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SET UP

Super-Users should open a ticket with Axxess to set up the payers to route via

Axxess. Log in to Axxess Home Health and go to either

View/Lists/Insurances_Payors/Edit or Admin/Lists/Insurances_Payors/Edit. If
Axxess is listed as the payer’s Clearinghouse in the Insurance/Payor Details

section, the payer was set up correctly.

Edit Managed Insurar

Step1ofd Step20of4 StepJord Stepdotd
Insurance / Payer Detass Biing Information Fee Schedule Summary

Contract Details

[T] Do you have s contract with this Insurance / Payer?

Insurance / Payer Details

I Clearinghouse Axxess I] ?
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LOG IN
Navigate to www.axxess.com. Select LOGIN

JRES COMPANY © RESOURCES ~ CONTACT US I LOGIN

Revenue Cycle  Patent Engagement

User inputs credentials and selects Secure Login
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A Login Successful confirmation shows, select OK
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Login Successful

poetary. Unauthorized access
destruction, dsciosure ar copy of th
and wil rasul In prosecution, Clck

Cancel

Axxess Planner

The Axxess Planner displays pertinent information specific to a user. Shortcuts
have been placed on the left side of the page to allow for easy access to the
Axxess applications the organization is using. To access Axxess RCM, select the
name of the organization below Axxess RCM on the left side of the page.
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Upcoming Visits
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Signature B
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Schedule Date 002772020
- Companion - Returned for

Once inside Axxess RCM, select the [MERSCSNLENIEL menu button to go back

to the previous screen.
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DASHBOARD

The landing page of Axxess RCM is the Dashboard. It shows at a glance Top 10
Error Reason Codes, ERAs, Pass Rate, Ready to Work Items, Edit/Error
Management Aging, News and Submissions.

Top 10 Error Reason Codes - A pie chart that displays statistical data of the
most common error codes. Hovering over the graph displays the following
details:

e Category Code - The classification each claim status is housed under.

e Status Code - A two-digit code that represents the status of the claim.

e Percentage - The fraction each Reason Code has in relation to the total

sum.
e Total Count - The sum of claims with the specified Reason Code.

axxess.com K B /Axxess
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Top 10 Error Reason Codes

AB:726
Category Code: A6
Al Status Code: 726
Percentage: 0.06%
A7:1640.03 To13) Count: 4

; A3:5700.33%
AT5700.04% N
A6726006% ~ >
A30012%
A7:54032%

ERA - The Electronic Remittance Advice section displays organization checks in
a bar graph form for the previous seven days and future dates. Hover over the
bar graph to see the specifics of the payments including the payer, ERA number,
payment total and date. Select the View Report hyperlink to see the full ERA
report (also found in Reports/Financial Reports/Electronic Remittance Advice).

Electronic Fund Transfers (EFTs) (La fays + future) 9 payrnents. totaline $14.080.12

(e TA
M MAL SCHEH PANETTO GEA =
EFT VIBPDORCTX
Payment Tota: $2.360.13
et e Fel WeRem
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Pass Rate (Last 30 days) - A percentage calculated from the number of
claims Rejected versus Accepted by the payers. The smiley face icon will adjust
according to the rate percentage.

Pass Rate (Last 30 days)

| claims rejected

51
© 90 6'] O/ 492 claims accepted by
’ 0 payer

Ready to Work Items

Selecting any of the ready to work circles will redirect the webpage to
Claims/Ready to Work. Then choose status by selecting the corresponding color
at the top of the page or select status from drop-down menu. Selecting the View
Report hyperlink also goes to the Ready to Work tab.

Claims with Errors - Shows the number of submitted claims that contain errors
and require further actions from the organization. The dollar amount is the
combined total of all errored claims.

BB /Axxess
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Delayed Claims - Submitted claims that have not received a response during the
payers allotted timeframe.

Unsubmitted Claims - Created claims saved as a draft. They have not been
completed and submitted to the payer.

