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Claims “RAP and Final” are created automatically when the patient is admitted in
the system.

NOTE: If the patient is entered with another Primary Payer and then changed,

the RAP and Final will need to be created manually in Claims History.

CREATE RAP CLAIMS
Billing/Medicare-Medicare HMO/Create RAP Claims

OBilIing £33 Admin | 57 Reports | {2 Help

AxxessDDE}

DDE Black freen

Medicare / Medicare HMO =———3»» | Create RAP Claims I

Managed Care / Other Insurances » | Create Final Claims

All Claims Pending Claims

Claim Submission History * | Deleted Claims

Remittance Advice Billing / Claims History

Eligibility Report

A window will open with a list of Patient’'s Names, Patient ID/MR Number,
Episode Period, OASIS, Visit and Verified. Sort by:

e Branch — Choose from drop-down menu (if there is more than one).

e Insurance — Choose any payer that has been added to Axxess from the
drop-down menu (Medicare and Medicare/HMO Payers).

e Date Range - By either writing in or selecting the date by selecting the
calendar icon.

e Patient Status - Choose from either Active/Discharge or Non-Admit in the
drop-down menu.

Once parameters have been entered, select the “Refresh” button.

Branch: 1. Testing home health agenc' v = Insurance: Medicare(Palmetto GBA) v
Date Range: 8/6/2018 ) To 10/9/2018 ) Patient Status:  Active/Discharge M
| e e

Only patient names that fall within that selection will be on the list. To Print the list
of patients, select the “Print” button. To make an excel spreadsheet out of this
list, select “Export to Excel.”
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To the right of the patient’'s name and episode date there will be OASIS, Billable
Visit and Verified. All these sections need to have a green check mark to bill the
RAP. The green check marks are obtained by meeting the following criteria:

e OASIS — The OASIS in the designated episode should be in a completed
status.

e Billable Visit — The first billable visit in the designated episode must be in a
completed status.

e Once the first two columns (OASIS and Billable Visit) have green check
marks, the patient’'s name will appear in a blue hyperlink. Select the
patient’'s name to begin the verification process.

After reviewing all the details of the RAP, select “Verify.” This will show a green
checkmark ¥ under the Verified column.

RAPs | Testing Home Health Agency, Inc
S

Branch: 1. Testing home health agenc' ¥ = Insurance:  Medicare(Palmetio GBA) v

Date Range: 7/30/2018 £ To 10/2/2018 Patient Status: | Active/Discharge v
D EEIIE
1. Testing home health agency, Inc. | Medicare(Palmetto GBA) [ f#xport to Excel ] [ Print]
Billable
Patient Name Patient Id/MR Number Episode Period OASIS  Visit Verified
WILSON, KRISTA Ki85497 08/02/2018-10/31/2018 v X X
WILLIAMSON, CHESTER 125251852125 06/07/2018-08/05/2018 X X X
WILLIAMS?2, TEST 2018-MC-35 09/28/2018-11/26/2018 X X XK
WILLIAMS, TREMAIN 124-14-2 07/10/2018-09/07/2018 o v X

Once the RAP has been verified there will be a check box to the left of the
patient’'s name. This shows the RAP is ready to be generated for billing
submission. Select the check box next to the patient’s name and scroll to the
bottom of the page. Select the “Generate Selected” button.

‘13 L WILLIAMS, TREMAIN 124-14-2 07/10/2018-09/07/2018 v v v
174, WILLIAMS, TREMAIN 124-14-2 09/08/2018-11/06/2018 x x x
175 WILLIAMSON, CHESTER 125251852125 06/07/2018-08/05/2018 * ® *
176. WILSON, KRISTA Kig5497 09/02/2018-10/31/2018 v x x

‘Generate Selected Generate All Completed

Once “Generate Selected” has been selected, the user will be taken to a screen
that shows 2-3 options:
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e Submit Electronically - If claims are submitted through Axxess (the agency
must have Axxess DDE to submit Medicare Claims electronically).

e Download Claim(s) - If the agency has a clearinghouse that submits their
claims or print the claim to mail to the insurance provider.

e Mark Claim(s) As Submitted - To mark claims as submitted once the user
has downloaded the RAP and uploaded or printed it.

