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COMPANY SETUP
Admin/Company Setup

The following window opens and requires the Signature of someone with a
specific permission (found in Edit User/Permissions/Administration/Agency) in
their user profile. After entering the Signature, select the Proceed button.

‘ 2 had = equred Fielo
Varify Signature

getore procesding, enter your Sgnature In the 1eabax provided below to condirm that

you are suthorized to make changes to your company information

Signature

NOTE: For updating the Signature, see Office Overview.

Manage Company Information is split into sixteen tabs found on the left side of
the window.

Information - Where users enter the agency’s information. ID’s and Provider
Numbers are retrieved outside of Axxess.

NOTE: Anything with a red asterisk (*) means the information is required to save

the page.
Compary Setup | Aoess Testing Agency &=
Infosmatio n
Shcreiion PUn Company Information
Extama wtogrsvons
Bivg Company Name * Tax 1D * Tax ID Type CAMPS Vendor
Franonl
Trpnk Axxess Testing Apency PR LN L BN (Employer dennfy Doyt Satisfaction Exg
Lamnee & Conmplants
Clescal National Provider Numb Medicare F der Numb Medicald Provider Number Unigque Agency OASIS 1D Code
Schwaduing
SB0446 78U MCARFIDY 00377004 0000000
Dotumene Managrment
Custam Carn Do0Fmentation
Custum Senace Onoameeahos
LA Contact Person
First Name * Last Namw * Email *

Arthany ek nalarSaxness com

Primary Phone

Home |

Add Altornate Number

Location
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Select the following buttons to toggle through the Manage Company Information
window.

Covve B soeeno | o | cione

Selecting Save will keep the information entered in the current page. Selecting
Save & Next will keep the current page information and move on to the next tab.
Next will move to the next tab without saving any information. Close will shut
down the Manage Company Information window.

Subscription Plan - In this section, the current Monthly Subscription plan is
shown. This plan is based on the Number of Users and/or Active Census and
can be adjusted by submitting a written request in the Comments section. Enter
the user’s electronic Signature and select the Submit Request button. Upgrade
the plan can only be done through the request form here, if users wish to
downgrade their plan, enter a Ticket in the Support Ticketing Center.

Monthly Subscription Plans

Your Current Subscription Plan - over 200 users
Yoo have created 928 users for this locaticn/branch

Your arganizason can request & chaage ta your subscription plan by selecing a new plan below and dlicking the “Submit Seguest’ button

® Premier Plan Enterprise Plan

Comments

Authorization

€} Plersen RN | an authonzed official of Axeess Testing Agency , hersby authorize Axxess Technology sclunions, Inc to change my subsorpuon plan as

selected above

Signature:

Subimit Request

External Integrations - The organization can connect their Home Care
application to select outside vendors for services like Electronic Visit Verification

AXXeSS.Com BB /Axxess
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(EVV). Enter required information such as the Provider, Branches, State and
Payment Source to connect (required information changes with integration).

Electronic Visit Veriication

Billing - This window enables users to decide Billing settings. Indicate the
weekly billing cycle, enable alternate remittance addresses and then fill in the
address. Hover over the information € icon to get insight into questions.

Bllling

silling Week

Altarnate Remittance Addresses
4 P aTese 23 Loes o e 2o of the &

T AP AZTN O (PANENE AW

O eube Dissble
Address Type Name
Claim imoce © Do
Country * Addrens Line ¥ *
Address Line 2 City/Town *
State * Postal Code *
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Insert Modifiable Invoice columns and choose the number sequence. Add Invoice
Comments by selecting the Add New button. Edit, remove or make default
comments that have been previously added by selecting the corresponding
icons. If the organization wants to have a personal invoice message, check the
box and fill out the Subject and Body of the message

Invoice

Madifiable Inveice Columns © Invoice Number Sequence ©

4337

Invoice Communts O

Name Comenern Actions
Thank you for trustng your care to the team of Axxess Testng

Standard - Z B
Agency. We appreciste your business

Past Due Your account i past due. Please remit payment immediately o]

185t test test ) t f£ 8

Tianny's Irmvaice For testing purpases \ d B

B tmod Message ©
Subject Line * Body *

Axxess Mesizhzare invoice Plesze submit payment 1o Axxess

You ke 42¢ chorzzen revanng

Enable Remittance Posting to manage remittance and electronic fund transfer
payments in a central location and then selecting the date to begin use.

Remittance Posting

Remittance posting enables users to manage remittance and electronic fund transfer payments in a central
location. Once enabled, users can post line item payments and adjustments from the Remittance Advice screen
under the Billing tab. @

o Enable Dizable

Claims and selected invoices billed on or after this date must be processed through the Remittance Advice screen.

Use remittance posting for claims billed on or
after:

11/0172021
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Enter new Payer Categories by selecting the Add Payer Category button. Once
added, select the corresponding Edit and Delete hyperlinks to update.

Payer Categories

MOTE: You can perform 'Edit’ and 'Delete’ actions on only one row at a time.

Payer Category Name Payer Types

Contract/Staffing Staffing, Contract

Self-pay Self-pay

Medicare Medicare (HMO/managed care), Medicare (traditional fee-for-service)
medicaid Medicaid (raditional fee-for-service), Medicaid (HMO/managed care)
LTC Payer LTC Insurance

Other Unknown, Other government, Mone, Title programs, Other(specify)

. Workers compensation, Private/Commercial insurance,
Commercial Insurance ~ ]
Private/Cornmercial HMO/managed care

Add Payer Category

Actions
Edit Delete
Edit Delete
Edit Delete
Edit Delete
Edit Delete

Edit Delete

Edit Delete

Determine EVV Time Management settings. Decide how long the First and
Second Alert will be for Late Arrivals and Departures (in minutes) and who will be
notified. Then determine whether the Axxess Home Care mobile app will allow

for manual time entry or whether EVV will be the actual visit time.

EVV Time Management

Late Arrival Alerts (Alert Center)

n First Alert € ° Second Alert @

5 * s

Late Departure Alerts (Alert Canter)

B First Alert © B second Alert ©
*
5 5
User Notification Manager @ Mobile App Visit Time
Karithik PemmarajuRN X  Jean SantosRN % Allow rmanual entry of actual visit time. @

o Use EVV times as actual visit time. @

Eric Stone RN =

Financial - Choose a Date through which accounts are closed. Axxess will
require an electronic signature from authorized personnel when saving a
transaction date on or before the closing date. Select the Disable Closing Date
checkbox to let users edit any records regardless of the closing date.

dXXE55.C0Mm
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Closed Accounting

Date through which books are closed: Date not set

Axxess will require an electronic signature from authorized personnel when saving a transaction dated on or

before the closing date.

Closing Date:

MM/DD/YYYY

B Disable Closing Date

The Chart of Accounts Mapping enables users to assign account numbers based
on the organization’s accounting system which flow to the General Ledger report.

Chart of Accounts Mapping @

10010

11110

11140

21030

40160

40050

40040

Payroll

Cash

Accounts Receivable - Trade

Unbilled AR

Accrued Payroll

Revenue - None

Revenue - Medicare
(HMO/managed care)

Revenue - Medicare (traditional
fee-for-service)

40100

40130

40170

40110

40122

40140

40150

Revenue - Self-pay

Revenue - Other{specify)

Revenue - Unknown

Revenue - Contract

Revenue - Workers
compensation

Revenue - Staffing

Revenue - LTC Insurance

60060

60080

60090

60010

60120

60100

60130

Wages - Medicaid (traditional
fee-for-service)

Wages - Title programs

Wages - Other government

Wages - Private/Commercial
insurance

Woages - Private/Commercial
HMO/managed care

Wages - Self-pay

Wages - Other{specify)

Payroll Policy - Determine how employees will be paid when it comes to
mileage, travel time, payroll date and cycle. Also, determine what will be listed as
the three base shifts of the day.

AXXEss5.com
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Pay Rates Haolidays

30550 (e

02/28/2020

Laxt duy of 18e pay cyce Sunday v

Vontvy

B tManthily

Rounding Polides

Start Time Rosedting Fitoen Mautes (Nearest] v

Round (o e Immedately Frovious o SReequernT | 3-mines incremmers, whidhever

s ot

Sound by Shift Time (hourty poy) 1]

Tacsk Duration Time 15 Mewtas (Waaest) v
L]

Enstle Urpaid Meot Dreaks

Thw unpeed mesl Sraek feators m for use in facitty stating services. Orce sndties &

o be ATIENT SOUILES WITH & STEMiny payer Lyoe and use s
=Inaed £ e
Mueal Break Losgntt 30 Meutes v

10

™« Required e

» -

Company's Lriveed tirne reimbursement rote? $7.000 Tour

¥ Irmecthe rheee bage oS used by your apency Seiow. These shifty will hefp ath
hedIAAng, AENErINg (Y renes A1 SRTINE U eTEOYRer svsistie (e

Shin 1 0700AM  @-eeM @F
shin 2 QN0PN  @- 120044 O
shift 3 12200A0 @ omm0aN B°

Tratie payrol sh® differertiah t celodore task Doy Seged on company ¥ Wien  *

chnatiod, tatk ey wit Eaiculate Baserd 0N bask Tiact Simes

T Enaibbe FPayroll Sift DiTerontias

Dtastde Payrot! Shifl Differerstint

Endl Thme Roondiog Fiteon Mnutes (Nearest) v

Fosind £ The ITITIETITIEl PIADS o SUDTAGUETTE T-TITULE MOTEImeTTt, micheser

T o

Determine if the organization will Round Start or End Time for shifts (selecting
‘none’ is available). Enable unpaid meal breaks and set up Shift Duration

Requirements

Enter the Maximum/Defaults if the organization pays overtime. Add Municipalities

if employees are paid a certain rate per

region. After they have been added, they

can be edited or removed by selecting the Edit and Delete hyperlinks.

