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Reports

Reports

Most reports have a Download 
button that gives users the 
option(s) to generate the 
following three formats to be 
saved or printed out.

Reports

Choose between 
Financial, Timely Filing, 
Claim and Eligibility 
reports.

Select 
Download

PDF 
Format

CSV 
Format

Excel 
Format

Change 
Parameters

Select different date range.



Timely Filing Reports

Timely Filing

Timely Filing Reports/Timely Filing

To make changes.

Select the report 
hyperlinks from the left 
menu or select the tabs at 
the top of the report for 
RAPs Canceled, RAPs at 
Risk or Finals Due.

RAPs at 
Risk, Finals 

Due

RAPs 
Canceled

Edit RAP
Resubmit 

RAP

Create 
Final

Pull all the RAP 
information into the Final 
and allow users to add 
their service lines and 
visits to submit directly/
instantly to DDE.

Once the RAP that has been 
copied and submitted, it is 

sent over to DDE instantly for 
processing.



Claim Reports

Claim Reports/T Status (RTP)

Select the hyperlink to 
go into the claim.

Select 
Cancel

T Status (RTP)

Select 
Copy

Select 
UB-04

Select Edit
Select 

Suppress
Select 
Submit

Select TOB

Claim Reports/Rejected

Rejected

Select TOB
Hover over 

section
Select Edit

Make 
changes

Select 
Resubmit

To remove the claim. To make a duplicate, 
make changes and 

submit as a new claim.

To print the claim to use as 
additional documentation to 

Medicare.

And the claim will begin 
processing instantly. 

To suppress the claim.

Hover over each 
section and 

select Edit to 
make changes to 

claim. 

The claim will then begin 
instantly processing in DDE.

Select the hyperlink to 
go into the claim.

Select 
Save and 

Submit



Eligibility

Eligibility

Eligibility

Select 
Details

Run 
Eligibility

Search

Find specific eligibility by 
entering the patient s 
name/HIC Number and/
or a date range, then 
select Search.

To see the most recent 
eligibility report run.

Search 
Manually

Search 
Existing

Select Run

Enter the patient s name.
Enter the HIC/MBI, last 

name, first name, date of 
birth and gender.

Select the patient s 
hyperlink, then select the 

Check Eligibility 
hyperlink



Claims
Create A Claim

New Claim

Claims/New Claim

Patient
Choose the 
Type of Bill

Enter 
Dates

Choose from existing list 
of patients by searching 

or select Enter New 
Patient.

Choose between 322, 
329 and 341.

Provider info is already 
chosen. NOTE: The UB-04 

form locators are listed in red.

Enter 
Admission 

Date/
Choose 

Type

Choose the 
Admission 

Source

Select the 
Patient s 
Status

Enter the 
Condition 

Code¹ 

¹ Functionality is the same for Condition, Occurrence, Occurrence 
Span and Value Codes. Users can add more than one by 
selecting More. Selecting Collapse will condense the list.

Enter the 
Occurrence 

Code¹ 

Enter 
Occurrence 

Span 
Codes¹ 

Enter the 
Value 
Codes

Enter 
Service 
Lines² 

Home Health service line 
auto populates for RAPs 

and Finals. 

² Enter Revenue Code, HIPPS Code, Service Date, Service Units, Total Charges and Non-Covered Charges. Additional Service 
Lines can be added by selecting Reorder the placement of rows by selecting Reorder. Add Q codes by selecting the check 

box to the left and selecting one of the Q codes buttons. Make a copy of any row by selecting the check box then selecting Add 
Duplicate Row and enter the blank Service Date. Remove rows by selecting the check box and selecting Delete Row.

Select the 
ICD-10

Enter 
Diagnosis 

Codes

Add 
Attending 
Physician

Select 
Save & 
Submit

Enter 
Remarks

Enter the 
OASIS 

Matching 
Key

Or select Save to 
keep the progress 
(stored in Drafts).

Start typing the NPI 
number then select the 
name. Select Done. 
Select Enter More 
Physicians if more 
need to be added.

Enter up to nine with 
the first being the 

primary code.



Claims Continued

Making an Adjustment
Claims/TOB

Select 
Proceed

Select the  
Condition 

Code

Enter 
Remarks

Select 
Adjustment

Cancel Claim
Claims/TOB

Select 
Cancel 
Claim

Select the 
Condition 

Code

Enter 
Remarks

Select 
Cancel

Make Edits
Select 
Save & 
Submit

Or select Save to 
keep the progress 
(stored in Drafts).



Patients

Add Patient
Patients

Enter HIC 
and MRN

Select the 
New 

Patient

Enter the 
Patient s 

Name

Enter the patient s first 
and last name.

Enter the  
DOB

Select the  
Gender

Enter the  
Address

Select 
Save

Enter Patient Control 
Number (HIC) and 

Medical Record Number.

Enter the date of birth.



Admin

DDE Credentials

Admin/DDE Credentials

Enter 
Password

Select a 
New 

Credential

Enter 
Username

Select from drop-down menu.

Enter PIN

Select Go 
to DDE 
Black 

Screen

Add New User
Admin/Users

Enter Email
Select New 

User
Enter 
Name

Select from drop-down menu.

Choose 
Permissions

Select 
Save

Select OK

Select View 
Only

Select 
Reports 

Only

Select Full 
Access

To select all View 
checkboxes.

To select all reports 
checkboxes.

To select all checkboxes.

Decide what permissions the 
user can view, edit or reports 

can be seen.

Axxess Home Health 
email address.

Reports
Admin/All Reports

Select 
Checkbox(es)

Select 
Download 
Selected

For one or 
multiple reports.

Select 
Download 

All

For all reports at once.



Help Center Process

Help/Help Center

This center will provide 
step-by-step instruction 

on areas of the software, 
as well as instructional 

videos.

Help Center
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