AT LG JU LY | DSOS T AT LY T

1. Testing home health agency, Inc. | Medicare (Palmetto GBA)
Medicare No Episode Date
5214700124 0771042018 - 09/07/2018

Once the claim has been submitted, an alert will appear on the top right corner
stating, “The claim(s) were processed successfully.” Then the RAP will be
removed from the list automatically and will show in the Billing/Claims History
section.

The claim(s) were processed successfully, =

To submit all claims that have the three checkmarks without selecting each
patient, select “Generate All Completed” and the user will be taken to a screen
that shows three options:
e Submit Electronically - If claims are submitted through Axxess.
e Download Claim(s) - If the agency has a clearinghouse that submits their
claims or print the claim to mail to the insurance provider.
e Mark Claim(s) As Submitted - To mark claims as submitted once the user
has downloaded the RAP and uploaded or printed it.

1. Testing home health agency, Inc. | Medicare (Palmetio GBA)
Medicare No Episode Date
5214700124 0771042018 - 09/07/2018
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CLAIMS HISTORY/NEW RAP
Billing/Medicare-Medicare HMO/BIlling-Claims History

0% Admin ?Repons L.} Help

Medicare'f Medicare HMO Pl Create RAP Claims
vard Managed Care / Other Insurances »| Create Final Claims
| All Claims Pending Claims
Ned| Claim Submission History » | Deleted Claims
Remittance Advice Billing / Claims History i
l Q A—Q Eligibility Report pate]!
o, R — — Axxess — 2018 Fall

After Submitting Electronically or Marking Claim as Submitted it will appear in the
“Claims History” with the Status of Submitted.

Type Episode Range Status Claim Amount
[ + RAP 09/02/2018-10/31/2018 Created $0.00
+ Final 09/02/2018-10/31/2018 Created $0.00
+#  |RAP 07/04/2018-09/01/2018 Submitted | s101681
+ Final 07/04/2018-09/01/2018 Created $0.00

This is the section where users can create a RAP if it was not created due to a
Payer change after the patient was admitted in the system. Search by:
e Branch — Choose from drop-down (if there is more than one).
e Status - Choose patient status from drop-down menu.
e Filter — Choose payer type from the drop-down menu.
e Find — Type any part of the patient name and list of names on the left will
narrow down.

Ty J

Branch: 1. Testing home he »

Status: | Active v |
Filter: All v
Find:

Select the patient name on the left side (patient’s name box will turn light blue).
Then on the upper left under the “Home” tab there will be an option for “New
RAP.”

¥ Home [:*_-:J Create 4 View | S8R Patients Schedule W AxxessCARE (TT9) OEiIIiﬂg £% Admin | [ Reports
AXXESS | Billing History | Testing Home Health Ag
_F
iranch: | 1. Testing home he ¥ I WL INew L

itatus: | Active v
ilter All v RAP
ind:  kris Patient Name: Krista Wilson
Patient MRN: kig5497
-ast Name First Name/MI Medicare Number: 1234515964a
300DWIN SADIE Insurance/Payer. Medicare(Palmetto GBA)

CRISHNA RAMA
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Once the “New RAP” is selected, an Episode Information window will open.
Choose the correct episode from the drop-down and then select the “Add RAP”
button and the RAP will be created.

Episode Information

Episodes : 08/02/2018-10/31/2018 v

Asarar— ] cancel ]

CREATE FINAL CLAIMS
Billing/Medicare-Medicare HMO/Create Final Claims

are @2 | @) Biting | £3 Admin | 5 Reports | T3 Help

'Medicare'f Medicare HMO Create RAP Claims
i Dashboard Managed Care / Other Insurances ®J Create Final Claims
| All Claims Pending Claims
Frid ¢laim submission History ¥ | Deleted Claims
Remittance Advice Billing / Claims History Message
n Eligibility Report lez RN — Communicatic
T I s e ["T"Martha Gonzalez RN — Read : Test

A window will open with a list of Patient’'s names, Patient ID/MR Number,
Episode Period, Claim Type, RAP, OASIS Exported, Visit, Order, Verified and
any Comments. Here there is the option to sort by Insurance and Date Range.
Search by:
e Branch — Choose from drop-down menu (if there is more than one).
e Insurance — Choose any payer that has been added to Axxess from the
drop-down menu.
e Date Range - By either writing in or selecting the date by selecting the
calendar icon.
e Patient Status - Choose from either Active/Discharge or Non-Admit in the
drop-down menu.