Maxiomem Time/Overtime Detautos

Maxirresm Dwity Lamie: (B Moars
W Evor & 5
= A
Time-and o lhat! Dally Limie: 9 oo
w frror & Sb
-~ e i
Doutsle Time Duity Limie: 12 Hours
Warrey frror & Stop
e - i
Manege Municipalities
Facer by Test St T
Name - Cade
73428 Oallas n
Addaon Branch 12
Dade Daa
Delamare Muicpeiity o0

AXXess.C0om

Maximem Weakly Lime: 40

* L
Wi Ervor & 5t
- iy

Houry

Virrve-mndd o Val! Weeddy Limic 16 Houny
r W 13 & S "
mor
_ “:“.‘l o e v
Dousie Time Weekly Linse: | 20 Houry

. .
W Frror & Stop
- s
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Pay Rates — Set up organization pay rates for all employees/users. Individual
pay rates can be added under the Employee Center. Use the section at the top
of the page to filter for specific Employee, Payment Source, Client and/or Task
status by selecting one or multiple drop-down menus. Then select Generate. The
legend below the filter explains that in the main section of the tab, the Default
Rate will be shaded blue, the Specific Rate will show as green. The orange
exclamation point will indicate “A rate will override this in the future” and the
green exclamation point indicates that a “Future rate has been applied.”

Branch * | Dalas

Payment Source | — Default —

D Default Rate

O specific Rate

Task status | — Default —

w

W

W

A rate will override this in the future

Employee |— Default — =
Client | — Default —

w

! Future rate has been applied

The main stage of the tab displays how a Task is paid per day, showing each day

of the week.

Task

AV-HHA visit

CG1 Standard Visit

Coordination Of
Care

Sun

Mon

Tue

Wed

Thu

Fri Sat

‘[515.001hmr] [niowhun].[s1s.oonmrl[s15.wnow]‘[s1smnwr] (s15.00mour | (515.00/mour]

(s400r15 |

$4.00/15 $3.00/15 $3.00/15
min min min min
7:00 7:00 7:00 7:00
am-3:00 pm am-11:00 pm|  |am-11:00 pm| |am-3:00 pm
— :_
$5.00/15 $5.00715
min min
3:00 3:00
pm-11:00 pm-11:00
pm pm
 —
$6.00/15 $6.00/15
min min
11:00 11:00
pm-7:00 am pm-7:00 am
CERre e vy RO e )
$17.00nvisit | | ($35.00/visit rasoomm $35.00/visit rswm [sasm/visit $17.00/visit
7:00 3m-3:00 | | |7:00 am-3:00 |  |7:00 am-3:00 | | [7:00 am-2:00 | | |7:00 am-3:00
i pm pm pm pm

Hovering over a rate will give you more specifics about the rate and select the
Edit or Delete hyperlinks to make updates.

{am—ioo pm J

Lam-i 1:00 P'“J lam-1 1:00 pmJ Lam-B;OO pm J

Rate

Mileage Rate

Rave HisTORY

Travel Rate

Shift

Effective Date

Actions

\ $3.00

50.42(Default)

§7.00(Default) 7:00 am-11:00 pm

Edit | Delete

(Gﬂ nnMs ]

(e |

Select the New button in the top right to add a rate. Choose the Branch (if more
than one) and Task from the drop-down, enter the dollar amount, choose the

AXXess.C0om

BB /Axxess



& 3 AXXESS

time type, and enter the Effective Date or select the calendar icon. Then select
the box to determine which Employee, Payment Source and/or Client for which
the rate is applicable. To search for a specific Employee, Payment Source and/or
Client, enter keywords for search. Select the All checkbox(es) if the rate applies
to all Employees, Payment Sources and/or Clients. Then decide if the rate
applies to a specific Shift or Days of the Week. Select the green check mark ¢

icon if the rate applies to all shifts and/or days. Select the red X * icon to
uncheck all boxes. Determine if the pay rate should include Mileage and/or
Travel Time. If either box is selected, enter the rate. If they are not checked, the
default Payroll Policy rate will be applied for mileage and travel time. Select Save
& Close to complete. Select Save & Add Another to enter additional rates.

12

New Pay Rate
Branch # Task #

Select Branches Select..

Rate * Effective Date

Employee [:] All
Payment Source (2 All

Client € 2 au

Shifts * Days of the Week *

Select Select
Select... Select...

Mileage Rate - If not selected, the agency's default rate of 0.55/mile will be used.

Travel Time Rate - If not selected, the agency's default rate of 7/hr will be used.

Holidays — Users can enter default holidays or create their own organization-
specific holidays. Holidays can be edited, deleted and/or deactivated by selecting
any of the hyperlinks. Select Add Default Holidays to choose from the following
list:

e Inauguration Day

e Washington’s Birthday
e Easter Sunday

e Independence Day

e Labor Day

axxess.com ﬂﬂﬂ /AXXESSs
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e Columbus Day

e Veterans Day

e Thanksgiving Day
e Christmas Eve

Choose Time and Rules then select Add Holidays to add to the rest of the list.
Select New to add an organization-specific holiday.

Payroll Policy Oay Rates

Voo
- I — |
Adkd Ordausc Hetidren

Nams Shtiy Qcraerence Rude Nuxt Dute o Travel Time  Actiors
-

Chrotrran Clay Ocw. Two, Trres Evary Ducacricar 25 s R

Christrran Eve Orm, Twez, Tirwe Every Dscerrémr 24 12242022 R

Test Holiday Ore Every Decerrier 24 122a02 R

Dey Aftwr Thankggrang (Black O, T, Trrew Tha Feasrsh Trearscey in s X

Friciey} Novernber, 1 Day Offget

Thanksgvirg Day O, Twes, Thres The Faurth Thursday o naaz X

Nowmmiber
Vemrrars Day Ore. Two, Trres Every Novembar 11 s R

Enter the Payroll Holiday Name, then decide how often the holiday will occur and
the time. Then determine whether the holiday follows specific rules. Select Save
once completed.

Cramte Payro Holiday

Marrw

Ve Saifts

L

Hubes
Pay ridea mpply te trwvel tavve
Apples o8 Al Tagks and Trwwe Time
Maliigher O

Appties 08 Al Esoapt Per Vigk Tonks ©

Asksitianes Per Hen O

Apphes oe Par Vidt Taska
Aoditiones Per Visk O

300 Per-1 S 1acks, tes BPOlp T FracTion Iy

=3 3
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NOTE: The License, Scheduling, Document Management, Custom Care
Documentation and Custom Service Documentation tabs have search
functionality at the top of the screen to narrow down results. There are also
options in some tabs to filter between active or inactive entries.

Active v Fliter by Text tTYr

lick Save Changes 10 save any eSS deletiont of New NTONManon you acd 1 the grid Below

License & Compliance - Enables organizations to manage licenses or
compliance items that must be completed/updated. Select Add New Type of
License/Compliance and a free text space will open below. Enter the name,
then select Save changes. If any licenses were added in error, select the Delete
hyperlink to the right.

Atlive v Filter by Text m
ek Save Chan@es 10 save arvy odns, delenions of new wionmanon you 334 10 the grid below
Add Mew Type of LeenseCompliance Sawve (hanges Cancel Cnanges
Name -
P
st Eval
90 Day Employse Review
ABA
ABC tracking

ADL Certsficapon

Annual Skoll chedck

Clinical - Determine the Print PDF format for the Plan of Care. Add New, Edit,
Make Default or Delete Physician Certification Statements. Enable or disable
requiring clinicians to enter a time next to the date within clinical documents to
indicate the time an activity was completed. Enable or disable Conditions of
Participation items from transferring to Plan of Care. Enable or disable caregivers
from viewing or editing documentation on a task until the date of the scheduled
task. Also, determine whether to enable or disable Custom Service
Documentation.

