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LOGGING IN TO AXXESS

To access Axxess Home Care, open the Internet browser (Chrome and Firefox
recommended) and type in the address www.axxess.com When the Home
screen appears, select the LOGIN button at the top right-hand side of the
webpage.

SUCCESE STOmE S Company RESOURCES CONTACT Us l 8 o6

&E AXXESS Home Health Home Care Hospice Staffing Revenue Cycle  Patient Engagement See Dumo

The sign-in page will appear where the username and password fields are
required. The username is the email address associated with the Axxess Home
Care user account. Once the username and password have been entered, select
Secure Login to enter Axxess’ software.

&7 AxxEess

L

NOTE: For resetting the password, See Overview.

After successfully logging in, a user acceptance message will
display. Select OK to accept the message or Cancel to exit the application.

&?%xxsss

Login Successful
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The Axxess Planner displays. Select the appropriate Axxess application on the
left side of the page to perform the Intake and Scheduling process.

DASHBOARD

Good Afterneon, C) Axxess Testing Agency

Wethsentwy, Oct 27, J02Y 212 WA

Cluert Brebutayn ASADE, ANTWONY PATIL, YOEESH T O IS & CADORLA, SANTI & WENGIR ARSINE &

The dashboard can display six tiles.

1. Welcome Panel - Items for subscribers to Axxess products. These will
include items such as important announcements and training videos.

2. My Scheduled Tasks - Electronic “To-Do” list. Users can quickly access a
client chart and/or tasks for the first five clients on their to-do list.

3. Messages — HIPAA compliant messaging center, allowing all users to
communicate in a secure manner. When the user receives messages,
notifications will be sent to the user’s email assigned to their account.

4. News and Updates - Links to Axxess generated blog posts, educational

articles, regulatory updates and other important information.

Alerts - Provides direct access to important alerts.

6. Client Birthdays - This is a quick reminder of the clients who will celebrate
birthdays in the upcoming week/month.

o1

REFERRAL ENTRY
Create/Referral/Medical Referral
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There are two options to add a Client into Axxess Home Care. The path chosen
will depend on information received at the time of the referral as well as by the
organization’s process. To add a new client receiving skilled services as a
referral, the proper location is listed here. The referral entry details page will
populate. Sections with a red asterisk* indicate that the information is required to
save the page.

Referral Source - This section is part of the tracking process for new referrals.

Referral Source

3

"
Referenl Type == Select Referral Type — v Refarral Dote

a

Requested Start of Care Date

Admission Source o ~ Select Admession Source — v

Admission Type ° Select Admssion Type v

Marketer - Select User v

o Referral Type - Describes what external entity sent the referral.

o Referral Date - Enter the date the organization received the referral
from the referral source.

e Referral Start of Care Date - Requested date to begin services.

e Admission Source - Where the client came from (Clinic/Physician,
Hospital, SNF, etc.).

e Admission Type - Choose what type of admission.

e Marketer - This is an internal user associated to the referral source.

Demographics - This section contains geographical and contact details
pertaining to the client.
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ODemographscs

.
First Name Onte of Buth loouery -

Lost Name

Country v Sane: Sen Salect Sex

Address Line 1 . Gender Pranoum Sefect Gender Fronouns -
Address Lime 2 Medicaid Number

Cay/Town Azsprnatr Medioad Numbies

Semte v ¥ socll Security Number

Pesanl Code " Do NocResuscince "o v
Addrexs Viatidation Marial Stasus Selact Margal Suatus v

‘.
Agency Branan Dalisz v Meght n v
Pay Rase Municipulity Sée Musicpaimy v Waighs LS v

Primary Phone *

tmall

Required items in the Demographics section include:

e Name - Enter Client’s First Name and Last Name.

e Country — Axxess operates in multiple countries, choose the applicable.

e Address Line 1 - Where the client will be receiving care, City, State, Postal
Code and Country.

o Select Validate Address to verify that the details entered are for a
valid address.

e Agency Branch - The branch the client will be receiving care through.

e Pay Rate Municipality - This is for areas that pay a different minimum rate
for a service area pay rates for employees (optional).

e Primary Phone - Enter the client's primary phone number including the
type and country code.

e Email - Allows for multiple email addresses to be added by using commas
to separate each email (optional).

e Date of Birth - The client’s birth date is entered in this section.

o Check for Client Conflict is a system check for an existing client
with the same name and date of birth as the client being entered.

e Sex - Choose Male or Female and then options for preferred Gender
Pronouns.

e Other details — Fill out all available information during referral (optional).

Services Required - This section is for indicating the type of service the client
should be receiving. The options are determined by the information entered
inside Company Setup.
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Services Reguired
1 Home Health ANde ] Medical Social Worker ] Occupotions! Therapy ~]  Physical Therapy

~1 Swilled Nurse ~] Speech Therapy "] Other

DME Needed - Durable Medical Equipment for the client is selected in this
section. The options are determined by the information entered inside Company
Setup. Select the Add Equipment button for more DME lines.

DME Needed

Eguipment Mams 1; 'y

Provider Name Model No. Serial No.

Mon Standard ltems

If an item is not in the DME list it may be added in text format in the Non-
Standard Items comment box.

Physician Information - The doctor that will sign the orders is selected in this
section. It may or may not be different than the referring physician. If the
physician is not found, the ability to add a New Physician is available.

Physiclan Information

Primary Physician 1 Typing L New Fhysician o d

Referral Source

Emergency Contacts - Emergency Contacts can be added to the referral after
it has been created.

Comments - Enter free text comments or use the Load Template for pre-
determined options.

Then, select the Save button to place the client in the Pending Admission status.
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VIEWING EXISTING REFERRALS
View/Lists/Referrals or Client/Referrals

After the client’s referral has been created, the next step is admitting the client.
The Referral List will appear with the client’s Referral Date, Admission Source,
Date of Birth, Gender, Status and name of the person who entered the initial
referral. There will also be a column indicating if the client is Medical “Yes” or
“No.”

Pt vl LI | Axin Tasling Agency

hoew fartuiral -

Seanch  Dalys v Cliemt Type A - Filamr By Taxt

feferral Date  Name Adevission Source  Oate of Birth  Sex Status Created &y Medical Action

QD202 Froa. Chont Q2ia1950 R Panding Colestian Rosales  Yes %

2N e, Kebecty 101970 Maw Pending  Kebechi gbe B NO

00t 20 phrgon, Oscart 1000811980 Muv Parding Hamalnar Axeass Yes P=)
Rw

06N 2 Lung, Greg gso e WVaw Mondng Gy Long =y Mo “

The option to add a New Referral is available in this window by selecting the
New Referral button. The Printer icon & gives a preview of the referral
document. It is the client’s Face Sheet, which is only available in this format prior
to admitting the client. The document can be Printed or Saved.

REFERRAL
T T m
Zowse
Retecral Type o Aaterral Domn " 1
Poteire Seurce Moates Mavaz Fleterral Detisin
Adrmiseion Sowce
Patet Derographscs

Name Fw, O Oate of Bt A5
Addrass Lina | 621 oW e - s Sax Ofemae M

L1
Addresa LUine 2 Genser Prencurs
MNeritsl Statue 0 Ot N

City, State. Poete Code NEW YORK, Ny 2000 Lt

The Action column contains four options for the client’s referral:

e Edit - Enables the ability to modify referral details prior to admitting the
client.

e Delete - Removes the client from the system completely. Please note,
deleting the referral means the client will not be visible in any reports in
the database.

e Admit - Generates all required information required to admit the client.
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e Non-Admit - This removes the client from the list of referrals available
for admission.