Ready to Work Items

2
®

Edit/Error Management Aging (Last 1 year) - Shows claim statuses which
are categorized into aging buckets. Totals of each claim status is available on the

last column.

Edit/Error Management Aging (Last 1 year)

Claims 4 *8 ™ Total
Days Days Days

‘ Errored

Delayed

5 0 0 5

Unsubmitted
100.00% 0.00% 0.00%  100.00%

News & Updates - Shows recently published articles from the Axxess Blog.
Select the story title hyperlink to read the full post which opens another browser
tab.

Submissions (Last 30 days) - Shows a line graph with the total count of
submitted claims within the previous 30 days. Hovering over the graph specifies
how many claims were Institutional versus Professional claims.

e Institutional - UB04, 837I

e Professional - HCFA 1500, 837P

axxess.com ﬂﬂﬂ /AXXESS
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Submissions Last 30 days

Wed. 1/20/2021
InsttTions. 4 SUDMISSIONS
’ n

Institutional @ Professional

CLAIMS

@ Dashboard B Claims I Clearinghouse @ Elig

The Claims Menu consists of two tabs: Ready to Work and History.

READY TO WORK
Ready to Work tab is the extended version of the Dashboard line items, Claim
with Errors, Delayed Claims and Unsubmitted Claims.

pesdy o work

with £rros

$34,464.00 $4,300,00 Totalk0 [ Vow o o | ciovect e |

Patiant Name Payer From = I
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— LNTED 12 JIE B THE ATTENDING FROVIOEN NAME (LOOP 22004 NMT LGP
——— NOT USID FOR NON-SCMEDULED TRANSPORTATION CLAINS

Shaw v sntries 0 180 ¢

[ 2 :
Each claim status category displays the Age of Claim, Patient Name/Subscriber
ID, Payer/Payer ID, Date Range and Total Charges. Selecting a claim will

axxess.com K B /Axxess
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generate a synopsis on the right side of the page. The claim shows details,
Validation Message and Reason Codes.

Claims with Errors/Delayed Claims

Claim Buttons
m - Gives the option to add a new Professional or Institutional claim.

Correct Clai . . . . .
- Provides the option to edit, save and submit the claim. General
claim details, patient data, payer information and more can be modified.

S S ClL v H H
‘_ uppress taim ‘ - Gives options to suppress for 24 Hours, 48 Hours and

Indefinitely. Choosing to suppress Indefinitely will completely remove the claim
from the Delayed Claims window, without reappearing in the future. Claims
suppressed for an indefinite timeframe can be found in the History tab. This
option is recommended when a claim requires no further action and needs to be
removed from the Ready to Work queue.

- Displays a new window with the Type of Bill code and Claim type
shown in the top left side of the page. Below is a line graph of the claim’s Life
Cycle. Each point represents the claim version with the date of correction listed
below. Selecting the point will display details of the changes inside each claim
version.

011 - Professional Claim

Request Details

The bottom left section of the page shows a synopsis of the claim, shows the
timeframe since the claim was submitted and Request Details. Selecting
Request Details provides in-depth details about the claim.

Aaxxess.com ﬂﬂﬂ /AXXESS
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TOB PCN

32% - (nsTTUnCna! Clas I
Subscriber ID Service Date|s)
—— 1 212072020 to 01
Recelved Total Charges

. $1 56832

Reason Codes

Claim Stages
Shows the various stages the claim has been through. Each status will have a
date, time and a unique reference number assigned.

e Claim Submitted - The claim was submitted by the organization to be sent
to the payer.

(W)

Claim Submitted

e Unknown Response - This status is part of the transmission process.

e Claim Sent - The claim was sent to the trading partner.

e Validation Failure - The claim has been validated internally via the Rules
Engine and issues were found.

