtr | GR Scoring | ANDRYUK VKIGRWA

2 sty investiaste

CAGAE, Doy

ESPRITU, AR

AABAOND, VIKTE ..

®

Action: Special Key

e el el o Sla="E 0 ‘ ‘Il | Vacation/Sick
e «  weowel L Time/Legal Holiday
T EEEOE | | Paste: 7
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40.3Press 'Tab'

Est. time: 0.2 sec.

Action: Special Key
Meetings/Training
-|  Paste:.5

e R T Kl P  Commens | [ S
[’\"“ Comitigt w A A e 3]
' [Dycopy ~
o=z Fran
Sz aLdsie] fe & Sdate
come o o ¢ S o et
i oo e :
PRI
y /
/ P
Y o
B
i
H
i
20
i
|2 -
5
24
el e I P e e [ gt [ ) e e
e B e

40.4Press 'Tab'

Est. time: 0.1 sec.

= o P ol i 2 Comments | |8 Share ~
b= Coitan 0 A | = @] 5|
U ooy ~
-y LEE fean
= o i & Select v
cuessus - n o
A vwsscTo ey p
@ |l x v %]2
A ol v g [ r g
——
v Gapiintime | Tiems Gop Caleuwor | Adjustment Time | Adjucment Tive Calulstor | GR Scaring | ANDRYUK VKTORWA | CAGHLE,DGLLY | ESRITU VARIA | FAAIVOND, VITE @ 5
! 3 s g
Lo

Action: Special Key
Administrative
-| | Paste: 2

.23 UPDATED PFS

JUSTMENT TRACKER.xIsx - Excel

Est. time: 3.4 sec.
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Est. time: 3.4 sec.

™

UW Medicine

Instructions: T purpeza o his dacumant

below:

1
2
3
T
5 Nome:
5
7
8

B Accessutty wvestioate e ot |

RN O

Action: Click

Close spreadsheet when

-| | all time category values
4  have been transferred

~ | to PFS Productivity

Scorecard Pilot.xlIsx -

Excel

Continue to next
employee

ARG}

42 PFS Productivity Scorecard Pilot.xIsx - Excel

‘ Est. time: 42.5 sec.

W g Test

E Merge & Center ~

Est. time: 10.1 sec.

Action: Click
Once all employees have
been reviewed and

BE(G]

[RERNEEE

a0y B Aoty wvestioate
.

Gaps i Time | i Gap Calesizor

Scating | ANDRVUK VKTORA

CAGLE, Doy

ESPRITU, AR

FAAAOND, VIKTE

B owom -

Adjustment times input,
click “Adjustment Time
Calculator” worksheet
to continue
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42.2Press 'Del'

Est. time: 1.9 sec.

Action: Special Key

The spreadsheet is configured
to pull the Adjustment Time
values that were input in the
“adjustment time” worksheet
previously.

The purple area should be
blank or programmed for
existing values to be
overwritten.

Gaprintime | T Gop Colcimor  Adjuctment Teme _Adjustment Time Calculator CAGHE DOLLY | ESPRITU, MARIA | HAMIMOND, VIKTE .. @ | (4]

fesar B Accessbity: vestoste Areage 1 Counts Somios UL 00
e

43 PFS Productivity Scorecard Pilot.xIsx - Excel

‘ Est. time: 1.4 sec.

Est. time: 1.3 sec.

Action: Click

Fill in Unique Accounts
Worked for each
employee.

Using the same time log
report loaded in EPIC,
you can find the ‘Unique
Accounts Worked"”

ERRRRNE NN GER R R LA

Yo Gop Calcumor Adjustmen Tme _Adjustment Time Calculator | GR Scoring | ANDRYUK VKTORWA | CACHE DOLY | ESPRIIL WARIA  HAMWONDWIETC .. @ 4]
B owom - ] - 1ok

44 Hyperspace - UW MED BILLING DEPARTMENT 20 - Production - \\Remote

‘ ‘ Est. time: 0.0 sec.
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44.1Press 'Alt+Tab'

Est. time: 0.0 sec.

Action: Special Key
Unique Hosp Acct Count:

oMers - 3 Resaess iMedubivaps [booeook [isicedos Bedex
1 Reports. x =3

HB User Productivity - Scorecard Pilot [23877131] as of Thu 12/7/2023 10:21 AM

2025 R bttt Ui iy e A
e RO, haTe 3 Goo Teme . Uncuelom hecs Uricue G T
h3sm 3hazm 6320 167 1319 1199
A
v by kil eors
£ 5 )
- e
™ 5 w
o s o
s 2 £
e 525 n
ax ™ w
e s 165 B
© =) i
ot L i
8 Pertormance Actiities
# Sonings. -

45 PFS Productivity Scorecard Pilot.xIsx - Excel

Est. time: 2.4 sec.