NON-ADMITTING A REFERRAL

To Non-Admit a client, the option must be selected in the Actions column in the
Referral List.

Action

Edit | Delete | Admit | Non-Admit

The Non-Admission Date and Reason are required before the referral can be
processed in to Non-Admit status. A section for comments will be available.

Non-Admission Details

Reterral IGAE, XFLECHI
»

Date =]

Reason - Skt Raason - v|*

Non Admit Comments

Once the Non-Admission is processed, the list of Non-Admitted clients can be
found in Clients/Non-Admissions.

Poor-Aderitted Chenty | Aszess Testing Apency

Sranch  Dakas v Filcer by Tess  Srann
Rofrest
MRN Client Imsurance oos Frone Phone Type Sex Non-Admit Reason Non-Admit Date  Medica Action
Ete Xy QUO2NSEY  (268) 1544367  Mome Mam Other 12021 Yoy
Seey. Lura QaNaNgTT 158850528 Home Maie Referral Refused Service  05/20/2021 Yes
222222222222. SN Nancy QNSNS (A4d) dddaddd  Mame Fumale MAQpropriate For Home 074152021 Yes
Care
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ADMITTING A REFERRAL

In the Referral List, the Admit hyperlink under the Action column will update the
client to an Active admitted status.

The Demographics section will contain all the information entered during the
referral process. Below are sections that were not in the referral process that are
required to admit the client:

Record Number - This is an organization created Medical Record Number.
Case Manager - The individual who will be overseeing the client’s case.
Assign to Clinician - The Clinician/Case Manager that the Initial Care
Period and/or Face-to-Face will be assigned to.

Care Period Start Date — This may have been entered during the referral
process, but the care period start date must be confirmed.

Emergency Triage - This section enables users to document the process
during a state of emergency. Choose the appropriate level one through
four and add any Additional Emergency Preparedness Information.

The following options are sections that were not available when entering the
referral:

dXXE55.C0Mm

Pharmacies - Find patient pharmacy by typing the name then select the
Add Pharmacy button. Select the Delete hyperlink if the pharmacy listed
is not correct. If the pharmacy is not in the system, select the New
Pharmacy button to add to the database (permission-based).

s T I

Name Wark Phene Address Actian

No Pharmacies found

Payment Sources - Encompasses details of how the client will be billed. It
is not required at initial client intake; however, it is beneficial to input as
soon as it is obtained.

o Select Add Payment Source to add multiple payer sources.
Choose Payment Source, Hierarchy and Relationship. Then enter
Health Plan ID, Group Name, Group ID, Start and End Date (if
applicable).

10
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Payment Sources

Add the sources of payment for thes cisrs hare. Lasving the end date blank wik 3e< the payment source o1 open ended
Add Payment Sotrce ' . Py

Select Paymest Source v Select Merardhy v

- Solect Relatonship v

e Evacuation - This section is applied to clients that live in areas that require
evacuation necessities. This is based upon the organization’s policy and
procedures. Choose the Evacuation Zone and enter the address/phone
numbers. If Evacuation Address is the same as Emergency Contact,
select the checkbox. Emergency Contact must be previously entered
otherwise, it will be grayed out.

e Emergency Preparedness Comments - Enter comments related to
Emergency Preparedness or select Load Template for pre-determined
options.

e Contacts - All previously entered contacts will show here. Select the Edit
or Delete hyperlinks to make updates. Select the Make Primary hyperlink
to make any contact the primary. Select New Contact to add additional.

o First Name, Last Name, Relation to Referral and Primary Phone
are required. Enter any other information available then select Add.

Cemtacts

Firss Nams Lant Name Primary Phane Relsvarahip Emall Action

No Contacts found.

Selecting Save instead of Admit will generate a message with further options for
proceeding.

Q Referral was saved as a panding Client successfully. What would you like to do next?

Add Another Chent (Modical) | Add Anather Cliont (Nan-Medical) | Goto Client Canter

Selecting Go to Client Center will load the Client Center with the Pending status
selected and the client’s profile selected.

11
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View

Branch

- All Branchas --

v Create » Profiles » Schadule »

Statun

Type
Payer
Tags

Find

Last Name ~ First Name «

All

All

v

ﬁkl-ﬁb?v?»l.L?l, :
v emale, Age &1 - MR
Physicien: NiA

DoB

s0cC

Selecting Admit will move the client in to the Client Center with an Active status.

|
Branch | —All Branches — v ||
Type A y

{
Filter | Al 3|
Tags |
Find los

INTRODUCTION TO CLIENT CENTER

Clients/Clients Center

Client Center Filters

On the left-hand side of the Client Center window, there are parameters available
to further narrow the selection when searching for a client.
e Branch - This option allows the user to pick the client’s branch.

e Status - Choose between Active, Discharge, Pending, Non-Admit or
Hospitalized.

e Type - This option permits the ability to filter for Medical, Non-Medical or
All types of clients. The system will default to “All.”

e Filter - This option enables the user to narrow down the data by the payer.

e Tags - Enables filtering by tags the organization is using in the system.

e Find - Search client’'s name & list will appear when typing in letters by first
or last name.

AXXess.C0om

(I
Branch | Al Branches v
Status  Aclive v
Type All v
Filter Al v
Tags
Find
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The Client Charts window has tabs at the top of the window that can be selected
when adding details to the client’s record.

Client Center | Axxess Testing Agency

Create » View » Profiles »

Create Tab

Schedule »

Documents » Billing »

Order - This button provides the option to add a new order to the client’s chart.

An alternative route is Create/Order.

Communication Note - This button allows a coordination note to be entered
into the client’s chart. This note can be sent to another user within the
organization by selecting Send Note as Message.

Authorization - This option is used for clients with insurance payers, which
require authorization. The client’'s name will automatically appear when this
option is selected inside that client’s chart. The Start/End date ranges and
Authorized Task options will be required depending on the client’s type of

authorization.

Detail

Client Name ABASA, XSS vi¥
Start Date =] *
End Dace -
Select a Cler, Start Dste, and End Darte in ocder ro populsze this s w
Payment Source - Select Payment Source —~ v

Authorized Tosks Select oplions v

Statisy - Select Status — v

Authorization Number

The Payment Source list pulls from the details indicated in the client’s chart. The
list will not generate until the Start and End dates are entered. The Status of the
authorization can be indicated by selecting the options provided. Once the top

section is completed, the Units section must be addressed by indicating the unit

count, type, frequency and the total.

Units

Units

*

Unit Type - Salect Unit Typa — v

*

Frequency of Units Seledt Frequency

¥ Seiect the de

lay of the week
Days nuthorization restricted to — Select Days — v

*

Total Units

e Unit Types provides the option to indicate how the units will be measured.

AXXess.C0om
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e If there is a restriction on the days the authorization is used on, there is an
opportunity to indicate so in the “Days authorization restriction to” section.

e The Calculate Total button will use the details entered for the unit count,
frequency and date range to determine how many units the authorization
will be for.

e Selecting the per hour Unit Type will have the option to indicate how many

times the visits will occur -depending on the frequency type selected.
These details will be visible when the total is calculated.

View Tab

The list of items under the View tab will also be accessible from the Quick
Reports.

Authorizations Listing - Enables users to search/view/edit existing

authorizations as well as add new authorizations as needed. Actions include the

ability to view/print, Edit, evaluate and Delete existing authorizations.