AXXeSS.Com BB /Axxess



AXXESS

15

Plan of Care

Select Prine POF Format

© SeisesPun ot Care O

Phvysician Certilivation Statemment

e Stateomre Astnooy
Nedand Sumerramn | L9y The POTETE £ urder My L. A% | st sudidret] Servees [
o ths an of care ard sl pencdzaly retew the plan

CMS Homebound with 535 | IR eianSy Tat T ZeveTT ¥ IIETAYIRS (D Shuher ST (e

outined s Chaptes 7 of Tie Medicare Seneft Pongy
Marral) and nests reerrittent Sabed fursng tare, physicsl

Mate Detaule
therapy STATr spesch tNEtEpy oF COETes T Nneed Scowparona

therapy. The patient s under i1y Care, 803 | Nave e
SETWCES 0N T

P40 0f Care I3 WH PETOSMNY revtw
The paterst had o face-1o face srsaursee serh an sls vl
HEe 0N ML Y and the 2counter wes felyad 30 e primary
resas far SOme hestteare

Additional Regulatory Requirements

Require Teme Entry far Documentation o

Enatding iy mpeon wil regun o Sescus 1D Erame 4 1 nest i fhe des Sebd wifun sl Soourmmers i i the e 4n SETvEy Wz
Compannd in the megicst reconst

© znatied

Cancivianx of Partizipation itams

Eriatiing ths apcon il transiet the Anlowing feTrs 1o tw Plan of Cere 3 camply wen the CMS Constnns of Pertopetion

o Prycsasociel Status
* Cany s

Preseremes:
a Moot -
* Regures Tire By

* Pevasd Pan of Care PO

© tnetien Oiakiec

Documentation Requirements

Prevent Future Documentation
Eabing v feanre whi presest Caregvers NOS Viswing &f SCRUA | OOCUMALINSN O A& LMK UALE INe QRIS Of D SCHesUE a5k

Enetied Q) Disebiled

Custom Service Documentation

Cuxtzen Service Documentation

Eraring tha agoen

acTuBIER the ATicweny 3t i fRanisws 7 3w apphceson

» Cwert Sevveces in e Guick Aegarty rrmr of Cleest Charts
» Sarece Perry 1 AgyTen Lty

» Servre Pan a0 Senvoe TSt 0CumenZs 00 e Documest Managemen 10 of Company Senp

o Saréee Semeng Lints 3 The Vivs-Care Pn Relsciomiys tet of Com,

& Sarecs PeryTest Asu

w Vit ary Par ReassntIn Ut of (ompey e

* Service Fien Reporm i 2t Canter Under Chere Regors

[ QT Dissbled

Scheduling - Organizations must determine if they will allow users to schedule
billable tasks without an authorization and what the crossover time limit will be.

Then decide to enable Scheduling Conflict Filtering and/or Fee-Based
Scheduling.

axxess.com BB /Axxess
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Scheduling
When scheduling how should bilable tasks with no Cromsover timn limit for vizits 10 sppenr ne a multl day vieits ¥
BUROZOTIaes Tasmd affect the pracess” 05-50 AM O o

O Warm the scheduler, and provide sn eption 1o B tnatde Scheduling Conflicr Fittmring

continue scheduling tasks outnsde of sutherizstion
puramernrs. [} Enabie | ne Based Scheduling

Alert the scheduler and prevent seheduling oulside
of mahacizations.

The Family Care settings must be selected. Choose whether to turn on the Client
Advocate Role, Family Provider Limits and Prevent Scheduling features. Specific

branches can also be added to have custom limits.

Family Care

Qiem Advicate Rale

Selectmy thes festure sctretes the Chant Advixate role 11 the ar

opec Sie ard the sbény L desigrane athocnes i Se cherm ke

Tamily Provider Limiss  ©

Thea featire enabies by

Bt Sef 0N e e oF weehly Ninirs Seiect Caregivers <an Dronade cire The vt witl Do sppdy 0

CaTegvers that yiu o n fentify in the Family Prowiders samon of 1

T et

Detaulr Limi Prevent Scheduling
Salnct T restINT achachAng heyord e defmak b, A
- PG Meisage Wil QRpky whe

svent shedung
is Nt selerien

Custom Provider Umits

b o v e v 1000 Ly

Add New, Edit and Deactivate visit types in Visit Management.

Visit Management
Category Type - ‘Roason = Created ©  Modified - Actions
ASssad Visit Employes Avilazilry A2UNNY  OWA2013 fdit Deactivwie
Mscod \isit Empioyes Serpaerent A0 v2arnt3 2dil  Deacliveis
Reasuan Empioyes Dereaverent 09242017 052472013 tdit  Oeoacltvmis
Mossed Vit Chent Carcelation of Care Q242013 02472013 tdil ODwactwals

Caregiver Abde To
Mssad VWit Chardt Segvey QUMY 242013 fdit Deartwais
Assit Ohertt

Sszed Viait Chent e Hegson O3 0V QN fdit  Deoctivane
Reassy Loy Ohent Coerpabibfity Q22073 T2 fdit  Deaclvitae
Miszed Vit Empioyee Cient Compatiblity 0242013 ON24/2013 fdt Dwocivme
Miszed Vet Clent Chent Hospitakaed 05242013 0524203 fdit  Deastivmis
Miszed Vit Client Chemt Reason BA Y o222t Qanoaza tdit  Deactivete

. . - +Ansotal results Show 10« entries

L]

o

16
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Select Add Custom Criteria to limit scheduling to only those employees’
meeting criteria, i.e., language, smoker and pet friendly. A free text space will
open right below. Choose a Category from the drop-down menu and then enter
the Client & Employee Matching Criteria. Select Save Changes to keep the
changes. If any criteria were added in error, select the Delete hyperlink to the

17

right.
e g
v  Category Client Matching Criveria Employee Matching Criterin Active for Matching

v Category: General

General Sign Language Signs e 7. (Daleto)
General Speaks Fllipno Fuent in Filipino Yeu (Delete)
General likes island food can Cook island food *‘ (Delete)
General enjoys 23tng duran 5 0kay being around durian B “ (Delece)
General Miami County Miami County . ' | (Dwlote)
General Sign Language Signs Language e j (Oelete)

Document Management - The organization can create custom notes.
Select New in the top right to add a custom note. Notes created here will appear
in the Schedule Center, allowing staff to schedule visits.

Tithe « Description Discipline Sillable Payabls Order Supplies eMAR VO Woun
12-Hour Tasks O 12.Hour Tasks Nursing o W || v Vv
24 hour vist note 0 © 24 hour visit note HHA v x x v v x x
30 Day Summary/Case Notes 30 Day Summary/Case Nursing v v v v
O  Notes
60 Day Summary 0 @ Day Summary ST v
AA - Compliance training 0 Employee mandatory Employes Tasks o v x X X x x
training
AA - mileage between two Employee mileage HHA X v ¥ X X X X
clients ©  boetween two clients

Give the note a Title, Description and then choose the Discipline and what type
of assessment will be in the note. Any documentation choice with an Oiconis
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available on the mobile app. Then indicate whether the note will be Billable or
Payable, whether users can record an Order, Supplies used, wounds, eMAR,
I/O, Seizure Record, Vent Flow Sheet, a Narrative, Oxygen Risk Assessment
and/or a Fall Risk Assessment. Select Save when completed. If custom notes
need to be edited or no longer apply, select the Edit and Deactivate hyperlinks
to make updates.

18

New Custom Note

Cacpline ~Saka 2 Oscpine —

Custom Care Documentation

Daily Living Tasks - Organizations can determine what daily living tasks that
their employees can be asked to perform. Select Add New Category to add to
the list. A free text space will appear, and a Title and Description must be

entered. Select Save Changes. Select the plus sign ' icon to expand the
Category and then select Add New Task. Enter the Title and Instructions of the
Task, then select Save Changes. Change the order by selecting either up or
down arrows for Tasks or Categories. If any Tasks/Categories were added in
error, select the Delete hyperlink to remove. The changes made in Daily Living
tasks will appear on the personalized aide Note/Custom Visit Note.
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Tizke Descrprion

Grace Daty Liveg Tashs 1 +
Mzl Tk Shad Taakn ' ~ ¥
Companion thet *¥
Tasks

[ i o e T T
Title Instructions

Watkng L 2

moaaing *»
Frrsonal Care ? *4

Care Plan/Note Associations - Organizations can add relationships between
custom visit notes and custom care plans. The Care Plan/Note Associations
tab is automatically filtered to show Active associations. Search by name by
entering in Filter by Text. Select Add New to add and link one of the
combinations.

Visit Note Care Plan Actions
ASAP HHA visit note ASAP CARE PLAN Discontinue
daily living HHA daily POC custom Discontinue
TX HHA visit TX HHA Care Plan Discontinue

Companion Companion Care Plan Discontinue

Choose from the drop-down menu for Visit Note and Care Plan, then select Save
& Close or select Save & Add Another for additional associations. Select the
Discontinue hyperlink if the relationship needs to be removed.

Add Care Plan/Note Association

Visit Note * Care Plan *

Save & Close Save & Add Arather

Custom Service Documentation - Select the Scoring List tab to enforce
score entry when a caregiver indicates the completion of a client’s goal. Select

Add New to set up a scoring list. On the Add Scoring List window, name the list
and select a scoring type. The scoring type defaults to Yes/No. Select Numeric
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to create a numbered scoring list. For each value, choose whether to require
secondary responses. Check the box next to Secondary Response to require
additional information from a caregiver when the respective response is selected.

Add Scoring List
Name * Scoring Type *
Value * Secondary Response
Yo
Save & Close Save & Add Another
Name Scoring Type Created Actions

Redding Scoring Yes/ho May 01, 2020 View Discontinue

Dariene Scoring Numers Mar 17, 202 View Discontinue

Click Save & Close or Save & Add Another. Once a scoring list is created,
caregivers will be required to enter a score when documenting completion of a
client goal. The scoring lists will be available to link to client goals in service
plans. Select View in the Actions column to review existing values for a particular
scoring list.