Branch: 1. Testing home health agenc v = Insurance: Medicare(Palmetto GBA) v
Date Range: 8/6/2018 9 To 10/9/2018 Patient Status: Active/Discharge v
EEE e
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Only patient names that fall within that selection will be on the list. To Print the list
of patients, select the “Print” button. To make an excel spreadsheet out of this
list, select “Export to Excel.”

To the right of the patient’'s name and episode date will be the Claim Type
(Final), RAP, OASIS Exported, Visit, Order and Verified all these sections need
to have a green check mark ¥ to bill the Final. This green check mark is
obtained by selecting the Patient’'s Name and verifying the Final. RAP must be
submitted, OASIS must be exported and all the visits are completed in that
episode. All orders should also be returned with physicians’ signature and then

there will be a hyperlink on patient name for verifying Final Claim.

re(Palmetto GBA) [ Export to Excel ] [ Print]

OA “
Claim Type RA Exported Visit Order Verified Comment
Final v 4 i *® v b 4
Final b4 i® b4 v b4
Final b4 * x b4 x
Final b4 b 4 x x b4
Finat “r - “ wr “r

There are four steps to verifying a Final:

1. Demographics - Is the patient’s information that the user needs to
verify that the sections with the * red asterisk are correct. These sections
are typically generated from the patient’'s demographics and OASIS. At
the bottom of the page there is a “Verify and Next” button to go to Step 2.

axXXess.com

&

Final (EOE) Claims | amy aaron =]
Step 1 of 4: Step2of4: | Step3of4: Step 4 of 4:
Demographics Verify Visits Verify Supplies Summary
Patient First Name: by * Bl Type: Initial Final
Patient Last Name: Baron u HERSCod 78678
Medicare Number: 12795790861 i OASLS Malohing ey 7868386973
Insurance Provider: Medicare(Paimetto G8A) || * Fstofan LastNames Smith
Patient ID/Medical Record Number: & Tt Kame: John
AA621979 Physician NP1 Number: 5325732575
Gender: @ Female  (O) Male Certifying/Recertifying Physician| UBO4 Locator 78 )
Date of Birth: 6/2/1979 fA* LastName:
Episode Start Date: 7/28/2018 f5°  First Name:

First Billable Visit Date:
Please Veri first bil

Admission/$.0.C. Date:
Admission Source:
Patient Status:
Discharge Date:
Address Line 1

Address Line 2.

Recommended/Previously Entered First Billable Date: 7/28/2018*

7/28/2018
billable vizit

View Schedule

4/11/2017 =

(2) Clinic or Physician's Office| ™ | *

01 - Discharge to home or sel v | *

7/30/2018

oy

405 Edgefield Dr

NPl #:
HHPPS/Episode Payment:
1CD Type: (2]

Diagnosis Codes:
Primary

Second
Third
Fourth
Fifth

Sixth

0--1CD-10

E118
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2. Verify Visits - Is the section where the user must verify the visits that

were done for the patient within the episode date range. This page is split
up into three sections: Billable Visits, Missed Visit and Incomplete Visits.
Each section has the following columns listed: Visit Type, Scheduled Date,
Visit Date, HCPCS, Rev Code, Status, Units and Charge. On the bottom
of the page there is a button to go “Back” to the previous step or a button
to “Verify and Next” to go to Step 3.

Final (EOE]) Claims | aaron
Step 1 of 4: Step 2 of 4: Step 3 of 4: Step 4 of 4:
Demographics Verify Visits | Verify Supplies Summary

Episode: 07/28/2018 — 09/25/2018

Billable Visits.
Scheduled Rev

Visit Type Date Visit Date HCPCS Code  Status UnitsCharge

Skilled Nursing D Check All
1

Skilled Nurse Visit

09/19/2018 09/19/2018 G0299 0551 Returned For Review 3 $200.00

Incompleted Visits

Scheduled
Visit Type Date Visit Date Assigned To Status
OASIS-C2 Start of Care 07/28/2018 07/28/2018 Karen Doe RN Saved
Skilled Nurse
Evaluation 07/28/2018 07/28/2018 Salim Bahsoon RN Not Yet Started

Jerome Cadungog
HHA Care Plan 07/28/2018  07/28/2018  Administrator Saved
UAP Wound Care Note 08/02/2018  08/02/2018  Abby Kassebaum RN Mot Yet Started
Not Yet Started