Attarzation LISt | 2BLO, FOSUNM s
ks A e
S 8 L B Famer e AL S
—— S e o
Authorizztion Nem Saurce . Status
bar  Paymaent From - To Unia Actios
0 pedcad OIA202 ot O ane 1 a ' & fm|
O Privesesen Pay OTNARRY ottt O actve ) 0 =1 &
Faburnte Aiehorumon

Communication Notes - Enables users to view existing Communication Notes

as well as add new notes as needed (New Comm. Note). Users may search by

care period and further filter by text. Existing communication notes will display in

the grid. Actions include the ability to Edit, Delete and view existing notes in the

PDF format.
COMInUICEion Notes | Azssss Yeting Agency | ASASA, 1SS N x
|
Carw Poriog Sy 20 2021 o Pilter By Text '
fefresh
Employoe Name Subject Line Date Status Action

Cj Plersan RN Lab fiesuls 1o2an Scbmitted Penaing Co-Sigmatare g

£ric Stone RN suthydf o220zt Compreted [

14
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Orders and Care Plans - Enables users to view existing Orders and Care
Plans. Users may search by care period. Actions (permission-based) include the
ability to view/print and Delete. The list of Orders and Care Plans may be
exported to Excel.

Chant Ordiers 1atony . .
Date Range
321

Qrdor Subjact Ordur Date  Sent Oate  Received
Number  Line Type Status Physiclan Eloctranic « ' Datw Actions
N/A Physiclian oroer Completad No 0N = 8
641379 PR Not et Started Atbott, Nicale  No 10720V2021 an
N/A ooy Not Yot Started No (TRE T ra] <

Vital Signs Chart - Displays the client's most recent seven visits and the vitals
entered during those visits. Vitals may be viewed in graph format as well. The
Vital Sign Log contains Temperature, Weight, Respiratory Rate, Pain Level,
Pulse, Blood Sugar, Blood Pressure, and an overall Report with all Vital Signs
during the period.

Cherz Vit Sign Charts | ADAM, L DAD

Chema  ADAM, HROAD N

:
Iwm GIRWATI) Podars N v
s
\ / Vi .
M5 - \ 4 \ S rhat Nurve Vus
s \ / \ Awan E R wties Narvw Yue - Scbie
BN 3. % SN e Mapee

I T T J T T ¥ T 1
SVIVIRE SR SN AR senm iy I T ks Morte Yax - Mpbie

Seizure Records - Displays a list of existing Seizure Records. The list may be
searched by date range and further filtered by text. Individual record details may
be viewed/printed via the printer icon, and the entire list may be exported to
excel. Available actions include the ability to Edit and/or Delete based on
permissions.

15
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Setzrure Record o
Date Rango
Start Date * Tosk Time Duration - Post Seizure MR Actions
1N27202 Shlled Nursrg Visit 00 A O rmres) 33 secs) 5 =3 ]
Show entries

eTAR Chart - Displays all recorded treatments given and refused/not given in a
daily, weekly or monthly format. Enter treatment records, edit or delete records.

TN | ABADA, 25 | o n
< November 2, 2021 > Weekly | Mondw
Trustmunts
1 - )
the tovl am tam am 3am dan Sam Ll '
A 1E1BAM
Nol Gwvem  F

‘
selipe) m
ootday

Trk e of the Sol\omang Yerm 1 Wder the koge

l EEl  EERTE

Supply Log - Search supply logs by name or enter a date range to display
supply worksheet addenda completed within a specific time frame. Depending on
permissions, users can Edit and/or Delete addenda using the hyperlinks in the
Actions column. There is also an option to export to Excel.

Supely Workshomt

Negative pressure ventiiator; portable or stationaty 1 OPerson RN 1 Delole
Battery chisger; replactement for patiert.owred vertdator 1 OPFeson RN 8 Delote
incontnence Garmes, any type, (6.8 briet, diaper, cach 50 OPerson RN it Delole
Walker. endosed. four aided framed. rigid or foldrg wheded with posterior seat 1 {Person®N ¢ Defote

Show L0« entries

4 total results

Vent Flow Sheet - Displays all recorded Ventilator Flow Sheets. Filter, print,
Edit and/or Delete the flow sheets as needed.
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Ventiiator Flow Sheets | Axsest Testing Apancy | NENTON, HEATHER
Task Oaes Range  02/01/2020 0 - weaen (1] m
Filter by T
Tavk Task Data ~ Vent Type Employes Action
Vert Flowahedt 0220200 Asrral MIERSON. ) &

Suction Log - Search suction logs entering a date range to display suction
worksheet addenda completed within a specific time frame. Depending on
permissions, users can Edit and/or Delete addenda using the hyperlinks in the
Actions column. There are also options to Bulk Print and export to Excel.

Sortien Log L 2
Date Range
Suction Daty « Thew Routw Depth  Comsivtency Color Passes  Machine Checkiist Actions
2w 1200 N O W Thick Wheto Coared
1 total results Show 50 antries

Oxygen Safety Risk - This section consolidates and displays oxygen risk
addenda completed for clients who require oxygen. To enable the Oxygen Safety
Risk, users must identify a client’s need for oxygen in the client’s profile. At the
top of the report screen, enter a date range to display oxygen risk addenda
completed within a specific time frame. Depending on permissions, users can
view, print and/or delete addenda using the icons in the Actions column. There is
also an option to export to Excel.

Newton, Heath (SAN1234) . e

9 1917 Enclid Ave DALLAS T » BB (214)555.5555 « & 09014/1530
Date Range
Date Tank - Completed By Nusmber of Risks Selected Phyvician Notified Actions
HWv2e2021 Shotleg Nursng Vst 0 Precsan BN 2 o 8 B
1 total resuits Show ¢ entries
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Fall Risk - Displays all recorded fall risk assessments. Depending on
permissions, users can filter, view, print and/or delete the assessments using the
icons in the Actions column. There is also an option to export to Excel.

Fal fisk Assesstwnt L
Date Range
. 10 et
Date * Task Complote by Fall Risk Total Actions
102200 Shilled Nurskg Vst { Pierson BN B “ 88
1 total results Show 5l entries

eMAR Chart - (Medical Admissions only) Enables users to view the client's
medication administration record. Display options include Daily, Weekly, or
Monthly views. Client Medications are listed in the left column, and the
administration log displays green for taken meds and red for refused/not taken.

SMAG | NEWTON, HEATH 0
< October 28, 2021 > Dy
Medicotions Gom Tam Tam Sam T0am Tam 12pm T
TYLENOL 325 MG ORAL TABLET m
Dy
By mouth (PO
LASIK 20 MG ORAL TABLET TO0AM
Rafused O
Dady
By mouth (PO)
Dy
By maouth {PO)

Clex noe of the follawng e 1 firer the Mgs
an | (e . Refused/Nat Taken

&0 Logs - (Medical Admissions only) Enables users to search and view
recorded input and output values for the client. The default shows the summary
report, but users may View Details by selecting the link. Additional actions
include the ability to Edit/Delete Details recorded values (permission based).
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£ O Lags Bepan | NEWION MEATH

Date Range  08/202021 @ - s 0 1ogs Repore B ™ et m
L@ Ougnat Securd
Omte Total Inpes Amouss Totnl Owpun Amours Varian Actisn
~
1V202021 ] 10000 100.00
1272021 15000 100 .00 000
1V .00 40.00 1000

Triage Classification - This section contains information based on answers
from client’s profile Emergency Preparedness section.

