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Employee Schedule

Add Infection Report

Schedule/Employee Schedule/Infection Reports

Select Add
Infection
Report

Add Report

Search for the patient, enter
infection date and created date.

Add Non-Patient Activity

Schedule/Employee Schedule/Non-Patient Activity

Select Add
Activity

Enter the activity, agency
branch (if more than one)
and date.

Complete NPA

Select Enter Select
Details Complete

Activity

Confirm the date and enter the Or select Save to keep
time in and time out. Non- progress.
required items include travel
time in and out, mileage and
surcharge. Enter the narrative or
use a template.

Select
Save &
Open
Report

To complete, select Save
Report to keep progress. Select
complete Save & Add Another

for more infection reports.

Select
Save
Activity

Or select Save Activity
& Add Another for
more activities.

Select
Complete

Or select Save to keep

Confirm the Patient Information
section. Enter the Evaluation progress.
and Treatment, Type of
Infection, Reportable
Disease(s), Infection Control
Plan and Narrative sections.

Edit NPA

Select the List tab at
the top of the
Employee Schedule.

Change to
List View

Select
Reopen
Activity

After selecting the
three-dot menu.

Select
Confirm
Changes

Select Start |\ After selecting the

reason for
Addendum | addendum.

Or select Save to
keep progress.




Add Bereavement
Contacts

Bereavement*

Select
Update

Bereavement

POC

To activate all action
buttons on the
Bereavement Plan
of Care tab.

DC from
Bereavement

Update

Up to ten
bereavement
contacts can be
added per patient.

Select Add
Additional
Bereaved

To open the
patient’s chart | Select Add

and add the | Contact |
contact. /

Add Goals,
Interventions
and Services

Select Add
Goal**

Navigate to the
Goals tab.

Auto-fill
Choose a goal and
Or mantla'lly enter.the fl’Oﬂ_’l choose whether the goal
contact’s information. Authorized Choose applies to specific
Contacts contact or all. To add an

Select
Save
Contact

individualized goal, select
other from the goal menu
and enter the specific
goal.

Options***

Goals can be edited by
selecting the pencil on
paper icon or removed
by selecting the trash
can icon.

Resolve
Each Goal

Select
Discharge

from
Bereavement

Enter
Discharge
Date

Select
Discharge

Select

Update &
Sign

A signed copy will be
available in the History tab,
where it can be printed or
downloaded at any time.

*Permissions Based. *Follow the same functionality for adding interventions and
services done in their respective tabs.***A resolved date and resolved reason can be
documented as each bereaved individual moves through the bereavement process.



Writing Orders
Add New Order

Schedule/Patient Schedule
Schedule/Employee Schedule
Patients/Patient Charts

Select Add

Task Add Task

Choose the physician order
task, enter patient’'s/employee’s
name and date. Optional:
repeat, shift length/time and on-
call visit designation. Select
Save Task to complete or Save
Task & Add Another for more

orders.

Add Medication

Select Add
Medication

Enter
Details

Enter medication name,
classification, dosage, route and
frequency. Then enter start date
(discontinue optional), indication

and administered by. Also indicate
whether covered by hospice.

POC Update

Select Add

Problem(s) Select Add

Search for a problem area by
beginning to type the name or
select the drop-down arrow to

Each goal will now have a drop-
down menu selection to update

Users taken to POC
Orders screen.

Enter Order
Information

Confirm/enter physician
(copy to), date, time,
effective date, whether
no signature required or
do not send and
summary/title.

Select
Save
Medication

Or select Save & Add
Another for more
medications.

Select Goal Select.
Checkboxes Intervention
Checkboxes

Select the Problem Statement
checkbox and confirm the text is
applicable. Select applicable

Choose
Order Type

Medication, plan of care,
frequency, level of care,
diagnoses, supplies, DME,
activity, diet and other. Enter
details and optional check box
for order read back and
verified.

|
' |
I Discontinue I
I or Make |
| Updates |
! |
|

See Hospice Clinician Manual
or Quick Reference Guide for
details including Adding an
Order Set, Interactions, Sign
Medication Profile, Dispensing
and Refill.

Then select the applicable

Make edits to the text and

intervention(s) checkboxes.

the status of each goal.

view all. goal(s) checkboxes. Make edits

to the text and choose a goal

choose which discipline to
assign to (can choose

Select
Complete

Or select Save to
keep progress.

Select

Complete

length. multiple).

Frequencies

Select Add
Visit
Frequency

Select
Save
Frequency

Enter
Details

Enter Diet
Order
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Select the Discontinue
hyperlink, enter the
discontinue date and then
select Discontinue
Frequency.

Choose the BP, start date,
discipline, visit frequency and
whether frequency is PRN.