Oct 08, 2019 @ 07.21 47 AM

(x)

Validation Failure

D32F C718- 28A8

View Response Detaiis

axxess.com K B /Axxess
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Velideted Raference ID » Patirt Cartrsl Nurder
Eaquestes Asference © i Laat Mod e On

Clalm Validation Response n
4
'

Fa0ers Navm

e Trading Partner Acknowledgment - The trading partner has acknowledged
the claim and has sent the claim to the payer. Select View Response
Details to view the Claim Response Details.

|\/‘l Friday. lan 22, 2021 ® 03 18.28 AM

Trading Partner Acknowledgment

Trading Partner

o Claim Response Details - Patient and provider details are
displayed.

o Trading Partner Acknowledgements - Shows time, date and
Reference ID.

o Response Details - Indicates claim response codes and specifics.

= Accepted: @ indicates claim was accepted. O signifies the
claim was not accepted.

= Effective Date: The date claim payment will be effective.

= Status Type: The current state of the claim.

= Total Charges: The amount being paid on the claim.

axxess.com K B /Axxess
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Claim Response Details m

Patient Namse I Pa ver ACknowiedgments
Patient Cantrol Number —
Paysr Name UMITED MEALTWCARE Recwives O 2 1 }AM
Provider Name: ESCARE HOME HEALTH Acknowtedged Reference iD:
Created On: 232021 061625 AM Requesced Reference ID
Hi"'ﬁ{“(“."x"v; vetalls
Accepted EfTective Dots Status Type Yotal Charges
o
o
(]

e Payer Acknowledgment - The payer acknowledged the claim. Selecting
View Response Details will generate the Claim Response Details
window with the same options as Trading Partner Acknowledgment.

e Trading Partner Acknowledgment with Errors - The trading partner
reviewed the claim and returned it as Unaccepted due to having errors.

e Payer Acknowledgment with Errors - The payer reviewed the claim and
returned it as Unaccepted due to having errors. Selecting View Response
Details will generate the Claim Response Details window. Claims with

errors have a Q.

(x’u Tuedday, (an 26, 2031 1658 AM

Payer Acknowledgment with Errors

payer

e Response Delays - When Axxess RCM has not received a response from
the payer within the expected timeframe a response delay is shown.

AXXeSS.Com BB /Axxess
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Response Delays

Unsubmitted Claims

These claims were created, but not completed. They are saved as a draft. This
window displays general claim data including the age of the claim, payer name
and date range.

Delete Incomplete Claim . .
- Once deleted, a claim will be removed from the Ready

to Work tab. Deleted claims are completely removed from the system and will
have to be recreated.

Continue Correcti . : i i i
- Provides the option to edit, save and submit the claim.

General claim details, patient data, payer information and more can be modified.

HISTORY

This section displays all content submitted to a Payer. The filter options includes
searching by Patient Control Number, Status, Subscriber/Patient Name,
Provider, Payer, Date Type or Date Range.

axxess.com ﬂﬂﬂ /AXXESS
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The columns provide information on the following:
e TOB - Type of bill hyperlink that shows the details of the claim.
e Patient Control Number/Claim Type - This is a unique 12-digit number in
the system used as a method of tracking each claim.
e Status - This will specify the status of the claim; the following options will
display:
o Submitted: Claims submitted by a user within the organization.
= Claims with the green Submitted status are Accepted/not yet
rejected.
o Unsubmitted: Claims that have not been submitted.

Remittance Received: Reported charges received electronically.

o Suppressed: Claims that have been suppressed by a user within
the organization.

o Errored: Claims with one or more errors at the Edit, Trading Partner
or Payer level.

o Delayed: Claim has not received a response within the payer’s
usual response time.

o Archived: The status for claims after they are Suppressed.

o Suppressed Statuses: Suppressed Indefinitely, 24 or 48 hours.

e Patient Name/Subscriber ID - Subscriber ID is the numerical version of the
patient’'s name. Each patient will have a unique ID that will be used as a
form of reference.

e Provider/NPI - Each organization will have an assigned Provider Name
(company name). The NPI is tied to each specific organization and is
beneficial to users with access to multiple databases.

e Payer/Payer ID - Each insurance/payer will be listed in Axxess RCM,
along with its unique identifier number. The ID is assigned by Axxess.

e From/Through - This is the date range for the claim.

e Edited/Updated - When a claim is modified. The system will update this
column to indicate the last update date.

e Total Charges - This dollar amount is the sum of charges submitted on the
claim.