Add Service Plan/Note Association

Service Note * Service Plan *

Service Plan Lists

s s

Select the Service Plan/Note Associations tab to make links following the
same process as Care Plan/Note Associations but for Service Plans instead of
Care Plans. The same filters and search apply. Select Add New to add and link
one of the combinations. Choose from the drop-down menu for Service Note,
Service Plan and Service Plan Lists (up to five may be selected), then select
Save & Close or select Save & Add Another for additional associations. Select
the Discontinue hyperlink if the relationship needs to be removed.

axxess.com ﬂﬂﬂ /AXXESSs



& a AXXESS

21

Client Chart Information
Emergency Triage Levels - The organization can choose from either default
triage levels or add ones of their own. Select the Add Default Triage Levels to
add a preset triage level. Select the Edit or Delete hyperlinks to make updates.
The Default Triage Levels are:

Priority 1 - Life threatening (or potential).

Priority 2 - Not life threatening but would suffer severe adverse effects.
Priority 3 - Visits could be postponed 24-48 hours without adverse effects.
Priority 4 - Visits could be postponed 72-96 hours without adverse effects.
Priority 5 - Not Serious.

Select New to add an organization specific level.

3 T

Short Description Actions
Life-threatening (or potential) and requires ongoing medical trestment, When necessary, appropriate

ATANGEMENTS for Svacuation to an aoute care faclity wil be made,

Not Kfe-threatening but would suffer severe adverse effects from interruption of services (e.g. dally
Insulin, IV madications, stenie wound care of 3 wound with 3 large amount of dranage)

Visits could be postponed 24.48 hours without acherse #ffets (8. new Insulin-depsndent Gabetic bk
Ainage)

1o ‘.ﬁ"»»’l!b‘.’f stediie wound care with 3 minima! amount 1o Ng de

Visits could be postponed 7296 hours Without Scherse #1ec1s (0.8, POSE-0p with N 0pen wound
anticipated dacharge within the next 1014 days, routine catheter changes)

Not Serlous Nothing to worry about

The Priority level will default to the next number and cannot be edited. Enter a
Title, Short and Long Description and select Save.

AXXess.C0om
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New Triage Lovel
Priority L]
Tide

Short Description

A tithe that continues s & shorr, descrigtye sentence. Perhaps

Leng Description

Services Required - Organizations can add default services and/or create new
services. Select Add Default Services Required to fill the table with typical
default services found in home care. Select New to add an organization specific

service.
Name Description Chient Type -
Spaach Tharapy Speech Tharagy Madical ¢
Skilied Nurse Skilied Nurse Madical
Physical Thesapy Phy=cal Therapy Meadical
Occupational Tharapy Occupational Therapy Madicai
Medicad Social Worker Medical Sodal Workar Madicsi
Personal Care Ade Persanal Care Alde Non-Medical
Compaman Companion Non-Medcal
Sitver SKter Non-Medcal

Enter the Name, choose the Client Type from the drop-down menu and enter a
Description. Then select Save when complete.
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Now Service Roguired

Name
Client Type - Seloct — bl

Description

Durable Medical Equipment - Organizations can add default Durable
Medical Equipment (DME) and/or create new DME. Select the Edit or Delete
hyperlinks to make updates to the DME list. Select New to add an organization

specific DME.
Name - Description Actions
Bedside Commaode Bedsige Commode -
Cane Cane
Elevated Tollet Seat Elevated Tolet Seat
Grab Bars Grab Bars
Hospital Bed Hospital Bed
Nebulizer Nebulcer Edit | Delnta
Oxygen Oxygen
Tub/Shower Bench Tub/Shawsr Bench

Enter the Name and Description, then select Save.

- PV T T

New Durable Medical Equipment

Name

Description
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ADDING A NEW USER
Employees/New User

A window will open, and the user’s information must be entered. All asterisked
items are required. The new user window is divided into seven tabs:

Information - Fill out the demographics of the user. The Permissions tab and
the email address will no longer be required if the “User has access to the
software” option is unchecked. Fill in all available information.

Select the Check for User Conflict button to prevent adding duplicate users,
which will check for the user’s name and date of birth.

Website Access

v User hos access o the softwore.

Parsonal information

Hest Natre Date of Birth Month v

[ Chec o vsrcant |

Middie Initinl 5
the same name and date of birth as

Last Nama

E moll Address Sociol Security Number

Suffix
Sex
Gender Pronouns

Languages

Select Sex -

- Sploct Gendar Pronouns - =

Select a Languaoge

EVV Worker ID
Country
Addreas Line 1
Addrexs Line 2
City/Town
State

Pastal Code

Primary Phone

*
| N/A

United Staces

Add Alternate Number

Choose Credentials and Title. Select additional boxes by selecting the Agency
Branch drop-down menu if the user works at more than one branch. Check the
box for agency defaults for Maximum Time/Overtime, which was created in the
previous section of the manual. Roles are important in the software because they
determine what a user can or cannot see, select, delete or undo.

There is also a restriction function that will allow organizations to limit the times
that users can use the software. For example, if the “Allow Weekend Access” box
is not checked and a user attempts to log in on a Saturday, the system will not

dXXE55.C0Mm
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allow entry. Times can also be adjusted for the earliest time a user can log in
and/or when they are automatically logged out of the Home Care application.

Select the checkbox if the user should be notified for late EVV clock in/out to the
Alert Center. (Not shown) Enter optional Comments with a 500-character limit.
Select Create & Next to save progress and go to the next tab.

Maxitraarn Thea/Overtism

[ Adminiatratoe Direczar af Musrsing Cow Manager

| Nunng Clork npa-dlivieal) Prrpveal Therag e
Speevh Theraph " Ovataposiomnal Therapdst Medeal Senial Werrker

| Homw Mesxs Ade Schetuwr Biw

T Guabey Amueance Phyricien OfMer Maneger

Oftice Scalt Statw ServepeciAedrar Ollere Afvocns

Acoeys & Resrictions

Earthent Logie Time (0  Aeasoesclagsut Tare Q

Senrd aet e nnims fon lade rlecirmmn vias ver estioe coek inleut 1o the Aoy

Corver

A green disappearing notification will display that confirms, “User has been
created.”

Permissions - The Permissions can be copied from a previously entered user
using the “Copy Permissions From” drop-down menu. For example, if the
organization is entering a new RN, a current on staff RN can be selected that will
have the same software access. Select the Apply button to finish the copy. To
save time, there is a “Select all Permissions” check box that will check every
single permission box below. There are categories, sub-categories and individual
permissions. In the example below, Alert Center is the category, User is the sub-
category and User Compliance is the individual permission. The Categories are
Alert Center, Administration, Billing Clerical, Clinical, QA and Reports.
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Capy Permmsizns Fram — Saiect Ermpleyeed(s] - - m

Sedwct Ml Prroiccons

oo

At the bottom of the window are five buttons that can navigate through the New

User window.
ook [ soe | [ ex: |

NOTE: Users with non-administrative permissions in Axxess Home Care are
restricted from adding employees with administrator roles to the system.

License & Compliance - Organizations can keep track of a user’s licenses
and compliance in this section. Select the Edit or Delete hyperlink to make
updates. Select New License/Compliance to add licenses.

License Type = License Number  Category Issue Date Expliration Date - Attachments Actions

AN License 123456 License/Certifications 12122720214 121222022 B -

1 total rosults Show 50 v entries

[ aack il text ] ciose |

Enter the License Number and choose the Type, Category and State from the
corresponding drop-down menus. Choose or enter the Issue Date. Then choose
the Timeframe of when the Expire Date Occurs in the drop-down menu. Enter the
Expire Date and add any scanned documents by selecting the Browse button
and finding the file on the computer. Select the Alert User and/or Alert HR to set
a reminder in the system to follow up on the user’s license or compliance. Select
Save when complete.

26
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New Employee License

Uconse Number Ucense Type * Catagory * State
Issue Date * Expires n Expire Date
Flle ALLACHOMMNE wry ro cmn #0aA 50 00 are mairwere

Nart User Adert HR

Pay Rates - See Admin/Company Setup/Pay Rates for the functionality of
sorting, viewing and updating rates. Select the Copy Existing Rates button to
duplicate rates from another user.

Bronch *  Dolne v Payment Souree -~ Defauk —~ v Now Rate
Chent - Defoult - v Capy Exmting Rates
B petadetate [ SpecificRuate | & yate wit avervide this in the future

! Furure rte has boen sppted

Task Sun Mon Tue Wed Tha n sat

PT Discharge

12-Hour Tasks

24 hour visit note

30 Day Summary/Case Notes
60 Day

60 Day

60 Day Summary

789

AA - Compliance training
AA -mileage between two
chiants

AA- Assessmant

Choose an employee from the Copy Pay Rates from the drop-down menu.
Check the box to load employee (default) rates or select the bullets to load
specific rates and/or Load rates about specific payment sources or clients. Select
Apply when complete.