Or select Save & Add Another

> ! Enter the diet consistency,
for additional frequencies.

therapeutic diet order and
fluid orders if thickened or
restricted in free text field.

Level of Care Diagnoses*

Select Add
Diagnosis

Enter
Details

Choose

LOC Select Add

Enter ICD-10 code or diagnosis
description and start date.
Choose whether related.

Also options to edit, resolve, Then select Return to Order.

make primary or move order.

Select the Routine, Continuous
Care, GIP or Respite bullet.

Activity Supplies/DME*

Choose Enter

Activity Details

Choose Supply/DME from
the drop-down list. Also
option to edit previously

added.

Choose relatedness, enter start Then select Return to Order.
date and end date. DME indicate
whether infusion pump. Supplies

indicate whether formulary.

Select the bed rest, up with
assistance, up as tolerated,
independent or other bullet.

*Found in the patient profile.



Choose the hospice
organization on the
left.

Select View All
Tasks to view a list
of scheduled tasks.

Users can start

visits from here.

Completing Visit

Log In

Mobile

Schedule/Employee Schedule

AXXess
Planner

Employee

Schedule

Schedule/Patient Schedule

My
Dashboard

Patient A

Schedule

Patients/Patient Charts

Today’s
Tasks

Patient Chart

Complete
Visit

|

|
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_: Quality
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|
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Assurance

———— g

Completed

Schedule/Schedule Dashboard

Scheduled

Tasks

Five Other Ways to Start Visit—

Visit in Chart




Schedule Single Task

Schedule/Employee Schedule
Schedule/Patient Schedule

Select Add
Task

Enter the task and search
Add repeat for Enter for the employee. Enter the
scheduling . date and whether task has a
multiple tasks. Details shift length. Select on-call
visit check box if applicable.

Select Or select Save Task

& Add Another to
Save Task | add more visits.

Scheduling Tasks*

Reassign Single Task

Schedule/Employee Schedule/List
Schedule/Patient Schedule/List

Select

Then select

Three Dot Reassign.
Button

Reassign Multiple Tasks

Schedule/Employee Schedule/List
Schedule/Patient Schedule/List

Then select Bulk
Select Update. Also

Checkboxes option to Delete
multiple tasks.

Make Change the schedule start,

shift length (shift start time)
u pdates and assigned to.

Select
Save Bulk
Update

*Permissions Based



Messaging

Send Internal Message

Select / » \
Enter Enter ' Additional | Send
Envelope . . ,
leon Recipients Message . Options | Message

At the top right of the page or Start typing a name and Enter text at the bottom Add an attachment by Select the blue paper

select View All Messages in choices appear in drop- of the page. selecting the paperclip icon. airplane icon to send.
the Unread Messages tile of down. Enter more than one. Select Mark as Important
My Dashboard. Select X to remove. for urgent messages. Make
changes to text settings in

the bottom left.



Quick Links

Patients/Patient Charts/Quick Links

Add an Allergy

Patients/Allergy
Select L
Select Add Enter / Additional
: Save - — . |
Allergy Details . Options |
Allergy
Enter the allergy name, Or select Save and Add Print Allergy Profile,
reaction, type, start date and Another to add other Deactivate, Restore or
other available information. allergies. Edit allergies.
Addend u m Once form has been
. completed it will be in “To
Patients/Non-Covered ltems Be Sent” status.
Select Enter Select N
Generate Details Generate L _ _ Additional
Addendum Addendum Options

Enter the requested date,
requested by, the name of the
requester and the furnished
date.

Download, print, edit or
delete the forms

Once the form has been
printed and delivered to
the requester.

And upload the
document. Enter the
date signed or refused.

Or Refused to Sign.

Diagnosis

Patients/Diagnosis

Select View Change Select Add

Details Related

Select the edit icon. Or select Save and Add
Another to add other

|
v allergies.

/' Additional
. Options

Download or print the
diagnoses by selecting the
respective icons.

Add COVID Screening

Patients/Infectious Disease

Select Add
COVID-19
Screening

Choose the person
screened and enter their
name. Enter the date and

Enter time of screening. Answer
Details questio_ns. Select the
screening
acknowledgement check
box

lect Siagn | Or select Save & Add
Select Sign | Siner for addiional

Screening | screenings.

Document eMAR

Depending on if calendar
Select Day is filtered by Daily,

. Weekly or Monthly. The
or Time medication and dosage
will populate.

Date and time fields
populate based on where
user selected. These can
be adjusted. Select
Taken, Refused or
Unable to Take.

If a family member or
caregiver administered

Enter
C|iniCian the medication check

the box. Enter

Initials comments as needed.

! Additional
. Options

Select or hover over a
medication action to view
the clinician, comments and
edit or delete the
medication action by
selecting the icons.



Help Center Process

Help/Help Center

Help Center

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