45.1Press 'Enter’

Est. time: 1.4 sec.

Action: Special Key Paste

2y
pbond sl rom 5 Agemert e st cns tatng sensenty A:uw‘ P
A\ UnABLETO ReFRESH & x
« . x v &|w
A E) c o B 3 3 H | J L n o o 3
o e
050 367 07
‘000 E
o0 25
050 25
o0 s
o0 15
oo | e
0 25
500 25
000 Ty
20
21
2
2
2
25
2%
20
2
20
0
v Gaprintime | T Gop Colciror  Adjudtmen Tme _Adjustment Time Colculator | GR Scoring | ANDRYUR VKTORYIA | CAGHEDOLLY | ESMRITU,MARIA | MAABAOND, VIKTC .. ()

Erner i Aoty vestaste
.

46 Hyperspace - UW MED BILLING DEPARTMENT 20 - Production - \\Remote

Est. time: 0.0 sec.
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46.1Press 'Alt+Tab'

Est. time: 0.0 sec.

o o e St Wi s e Action: Special Key
Unique Hosp Acct Count: 259

47 PFS Productivity Scorecard Pilot.xIsx - Excel

Est. time: 1.2 sec.

47.1Press 'Up’

Est. time: 0.4 sec.

ey P Action: Special Key
e el e - e ‘ 3 Unique Hosp Acct Count:

v Gaprintime | TmeGop Calcitor  Adjtmen Tme _Adjustment Time Calculator | GR Scoring | ANDRVUK VKIORNA | CAGHE LY | ESPRITU MAKIA  HAMMOND, WIETC

B Accessuity: estioste

48 Hyperspace - UW MED BILLING DEPARTMENT 20 - P

roduction - \\Remote

Est. time: 0.1 sec.
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48.1Press 'Alt+Tab'

Est. time: 0.1 sec.

Action: Special Key

The next category is
“Follow up SRG Unique
Accounts” which can be
found by scrolling down
under HB Performance
Activities.

= 6321 1678 1319 1199

Ex Copy Value: 74

° 0

o o

© o

° °

3 s 1 i

17 - s a » © o

1591635 18 15 531655 u o o o

Total 1726 AR sAeT 10 WM a2 08 386 5 B

HB Insurance Follow-up A

# Sonings.

49 PFS Productivity Scorecard Pilot.xIsx - Excel

Est. time: 2.8 sec.

Est. time: 1.0 sec.

Action: Keyboard Input

b im0 A & Bwrer | b | E R B EBE|Iy O S| H
- e - 81 Ui | A Hviesetcensr « | § - % 9 8 7 | Condon Formem O | o Ocke Forme | ot Sot & Frd8 | Semiivty | Adiins
S rirma piom 3 o %95 | e Sy TP | O P .
i wncronsn x
: S
. . T T VT S S , « . P | PR
m >
B s
:
:
s =
. =
5 =
s =
s
B
B
H
5
A
26
26
o
B
B
2 :
Resoy P Accessibiity: svestigate O 1 = 100%
1

53



49.2Press 'Enter’

Est. time: 1.7 sec.

Action: Special Key

Fio  Mome met Page Lojou Dax  Reiow  View Adomas ek 7 Comments | |8 Share ~
LA Comilgn <0 A K| = i ] | S s 4 O 3] Paste: 74
- e - o " Forme frd& *
Moz A = O lex Seat
covos rom 5 Nigrmes iber s s wtna e A
A\ e ToRsi s x
> x v & m
A 5 c o : - s 4 | 5 « . M . o Cll
ek
P m 7 ry
oo 3 o
S o
) c
cee o
cee 3
coc 3
500 3
o
o o
V[ Gopeintine | i Gop Coleaor | At Teve|_Adjustment Time Coctstor | G Seariog | ANDRYUK VKTGRTA | CAGLE DY | ESRIU, VAR | RAVMOND, WRTE - (B
Ere 1 At st
F—

50 Hyperspace - UW MED BILLING DEPARTMENT 20 - Production - \\Remote

Est. time: 0.0 sec.