Import Pay Rates
Copy Pay Rates From Branch: — Select — v | Employes: — Select Employee — v
Copy Puy Rates To Bramch: - Select ¥, bogloyve: Teat User RN
] Losd employee (defaul) rotes
) Losd ull xpecific ratmx from this emplayws.

) Load retes pertaining to All Fayment Sources w| and AP Owents hd

o
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Match Criteria - Organizations can determine how users are matched with
clients. Select the one or more boxes next to a user’s Skills, Transfers,
Personality Traits, Pets and/or General criteria.

28

Mateh Critaria
Shiks Tramafers

ook arnue Mirges LTk Covtified

wan ceok islaml fead abie 1o transfer 350 paunds
Dementin Experients sbie to translor 350 pounts
Spenks Spacish

Expeniemce with Medication Admesisration

Expevience with Testing Biosd snd Racerding Blocd

Sugnr

sracilates

speshs Dussine

Skilbed sy Mayer Ui
Kmcw haw to swm

Trachmsesmmy Corn

Availability - Enter the user’s availability to work in the following grid. Select
squares in the grid using the plus icon. After selecting, the square will turn green.
Choose an Employee from the Load another employee’s availability drop-down
menu then select Load to copy availability from another user. Select the All
button to select every square in the grid or select Clear to remove all green
squares.

Employee Availabilities p—

Load another employee’s availabilities.

-- Select Employee -- M m

m Sunday Monday Tuesday Wednesday Thursday Friday Saturday
12AM |
(Midnight)
1AM
3 2AM
Shift 3
11 PM-7 AM 3AmM
4 AM
5AM
6 AM
7AM
8AM
9AM
& 10 AM
Shift 1
7AM-3PM 11AM
12PM

Immunization - User immunizations are tracked in this section. Immunization
lists can be exported to an Excel spreadsheet by selecting the Export to Excel
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button in the top right. To add an immunization, select the Add Immunization
button in the top left.

Add Immunization Decline/Contraindicate Immunization Export to Excel
AGTIVE IMMUNIZATIONS
ization Admini: ed? Date Admini d/D ed Admi ed By Lot # Reason Action
| Influenza es 1202202021 Clinic Delete | Deactivate |
INACTIVE IMMUNIZATIONS
ion Administered?  Date Admini d /D ed Admi ed By Lot # Reason Action

‘ COVID-19, Single Declined 1202372027 g Delete | Reactivate ‘
Dose

Refresh Immunizations

A new window will open in which organizations must choose the Type of
immunization and who it was Administered By from their corresponding drop-
down menus. Then select the Administration Date by writing or selecting the date
in the calendar. Users can select Save & Close, or if there is more than one
immunization to add, select Save & Add Another to continue with another blank
‘Immunization Log Information” window.

Immunization Log Information
Type =
Administration Date

Administered By -

T T

It will then show up under the Active Immunizations section. If a user declines an
immunization, it can also be added by selecting the Decline/Contraindicate
Immunization button at the top of the page. It will open another log information
window where the Type of Immunization must be chosen again. Either write in or
select the date from the calendar. Select whether comorbid condition is present.
Then, mark whether the immunization was Declined or Contraindication. Users
can Save this, or if there is more than one declined immunization to add, select
the Save & Add Another to continue with another blank “Immunization Log
Information” window.
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Immunization Log Information

30

Type of nmumsization

Date Docamented

Comortud Condition Present. Yes No

DeClned

Contramdication

(e I o asiworw J covn

There is also an option to Delete or Inactivate an immunization by selecting the
hyperlinks in the far right under Action. Once an immunization is inactivated, it
falls under the Inactive Immunizations section, where it then can also be Deleted
or Reactivated.

NOTE: The Activity Log - icon will show who and when a user made an edit in
any window provided.

Select the EXxit button at the bottom to leave the New User window. The following
prompt will show. Select Yes to add another worker or select No to move on.

EDITING A USER
Admin/Lists/Users

A window will open that will show a list of all current users. To filter for users,
choose the Status from the drop-down menu and start typing any user
information in the Filter by Text space. A new user can also be added from here,
selecting the New User button in the top right.

Organizations can export the list of all users to an Excel spreadsheet by selecting
the Excel Export button in the top right. The organization can Delete users by
selecting the hyperlink to the far right under the Action column. To edit a user,
select the Edit hyperlink under the action column. The total number of Active
users will show at the bottom of the window.
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List Users | Axxes Testing Agoncy L 4 . . x
v \User can login (o
Scates  Atthe v Filtes by Teur  Star
website,
Nameo Yide Email Phane Mobiie Employment Type Sex Action
~
Aayush Kumar RN ARormate ) v -1 (858) Employee Maw
Administratos 939.327-28 0033869
Abry St Thomas HHA Hame Cam Alde Ly SEThomassa (407) Employse Famale 1
501.0365
Abdul Baute AN Axernate baute@ o T 23 Male
Administratos 455-2333

The edit user window is split into eight tabs. The only tab that was not previously
shown in the new user steps (above) is the Emergency Contacts tab.

Emergency Contacts - Where user emergency contacts are managed. To
add a contact, select the Add Contact button in the top right. In the New
Contact window, enter the emergency contact’s information. To make the
contact the employee’s primary emergency contact, check the box next to Make
Primary. Only one emergency contact can be marked as the primary contact.

New Contact
First Name * M Last Name * Relationship *
Primary Phone * Email

Hame -

Add Alternate Number
Country * Address Line 1 *
Milied States
Address Line 2 Clty/Town *
State * Postal Code *

In the Actions column, users can edit, delete and mark emergency contacts as
primary.
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Emergency Contacts

Add Contact

First N\ame Last Name Primary Phone Relationship to Employee Email Address Actions

Ivy Pierson (214) 704-0935 Spouse Mark as Primary (& [

ADDING A PHYSICIAN
Admin/New/Physician or Admin/Lists/Physicians/New Physician

A new window will open. The quickest way to enter a physician is to begin
entering their NPl number. As the number is typed, physicians and their
corresponding NPI numbers will appear below for selection. After selecting the
physician and hitting the tab key, the Physician Information and Address will
auto-fill based on the information that is in the NPI registry. This can still be
edited. Everything with a red asterisk is required.

Search Physiclen

NM Mumrbser Leosup 1395001%0

Texanam. vy Cota PRCOS Veetficwtian Nat Dhecked

Physiclan Address
Covenriry Av ot Star Qrder Dedbwrry Methesd — Defvery Method —
Mdwslnet  fesstesduorbes SO0 os Prnary Fhiive

Adcreas Une 2 Work -

Spedieit y Sect Specoky -

NOTE: If the NPI number is unknown, use the following website:
https://npireqistry.cms.hhs.gov/reqgistry/

Notice if the physician is already listed in the NPI registry, then the system will
automatically do a PECOS Verification. A green check mark indicates they are
PECOS verified; a red “X” indicates they are not.

32
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Select the Add License button to add any licenses tied to the physician. Enter
the License Number, choose the State, enter the Issue and Expiration Date with

the option to add Attachments (only after a physician is saved). Select Save to
finish.

New Licanse

Licesse Numbber

Stare ~ Sesect Stato ~

<

lxsue Datw

3 B

Explrution Date

Attachments

* Note: Upicat fieicy well ba shovwn oty after the phywcun 1 seeed

S e B

Select Save to complete the new physician addition.

ADDING A NEW FACILITY

Admin/New/Facility or Admin/Lists/Facility/New Facility
A new window will open. Enter the Name, Address and Primary Phone. The

more information entered, the better. When finished, select the Save button at
the bottom.

Infermation
Nawie
Urvmed -
Comsry e Soaan Contmes Last Name
"
Address Lime 1 Lrmwil
Address Lime 2

Cloy Tawen

Lommem

=3

ADDING A NEW PHARMACY
Admin/New/Pharmacy or Admin/Lists/Pharmacies/New Pharmacy
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A new window will open. Enter the Name, Address and Primary Phone. When
finished, select the Save button at the bottom.

Information
Narme
Cousary
Address Line ¥
Addrass Line 2
Cep/Tamn
Stmw

Foawl Code

Cormrmet

Vrstedd Sumes

OASIS TRANSMISSION

View/OASIS Management/OASIS Ready for Export

Prlmeary Phane *

Work -

o FouNumber

Cantact Firne Name

Contact Lnst Nemve

el

=3 =

et 1]

Add Allurnate Murrmlwr

A new window will open. Filter for OASIS by choosing the Branch (if more than
one) from the drop-down menu. Then select Refresh. The client OASIS visits
that meet the criteria will appear below.

CAES Rty fur Export | Aoos=ss Tastng Agurcy

B *  ChentName
t /) ‘1 ROSSY, BARBIE

2 ROSSY,S0C
@z ROSSY. CARE PERICO
[ ¢ S055Y,52F

-] SCOTY, JOAN

L5 ]

AXXess.C0om

Dranch  Clales

Assessenunt Typu

Q4815 D1 Receruficatan

OASIS DY Stant of Core

OASIS 01 S of Care

OASIS-DN Recertification

DASIS-DY Start of Care

112282021

ViAo

12021

1072972021

109042021

Assessment Date  Care Puriod

1201202
08293002

11082024
120772021

19007202
124002024

10v31 2021
12022002001

10v0a202%

1200272024

- Payment Source

FR Claims

FR Claima

FR Clams

FR Claima

Humara

Mark Selecned Az Comparted (Not Exposed

Eacol Expoa

00(Fat)

Desplayrrg rerm
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There are checkboxes to the left of every client name listed. Select one or
multiple then choose one of the buttons down below. If Generate OASIS File is
chosen, the system will download the raw OASIS file on the computer to be
uploaded to the Center for Medicare and Medicaid Services (CMS).