14

O

Download . . :
- Selecting the Download button will generate an Excel file to be
saved based off the filters chosen.

axxess.com ﬂﬂﬂ /AXXESSs
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CLEARINGHOUSE

iboard B Claims I Clearinghouse @ Eligibility L Rep

Requests

This tab will show claims sent, which are also viewable from the History tab. The
top of the tab will show a bar graph of requests submitted during a specified date
range. Search for submissions by entering a Submission Time start and end

l‘rjuoxu
= 8
N ' i.uxl in. & .. . ..
Type of Patient Name y
MY = » Totet
Reference 1D Statug  DLINRREESA Bt Patient Cenmred Sumscribver (D o Provder
Time i Payer 10 Charges
Clalm Type  Numiser
02 1258 'oe CATEWAY HEALTH PLAN - MEDNARE ASSLRE
_ e .. _ - ey . ‘ T _ . i
ORI G2 AMEFRHEALTH CARITAS PA CONMLINITY
— I . 0
I
A
M T A 2
_ _ - _ .
n o Shaw wneries

Columns are displayed by Reference ID (select hyperlink to see the request),
Status, Submission Time, TOB/Claim Type, Patient Name/PCN, Subscriber ID,
Payer/Payer ID, Provider and Total Charges. Select each column header to sort.

Acknowledgements

This tab will show claims received, which are also viewable from the History tab.
The top of the tab will show a bar graph of requests received during a specified
date range. Search for submissions by entering Time of Receipt start and end
date.

BB /Axxess
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Acknowledgmants
JASULAMALAL AR

Jestus Teme of Yocept Accnoesecprant Scurce Sumscrider 1D

- 1
J ol
3

Columns are displayed by Reference ID (select hyperlink to see request), Status,
Time of Receipt, Acknowledgment Source, Patient Name/PCN, Subscriber ID
and Provider. Select each column header to sort.

Remittances

The top of the tab will show a bar graph of remittance received during a specified
date range. Search for remittances by entering the ERA Number, Payer Name,
and Effective Date range.

Remictances

Time of Receipt Effactive Oate Total Paymant Amownt

ERA Number Payer Provider

e t0

Show entries

-

Below the graph lists remittances received and details tied to those payments:

B B /Axxess
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e ERA Number - This column will list the Electronic Funds Transfer number.
Select the hyperlink to see payments received and other details including
the Remit Details, Claim Payment Advice Remit Details, Total Payment
Amount and Effective Date.

e Time of Receipt - This column shows the date and time the remittance
was received and how long ago it was.

e Payer - The insurance/payer associated with the remittance, plus the
assigned Payer ID.

o Effective Date - Payments will have a specified effective date of when
funds are available to retrieve.

e Provider - The Branch associated with the remittance.

e Total Payment Amount - The sum of the remittance payment will be
indicated, plus the total claims included in it.

17

cners Total Payni Anount Effective Dats
— S— $600.00 04/13/2021
Payer Noame ";m.; " EA'j ’;'“ trom 2 claems st=crive 7 hOUrs 320
WLE CONEANY
Payes Name L]
it Detak N memt Aduive Heme Detaty
Referance 10 _ Statement Amoant

Patiant from Recaived Charged

Q102021 (2 days aRo ToR Actioms
Received MA10/Z021 (2 s g Stetement  On Ameunt
To Pav

NN
Payer 1D T35
Provider NOI - 203372021 Sa00 01
29 136172021
WA202 400 0
provider Tax 10 —
0212/2021

.......

ELIGIBILITY

I Clearinghouse @ Eligibility L Reports / Ad

It is essential to confirm that a patient is eligible to receive services from the
organization when providing patient care. Search for Eligibility Requests by
entering the Patient Name or choosing a Payer from the drop-down menu. The
tab provides details of the Time of Request, Patient Name/Subscriber ID, Payer,

axx¥ess.com ﬂﬂﬂ /AXXESS
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Provider and Status of the request. Select the View button to see details of the
request.