50.1Press 'Alt+Tab’

Est. time: 0.0 sec.

Action: Special Key

Copy “Follow up SRG
Unique Accounts” Value
for each employee

Ex: Copy 189

s - » 22434
seEss u o a00
1726 147 15A6T M 106522 0 386 15

HB Insurance Follow-up Actiities

& Saninge

51 PFS Productivity Scorecard Pilot.xlIsx - Excel

Est. time: 1.3 sec.
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51.1Press 'Up’

Est. time: 0.5 sec.

Action: Special Key
Paste:189

A

CAGHE DOLLY | ESPRITU MARIA | HAMIMOND, VIKTE

idjutmen Tme_Adjustment Time Cslculstor

51.2Press 'Alt+Tab’

Est. time: 0.0 sec.

Action: Special Key
Lastly, the “Follow Up
RF1 Unique Accounts”
category will need to be
filled out in the same
fashion, by retrieving
the values from EPIC
under the HB
Performance Activity

/| section.

A 5 c o E 3 3 H | J 3 L N o [}

HEERTTEH

lala o o ofo lofa &

Adjucten Tme_Adjustment Time Cslculator | GR Scaring | ANDRVUK VKTORWA | CACHE DOLLY | FSPRITU MARIA  HAMMOND,VIKTC .. @ 4]
B - [ ~ oo

52 Hyperspace - UW MED BILLING DEPARTMENT 20 - Production - \\Remote

‘ ‘ Est. time: 0.0 sec.
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52.1Press 'Alt+Tab’

Est. time: 0.0 sec.

Action: Special Key

Retrieve Follow Up RF1
Unique Account values
for each employee.

Viktorya- 21
Dolores - 47

Ex:
Ex:

1199

s
531655

1405522

Totat 1580673

HB Insurance Follow-up A

& Savinge.

53 PFS Productivity Scorecard Pilot.xlIsx - Excel

Est. time: 1.2 sec.

Est. time: 0.6 sec.

Action: Special Key

e Bl m o ‘ 2 Paste retrieved values
[ ~l=z=|=z|B ) o | = Qe
e = 8 . — s catmg S | s -

CRSaring | ANDRYUK VKTORMA | CACHE DOLLY | ESPRITU MARIA | MAMMOND, VIKTC .

Adjustment Time Calculator

v GaprinTime | Time Gap Calciror  Adjastment Teme

B Acessuin: vestioste
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Est. time: 3.9 sec.

i\, UNABLETOREFRESH We Links

Action: Click
Call out:
The QR Scoring tab will

e

B

need to be filled out
manually by
supervisors. There may

S
FTTY

be a need for an input

file, or next steps

ESPRITU, MARIA | HAMMOND, VIETE

Tie | Tee Gop Calcukmor Adjutment Teme ld|um=nt'lmrb\mhkmiﬂls<:¢dng NORYUK VKTORIA

i 1ims CAGLE, Doy
soi B Aoty westioste

B -

dependent on
supervisors work.

Est. time: 53.9 sec.

I; RIB2a 4 aeoe s

Ao tine Cone | Q soring] | ANDRYUR VITORYIA | Jscus bty | sy s | ssvmions, werc .. @ |«
L

Action: Click

These QR scores have
historical data and are
updated by supervisors.
They can click into each
individual employee,
where a scorecard is
generated/calculated
based off all previous
work/inputs done via

|| | this process. The
supervisors will
continue from here to
review calculations and

2.5 Input Data Description

provide individualized
comments/feedback
and export to PDF.

The following table contains details regarding the inputs that every action of the process takes.

#Action Sample Input Type Location
1 Kronos weekly | Pfs_data$
punch (\hemingway)
(H:)

Are inputs
Natively
Digital*?

Are the Inputs

Structured™

Yes Yes
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file://///hemingway

Epic HB Time | Pfs_data$ Yes Yes
Log (\hemingway)

(H)
Adjusted Time | Pfs_data$ Yes Yes
Log by user (\hemingway)

(H)

58

*Native Digital This is data that was originally created digitally e.g. excel, database or application reports etc. The
non-native digital inputs are usually scanned images.
* Structured Data: has a predictable format and exists in fixed fields (e.g. an excel cell or a field in a form) and is
easily detectable via search algorithms.
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file://///hemingway

lIl. TO BE PROCESS DESCRIPTION

PFS Productivity Scorecards

Schedsed
generation of Epic
Summary statistics

Process failune
creating reports
will rersult in Eaikure:

Addded to B for
automation
consumption

g fuled of bat to have
generation of
Kronas oo punch

Pre-Funk

omplete cutput
data

data

Create dt from
dt_ranas by Load Epic
aliminating Surnmary xdsx
duplicate lines : from M\ to de_Epic
di_ Uniquellzer

Check WO for
users o be — s Y
processed

wm in_Useshlame,
user

speciic gaps in

fime report to

Process
datatables:
Herws Liser?,

Dispatcher

Performer Datatables

Performer Epic

Fetch dt Kranos
gapsin time from
downloaded
spreaclsheet 30 rinutes? write i S
For mach Inop by to gap 2+ c 5 ‘Gap 1" Scorecard
gap by day

Performer Excel

3.1. Parallel Initiatives

Process Action(s) Impact on
o where it is current Expected
Initiative Name identified Automation Completion Date Contact Person
Request
Adoption of Using new data for | High/New With robot Victoria Holland
Epic based PFS | scorecards and completion
Performance process change for
Scorecards supervisors

3.2. In Scope For RPA

The "PFS Productivity Scorecard will be populated with the following details:
e Epic Time gaps > 30 minutes as noted in the Epic HB Time Log drilldown
e Epicfirst and last activity times as noted in the Epic HB Time Log drilldown
e Productivity statistics as notes in the HB Time Log Summary
o Unigue Accounts
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o Follow up SRG Unique Accounts

o Follow up RFI Unigque Accounts

o Follow Up Recovery Dollars

o Denial Recovery Dollars
A single scorecard spreadsheet will be handed off to all Supervisors who will be required to
finalize employee scorecards with approved adjustment time, QR scores as well as
comments/improvement recommendations.

3.3. Out Of Scope for RPA

Possible measures to

ken in
Reason for out of R to

Activity/Action® Impact on the TOBE consideration for

scope .
future automation

57.2-57.3 QR Scoring and Handoff should be N/A
individual employee seamless
scorecards to be
completed by
supervisor

Exceptions Handling

The Business Process Owner and Business Analysts are expected to document below all the
business exceptions identified in the automation process. Exceptions are of 2 types and both
need to be addressed:

Known exceptions = previously encountered. A scenario is defined with clear actions and
workarounds for each case.

Unknown = New situation that was not encountered before. It cannot be predicted and in case
it happens it needs to be flagged and communicated to an authorized person for evaluation.

3.3.1. Known Business Exceptions

Action to be taken

Exception Name Action Parameters

3.4.2 Unknown Business Exceptions
For all other cases which do not follow the rules defined an e-mail should be sent to:
<exceptions@company.com*> with a screen shot and robot should proceed to next transaction.

*To be determined with automation user creation

3.4. Applications Errors & Exceptions Handling

A comprehensive list of all errors, warnings or notifications should be consolidated here together
with the action to be taken for each by the Robot. There are 2 types of exceptions/errors:
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mailto:exceptions@company.com

Known = Previously encountered and action plan or workaround available for it (e.g. SAP
unresponsive during peak times)

Unknown = these are exceptions and errors that cannot be anticipated but for which the robot
needs to have a rule so that the RPA solution is sustainable.

3.4.1. Known Applications Errors and Exceptions

Action to be taken

Error/Exception Name Action Parameters

Missing User in Kronos Exception error Bot will process without
should be sent to log issue as it is the source
however, proceed to user list however, no
next user data will be added to the

scorecard for the
| missing user.

Missing user data in Epic | Exception error No data will be added to
should be sent to log the scorecard for the
however, proceed to user.
next user

Task Capture example Action 35 Overtime Adjustment | Ensure this set of values

didn't include scenario w/ Values - no example | isincluded on build

overtime, ensure values
are included into RPA

build |

Kronos time not Punch time that is Changes to punch

finalized before available will be time may affect time

Sunday used. gaps and adjustment
time and will require
manual intervention
by supervisor in
corresponding tabs in
scorecard .

Unable to log into Epic | Retry 3 times Fatal Error and bot
aborts

|
Unable to log into the H | Retry 3 times Fatal Error and bot
drive or H:\ aborts

3.4.2. Unknown Applications Errors and Exceptions
An umbrella rule that includes a notification needs to be designed for all other exceptions that
could happen and cannot be anticipated:
Robot should attempt to access any application 3 times then it should terminate thread.

3.5. Reporting

Monitoring Tool to

Report Type Update frequency Details visualize the data
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