Axxess Testing Agency
16000 N Dafias Pkwy #700N

TRIAGE
Dallas, TX 75248-1234

Phane {111) 1111111 | Fax. (222) 222-2222 CLASSIFICATION
“Client: MRN: PCS-002 DOB: 01151956
16000 North Dallas - Emergoncy Contact
Daklas TX 75246
Phone (333) 333-3333 (-
PhoneType. Mobie
D 1. Life thr g {or potential) and requi going medical When necessary,
appropriate arrang s for ev lon to an acute care facility will be mada.

Infection Log - Displays all recorded infections. Depending on permissions,

users can filter by date, add, print, edit and/or delete the infections as needed.
There is also an option to export to Excel.

Irfection Log Lin

e
ABABA, JESS L (GDS11192030) . remale

¥ 16000 Uallaz Parkway Nb, Dafaz 1X » 6] 1955550 « SO0

Date Range
W02/2021 11K
Physician © Type of Infection Infection Date * Status Actions
Pifer, Curtis MD Skn 30202 Comgleted Z 6 8

1 total results

Show  ° “ antries

Deleted Tasks/Documents - Axxess is a cloud-based software, so most

deleted data will remain in the system. Search by text. Based on permissions,
users can select Restore to undo a deleted task/document.
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Client Delated Tasku/'Documants Hstory | ASASA, JESS

Fllter by Texs St Typy

Task/Document Scheduled Time

NAUNZ1 1230 PM

Actual Time

Nugrgional Assessment Foom 1222021 1230 PM

Homemaker Visit 101902021 0000 P 102021 OL00 PM

Homemaker Visit 1005/ 2021 000 PM 1072021 0200 PV

24 hour wst note 101622021 ne2021

Initial Pedistric Assessmeant-
Tracirg

1071672021 101172021

Status User Action
Nok Yet Due Lovna Symonds AN

Nek Yee Started Jan Sedlayao QEstone
Nok Yet Started 130 Sedayan

Not Yet Started Aupall Kaware AN Westore

Noe Yet Startea Ladawn Pierce RN

Hospitalization Log - Displays a list of the client hospitalizations. Edit, Delete

or print the individual log entries.

Houpilallzatian ¢

Off | ABABA, JESS L

Tacility uait

Memorial

Contact Payment Source  Preventalie Follow Up

unes DC Fanner Aflac Yes

source in Date Ind Date  Status Last Home Visit  User
User-Generated 1VI2/2027  1QN22202Y  Active V127202 STONE
Traresfer o ERIC K

Profiles Tab

Client Profile - This section is the client’s Client Profile Data Sheet. It is a PDF
Synopsis of the client’s profile. Upon viewing, users can Download, Print or

Close.

Axaess Tesang Agency
| 1000 Dakas Parkway
Suite 2000
DALLAS | TX, 750851204
Prone (216 577.7790 1 Fax: (709) 7977878

Name: anuoa, soes 1

Client Profile

SOC:

orERRt Birth Date: /1080
10000 Dutss Parkway N . Feman Marital:
Dallae, TX, 75248-7524 Soc: )
Phone (B56) 7859860 Gender Pronouns:
Phose Typo Woek
Office: Datan
MR: GOS11150030 DNR: Yo Race: Wniw
Care Perica: 08202021 Height: Weight:
Triage Level: 3 Not e Mrnmening Dut woud suttar sovers overse encts Referral Date: o712
' Insurance | Emergency Contact |
wdias 11122020 Primary Name Phone Relationship
HENKELS, PAMELA (W70 907872 Linkngown (P
Bob's moke oBel Prmary CHISOG1 MAK PAN 3423423 Employes
Oremary CROSS, KAINIK 1231231231 Empioyen
PARTHASARATHI, PRAS (423 21212102 Set
Allergies | Pharmacy
minhes Name:
Phone:

Ciimmmmbh Cnmm Munhnd

Nedon avme Mhesmimdmm

Treatment Profile - The Treatment Profile houses all treatments the client is
receiving. The list is split into Active and Discontinued Treatment(s). Add, print,

AXXess.C0om
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refresh or reorder treatments by selecting the corresponding buttons. Additional
options are available under the Action column button.

Trmatreest Profée | ARSIA, 55

Trnatment Frafile

Chert ABABA B35 Primary Diagnasis
Corvernt Care Peviod 221 Cperr Semosdary Dagness 31 Mehgrart necphases of betse of urgae

Saart Dore Trwmimeni Freqierey O v Actione
Aupratis L »
3 At - »
Scarn Date Trossimmens Feramiriny UL Owne At
No Discontinued Treatments
\
=

Medication Profile - This section contains details of the client’s Medication
Profile. Client medications are separated into Active and Discontinued
Medications. Users can Add, Discontinue, Activate medications, Sign
Medication Profile, Print Medication Profile, check Drug Interactions, view

Signed Medication Profiles and Reorder Medications.

Maaties molbe | ABADA |1

Wndiontion Pralibe

CThemt ABADA EAL Primary Clagrvasts
Carrenst G Perind ) e Sasmebary Disgenis Makgrars rwvghove ol base of songee
Abuigies s Pruswacy Nave

Pharery Paeee

i tmiczivn [) S VcsioniPrarte. || P Mncatiod Pestle T— T T

Actrm Mesrates|
AR B Banw  Marbaniies & Basege Towe  Cmmsbuntins  Phgwrien Srarreacy VL Dt At
< EHT Ko AT ©) »
ey By ™
TN o recns »
oy rrmen Y

DT Owen Ovcrnriee Pasarr Action
I N )
)
WITIT WA »
O
[ = ]
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Infectious Disease Profile - The Infectious Disease Profile is designed to
help organizations easily track infectious diseases and screening tools used to
detect them. Create a new screening by selecting the Add COVID-19 Screening

button or View by selecting the hyperlink.

Screenings

Person Name of Person Type of Date of
Entered By  Screened Screened Screening Screening
Plerson, C) RN Client ABABA, JESS L, COVID-15 10V26:2021
Stone, Erc AN Client ABARA, JESS L COVID-15 101 217021
:S“‘S"'c‘*’ Client ABABA, JESS L COVD.18 070512021

3

High

Law

High

Screening
Results

Yes-1/4
Questons

vesva

Questons

Yes-1/4
questions

Temperature Actions

a8 View
8.6 View
N/A View

Immunization Profile - This section contains a list of all immunizations. Add,

Deactivate, Decline, Delete or export the list of immunizations.

imrwanieation Profile | ADABA ESS L

A dmemursraton Dedine/Contraindicate immuntratian

ACTIVE INMURIZATIONS
o Date Ad &7 ¢ By
u - 1298420
MACTIVE IMMUNIZATIONS
pur v Oate Admin d/ " Ak vd By
Shingies Dectined 11001 /2021

Refrosh Immunizations

LA
Reasen Action
1
Reason Action
=) |

Allergy Profile - This section contains a list of all client allergies. Add Allergy,

Edit, Delete and print the list of allergies.

Allergy Proflie

Clienz Name ABABA 1655 Physiclen

Acive AL Esisns
Namu Type
ranhey wima

Deirreo Acuenaies
Name Tyne

AXXess.C0om
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Schedule Tab - The Schedule menu has a Schedule Activity option which

generates the client’s Schedule Center window.

Documents Tab - The Documents menu has two options available to select:

New Document - Enables users to attach a document to the client chart. It
contains two required completion fields: Choose Document Name and a New
Document attachment field. Once completed, select the Upload button.

NOTE: There is a 25MB document size limit. Documents greater than 25MB will

need to be separated prior to uploading.

View Documents - Enables users to add, view, edit and delete existing client

documents.