35

NOTE: Create a folder on the computer where OASIS files can be stored for
easy access.

Once OASIS file(s) have been sent to CMS and accepted per the Final Validation
report, go back inside the window, check the OASIS boxes that were submitted
again (far left) and select the Mark Selected as Exported button at the bottom.
A new window will open confirming that the OASIS file(s) have been accepted by
CMS. To confirm, select Yes.

Are you sure that this OASIS file has been accepted by CMS?
Please verify that your OASIS submission was accepted by CMS (Center for Medicare & Medicaid
Services) before you complete this step. If this OASIS file was not accepted, do not mark as exported.

[ves | o

Similarly, if an OASIS needs to be marked as completed, but was not exported,
check the box next to the Client Name and then select the Mark Selected as
Completed (Not Exported) button at the bottom of the page. A confirmation
window will open, select the Yes button.

@ ‘Are you sure that you want mark this OASIS Completed without Export?

L=l

The OASIS list can be exported to an Excel Spreadsheet by selecting the Excel
Export in the top right of the window. If submissions have been rejected and a
corrected OASIS is being resubmitted, users can change the Correction # by
selecting the Edit hyperlink on the far right of each OASIS line. A new window
will open, and a warning will appear. Change the Correction Number by selecting
from the drop-down menu and then selecting the Save button.

Correction Number %0

3 =23
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ORDERS MANAGEMENT
View/Orders Management

36

Orders Management is split into four sections. Navigate between the sections by
selecting the desired section in the top right of each window.

To view or enter order notes, select the note icon B in the Notes column to enter
comments for the corresponding order. The note icon turns blue once a note has
been entered. Hover over the blue note icon to view the notes entered. Up to
three notes can be viewed when hovering over the icon. To view additional
notes, select the note icon.

To enter a new note, select Add Note. To update a note, click on the edit [#
icon. To remove a note, select the Resolve hyperlink.

Orders To Be Sent - This window houses orders that are ready to be sent to
the physician for signature. Filtering for orders begins with the Delivery Method
and the Branch (if more than one) from the drop-down menu. Choose the Date
Range of the orders planning to be sent. Start typing any Order (humber), Client,
Type or Physician name in the free text space to narrow down the order list even

further.
O dwrs To B Sant 7808
Orders to be Sent

Ordar = Client Type Physician Delivery Method ©  Order Date = Notes Actions
L LA E L OT Eval RA ® Enp Mal 4 i
NA SALL TE Prysician Face-to-face Sncourent  Prysician, Test Mad 10012021 Ind
633697 MALONE DUKE Plan of Treatment/Care Balenger, Ralph MD Mal 10012021 =4
637086 FROD. DANE Flysician Grder Knutson, jonathan 0D Mal ovnoen ¥

) KM SARAH Non-QASIS Plan of Care Knutson, jonathan OD  Mad V122000 -4
E37664 MALONE DUKE PFlan of Treatment/Care Balenger, Raiph MD M oo IS
617NS  MALONE DUWE Ptysician Order Smth, Usa M.D Mai o22021 w

To print an order, select the printer icon = on the far right of the order. Once
printed, check the boxes to the left of the order and select the green Mark as
Sent button for multiple orders. Select the green Mark as Sent hyperlink for
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individual orders. They will then be marked as sent to the physician, and a green
disappearing notification will confirm.
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Select more than one checkbox and then select the Bulk Print button to print
more than one order at once. To export the list of orders that meet the search
parameters, select the Export button in the top right.

Orders Pending Signature - This window houses orders that need to be
‘marked as signed” by the physician. Filtering for orders begins with the Delivery
Method and the Branch (if more than one) from the drop-down menu. Choose the
Date Range of the orders planning to be signed. Start typing any Order (number),
Client, Type or Physician nhame in the free text space to narrow down the order
list even further.

Oy Mencknyg Lgrratite B )
Orders Pending Signature
Order = Clemt Typs Physician Deltvary Method = Order Date © Sent Date ~ Notes Actions
1 N h A ) eborah Ay 2 1 n it
IVEN r Lephe k U 1 14
..... EST, R Pl enit 1 M 1 V1d o
13 ! INRCARE( h ] U 1 " <3
=X 1 ol > X} 1 [
1 " f ncount; 1, Py Ml 1 " »
E P Jrder rath M. M Va2 1 1 )

To mark a single order as signed, select the green Receiver Order hyperlink to
the right of the printer icon. Multiple orders can be marked as signed by checking
the boxes to the left of the order then select the Mark Selected as Received
button.
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1ark Silorten As fieciven 6
Order Delivery Order Date  Sent Date
: Cliont - Type - Physidan - Method - : : Notos Actions
a S Lo TPANIS Non-DASIS Plan of Arvlerson e e
651502 |[ESAMINDE FO > £ InKnomT N1 102021 b
¢ Care Debxxeah MD
Jon-OASIS Plan of Stra
B | 1557 scuvEn sawer erOAsISPlano WIS Inknowr N0 MR I8
Care Stepher

e 2 Plan of Care (From SRS Y=
638792 TEST, FRANCIS Adams. Stacy Mail 10012021 10472001 F

ASSESSITENT)

A new window will open to confirm/enter the Received and Physician Signature
Date, then select the Mark button. The date auto-populates with today’s date.
Once marked as signed, they will disappear from the Orders Pending Signature
window and be in the Orders History section.

Received Date * Physician Signature Date *

302021

Orders History - This is where all orders in every status are housed. Filtering
for orders begins with the Branch (if more than one) from the drop-down menu
and choosing the Date Range. The results can be sorted by nine different
columns by selecting the column heading: Order number, Client, Type,
Physician, Delivery Method, Order Date, Sent Date, Received Date and MD Sign
Date.

Orders Hitory

Order Debwery Methad  Dooer Bass  Sent Date  Bacsownd Dats 4D Sign Dats
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Select the edit icon to make updates. The line will expand, type in the date or
select the calendar icon to adjust the order’s Sent, Received and/or Physician
Signature Date. Select Update to save.

W .
L yel ) S:A'::LHO Non-OASHS Mlam of Care  Se3f, Kenneth ATC  Mall WAN02T TR VM0 1aean 1 J o

Update

Sent Date * Recawved Datw Physiclan Sigratare Date

Select the Export button in the top right to create an Excel spreadsheet of all
orders in the window (based off search parameters).

Orders Pending Co-Signature - This is where orders are housed that
need a co-signature because the user who signed the order requires a co-
signature (per their permissions). To find a specific order, choose the Branch (if
more than one) from the drop-down menu, then select a Date Range. Start typing
any Order (number), Date, Client, MRN, Type, Physician, Clinician and/or Sign
Date in the free text space to narrow down the order list even further.

The list of orders can also be exported to an Excel Spreadsheet by selecting on

the Excel Ex: ort s: readsheet button in the to: ri= ht of the window.
Oribires Pandding AN Co- Synatuns | Aceass Tecing Ageny THN

Sewnck  Dablos v Owiw Range  12/2272021 & - oyox2 =] m
Order Qrder Date Client MaN Type Physician Clinician Sgn Date

(i s ] oUni022 ALMPROD 002 Mag. Angel Arged Mapoupo AN 01572022
LS snon ALMITE Mag. Gel Angged Magcups RN 0o 202

v A Lrirs pliFa) M4 Tavior, jelfrey DO Abrdulmumin Shebw RN 127092001

Selecting the Client name hyperlink will take the user to the client’s chart. To co-
sign an order, select the hyperlink under the column Type. A new window will
open, showing the printed version of the order. There are five options/buttons of
what to do with the order (depending on permissions). The Return button works
identically to a QA clinician returning a task to the submitter. Download will
download a PDF version of the order on the computer. Select Co-Sign.
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Axxnen Tesing Apuncy
16000 Dalas Parkway

Surte TO S PHYSICIAN ORDER
DALLAS | TX, 752481234
Prone: (216] 577-7710 1 Fax, (789) 797-7078
Cliont Name: Ok, Mt H Physician: Taylor, Jeffrey
54 Ashburion groove v 1819 S Shioh A St 210
Dulas, TX, C0000-0000  MAN: WNERd4 Qi TX, 75042-821 1
1671771234 DOB: 107311930 Phone: (§72) 884-2002 | Fax: (972) 271.3437
NP 1 780695031
Ordes Date: 122920C1 1200 AM Order #i575261  Care Perlod: 102772020
Allergies:

Summary: ozd oroe

P HA Raep Tarp Wegh
Cewatar Than

Leess Than

Vi Signs

Respuaton

Weight

Heigre (in inches)

[ I T

The co-signature window will open (shown below). After entering the co-
signature, the user can either choose to Co-Sign the order or Co-Sign And
Approve. After co-signing, the order will disappear from the Orders Pending RN
Co-Signature window.

