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For organizations who 
track referrals or receive 
basic information at the 
time of referral. Options 
are Medical or Non-
Medical.

New referrals whose 
admission process has not 
been fully completed will be 
found in the Referral list.

Existing referrals or pending 
admissions that did not qualify 
for admission are considered 
to be non-admissions. Select 
Non-Admit hyperlink.

Deleted patients do not 
appear on any report, 
including the non-admit report.

This option is most suitable when 
detailed patient information is 
provided at the time of the referral. 
Choose Medical or Non-Medical. 
When completed select Admit.

Patients whose 
admission chart was 

saved, but not admitted. 

Filter for pending status. 
Select Change Status 
button to change the 
status to Active then 
select the Yes, Activate 
button to admit.

The POC auto-populates data 
documented in the SOC visit. 
Changes made to the SOC 
OASIS will only populate to 
the POC if it is open or 
refreshed.

OASIS are exported from the 
Ready for Export page. 
Generate Files, Marked as 
Exported or Marked as 
Completed.
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Specific detailed steps for 
referrals/admissions can 
be found in the Intake/
Scheduling Manual.



Scheduling Tasks*

Schedule/Schedule Center**

Schedule Task(s)

Choose 
Client

Enter 
Details

Recurrence

Schedule multiple tasks at once 
by choosing recurrence.

Choose 
Caregiver/
Employee

Choose the shift length, 
confirm the date, enter the 
time and select the payment 
source and task.

*Permissions Based **Or Schedule Center/New/Client Task

Or Save and Add 
Another if more than one 
task is being added.

Select 
Calendar 

Date

Filter by branch, status, type, 
payer, tags or find (search).

Select 
Save and 

Close

Select Find a Match hyperlink 
to choose based on criteria. 
Enter comments.



Reassigning and Deleting Tasks*

*Permissions Based

Schedule/Schedule Center

Reassign Single Task

Choose 
New User/
Employee

Select 
Reassign

Schedule/Schedule Center/Task Manager

Reassign Multiple Tasks

Choose 
Tasks

Delete Multiple Tasks

Choose 
Tasks

Select 
Delete

Select Yes

Select individual 
check-boxes or select 
all by selecting header 
check box.

Retrieve Deleted Tasks
Clients/Client Center/Quick Reports/Deleted Tasks Documents

Select 
Restore

Select Yes

Schedule/Schedule Center/Task Manager

List View

Reassign Select Action/Reassign.

Or hover over task in 
calendar schedule.

Choose 
New User

Select 
Reassign

Select 
Reassign

Select individual 
check-boxes or select 
all by selecting header 
check box.



Authorizations*

*Permissions Based **Also found at Create/Authorization or Clients/Client Center/Quick Reports/Authorizations Listing 
then select Add Authorization button. ***Also found in Clients/Client Center/Quick Reports/Authorizations Listing. 

Schedule/Schedule Center***

Edit/Delete Authorization

Select Edit/
Delete

Confirm

Clients/Client Center/Create/Authorization**

Add New Authorization

Enter 
Details

Enter start and end 
date. Choose 
authorized tasks, 
payment source and 
status. 

Find Client

View 
Authorizations

Authorizations can be 
found in the Schedule 
Center. It can also be 
found by selecting the 
red triangle exclamation 
point under A column in 
calendar list view.

Enter 
Comments 

and 
Attachments

Select 
Save

Enter Units

Choose the type and 
frequency of the units. 
Enter the total units or 
select the Calculate Total 
button to automatically 
calculate. 

To add attachments, 
select the Browse 
button.

Select Yes to 
confirm a deletion. 
To confirm edits, 
select the Save 
button.

Hyperlinks found on 
the right side of the 
window.



Help Center Process

Help/Help Center

This center will provide 
step-by-step instructions 
on areas of the software, 
as well as instructional 

videos.

Help Center
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