Client Documaents (st | ABABA, JESS L

Filter by Text  Start

Document Name File Name Created Modified Action
autharizations ok INUrteVist G37684438673305707 10042021 1000472020 Edit | Dele
Admessian Records 1 ¥ clanCrder 175RRS51129531500,1 10/04/2021 1vosy 200 kdit | Dele
485/ Pian of Care 637655389500« &7 pal 0873172021 O8/39/2021 Jedet
Dane Chent Test 1364 SE3474E o202 110172021 fdir | Delete
chient pl 0 10192021 10V192029 Edit | Delese
Admit paperwork a2 1052021 1V1572021 Echit | Delets

Billing Tab - The Billing tab has three options available to select: New

Invoice, Invoice History and Deposit.

Client Center Client Profile

The main section of the client charts window will contain a brief synopsis of the

client’s details:

[ Change Phota ]

AXXess.C0om

ABEL, AMY ©

Female, Gender Pronouns: She/Her, Age 66 - MRN: AA74800
Physician: Ansari, Najmus

DOB 02/01/1955 Phone (214) 914-1909
socC 09/01/2020 Phone Type Home
Medical Yes

[ Edit ] [ More ][ Directions ] [ Admissions ]
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e The client’s picture can be uploaded by the organization as a form of
visual reference.
o A Change Photo hyperlink is available for the uploading process.

24

e The client’'s name will be indicated next to the picture. It will be viewed as
Last name, First name.

o Selecting the arrow 0 next to the client’s name will open the
Schedule Center.

o If the client has a Do Not Resuscitate request, an indicator m
will be visible next to the name.

e The organization assigned Medical Record Number (MRN) will be visible
after the client’s gender, preferred pronouns and age.

e The Physician, DOB, SOC Date, Phone number, type and indicator of
Medical/Non-Medical status will also be visible in the middle of the Client
Center so that they may be referenced easily.

Below the client’s details are helpful hyperlinks:

[ Edit] [ More ][ Directions ] [ Admissions ]

Edit - This hyperlink will open the client’s chart which contains the referral and
admission details (permissions based).
More - This hyperlink will produce additional client details.

Directions - Provides turn by turn directions to the client’s home as well as
satellite view directions. Starting address defaults as the organization’s address
but may be altered as desired.
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Admissions - If the client was discharged and readmitted, the admission periods
will be listed in this window.

st Aderessin Perody | ABEL, AMY o8
Al Naw ftéviond
T [ Add b tetod |
Admession Date Discharge Date Curvent Period Carn Prriodis) Action
00V 2020 Yes Yes
Care Pencd Start Dale Care Poriod tnd Date Acton
D6/1502021 o802
0B/1422021 SO/t 272021
01012021 05122021
0140122020 1273172020

Selecting the * icon beside the Admission Date will generate more details
pertaining to that admission period. In the Actions column, the ability to Edit Care
Period will be visible for users with the corresponding permissions.

LN Corn Period -
. Teguvez fu

Clinnt

Cliemt ABEL AMY
Detalls

Care Period Start O8/14/2021 2" Cose Manager Laural B3tk LVN v *

Prvy £t T ww3 33
. Prissary Physican Ansan, Nagrus A\
Care Perlod Length Specfy End Date v
Care Perind End 1122021 n*

Wnsctivate Caru Period

Comments [ ires sy nos

For more details, please reference Managing Episodes in the Schedule Center
section within this document.

Blue Action Buttons
The three action buttons in the middle section of Client Center include the
following functions:

e Refresh - Refreshes the screen after any changes are made to the chart.
e Schedule Activity - Navigates the user to the Client Schedule for
scheduling and viewing Tasks. Alternate links to the Schedule Center from

25
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within the client’s chart is selecting the Client Name or going to
Schedule/Schedule Activity.

e Change Status — Allows users to change the status of the Client to
discharged, pending, non-admitted or hospitalized.

Client Center Quick Reports

The list of items under the Quick Reports is also accessible from the View and
Profiles tabs.

w3 Testing Agency 8w -
Schedule » Documents » Billing »
Quick Beports
J ESS L 0 @ Client Frofiie A
| - MRN: GDST1192030 Treatment Profile
= e Medication Profie
037121960 Phone (B66) 795-5550 Infectious Diseasa
JTR0N Phone Type Work Profile
Medical No Immunization Profile
 cinki Hem I Allergy Profile
Change status s
v Show Al v Date This Care Period v - Q9202027 -Open
Time In - Out Assigned To Status
N/A josl Canedalia RN Not Yet N =) a

Started

Client Center Tasks

The lower section of the client chart contains a list of scheduled and completed
documents for the client. The list of documents may be grouped or filtered by
task type or date range.

Group By ' None v | Show | All v |Date This Care Periot »

e Group By - None, Task, Scheduled Date, Assigned to or Status.
e Show - All, Orders, Nursing, PT, OT, ST, MSW, HHA or Dietician.

e Date - All, Date Range, This Care Period, Last Care Period, Next Care
Period, etc.

Additionally, the bottom section includes the following columns:

| Task Date Time In - Out Assigned To Status |
Killed / 1272021 05200 AM-0E:00 AM €) Plerson RN Not Yet Started w Ly =]
Commumication Nuts N/A | Plerson RN (strmitted o &l

Pending ¢
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Task - Displays the document name. The document name acts as a link to open
and complete any task not in a completed status.

27

Date, Time In-Out, and Assigned To - The date and time are set to the scheduled
date and time until the note is completed. It then displays the actual date and
time of the task. The employee scheduled for the task will be displayed next.

Status - Displays the status of the task. Examples include Not Yet Due, Not Yet
Started, Submitted with Signature, Submitted Pending Co-Signature, Completed,
Returned from QA, Sent to Physician and Returned with Physician Signature.

Electronic Visit Verification - A house icon provides notification that EVV has
occurred for the task. A yellow house indicates the employee has Clocked In and
a Green House indicates the employee has Clocked Out and Obtained Client
Signature. Selecting the house provides EVV details.

Sticky Notes - Yellow sticky notes show notes for a particular task, blue shows
notes related to the whole care period, red shows missed visit notes and orange
shows notes that are returned for review.
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N Adjusted &1 Pro

~ Adjuste

In Prog V
# tomplated EVV
# Not Started EVY

Yisit Tamments
P CorePenod Commants

B issed

! Returmed
&l Print Docurrent

\ Attachiments

Print Document Icon - Selecting the printer icon displays the print view of the
document. From here, the document may be downloaded or printed.

Attachments Icon - Displays documents attached to the notes. Attachments are
added from within the details tab and may include wound pictures.

Action Column - Contains various action items based on the note status as well
as the user's permissions.

(¥ Detalls

~

g Missed Visit Form

4 Reassign

@ Delete
1

e Details - Provides information related to the task. Certain fields are
available for editing based on the note status and may include Document
Name, Time in-out, Payer, Status, Employee, Surcharge/Mileage, Update
Bill/Pay, Add Task (yellow) sticky note, add Supplies as well as the ability
to upload up to three documents. Last is the ability to view the Activity Log
for this Task.

e Reassign - Tasks in a Not Yet Due or Not Yet Started status may be
reassigned to another user.

e Reopen - Provides the ability to reopen completed documents to make
changes necessary to the note.

e Restore — Users with permissions undo missed visits.

e Schedule Comments — Users can view, add, edit and delete schedule
comments regarding client scheduling.

28
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e Missed Visit - Scheduled or Saved tasks have the option to record the
task as a missed visit.

e Delete - Provides the ability to delete the task, which will then move to the
Deleted Tasks/Documents under the client's Quick Reports.

NOTE: The lower half of the client chart may be expanded to increase the field of
vision for the task list [E2] .