18

Eligibility Mistory
—_—

Patient Name
Subscriber 1D

02/20v2% 0508 AM v Adbic L e b
AETNA BETTER HEALTH OF LOUISIANA =

Time of Request Payer Provider Status

Select the Check Eligibility button and the top part of the screen will expand
with the following form:

Check Eligibility
Peyer Seacch
Q
Provider Seacch
Q

Date Range of Service

Patientt First Name Patient Last Name

Patient Dote of Birth  Patient Gender

Subscriver D

Patient Relationship to Subseriber

To generate a patient’s eligibility details, all sections provided must be
completed. Eligibility data will appear within 24 hours of the request. The Payer
list will show all payers Axxess bills out to, even if Axxess is not assigned as the
clearinghouse. A message indicating Unknown Status will generate when the
payer is not set up to support eligibility.

axxess.com ﬂﬂﬂ /AXXESS
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REPORTS

19

ouse @ Eligibility M Reports / Admin £ Setti

All reports have a Download button to give the user the option to save an Excel
or PDF version of the report. The reports tab is split into two sections on the left
side of the screen: Financial Reports and Claim Reports

Financial Reports

Electronic Remittance Advice

This report shows ERAs in the selected date range. Filter by ERA Number, Payer
Name and Effective Dates. The bar graph shows a visual representation of
payments over the selected effective dates. The columns in the report show the
ERA Number, Time of Receipt, Payer, Effective Date, Provider and Total
Payment Amount. Select the ERA Number hyperlink to view Remittance Details.

Reports
—

Financiel Aagorts Fle Ty taf EOLance A

a a 2 | oavins < |
Cam Repars
1100 08
==
"o
0% W0
o
- i)
L
ERA Nuretrer Time of Nocelpe Foyat tffective Cots Pravider Tetal Payrrant Amoust
— ’ i

Patient Payments

The report displays patient’s claims with the associated payment details. Filter by
entering Patient Name/ID, choosing Providers, Payers and/or Date Range.
Select the View hyperlink to see more details.

axxess.com K B /Axxess
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Select the View hyperlink to see more details including the Service Line
Payments. Hover over the Reason Code number in the Adjustments column to

see an explanation.

S Received -
Patient Name  Type of Bill Provider Payer Ty Date AT

From Charged Actions
Sobecriberi0  TMA Number  Provider 1D Paywr 1D Payment

Seatement Tu Dete Armcurs Pad

- _ G

Service Lime Payments

Frocedure Cade Fevenue Corle Service Dates Addjustments Remarks Arnunt Charges Araunt Past
“wesn D
T 0 €D 0
C— - s
H— e ©

Claim Reports

Top 10 Error Reason Codes
The pie chart displays statistical data of the most common error codes. Hovering

over the graph displays the following details:
e Category Code - The classification each claim status is housed under.

e Status Code - A two-digit code that represents the status of the claim.
e Percentage - The fraction each Reason Code has in relation to the total

sum.
e Total Count - The sum of claims with the specified reason code.

B2 S /Axxess
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Payer Issues

This report displays issues that are associated with the payer connection. To
filter, choose Payers and Statuses from their respective drop-down menus and
enter the Date Range. Columns will display the Payer/Payer ID, Date
Discovered, Status and Description.

ADMIN

ity Ll Reports J Admin &% Settings

Users

Houses all users with access to Axxess RCM. Search for users by Name or
Email. Make changes to users by selecting the Edit hyperlink and remove users
by selecting the Delete hyperlink. Select the <, > or number buttons to move
through the entire list of users.

Users
——

===
Na~e it Laat lecuz Bermizzians Az
& Ursrone Nevrve w leramy 4 Acon
F Acowr
2 Tonas A
& Towadaps A L

21
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Select Invite User to add an additional user. Enter the user email that the
employee uses to log into Axxess Home Health. Set Permissions provides the
ability to set system functions/limitations for the new user. Select View Only to
select all View checkboxes. Select Reports Only to select all Reports
checkboxes. Select Full Access to select all checkboxes. Select Send Invite
and the user will be emailed setup instructions.

