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COMPANY SETUP
Admin/Company Setup

The following window opens and requires the signature of someone with the
Administrator role in their user profile. After entering a signature, select the

Proceed button.

Verify Signature

Signature:

m

Before proceeding. entor your mgnnture in the textbax provided below ta confirm that you are
mthonsed 1o make changes 1o your comgany information

NOTE: For updating Signature, see Office Overview.

Company Setup is split up into 11 tabs found on the left side of the window:

1. Company Information i Where users enter the organizationd s
information, | D drsd,Provider Numbers (retrieved outside of Axxess).

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

the page.
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Address of the location tied to the submitter information should be entered.
Selecting the Activity Logs button will open a new window showing which users
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have changed data in the Company Information tab and when the change was
made. Any changes made should be followed by selecting the Save button.

Locaton

Namw

Address Line 1
Address Line 2
City

Statu:

Zip

Locatka Il *  Primacy Phoos 4 575 7
705 past correy reos Fax Humbar 14 575 7722
Time Zoow Conteal Thrm
ndrouwt
Texa
640 JOx
=3

2. Subscription Plan i In this section, the current monthly subscription
plan is shown. This plan is based on the number of users. Active Census
can be adjusted by writing in a request in the Comments section, entering
the user® electronic signature and selecting the Submit Request button.
Upgrading the plan can only be done through the request from here. If
users want to downgrade their plan, they must enter a ticket in the Support
Ticketing Center.

Company isdormation

l?-ul:a-:nrt_san Plan

Chiwical

Schoaduling

Oparntions

Bising

Financial

Payroll

Integratons

Support Ticketing Conter
Elnctronic Visit Ver#ication

Company Setlup ®®

Testing Home Health Agency

Agency Buanch  Locatian Il
Nonthly Subscription Plams

Your Current Subscription Plan - over 300 patients

You bares cramed T patents for this oshontranch

Annual Subscription Plans

We are ofermnyg o promotion for & limrted beoe that sllows yeur organization tg poy your softmare subscngtions in adsance
W 3 ascounted prca
£5% Descoum for 6-monts cay=emt 10% Descount for 1y0oe payment
mt ar poye
Comments

3. Clinical i Organizations can choose to Enable the Wound Manager

AXXess.C0om

which is a system that tracks wounds and wound orders. The Wound
Manager also provides administrative access to wound history,
notifications, photos, characteristics, and flowsheet documentation.
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Enable Vital Sign Parameters according to organizational policies and
procedures. After enabling, enter a greater than and/or less than limit by
selecting the Edit hyperlink. Organizations can have their OASIS
Assessments validated in real-time by selecting the Enable bullet that
requires clinicians to change inconsistent clinical answers.

Visit and Travel Time Validations:

9 Visit and Travel Time Discrepancies - When enabled, users will receive an
alert when the visit time overlaps with the travel time or when the times
are not in chronological order. Visit and assessment notes will require
users to correct the times before completing.

1 Partial Travel Time - When enabled, users will receive an alert when the
travel start time or travel end time has not been entered. Visit and
assessment notes will require users to correct the times before
completing.

9 Visit Time Duration - When enabled, users will receive an alert when the
visit time is outside of your companyods s
to set the visit time parameters. This validation will warn clinicians if their
visit times are outside of the set parameters.

1 Travel Time Duration - When enabled, users will receive an alert when the
travel time exceeds your companyb6s specif
set the travel time parameter. This validation will warn clinicians if their
travel times exceeds the set parameter.

Choosing any of the tasks to bypass QA will cause all documents associated with
the chosen task to bypass the QA center for all users. The default setting will not
be selected. The organization has the option to check and uncheck specific Audit
Types that the Axxess scrubber can look for when verifying OASIS visits. The
Plan of Care Summary generates in the Patient Chart. Default enabled.
Additional Regulatory Requirements, such as Require Time Entry for
Documentation and Require Therapist License Number with Signature can be
enabled or disabled. To save, select Submit Request.