An alternative route to review client tasks and schedule further visits is to select
the Schedule Activity button, and it will generate the Schedule Center window.

INTRODUCTION TO THE SCHEDULE CENTER
The Schedule Center is the view of the client’s tasks in a calendar format.

whatue Carear | Awss lemug Ageecy

u oo | | Mews  ComeBeried o TaskMenagee  Maichiog +  Vishbag  View Authaciiatrisl  Waee ¢
Braevy Ali’r‘ r--
ane A - ABABA, JESS L (GDS11192030) « remale Fare Periodid SVIEVR231 1
i ¥ 10000 Dulles Parbaeny ML Dolen, TX » @ D95) 935550 » & 02171999 Ozen
Frm
= "« ocberzont T sl

1A G Plae
iy e

TIB0AM - 1 TULAN

PAS Norte - Make
iy —

Schedule Center Filters

The left column provides the ability to view client and employee
calendars/schedules. The default search is by Client. Selecting Employee
updates the criteria and results to employees.

Chenl  EEETEREERE ‘

Branch - Al Branches -~ v/

Status Actve v
Type Al v
Payer Al v
Tags
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e Branch - Default is all branches. User's that have multiple branch access
under the same organization may limit the client/employee search by
selecting an individual branch location.

e Status - The Client or Employee's status level.

o Client: The default status is Active but may be filtered to view
Discharge, Pending, Hospitalized, Non-Admit.
o Employee: Active, Inactive, Terminated.
e Type - Distinguishes the type of employee or client.
o Client: Medical, Non-Medical or All (default).
o Employee: System, Non-System or All (default).

e Payer - Client only search item. Drop-down list of payment sources.

e Tags - Allows filtering by tags the organization is using in the system
(client/employee).

e Find - Provides the ability to input part of the client/employee first or last
name and filter the list.

30

Schedule Center Top Menu

The Schedule Center has a list of menus that will assist with preparing and
managing the client’s schedule.

Schedule Center | Axxess Testing Agency

New » Care Period »  Task Manager Matching » VisitLog  View Authorization(s) Unassigned Shifts Schedule Summary

New - This menu option has one item available to select Client Task. This
option is one of the two ways to schedule a task for the client.

Care Period - An active care period covering the timespan being scheduled is a
prerequisite to successfully scheduling any task. To add a new care period the
user selects Care Period/New Care Period.

New Care Period - The following information will be available to complete:
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Cemnt

Detaily

207V A 0772232
Care Poriad Sar1 Date 07/2252021 [+ Starm of Cave Date 023t

Care Poriad Langth Ozen v Case Managee Selex User

Primary Physician Abott. Necke

Commumnts i ner sy v

Care Period Start Date - Date the Care Period Starts.

Care Period Length - Several specified lengths exist to choose from along
with an option for an open length (clients that do not require orders) and a
specified length where the user inputs the length of days.

Start of Care - Pulls from the client file.

Case Manager - Indicates who will be Case Manager.

Primary Physician - Pulls from the client file.

Comments - Comments entered here pull to the blue sticky notes which
are viewable from the task list.

List Care Periods - All active and any inactive care periods for the client will be

displayed.
List Care Perods | ABABA, [F55 1 L 2
Gleot WAL EEL I e [ g lﬂ-'!ﬁ.lg"ﬂ
Azmive Canx Pemocos
Stast Date &nd Datn Actiony
rolr 1 1S 1
2
IHACTIVE CARS PEnices
Stast Date 2 Dule Actinns

AXXess.C0om

No inactive Care Perlods

For convenience, the option to add a New Care Period is also available in
the List Care Periods window.

31
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e The Show filter option provides the option to view Active Only, Inactive
Only or All types of care periods.

e Viewing Inactive Only episodes will have one action option: the ability to
Activate the inactive care period.

e Viewing Active care periods will have the option to Edit or Deactivate
care period.

Task Manager - The Task Manager allows the ability to Reassign or Delete
multiple tasks at the same time.

Eaak Marager | ARSHA E55 1 [ X
Sute amge 1002 R - w2y 2 m
Piler by Test
Tashk/Dotumant Date Tine status tmpleyee
Infecnon Log IV WA Subimitied With Sgnature
Safed Nyrme Vot - Mobie W 0500 A G500 AM Not Yot Started } Prersom &N
Communicanan hete W22 A Submetted Penditg CoSignanse ( Merson s
Phoysician onder FVIE200 o Compaecad Repab Kamare RN
Moe ol V2502021 1000 A0200 P Submitted Pending CoSignatuee ) #erson 3N
=3

Tasks that have been Started or Completed cannot be reassigned.

Matching - This tab has two submenus: Preferences and Match Criteria.

Preferences - Provides the ability to mark a caregiver as Oriented, a Client
Favorite or as a Do Not Send.

e To complete this, drag and drop the caregiver to the appropriate category.
To indicate a caregiver as a favorite, select the name once they are in the
Oriented category.

e Oriented and Favorite staff are displayed at the top of the employee list
when scheduling, whereas the Do Not Send staff display as view only at
the end of the list.

32
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Stalf Preferences

CAREDIVERS

Tamela Priflipe RN

Tanury Ross AN

33

® x
Do Not Sewd
@ AnaVilegas AN
@ Hily Turrwe

@ tact Miudsk

1 AN [delated]

Dunte Paraco RN

o Sorye Scbush RN

Match Criteria - Takes the user to the client's match criteria in their client file.
From here, the client's criteria may be viewed or updated. The Matching list is
created by the organization and is taken into consideration when using the
matching functionality during the scheduling process.

T Client | ADADA, [E55

it Match Criteria
Wing Detpn
Medc information FOTHIPT s LT e T T bATMEG AR
CandEons af ParbopsTun
Pezrereents
Livense/Carsifications
Cuert Oty
- hess X-ray
Mateh Critera
Adnania Directived *  LWN Scenes
Appicatiss

Annual skils chack
OMO Backgrousd check
hils Chockiist

* 7o Skie Tt

e i e

8

Wort Meeddact o et | o - Sequerec |

el

Sprak resle
W istans 'I.‘

Faporionco wilh Demessia
Spraks Spanies
Nends Help with Mesication Administration
Neods Sood Suger Morilering
vantileter

© spashs tavian

Visit Log - This option provides the ability to update specific information for
billable tasks. This is particularly useful for updating non-system user information.
Task status, start and end dates, time in/out as well as travel time logging may all

be updated from this menu.

VINE Log | AISADA, jE55 1

Datn Range  10J 2472021 (- | 12008/ 2021 m Filter By Test  tart
Tack Svent Dato Assigned Te matus visit Start Dato Time in visit tnd Dote Yime Out Travel Yiew
Aifed Murse Vist - Mobibe 100220200 Ferson | Not Yet Started v 1072272021 £ 0500 AM (0 1V27/2001 A3 06:00MM & 2 mn
Pryvkian order 100287200t Rapal sawarw | Complitad v 026/3021 £ 1200 AM O 1IyE2001 M 12:01 M4 Q m
e Bt akge vint Seymitted Pend v 1072572021 £ 1000 AM O 125201 5 0%:00 PM © @ mm
e hmaTh skw vt 42001 Unasugiest  Not Yet Started v H/24/2021 M 1000 AM () 10/2/2021 M} oRDOPM )

m
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View Authorization(s) - This menu offers a quick link to the client's
authorization screen to view, edit, delete or add a new authorization.