Add User

 fut Aceoss |

View (T Reporty
[~} (V] [~}

o [ (]

Hpe e
[} v}
¥} ]
v} v}
@

[ o i |

Service Users

Houses all service users with access to Axxess RCM and other Axxess
applications. Make changes to users by selecting the Edit hyperlink and remove
users by selecting the Delete hyperlink. Select the <, > or number buttons to
move through the entire list of users.

Select Invite Service User to authorize that an Axxess application can view and
submit claims on behalf of an organization. Choose the Service from the drop-
down menu and select the Send Invite button.

Add Service User

Choosa Service

¢ Axcxess AgencyCore iDmit (o

NOTE: Removing a service user removes the ability to communicate between
applications.

axxess.com ﬂﬂﬂ /AXXEeSsSs
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Payers

The Payers list names all the insurances inside the organization’s Axxess Home
Health database. Search for payers by Name or ID. Select the <, > or number
buttons to move through the entire list of payers.

23

Paywr 10 Fayer Nama Adivesa Conmact Infarmanion

SN MOCOUNTADLE MUALTHOARE 1P
SUNAC ML CA >- 45!

Providers

This section lists the branches/Provider numbers linked to the organization.
Search for providers by Name. Select the <, > or number buttons to move
between pages. Each page contains up to 10 providers.

Provider Name
Name NP1 Tax ID Verified Receiving Remits

15T CARE HOME HEALTH OF PA 1184960262 320387693 (V] (V]

e Name - The name of the billing provider to link. This should match the NPI
registry.

¢ NPI - The 10-digit registered NPI for the billing provider.

e Tax ID - The 9-digit registered tax ID for the billing provider.

e A green check mark icon will show if the provider is verified and receiving
remits.

axxess.com ﬂﬂﬂ /AXXESSs
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Operations
Users can decide to Bulk Suppress and/or View Claims related to Delayed
Claims and Claims with Errors by selecting the corresponding buttons.

Bulk Suppress Caims

Delayed Claims

Select Bulk Suppress to indefinitely suppress claims with the Delayed status.

Bulk Suppress
The claims will updated to the status "Suppressed Indefinitely” and visible in the History screen. ES

g
g
3

Select View Claims to view all claims in the Delayed status on the History screen.

Claims with Errors

Select Bulk Suppress to indefinitely suppress claims with the Error status.

Bulk Suppress
The claims will updated to the status "Suppressed Indefinitely” and visible in the History screen. =i

7
g
-

Select View Claims to view all claims in the Error status on the History screen.

USER MENU

Axxess Planner B Saiichépp > @ 4 -~

&2 NxessOoL

&° NxessHomeHealtr

& AxxessHospics

The User Menu displays the Users name, select the name to see the menu.

Profile

e’?ﬁxxsss

Profile Management

About You

vare Creistoper € 3

Security

Upilated owey » month agd >
Not enabled >

Yew now 3

© Back to AxxessACM % Log Out

axxess.com BB /Axxess
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While managing their profile, users can:
e Change the name that other users will see.
e Change their password.
e Enable Two-Factor Verification for more security.
e Review Audit Events.

25

The user can then choose to go Back to AxxessRCM or Log Out.

Log Out - Select Logout to leave the Axxess RCM software.

Switch App - If the user has access to more than one Axxess application, they
can make a quick change here.

SETTINGS

General Settings provides the option to turn on Clearinghouse functionality.
Selecting the checkbox will hide the Clearinghouse tab.

General
 Om—

Hide Clearinghouse tab

HELP CENTER

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

axx¥ess.com ﬂﬂﬂ /AXXESS


https://www.axxess.com/help/
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Axxess Help Center

OUR COMPLETE SUITE OF SOLUTIONS KNOWLEDGE BASE

Get Help Anytime, Anywhere
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