UAP Wound Care Note 08/04/2018 08/04/2018 Amy Smith RN

3. Verify Supplies - Is the section where users verify the supplies that

were used for the patient within the episode date range. If users do not
want to bill for supplies check the box in the upper left-hand corner. Check
the box to the left of the supply and select the hyperlinks “Mark As Non-
Billable” or “Delete” if applicable. If a supply is marked as non-billable, it
will fall to the lower section of the page. Select the “Edit” hyperlink on the
right to make updates.

o _Final (EOF) Claims | amy aaron =

Step 1 0f4: Step 2 of 4: Step 3 of 4: Step4 of 4:
Verify Visits Verify Supplies Summary

Demographics
Episode: 07/28/2018 — 09/25/2018
[[] check this box if you do not want to bill for supplies. (This removes ail suppliss from the claim)
Note: Any missing supplies added to  visit after the claim has been created and verified will have to be re-loaded by re-verifying the visits tab in step 2.

Billable Supplies

Add New Supply Mark As Non-Billable Delete Note: Click on the (22) and make the selection

Revenue Code Description HCPCS Date Unit Unit Cost | Total Cost  Action

Humidifier, durable for extensive

O 1242 supplemental humidification during IPPB  E0550 11/08/2018 1 $120.00 $120.00  Edit
treatments or oxygen delivery
Non-Billable Supplies
Mark As Billable Delete Note: Click on the and make the iste selection
Revenue Code Description HCPCS | Date Unit | UnitCost | Total Cost | Action

Cane, includes canes of all materials,
adjustable or fixed, with tip

E0100 11/08/2018 1 $100.00 §100.00 Edit

Back Verify and Next

[ 1224

axXXess.com
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To add a supply that is missing, check the box to the left of the supply then select
the “Add New Supply” hyperlink. A new window will open where users must
enter the supply Description. Start typing and options will appear below. If
applicable, select one of the descriptions. Axxess is pulling from a database that
has the corresponding HCPCS codes listed. Enter the Revenue Code, select or
write in the Date. Enter the Unit and Unit Cost. Then select the “Add Supply”
button.

New Supply:

Description: *

*

Revenue Code:

HCPCS: *
Date: =
Unit: e
Unit Cost: % *
Total Cost: %
«=» :

At the bottom of the page will be a “Back” button or the “Verify and Next” to go to
Step 4.

4. Summary - Is the final section where users verify all the information for
the Final is correct. In this section there is an option to select the “Back,
Print or Complete” buttons for the verification of the Final.

2‘ Final (EOE) Claims | amy aaron E=e
Step 1 of 4: Step 2 of 4: Step 3 of 4: Step4 of 4:
Demographics Verify Visits Verify Supplies Summary
Patient First Name: amy Episode Start Date: 7/28/2018
Patient Last Name: aaron Admission/$.0.C. Date: 4/11/2017
Medicare Number. 1279579086H  Address Line 1 405 Edgefield Dr
Patient ID/Medical Record Number: AAB21979 Address Line 2:
Gender: Female City: GARLAND
Date of Birth: 6/2/1979 State, Zip Code: TX, 75040

HIPPS Code: Diagnosis Codes:

OASIS Matching Key: Primary E118

First Billable Visit Date: Sevond

e Third

ysician Name: e
Physician NPI Number: 5225722575 i
Remark: Sixth
Serviotal
Description HCPCSMIPPS Code  Service Date Unit Charges

‘ 0022 Home Health Services 78678 07/2812018 $0.00 ‘

10
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Once the Final has been verified there will be a check box next to the patient’s
name. This shows the Final is ready to be generated for billing submission.
Select the box next to the patient’s name. Scroll to the bottom of the page.
Select the “Generate Selected” button.

11

124, WADE, MARCUS 292875 08/15/2018-10/M13/2018 Final v x x
125. WHEELER, MARGUERITE ~ BT1956 08/19/2018-10/17/2018 Final x x x
‘12Ii. WILSON, KRISTA kig5497 07/04/2018-09/01/2018 Final L4 4 v

Generate Selected | Generate All Completed

Once “Generate Selected” is selected, users will be taken to a screen that shows
2-3 options:
e Submit Electronically - If claims are submitted through Axxess.
e Download Claim(s) - If the agency has a clearinghouse that submits their
claims or print the claim to mail to the insurance provider.
e Mark Claim(s) As Submitted - To mark claims as submitted once the user

has downloaded the RAP and uploaded or printed it.