At Oraation LI | 2B, FOFNM L
s (e o8 v [T B Gt Dl 3 [ A merarsmon |
Esrel £ it
- == = Mty nes
Namber From - To Status Uniks Actioz

0 jaedcad? OIA20 ot O aoive 1 a

O priverersen Pay oAy o O acve 0 0 &0

Fexbante Aehorumaom

Hovering over the (i will indicate the Tasks assigned to the authorization.

Vazks:

Kelechi Custom

FL SN ASSESSMENT
Authorization Numbei Kim Non-Medical Assmssmant |

Intake Assessment

A1265 O private(self) Pay 0801

The ability to evaluate the authorization is available at the bottom of the window
by selecting the Evaluate Authorizations button.

Unassigned Shifts - The Unassigned Shifts menu displays all scheduled tasks
that have not been assigned to a caregiver. The default page display is for the
unassigned (open) tasks for the current month in list view. Users may adjust the
date range (Month/Week/Day) or view in calendar format (select Hide List). To
assign a caregiver, select the day(s) they are confirming, select Reassign and
choose the caregiver who is accepting the shift(s).

Tooks M . Pitiar by Tent

« October 2021 > =3 c e
T Tk Socument Schaduled Date Dy Schaduled Tame Statuy Clont
Tratne Seutth 2008 Vi 1SN Surday 00 AN-4 00 P NOL Yt Shated AEAEA RS L
| heow Seudth aide vt v Sty 0% AM400 PM Ot YR Slarted ADARA R3S L
| e resith i0e vt 1an sy SO00 ANSA0 M NOI Vet Started RBARA KES L
| Peeme Seutth 300e Vi WA Tuesday 00 AN-I4 00 P NOT Vet STarted LN LA
XN

Schedule Summary - Enables users to see each client’s scheduled hours at a
summary level for at-a-glance review and identification of scheduling issues. The
summary can be filtered by Payment Source, Tasks and Family Provider. Tasks
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can be viewed by Month, Week or Day. The list of tasks will display with the
following column headers:
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e Tasks - Shows the name of each task on the list. The total number of
scheduled tasks is displayed in parentheses in the column header.

e Status - Shows the status of each task on the list.

e Payment Source - Shows the payment source for each scheduled task on
the list.

e Start Date/Time - Shows the start date and time of each scheduled task
on the list.

e End Date/Time - Shows the end date and time of each scheduled task on
the list. Once a task is completed, the hours update to the actual times
that the task was started and ended.

e Assigned To - Shows the caregiver assigned to each task on the list.

e Hours - Shows the number of hours from the Schedule Start to Schedule
End of the task. The total number of hours is displayed in parentheses in
the column header.

ABABA, JESS L (GDS11132030) , rerwie
' o ‘= -

Filter Tasks

Payrven Soorce Tasbx

Faviy Pooder
O 110V3021 - 100N ©

Pasta (11} Mates Payvems laarie  Han Data Ve el dein e Pan gt 1 L

Client's Calendar View
Once a client is selected, the calendar will display:
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ABABA JESS L (GD511192030) .+ fernale Cave Perodsr OROVI0RT 10
¥ 10000 Dabiet Parbony Nh Oatlen TX o U5 260) 7955590 « MON! ) Open
« October 2021 . 8l

e

' " ) 1 Lt Tk &

If the List Task view is displayed, selecting Hide List will revert to the Calendar
View. Selecting the Client's Name is a quick link to the Client's Chart. Hovering
over a scheduled task to see the Quick Details. Select the Message Employee
hyperlink to message the employee assigned to the task. Select the house icon
next to EVV Time to view the task’s EVV details.

Message Employes: lirtan Neison IN

Payer State Medicaid Walver

Bitakle: Yes ($47.50 howrty)

Payalde: Yoy (52000 hourly)

Schedufer: Brian Nelson BN

Schedubed Tame: 515 AM - 11:00 AM [1.7% hawrs)
EVV Time: g 15 AM - 11:00 AM (1,75 houry)
Documentation Status: Noc Yet Started

Schedute Conmensy (2)

Schedule Comments - Users can view, add, edit and delete schedule
comments by selecting Schedule Comments from the Quick Details menu or
from the Actions column when viewing the Schedule Center in list view.

Select the Edit hyperlink under the Actions column to make updates or select the
Delete hyperlink to remove the comment. To add a new schedule comment,

axxess.com BB /Axxess



& a AXXESS

select the Add Comment button. Enter the comment and select Save & Close
to save the comment or Save & Add Another to continue adding schedule
comments to the task.
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Add Comment

Users may view the Client Schedule in Month, Week or Day formats by selecting
the corresponding action. The default view is by month.

Depending on the view selected, the arrows will move to the prior or next
Day/Week/Month.

[ =) ][ ] ][ List Tasks

< October 2021 >

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

The Printer Icon will print the schedule (permission based). The Rotating Circle
Icon is a page refresh.

Selecting List Tasks displays the client schedule in list format. The color legend
is located below the calendar for easy reference:

- Scheduled . Comploted . Missed Care Period 11727119~
-~
Unassigned Returned D No Access
5 Unauthorized

e Blue = Scheduled task
e Green = Completed task
e Red = Missed visit

. = Care Period
¢ Yellow = Next Care Period
. = Unassigned task

e Orange = Returned task
o« Grey = No Access to task
e« Red Border = Outlined in a red border is unauthorized

List Task View
Selecting List Tasks displays the client schedule in list format. The List Task
button is also available at the bottom right-hand side of the page.
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Above the List Tasks view, a Menu Bar displays with the following:

dXXE55.C0Mm
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Task A Payment Source Start Yime ~ £nd Time Employee Status

e Task - The name associated with the service being performed.

e Red A - Indicates tasks that do not have an associated required
authorization. The task will also have a red border in the calendar view.

e Payment Source - The identified payer of the task.

e Start Time - Scheduled Date and Start Time of the task/shift.

e End Time - Scheduled Date and End Time of the task/shift.

e Employee - The caregiver scheduled to perform the task.

e Status - The status of the task/shift.

e Untitled Columns - The columns without titles will display the following
icons:

o EVV - Permission-based electronic visit verification details.

= A Yellow house represents EVV that is in progress.

= A Green house is a completed visit.

= A Gray house is available for all visits and is used to
manually document EVV information when a caregiver is
unable to connect to the internet during a visit.

o Visit Comments - Notes associated with that task. Notes are added

from the Action Column’s Details option.

o Care Period Comments - Notes associated with the Care Period.
These comments are entered at the care period level (Care Period-
New or List Care Periods-Edit).

Missed - Comments related to the reason the task was missed.
Returned - Comments related to the reason the task was returned.
Print Document - Select this to view the document.

Attachments - Presents when attachments are associated with the
task. Selecting will present the attachment.

o O O O
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e Action Column - The options in this column are permission-based and
contingent on the status of the task. Tasks that have not yet been
completed may have the following options associated:

[julm [ ] [mj :

Not Yet e ™ Reasaign

o Details - Opens the detail page of the task allowing viewing/editing
of the scheduled date/time; payment source, caregiver,
Mileage/Travel/surcharge information and the ability to enter
comments (yellow sticky) and attachments.

o Missed Visit Form - Allows the documentation of a missed
visit/shift.

O Reassign - Ability to quickly reassign a task to another user.

Delete - Removes the task.

O Schedule Comments — See above.

=

# U SN omm

O

) Details
Nor Yet &
o o)
-
Started Reopen

Not Yet & B Delete
The Completed tasks, on the other hand, have fewer actions available. Details
and Delete are the same actions, while Reopen will reopen the task. To hide the

List Task view, select the Hide List view.

axxess.com ﬂﬂﬂ /AXXESSs



dXXE55.C0Mm

& a AXXESS

Scheduling Visits to a Client
There are two ways to schedule a task: One way is by selecting the calendar day
or by selecting New/Client Task.