NOTE: Hovering over the ' icon will give more insight into what each specific
audit type is searching for.
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Company Information Testing Home Health Agency
Subscription Plan Agancy Baanch  Location 1)
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Billing
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4. Scheduling i This window allows organizations to decide whether
scheduling will be driven by orders. Enable or Disable warnings for visits
scheduled outside of visit frequency and duration. Also Enable or Disable
users from scheduling visits outside of frequency and duration altogether.
Organizations can choose to Enable the Authorizations feature preventing
clinicians with authorization warnings from accessing visits. The Delete
Visits After Discharge feature can Enable automatically deleting remaining
visits when a discharge visit has been completed and approved by QA or
a patient has been manually discharged. The last feature organizations
can choose to Enable is Auto-Generate Recert Episodes. This feature
automatically generates a recert episode when a patient with a scheduled
recert visit reaches the last five days of the current episode. Select the
Submit Request button after any changes have been made.
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5. Operationsi The Patient Name Alerts notifiesu s e r s
name already exists in the system. This helps eliminate duplicate records

Frequency asd Durstian Warmeng. Esudts crats Swmr st basutn) s #of sants
Soduled putude of the bygeenry o

Dkt Viets Afar [Hacharge

Testing Home Health Agency
Lacaicn ||

Agercy Byancn

when

when adding new patients to the system. After enabling, users must

decide ifthe p a t i Bamé rdaiches are made by first and last name or
last name only. Enable the organization to have access to the Pre-Claim
Review Center (PCR). The PCR Center enables organizations to collect

and track their PCR submission documents efficiently and seamlessly.

Select Yes to enable and enter an Effective Date. Then select the Submit

Request button.

NOTE: Any user that need access to the PCR Center will need the Manage Pre-

Claim Review (PCR) permission.
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Organizations can enter the evacuation zones established for their state. Select
the Add Evacuation Zone button to do this. Enter the name of the evacuation
zone then select the Add button. Make edits to previously entered zones by
selecting the (" icon or remove them by selecting the m icon.

Evacarsee Jones

AcToas

[Aas Jf Coot |

6. Billing i This allows organizations to choose the Medicare Week from
the drop-down; default setting is Sunday-Saturday. Users must decide if
they would like LUPA Claim Re-Calculation and Therapy Upcoding-Down-
coding to be enabled or disabled for traditional Medicare and/or
HMO/Managed Care Medicare. Once Submitter Information has been
received from Medicare, it should be entered (if claims are being

downloaded).
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7. Financial i The organization must set the date that books are closed by
selecting a date on the calendar. A signature will be required for saving
transaction dates on or before the closing date. If the Disable Closing
Date check box is selected, users will be able to edit any records
(permission-based), regardless of closing date. The Disable OASIS Lock
setting, when selected, will allow users to edit and return OASIS
assessments from the QA Center regardless of closing date. When this
setting is not selected, the OASIS will remain locked and users must
provide an electronic signature to edit or return the OASIS during a closed
accounting period. The double entry General Ledger accounting report
shows debit and credit balances. This report can be requested and viewed
in the Completed Reports area.

10

ot Arcinietnng

Mapan teemat

Select the View Charts of Accounts button to open the Chart of Accounts
window. Users can group accounts by branch or account name. To group by
branch, select Branch next to group by. To group by account name, select
Account Name next to group by.

cdends m - m

Paneh Ik Marre Acsomnt Numbey ective Dute L

Accosat Name: Accosnts Recstuabie - PPS P70
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Select Bulk Update to update the account numbers and/or effective dates for
multiple accounts. If accounts are grouped by branch, select Apply to All
Branches on each row to apply the corresponding account number to all
branches. If accounts are grouped by account name, select Apply to All
Branches next to the first account to apply the account number to all subsequent
branches.

Branch Bcczumt Name Azcount Nermbser THectve Dete Acttam

At omant Mame Accosnts Recavale - PPS P30

Once all the appropriate updates have been made, select Save Bulk Update.
Select Yes in the confirmation pop-up to finish saving your changes. Users can
also update accounts individually by selecting Update in the Actions column. To
view an account\es Historg.t ory, sel ect

The Average Discipline Cost Per Visit allows users to enter the average amount
the organization pays their workers per visit. Based off the location and
discipline, the organization can decide the average cost per visit and its effective
date.

CORl (r WSl 1 It Gt LD detuiivane agarey Codl By dach 0o Hame Hasih Agancies miy chiose L0 enter Siect o« ndrelt costs by 106e. THA mulic = usad |
Stecrrere whather the 30ancy i uperaing o 2 gor ar » lony per spescde of care Enter coot ger viot e rach sabs whers spgripeats siong seth the sfectim s of the coyt

Location Nama RN LPeAVN HHA MSW F1 PIA or OTA ST Disticcan  Momoemskor  Effoctive Actien

7500 SWOO00 W500 SNS00 500 9000

e £

This amount can be edited by selecting the hyperlink Edit under the Actions
column. Once all updates have been made, select the Update button to save.
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Once all updates have been made on the Financial tab, select the Submit
Request button to save.