Patient Name Medicare No Episode Date Claim Amount
Mark (Mavs-414141) 414141414 06/13/2015 - 08/11/2018 169465
Dot

Once the claim has been submitted, an alert will appear on the top right-hand
side corner stating, “The claim(s) were processed successfully.” Then the Final
will be removed from the list automatically and will show in the Claims History
section.

The daim(s) were processed successfully, %
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CLAIMS HISTORY/NEW FINAL
Billing/Medicare-Medicare HMO/BIlling-Claims History.

12

ARE (B () Biing i3 Admin | 5 Reports | {2 Help

Medicare'f Medicare HWo *l Create RAP Claims

| e —
i Dashboar er Insurances » i i
| Create Final Claims b
| All Claims Pending Claims
Fid Claim Submission History b | Deleted Claims
Remittance Advice Billing / Claims History essage

n Q q R Eligibility Report lez RN - Communicatic
T T T iR s Sanvalar DR Danad + Tacot

After submitting Final or marking it as Completed Submitted it will appear in the
Claims History with the status of Submitted.

New RAP | New Final

= Quick Reports
Final P

Remittance
Patient Name: EVE ADAMS i
Patient MRM: 1234ghb i HE(E T (RIAE :few ::ymtems it
BLLE RS Labor Portion: $1315.00 W CHaTens
Patient DOB: 11/01/1999 Activity Logs
i Non-Labor: $365.00 R
Medicare Mumber. 2148675309 Deleted Claims
_ Supply Reimbursement: $14.31
Insurance/Payer: Medicare{Palmetto GBA) ) )
Episode Prospective Pay: $1694.68
HIPPS: 1AFKS ; )
Claim Prospective Pay. $847.34
Claim Key: 17LU17NX41AAAAAAAA
Create Adjustment Claim Post Payment Post Adjustment
Type Episode Range Status Claim Amount | Total Payment | +Adj -Adj Balance
4] RAP 06/01/2018-07/30/2018 Created 50.00 50.00 50.00 §0.00 §0.00
4 Final 06/01/2018-07/30/2018 Created 50.00 50.00 50.00 50.00 §0.00
+] RAP 01/01/2018-03/01/2018 Submitted 5847 34 $0.00 $0.00 $0.00 584734
I +| Final 01/01/2018-03/01/2018 Submitted $847.34 $0.00 $0.00 $0.00 $847.34 I
4] RAP TMI02/2017-12131/2017 Submitted $1050.60 $0.00 $0.00 $0.00 $1050.60
+«] Final M02/2017-12/31/2017 Created 50.00 50.00 50.00 §0.00 $0.00

This is the section where users would be able to create RAP if it was not created
due to a Payer change after the patient was admitted in the system. Search by:
e Branch — Choose from drop-down (if there is more than one).
e Status - Choose patient status from drop-down menu.
e Filter — Choose payer type from the drop-down menu.
e Find — Type any part of the patient name and list of names on the left will
narrow down.

~ )
Branch: | 1. Testing home he r
Status: :Aotive v
Filter: All v
Find:

axxess.com BB /Axxess
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Select the patient name on the left side (
Then on the upper left under the “Home”

13

patient’s name box will turn light blue).
tab there is an option for “New Final.”

w'Axxlsss_J

Billing History | Testing Hor

Branch: | 1. Testing home he ¥ DL S LA
Status: | Active v
Filter: All v RAP
Find:  batt Patient Name: Alanna Battle HHRG (Groupe
Patient MEN: 1kb123 Labor Portit
Last Name First Name/MI Medicare Mumber. 523634690a Non-Lab
BATTLE ALANNA Insurance/Payer: Medicare{Palmetto GBA) Supply Reimburseme
BATTLE POWDER HIPPS: 1AFKS Episode Prospective P.
Claim Key: 18FL18HR41AAAAAAAA Claim Prospective P,
postpoyme
Type Episode Range Status Claim Amount Total Payment
+] RAP 07/20/2018-09/17/2018 Submitted $847.34 $0.00
+] Final 07/20/2018-09/17/2018 Created $0.00 $0.00
+] RAP 05/21/2018-07/19/2018 Submitted $1016.21 $0.00

Once “New Final” is selected, an Episode Information window opens. Choose the

correct episode from the drop-down and
the Final will be created.

then select the “Add Final” button and

Episode Information

Episodes :

v

01/03/2018-03/03/2018

Ada ALY Cancel

POSTING PAYMENTS

Once payment is received on the claim, post the payment amount by selecting

“Post Payment.”