Both paths open the Employee Scheduler window. Selecting the calendar day
will pre-populate the date in the new task schedule window. The date will be
entered manually when using the New Task route.

Lmplayes Scheduser ? x
¥ o Anguited Fisld
Employee Scheduler
Chant ABASA, JESS L
shift Longth: 1 hours v
Ovwrride Shift Langth | Schadule wéthout Time
-
From vy
To MM/ K
- *
Paymeni Source — Sekd & Start and Bnd Time - v
Task — Sedect Task —

Recurrancn MNore v

Careglverimployee Filter by 1 sedected

Unassoned v

Comments

The following are further details for the Employee Scheduler, each piece and
what it allows the organization for scheduling purposes:

Shift Length - Includes three options: a drop-down selection which
automatically calculates the 'To' time once the shift start time is entered; Override
the Shift Length allows manual input of the shift in and out times.

shift Length: 1 hours v

[] o©verride Shift Length [} schedule without Time

From and To - Organizations will place the date of Service in the From and To
areas. If the agency selects a Shift Length hour from the drop-down selection
once they place the start time, it will automatically calculate the end time. If
Override Shift Length is selected, then the organization will set their own start
and end time. If the organization selects to Schedule without time, then the start
and end time will disappear.
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From ! m

To ‘ November 2021 »

Payment Source —Selactat Su Mo Tu We Th Fr Sa

Tank Se
Recurrence |

CarestuosiFmalauce Flitar bu 1 sadusra

Payment Source - Once the From and To fields are populated, the payment
source list will display all client payers that cover scheduled date. Select the
Payment Source paying for the scheduled task.

Paymant Source |« Select Paymenrk Source . e

- Selact Payment Sowrce — *
Task

Bob's Invoice{Prmary)
re
Recurrence medcare(Prmary)

Caregiver/Employee Filter by Aflac{Prmary)

Task - Select the task being scheduled. The task list is ordered by category and
may contain the following based on the types of documents the organization has
created: Assessments, Visit Notes, Care Plans, Orders, Coordination of Care
and Supervisory. Search by name or scroll through the list.

Task — Sefect Task -
Recurrence

Carngiver/tmployen Pilter by | s¢
Wi Tusa

Assessments

Comments

Recurrence - The recurrence feature enables the organization to easily
schedule the same task out multiple times based on the client's specified need. If
a recurrence schedule is used, the user must indicate an end date of the
recurrence and for the daily/weekly options of how often the task repeats.

Recurrence Daty v

3
Ropeat Until ‘1
Repeat Every 1 v dayis)

Recurrence Options:
None - No recurrence needed.
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Daily - Task recurs every 'X' number of days until the end date is reached.
Weekly - Task repeats every 'X' number of weeks on the days selected.

Monthly - Task repeats every 'X' number of months on the selected day of the
month or the day of the week.

Flexible - Useful for tasks that do not recur in a set pattern. Select the days the
task needs to occur on. There is a current limit of 31 scheduling events that may
be scheduled at a time.
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Caregiver/Employee - Indicates who will be completing the task. Three
selections are available:

Unassigned - If there is not an identified caregiver for the shift, the task may be
set up as unassigned (open). Unassigned tasks appear Yellow on the client
schedule for easy identification. Once a caregiver is identified, the task may be
reassigned to the user.

Assign to Caregiver/Employee - If a staff member has been identified, the drop-
down user list may be used to select the staff. The staff that has been identified
as oriented and favorite will show at the top of the list for easy selection. The list
will also filter as a user's name is typed (when the drop-down list is open).

Find a Match - The last option is to search for suitable matches based upon the
match criteria set up for the clients and employees.

Task information
Cllomt ARARA, JE5 = wil 2oy
Payear wiewur - Prom

Task Ta

Matching Options
Required Caregiver Crituria Select All

Licenen/Coartificatioms Sl Tramsfars

y X Poty

Comments and Save - The last step in scheduling is to add any comments
about the tasks to be scheduled. These show up as a yellow sticky note on each
task scheduled. Once all the information is entered completed, the organization
can Save & Close, which will add the task/s to the client schedule. If the user
chooses, they can Save & Add Another task for the client.
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Organization Schedule

The Organization Schedule shows all visits scheduled to employees of the
organization. The functionality is like the Schedule Center, but instead of
searching for clients individually, they are all shown in the grid.

Organlamtion Schedue L

~ Al Brandes v
< Oct31-Nov6, 2021 » « B s El o

Cliunts Horn Sus, Oct Man, Nov 1 Tuw, Nov 2 Wed. Nov 2 Thu Nov & il Novs Zad, Mov e
-

@

o m
t
smrzes
S
=
a
Aok one of the foVowmng Hoes f0 A0er srsks Dy Mel: 00t
= ANl (132,00 oery - Total (132.00 Mowrs) . Scheaabed 1122 DD Mowrs . Complated & 08 Maury) . MisTnd (006 Moury

Choose a specific branch (if more than one) schedule by selecting the drop-down
menu. View the calendar by week or by day. Move through each week or day by
selecting the left and right arrows in the top left of the screen. Print the schedule
by selecting the printer icon. Refresh the page by selecting the refresh icon. The
schedule defaults to viewing all clients but can be changed to users by selecting
the Employee button.

~ Ml Brandhes - v

< Oct31-Nov6,2021 > o vy [Nl o K

Hovering over a scheduled task to see the Quick Details. Select the Message
Employee hyperlink to message the employee assigned to the task. Select the
house icon next to EVV Time to view the task’s EVV details.

Users can view, add, edit and delete schedule comments by selecting Schedule
Comments from the Quick Details menu

Client - The schedule grid is split into Active and Pending patients. Selecting the
drop-down arrow will collapse each respective group. Select the client’'s name
hyperlink for a direct link to Schedule Center that is pre-filtered for the client. The
hours scheduled to the client is to the right of their name based on which filter is
selected at the bottom of the page.
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The summary at the bottom of the screen filters the schedule’s results and
displays the number of hours associated with each status. All Hours is the
number of combined scheduled, completed, missed and unassigned hours. Total
Hours is the number of combined scheduled, completed and unassigned hours
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Employee - Select the Employee name hyperlink for a direct link to Schedule
Center that is pre-filtered for the employee. The hours scheduled to the client is
to the right of their name based on which filter is selected at the bottom of the

page.

Englayees Hours Sun, jul 19 Man, Jul 20 Tue, Jut 21 Wea, Jut 22 The, jui 3 B Jul 4 Sat i 25

¥ Acttee
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The Hours column displays the number of hours scheduled for the day or week
and updates based on which filter is selected at the bottom of the page. If an
employee has been scheduled over 40 hours for the week, a yellow warning icon

will appear next to the employee’s name in the Hours column. The summary
at the bottom of the screen filters the results of the Agency Schedule and
displays the number of hours associated with each status. The only difference
from the Client agency schedule filters is the Estimated Overtime filter.
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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 I Help Center

y  On-Demand Training

[ JEVRVRFIY_ P § I I

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

%XXESS Home Health  Hosplce Home Care  Revenue Cycle  Patient Engagement  Staffing | ﬁ. :

OUR COMPLETE SUITE OF SOLUTIONS KNOWLEDGE BASE

Get Help Anytime, Anywhere

o 2N
v ™
Home Health Hospce Home Care
$ “j LY
Revenue Cycle Patient Engagement Slaffing
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