Co-Signatrs
Ordar Number
(e
Cranted Daie
Chvicion Co-Signetire
Clivician Co-Sigrvatirs Dute 12/252001 n'

Chicasn Co Signatirs Tare 34 '
coig s srvm e |

ADDING A PAYMENT SOURCE
Admin/New/Payment Source

A new window will appear. The new payer window is split up into five tabs:

Information - Enter the Display Name and select the Invoice Type. Whichever
type is chosen will dictate which tabs will be available on the left.

Choose the Payer & Bill Type from the drop-down menus. Enter the Taxonomy,
Tax ID and select the Agency NPI. Select whether the payment source requires a
Secondary Provider ID or the organization has a contact with the insurance.

If UB-04 or HCFA 1500 were chosen, a Clearinghouse will have to be chosen.
Indicate if the payer will split overnight shifts into two billing lines. Then the
organization must decide who is doing the billing (organization, Axxess or
vendor). Then enter the Payer Information.
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Information

Information
Display Name
Involce Type

us

O HCFA 1500

Bilking Requirements

Roonding Policies

Now Paymant Sowrce | Acosss Tastiag Agoncy

¥ = Required R

» Payer Type None; no charge for curment o v
O+ pm Type Insttuticnal
Facility Type ~Saloct FadiRy Type— v
Taxonomy St Typing
Tax 1D Stand-Alone Branch Tax [D o v
Agwncy N Stand-None Branch NPl or &9 v

Thits payment source requices o Secondary Provider ID O

This payment source includes family care provider limits

Agency has a contract with this insurance

Select b rounthing polcy to caleulate bl cates If no rounding rules are sedcted, Bl rate will caliulate tased an actual Tk dutation. Bourebng

polices do noe apply to visk

I

Round by Task Duration

NOTE: The information ® icon is a reference. Hover over the icon for more

insight about that question or section.

Enter the person used to communicate at the Payment Source and then decide

on how authorizations will be setup. Select Save & Close if the new payment
source is complete or Save to continue to the next tab (depending on Invoice

Type).

AXXess.C0om

41

B BB /Axxess



AXXESS
42

Payer Information

B Check here if payment source address is reguired in daim electronic submission

Poyer Name Primary Phone
. LL]
source of Payment 05 - Self-pay v Wo. - Erasie Phore Numise
*
Payer 1D
Submitter ID Add Alternate Number
mitter
o Fax Number
Interchange Recetver 10
- Enter Fax Nurmber
Interchange Submitter Qualifier Mutually Defined (22) v
Interchange Payer Qualifier Mutually Defired (22) v Country - Select Country ~ =
Address Line 1
Address Line 2
City/Town
Postal Code
Contact at Payment Source
First Name Email

Last Name

NOTE: If all required information is not entered, the following disappearing
notification will appear:
There was a problem validating *

your form, please review your
information and try again.

The required sections that are missing information will be highlighted in red:

Display Name I_ : e Payer

UB-04 - Depending on how the insurance pays out, whether episodic or per
visit, will determine if this tab is active. The payer being added in the screenshot
below is for the UB-04. Fill out the Locator sections 31a through 81CCd on the
form and their corresponding dates.
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12804 Print Specification

UR.D4 Locator Specification

| T
B33 00

| IS
3
1 O3

i
8}
3

Below are the Additional Providers and Bill Rates sections. Selecting the Add
Provider button to enter an additional provider. A line will appear in the Provider
section, choose the Qualifier, Locator Field and Value Source drop-down menus.
If Providers need to be removed, select the red @ icon. Then select the Add Bill
Rate button.

AdBtonsl Pravigers O

Quankfier Locator PRI Ve S0®  ooner 10 Qe N Giher 1D Tarenomy Cofe FrstNOMe LA Name
Sebers Pu v Sehett Lix w Sewe il v Select O v o
Bilabie llems
2itabie Mibsaga Vlam o
=
Wil kare
Yok Descrizenn Rav Code HOPCHE Rate  Unkt Type Madifiars  Tame Liml Artion

A new window will open. Fill out the Add Visit Information form and select Save &
Exit or select Save & Add Another for additional entries.
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Add Visit Information

Task - Sedect Task v

Preforred Description

Revenue Code

HCPCS Code

Rate -1}

Modifier

Servicw Unit Type - Sedect Unt Type A
Check if the units of this visit type are totaled per day on a single bine

Chadk if traved timve Is covered by this payer

T T

Select the Previous button to get back to the Information tab or tap on the Save
& Close button at the bottom to complete the Payment Source.

HCFA - In this step, the organization will need to decide if they want HCFA 1500
printed on a pre-print form. After that, the HCFA Locators must be entered and
chosen.

HCEA1500 Print Specification

ore if you want 1o prine it on & pre-pont fooy

HCFA Locator Specifitation

- Soboct Steke - v Signature an Fike -
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Below the locators are the additional providers and bill rates. Selecting the Add
Provider button to enter an additional provider. A line will appear in the Provider
section, choose the Qualifier, Locator Field and Value Source drop-down menus.
If providers need to be removed, select the red @ icon. Then select the Add Bill
Rate button.

Addtional Providers )

Qualifier Lacanor ':"" YEN. “"“"" Othes 1D Qualifi NP1 Othee 1D Taxonomy Code First Name  Last Mame
- Sebect Pyx v - Sabert Lox v - Sebect W v Select Ot v o
Sitlable items
Biano Mileage Xinmeters o
Yes o N
ol Rates
Task Destription Rav. Code WEPCS Rate  Unkt Yype Modifiers Tiew L Action
N ASe st Slart of Gl N Asamssment (3an of Cwe 0y N 1% Per Vit o

A new window will open. Fill out the Add Visit Information form and select Save &
Exit or select Save & Add Another for additional entries. To edit previously

entered bill rates, select the edit “* icon or if they need to be removed, select
the red @ icon.

Add Visit Information

-

Task Select Task

Preforred Description

Revenus Code

BOPCS Code

Rale S0

Modifiur

Service Unit Type - Sakct Une Type —~ v
Check i the units of this viwit type are Lotaled par day o a singhe line

Check if the tasks with the same HCPCS code are rolled up for the antirety of

s daim

Chuck i truved time i covarnd By Dhis pagur

st | e s e | |
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Select the Previous button to get back to the Information tab or tap on the Save
& Close button at the bottom to complete the Payment Source.

Invoice - The last step tab allows for organizations to set up Payment Sources
that require an Invoice. First, decide the Payment Terms. Select the
checkbox(es) if the organization needs to add billing comments for each visit or
post payments through the Remittance Advice screen. There is space for
Comments and decide if mileage is billable. Select Add Invoice Rate to add a

new invoice rate.

Invoice Details
Fayment Terms Net 15 v
Add Slling comments fee cach visit

Past payments through the Remittance Advice screen

Comments

Sillable itams

)

Billalhe Mileage Wilcmetrrs

e _

Invoice DNl Rates

Task Description

Rate  Unit Type Action

Choose the Task and Service Unit Type then enter the Preferred Description,
Rate and Service Units per Visit. Select Save & Exit to finish or select Save &
Add Another for additional entries. To edit previously entered invoice rates,

select the edit

New Visit information
Task
Preferred Description
Rate

Service Unit Type

icon or if they need to be removed, select the red @ icon.

- Sadect Task v

S0

- Select Unst Type - ~

Csvesm | soves nogmarer J cioe |
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EDITING AN EXISTING PAYMENT SOURCE
Admin/Lists/Payment Sources

Select the Edit hyperlink to the far right of the screen under the Action column.
To search for a payment source, start typing any part of the Name, Payer Type,
Payer Category, Payer ID, Invoice Type, Phone or Contact Person in the white

free text space at the very top of the page.

Poyrrenn Sounie Lt | Ashess Tesing Ageny

Fitar by Text
Nane Poyear Type Payer Canegory LN Ivoke Type Hrars Combact Parsen £V nrtegranon
r {Eatl) 7 P ey traverm
A U ¥ X 4
Mouteand mahoand 1134 O S CONTACT basy s
IMNOATAN] Carw) WAME CONTALY LARY
WAME
A A il il - L4 U
bt s . 2i L J ) ateale it s
o e -
HAED ean,
e L Vv Cud 5 HCFA V500
Sl Vagedl Lwv LAt
¥ oo,
Employees/Payroll

The following window will open with only search criteria at the top. Select the
branch from the drop-down menu (if there is more than one). Choose to show
Late Tasks, the Pay Period, Task Status, Employee Type and Payroll Status.

Payrok | Ao Testing Agoecy o x
Exprt |
Nranch Al Boanches v Late Tasks  Include - Pay Pwriad  Custom ~
Date Range 01032022 0 - ooz Los Tosk Statn  — Select .
Pay Feo
Emgloysa Type A v Payroli Status  AJ v
Columes to Display 6 Senctnd . Search Employve vom Lrmploy Harme

Imployes Task Sors

o D

I The tasks details and ratw have Sewn lacked. P The task has been past

» Employes  Clisne Payment Source Tash Actual Data/Time O

Select your options from the felds abave and click "Refresh’ to get a list of tasks for Payroll

Fili Payecd] InFew gt
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Select which Columns to display by checking the corresponding boxes. Selecting
the green check mark will select all statuses and selecting the red X will uncheck
all choices. Search for Employees by Name and then decide whether to sort
Employee tasks by Client or Date. Then select the Refresh button to see the
results.