RAP

Patient Mame: LE.

AH HESED

Patient MRM: 15469
Medicare Mumber: 6398554T1A

Post Payment I

dicare(Palmetto GBA)

Post Adjustment

axXXess.com
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Change the Claim status from the drop-down menu to Paid. Enter the Payment
Amount, Payment Date and select “Save.”

14

New Payment Information

Claim Status: Paid ~|  Payment Amount: % 1600 *
Payor: Medicare(Palmetto GBA) ~|* Payment Date: 03/15/2018 =g
Check RA#:
Check Amount: [
Comment:

If there is a Balance amount on the claim, adjustments can be made by selecting
“Post Adjustment.”

RAP

Patient Name: LEAH HESED
Patient MRN: 15469
Medicare Mumber: 639855471A

Insurance/Payer: i
Post Payment Post Adjustment

If there is positive balance, make an Adjustment selecting a negative Adjustment
Code and vice versa. Enter the Adjustment Amount, Date, any comments and
select “Post Adjustment.” Go to Admin/Lists/Adjustment Codes/New Adjustment
Code to make custom Adjustment Codes.

Post Adjustment
Adjustment Amount: $ 0.20 *
Adjustment Date: 10/26/2018 @\‘
Adjustment Code: :0002 - negative adjustment v | ¥
Adjustment Type: Negative
Comment:

Post Adjustment m
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On the right-hand side are the following Quick Reports:

Quick Reports
Remittance
View Payments
View Adjustments
Activity Logs
Deleted Claims

e Remittance - If Remits were posted through Remittance Advice, they can
be seen here.

e View Payments - The payments posted on the claim can be seen here.
Users can update or delete them.

e View Adjustments — Any adjustments made on claims are seen in this
section. Users can update or delete them.

e Activity Logs — To see when and who made any adjustments to a claim.

e Deleted Claims - All the deleted claims for that patient can be seen here
and can be restored as well.

ALL CLAIMS
Billing/All Claims

(esSCARE @i () Billing Ii_:; Admin 5% Reports {3 Help

Medicare / Medicare HMO »

Irtha's Dashboard Managed Care / Other Insurances »

All Claims

Tu Claim Submission History 3

Remittance Advice nbox —

A new window will open with the option verify all type of claims. To find a claim,
select from the following search parameters:
¢ Branch — Choose from drop-down menu (if there is more than one).
e Bill Type — Choose from either RAP, Final or Managed Care.
e Insurance — Choose any payer that has been added to Axxess from the
drop-down menu.
e Patient Status - Choose from either Active/Discharge or Non-Admit in the
drop-down menu.

Then select the “Refresh” button to finish the search.
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December 2018



&3 AXXESS

All InsumncesrPﬂors Testing Home Health Agenc& Inc

16

Branch: 1. Testing home health agenc v Bill Type: RAP v

Insurance: [ Medicare(Palmetic GBA) ¥ | Patient Status: | Active/Discharge B m [ Print |

This section works the same as the Medicare/Medicare HMO and Managed
Care/Other Insurance. It allows for all claims in one window and change options
in the top section depending on the Bill Type users are wanting to verify. It is the
Same process of having all green check marks before being able to bill claims.

nsuran Payors Testin ency, Inc

Branch: 1. Testing home health agency ~ | Bill Type:  RAP e

| Managed Care

1. Testing home health agency, Inc. | Medicare{Palmetto GBA) [ Export to Excel ] [ Print]

Billable
Patient Name Patient Id/MR Number Episode Period OASI¥isit Verified
‘ 1 AARON, AMY AAB219T9 05/20/2018-07/2712018 I K K

CLAIM SUBMISSION HISTORY - MEDICARE
Billing/Claim Submission History/Medicare-Medicare HMO

Billing | 4% Admin | 52 Reports | {} Help Clinician Plan

AxxessDDE|

DDE Black §creen

Medicare / Nedicare HMO »
Managed Cgre / Other Insurances »

All Claims

Claim Submission History === || Medicare / Medicare HMO I

Remittance Advice Managed Care / Other Insurances

This section provides the response for the claims that were submitted
electronically for both Medicare/Medicare HMO and Managed Care/Other
Insurance. Filter through claims by choosing the Claim Type and writing/selecting
a date range. Once parameters have been chosen, select the “Generate” button.
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ﬂ' Claim Submission History | Testing Home Health Agency, Inc = =l
‘Export to Excel
Claim Type: | All v | Date From: [3/12/2018 | & To: 10/10/2018 | £ _

17

Batch Id Submission Date | # of claims #of RAPs # of Finals Action

802177545 081372018 1 1 [] View Claims | Response
8021776584 08/13/2018 1 1 0 View Claims

802177937 081372018 1 [1] 1 View Claims

802178248 081472018 1 1 0 View Claims

802175247 08/14/2018 1 1 0 View Claims

802178249 081472018 1 1 ] View Claims

802178366 081472018 1 1 ] View Claims

G02176368 081472018 1 (1] 0 View Claims

&02178372 081472018 1 [1] 0 View Claims

802178376 08/14/2018 1 (1] 0 View Claims

802176902 08/15/2018 1 1 0 View Claims

802178943 08152018 1 1 0 View Claims

802180278 082172018 1 0 1 View Claims

802130300 082172018 1 0 1 View Claims

802180545 08/22/2018 1 1 ] View Claims | Response

The window shows the Batch ID, Submission Date, # of claims, RAPs and Finals.
To send the whole list to an excel spreadsheet select the “Export to Excel” button
in the top right. To look at which claims were in each batch, select the “View
Claims” hyperlink to the far right. The Submitted Claims Detail window will show
every claim that was in the batch and the option to “Export” them by selecting the
button in the top right.

& Submitted Claims Detail | Testing Home Health Agency, Inc o || ]
MRN Patient Episode Bill Type
Loo-123456 LOO, JIMMY 06/04/2018 - 08/02/2018 RAP
11225690 PALMER, MEREDITH D/04/2018 - 08/02/2018 RAP

Back at the Claim Submission History window, select the “Response” (under
Action) hyperlink to see the electronic response.

AXXess Agencycore
569 File Report
Response Date: 2018-88-13 Response Type: INITIAL Response Time: 11:2:0@
PAYOR: 118@1 Format: ANST
SUBMITTER ID: SH23871 FILE ID: 882177848
Status:
Transactional edits: Accepted
Functional Edits: Accepted

Total Claims: 1 Charges: se.ee
Claim Rejects: ] tharges: 56.98

original 993 File:
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Billing/Claim Submission History/Managed Care-Other Insurances

Managed Cdre / Other Insurances »

All Claims

Claim Submission History =3 | Medicare / Medicare HMO

Remittance Advice

() Bitiing | £3 Admin | 52 Reports {3 Help
| AxxessDDE]

DDE Black §creen

Medicare / Medicare HMO »

Managed Care / Other Insurances

The following window houses the submission history of all other claims besides
Medicare and Medicare HMO claims. To find a specific claim, start typing in the
Search By text space by either Batch ID #, Payer Name, Submission Date,
Submitted By or the # of Claims. Select the “Export to Excel” button in the top
right to create an excel spreadsheet of the list showing based off search
parameters.

&

Search By:

Filter by:

Batch Id #
802178089
802178237
802178239
202173240
sp2178241
802178242
802178244
802178255
802178266
802178529
202173633
202172629
802178692
802178762
802178763

Managed Care [ Other Insurances (o]

[o
_—

Search by keywords like Date, Batch ID, Submitted by, claims

B 7o 101102018 &

0&M12/2018

Payor Name

Rojas UB
Rojas UB

Rojas UB

Rojas UB
Rojas UB
Rojas UB
DR

Rojas UB
Rojas UB
Rojas UB
Rojas UB
Roias UB

Claims can be viewed three ways:

1. Select the plus sign icon to the left of the Batch ID #.

Submission Date Submitted By
081372018
081472018
031472018
03/14/2013
031472018
031472018
08/14/2018
081472018
081472018
08142018
08/15/2018
081572018
08152018
08/15/2018
08152018

2. Select the # of Claims hyperlink.

3. Select the “View Claims” hyperlink to the far right.

‘Export to Excel

# of Claims | Action

View Claims | Export
View Claims | Export
View Claims | Export
View Claims | Export
View Claims | Export
View Claims | Export
View Claims | Export
View Claims | Export
View Claims | Export
View Claims | Export
View Claims | Export
View Claims | Export
View Claims | Export
View Claims | Export
View Claims | Export
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Selecting any of the previous three options will expand the claim. The expanded

claim will list the MRN, Patient, Type, Episode, Date Created and Claim Amount.