48

Columen to Display € selecied - S
v x
1

Cliont a8 s
a

To minimize the search window to see more employees, select the collapse
icon Employees will be grouped by their name with a check box next to them.
Selecting the > icon to the left of their name will expand their list of payable
items. They are organized in the following columns: Client, Payment Source,
Task, Actual Date/Time and Hours. For the top-right menu items, export the
payroll list by selecting the Export to button and select Excel. Select the Pay
Period button to create a new Pay Period.

=
3

The dates auto-generate to after the newest created pay period. Select the
Create button.

Pay Pertod

itart Oate 121152021

£nd Date Dvoze2

Select the Help button to get more insight on how to setup Payroll.
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Initial Payroll SetUp

Paer" H8|p The first step in using the payroll module is to complete the payroll tab in Admin-Manage Company Information.
Once the Payroll Tab has been completed Pay Periods can be created in the payroll module.

49

| Initial Payroll SetUp

Payroll Parameters
Processing Payroll

Send PayStubs Branch

Edit Payroll

Select the location you are processing payroll for.

Late Tasks

Are defined as, unpaid tasks whose service date is prior to the start of the selected pay period. This
parameter provides the ability to include/exciude/show only tasks that fall within this category. If selected to
include, late tasks are highlighted in yellow to assist in the identification.

Pay Period

This contains a drop down list of the agency created pay periods. To create a pay period select Pay Period

Select the Refresh button to see the search results below based on the

parameters.
v fmployese Clinnt Payment Source Task Actun! Date/Time O Hours O
’ Bacdlla Charlene RN

v Baute, Abdul AN

AEMHTAR, PALISHA rvoice CE Skiled nurse visit PIRTANIZY 12:00 AM - 0100 AM 100
AKHTAR, PALISHA bwvoice CE Skiled nurss vsit V222001 12200 AM - 0100 AM .00
200
Moars
- BRvechual Pranar AN
BMHADTWAIAL SIDET MAA 7 avm D0 DAMEIMINY 1UNN AK 12AN AR
28 Cheched Ecit Payrol Rraly Payra)l Fnaitze Payrol Mark 2z Faxd nit Foyututxy]
s 1 - EERL > Bpayig Empicyee

Select the Employee checkbox to check all employee boxes and again to
deselect all. After selecting all employees in a previous pay period, the blue
buttons at the bottom become active. To make payroll edits, select the box(es)
next to the client name and select the Edit Payroll button.

AKHTAR. PALISHA Invoice CE

AKHTAR, PALISHA Invaice CE

B8 Chethed Edit Payroll Jn-Finalize Payrol I

g8 9 10 » o
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The Actual Date/Time becomes editable. Enter to select different days and times
for tasks. When done editing, select the Save button.

50

11222021 fA'1200aM O
1 112272021 (4 0100 AM (®)

2 o

Select an Employee and then the Finalize Payroll button.

’ aute, Abdul RN

AKHTAR, PALISHA Irwvoice CE Skilled i

V] AKHTAR, PALISHA Invoice CE Skilled m

e | D

The task updates with a green F next to the checkbox meaning the task details
and rate have been locked. If an employee was marked as Finalized but should
not have been, select the box next to their name and then select the Un-Finalize
Payroll button, and the green F will be removed. If you select the same
employee checkbox and then select the Mark as Paid button, the task then
updates with a green P next to the checkbox meaning the task has been paid.

REPORT CENTER
Reports/Report Center

This is where all Home Care reports are found. They are split up into five
categories. The categories are Client, Billing/Financial, Employee, Annual
Utilization Report and Schedule Reports. Hovering over the report will show what
the report entails, its Description, Parameters and what the Report Includes.
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Cient Reparts BiNng/Financhal Repeets Employee Reperts
Description: Doty 4 bet of Al Adtrw Citts mitkng sare
1 e evadts s the ey yoms ren the repeort dagrayng o1

BerrORr e MOt

i, Peeameters: Fanch, Type. Tag Cave Feriod S Daoe
Anneal Utfization Repart (Caltfornia)

' Maport Inchades: Cwnt MOMTH-END CLOYE

AP R AR TR b e Care o Athite Srget By s
POl Pt e Cane Matuger
F Electranit Vine Veriiation Ropores

(=~
fiowe) _Buryey eparts

cheduie Repiets

Most of the reports function the same way. In the example report below, Client
Roster, parameters must be chosen, then select the Generate button to the right
to display the results below.

Selecting the Excel Export will put the information into an Excel spreadsheet.
Selecting the Reports Home button will go back to the list of all reports.

o Poarr | Meport Coner

Acyee -
Tage Suwt . Payreant Saurce Saoct -
Type NI v Cal 16 Daplay £ 5000000 - "
Matctieg Critaria S
L) Chere o Type bdress Emnl Addvess Saatus s0c 008
B i O 3¢ g
ate NOON L T |
241
& BEL AM Med i 1 1
b Fun e | 4/ "o
RARAM AMITA ¢ Aot 0 w T (FATY |
LN ] 200\ ! 1A "
ADAM. MARCE Medca " 1

Some reports do not generate instantaneously; they must be requested. To do
this, select the parameters then select the Request Report button to the right of
the parameters. The request then goes to a different window. It can be found in
Reports/Completed Reports.

AXXess.C0om
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Here, users can retrieve a copy of the finished report and see who ran the report
and when. Search through the completed reports by typing the Name, Format,
Status, Requested By, Started and Completed date in the free text space at the
top of the screen.

52

To view the report, select the hyperlink text listed under the Name column. To
remove the report, select the Delete hyperlink to the far right under the Action
column or to remove multiple, check the box(es) next to the report and then
select the Delete button.

Completor Raports | Acams Textng Agency - x
Fllter try Teut t m
Name Format Status Requested By Started Completad Action
D1 Exqul Completed  Cj Person BN 2022 041435 P 1172022 041436 PM
Exte Completed ) Parson RN V2021 052114 AM 11/27202% 092755 AM
leted | 1

=
The refresh <! icon is available in the bottom left of the window to get the latest
update or select the Refresh button in the top right of the window.

ADDING TEMPLATES
Admin/New/Template

The window below will appear. Create a Name for the template. Then write the
template inside the white Free Text section. The section is limited to 5000
characters. Once completed, select the Save button.

New Template
Nerme

Tant

(5o [ corce |

NOTE: Templates can be used to save time for writing orders, goals, care plans,
physician statements, narratives and other places inside visits
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LICENSE MANAGER
Employees/License Manager

53

A window will open that will show all current user licenses. Start Typing an
Employee, License Type, Number, Category, Issue Date, Expire and/or Software
User to narrow down the list. Results are shown over multiple pages and the
number shown can be adjusted at the bottom of the page. Select the New
License/Compliance button in the top right.

taant

Employes Licenan Type * Licemte Numier Cotegory Istue Date Date ch Sol User? Actions

z 2

A New Employee License line expands. Choose the Employee, License Type,
Category and State from the drop-down menu. Enter the License Number, Issue
& Expire Date. Add a File Attachment by selecting the Browse button. If the
organization would like the system to remind the User or HR about the expiring
license, check the Alert User and/or Alert HR boxes and designate an Alert Date.
Select the Save button when complete.

New Employee License

Implayes License Namber License Type Category

State tssue Date * Expires in Expive Date

Flin Attachment
Alert Lser Alwrt MR

Select the edit (" icon on the far right under the Action column to edit the

information from the previous screenshot or the delete 1 icon to remove the
employee license altogether.
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ADDING SUPPLIES
Admin/New/Supply

The New Supply window opens. Enter the Description, HCPCS, Revenue Code
and the Unit Cost. Then select the Save button.

New Supply
Derteription
MCPCS
Reverue Code

Unit Cant

ADDING ADJUSTMENT CODES
Admin/New/Adjustment Code

The New Adjustment Code window opens. Enter the Code, Description and
choose from a Negative or Positive Type. Then select the Save button.

Code
Description

Type Salact Type wv|™

ADDING DOCUMENT TYPES
Admin/New/Document Type

The New Document Type window opens. Enter the Document Name and choose
from a Client, Employee, Client & Employee or Payer category. Then select the
Save button.

Document Name

Category — Select - v
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HELP CENTER

Help/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 of Axxess’ products.
It can be accessed by going to:

User Community

I | Help Center

y  On-Demand Training

Pl rret Cnfhemen o dada-

Or also available at https://www.axxess.com/help/

%XXESS Home Health  Hospice Home Care  Revenue Cycle  Patient Engagement  Staffing | & Leg

OUR COMPLETE SUITE OF SOLUTIONS KNOWLEDGE BASE

Get Help Anytime, Anywhere

L An) 2
V4 ™
Home Health Hospece Home Care
$ " 8
Revenus Cycle Patient Engagement Staffing
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