To view the submitted form, select the “UB-04" hyperlink to the far right of the
claim which will download a PDF copy. The “Export” hyperlink will create an
Excel spreadsheet of just that batch.

Batch Id # Payor Name Submission Date Submitted By # of Claims | Action
D 802175089 Fojas UB 0871372018 D Export
MRN Patient Type Episcde Date Created Claim Amount
CR123 ROJAS, CAROLINA 121 061272018 - 06142018 07262015 51600.01 UB-04

BILLING/REMITTANCE ADVICE
Billing/Remittance Advice

) Biling | £33 Admin | 5 Repc

AxxessDDE

DDE Black Screen

Medicare / Medicare HMO »
Managed Care / Other Insurances »
All Claims

Claim Submission History »

[Remittance Advice ]

Remittance Advice is uploaded from Medicare. The agency must be linked to
Axxess to receive Remittance Advice through our system. If this is the case,
when the window is opened there will be a list with the Remittance ID,
Remittance Date, Payer, Payment Date, Last Posted Date, Provider Payment,
Claim Count, Action and Posted Status. Write/select the date range for
Remittance Date, choose the Insurance from the drop-down, then select the
“Generate” button. Select the “Print” button to print the list showing based on
parameters. The Action column contains two actions: View Details and Delete.
The “Delete” action item will delete the remittance advice from the list. Select
“View Details” to review the claims details and Post Payment.

Remittance Advices | Testing Home Health Agency, Inc = |[-[=]
e e s

(|
Reml.tmnce DR/ 122018 &8 Insurance: Medicare v EDI Files
To 10/10/2018 = m

To see the raw EDI Files, select the “EDI Files” button to the far right. The
following window will open. To limit the number of raw files seen, select an NPI
from the drop-down or choose a date by selecting the calendar icon or selecting
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the “< Prev” and/or “Next >” buttons. Download each individual raw file by
selecting the “Download” button to the right of the file. Select the check boxes to
the left of each file and select the “Download Selected” button in the top right to
download multiple at the same time. There are also two types of raw files split up
by tabs. There is the “277” tab and the “835” tab.

& Raw EDI Files =2 ]
EDI Raw Files MPI: Al - 4 Prev October, 2018 28 Mext b
277 835 Download Selected

[7] Name Date Modified Action

[ I 0_s5w23071.0ct06.T052166545 835 Oct 06, 2018, 4:10 AM Download

[ I 0_SswW23071 Octd6 T052166545 835 Oct 06, 2018, 4:10 AM Download

[7] I 0_SSwW23071 0ct05.T062273035 835 Oct 05, 2018, 510 AM Download

[T I 0_S5W23071.0cl05.T062273035 835 Oct 05, 2018, 5:10 AM Download

Right below that section is another way to sort through Remittance Advice.
Write/select the date range for Received Date, check the box whether it is Not
Posted then select the “Generate” button to the far right. If there is a Remittance
File to upload, select the “Browse” button (retrieve the file on computer), then
select the “Upload” button.

Received Date: 10/9/2018 £ To 10/10/2018 £9 1s Not Posted: []

Selecta Remittance File:  Browse... Mo file selected.

HELP CENTER:
Help/Support & Training/Help Center

A great resource that is available 24/7 is our Help Center. A place to get answers
to frequently asked questions or watch videos of all Axxess products. It can be
accessed by going to:

{2 Help Cli
| Support TiEketing Center (759

Resolutio‘Center [ New!]

Support & Training s b | Community

Recent Software Updates Help Center

ICD-10 » | Training Webinars

Social * | Launch Join.Me
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Or also available at https://www.axxess.com/help/

moEss.com 2 |
e’?gxxxess

Welcome to Axxess Help Center!

Get instant answers for frequently asked questions on everything Axxess.

FORGOT MY PASSWORD RESET SIGNATURE
CREATE AN ORDER PHYSICIAN PORTAL

OASIS SUBMISSIONS CREATE A CUSTOM NOTE

Get Help Anytime, Anywhere!

C‘b =] ':!i$ 9@

AgencyCore AxxessCAHPS AxxessDDE Axxess Mobile Axxess HomeCare AxxessCARE
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