8. Payrolli The organization must choose to Enable or Disable vendor-
specific payroll exports. Enabling the feature allows organizations to

generate payroll files with the components and data layout required by the
organizationd s

payrol |l

vendor .

The

secti

enabled or disabled the Payroll Export Center. Then select a Payroll
Vendor and enter the ID.

Payoll

Payroll Lxpoet Contar

Fapant on

Payroll

Payvoll Waados

Pagradl (

abdedidizalilod as of

Hoch 10 2295

ADp

ampany CodedDd |

If the Advanced Payroll Setting of Task Approval is enabled, users can navigate
to the Payroll Export Center to identify which tasks should be approved for
payroll and exported for payment.

Enable the Mileage Calculator so mileage and time between visits will be tracked
for all users with more than one visit on weekdays. The date will populate and an

additional functionality will become available under Enable Weekends. Check the
box to enable the mileage calculator for weekend visits. Enter the organizationd s

Company Mileage Reimbursement Policy. This information will be used to

calculate the mileage reimbursement amount reflected in the payroll.

dXXE55.C0Mm

on

12
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Mésage Calculator

Enable the mueage calculator o audomatcally Fack and calculate workess' mibeage For addibonal defalls on the mideage calculator I /

13

® Enatle Crazable

Enatéed on 04182021

Méeage Caicolation Parameters

The following parameters dstarming whal mileags 10 Includs In the automatic mileage calounston
Enabled: Weskaays Exclude mideane 10 anc from wovker's homs

Enobée Weekends
Incude all mileage from workar's depamae to reburm home

Company Mileoge Reimbursement Policy

Complete the fieldz below according 10 your company’s mileags reimbursament pobicy This informafion will be used 1o calculate the mideage

Simbursement amount reflec W pour pagroll. An effecive nbursement rale must

Ve20e 08Me 30 COMeSsonaing rate will stay W & mew Cade (0 astaniened. The curent ef

I
Effectve Date Hewnbursement
lo Hatn
0ar Current 0.550
& 0 5(¢
0y 0420
03 048

[osrureaes J cone

Select the Add New hyperlink to add a new Reimbursement Rate. Enter the
Effective Date, Reimbursement Rate and select the Save hyperlink to complete.

Save Cancel i

Effective Date Reimbursement

From To Rate
g S,
03/31/2021 Current 0.550
03/30/2021 03/30/2021 0.500
03/25/2021 03/29/2021 0.420
03/10/2021 03/24/2021 0.480

View All F

Once all updates have been made on the Payroll tab, select the Submit
Request button to save.

9. Integrations i Select Enable to send Axxess a request to activate the
WorldView, Doctor Alliance or Forcura document management
integrations. Once the integrations are active, the organization can
automatically send approved orders from Axxess to the respective
company. There are additional settings that can be selected per
integration partner.
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OrdersDocumaent Managamant

WorldView

s A request o acivate e Worldveew integration On ceceipt of your acvation request Auess will contad you and upgrade

m the Qo-lhm ¢ P yOu estadesh with WordWiew Once the infegration 1S active, your anizahon can avtomancally send

approved ordess from Axee dViow to Be fxded lo plysicans, 5 refumed 1o you in Axess The WorldView mdsgraton also enables

document iraciang and fur 1alfly lo aftach crders and documents (o their corresponding pafierd records

For additional getads on WorldView's Integration with Axgss

Enatdad On

Activabon Status: Pending Activation

Dotumeni Masagement

roguest o aciwate e Dodlor Alkance segrason. On recespt of your acty o3l Aotess wil conlact you and

53 1o Doctoe

integrabion is actve

ns, signed and relumed lo you n A

e enables document ¥acking and luncionakty

%0 aftach croers and documents to they coresponding paben! recorda
For addithonsl cetats an Doctar AlRance s Integrabion weh AcRss
®En |

Another integration is Surescripts Clinical Direct Messaging. Once enabled and
active, organizations will automatically receive Surescripts messages in the
Axxess Alert Center. Axxess also has a telehealth service integration with Health
Recovery Solutions that can be enabled. For any details on any of the Axxess
integrations, select the click here hyperlink for more information. Select the
Submit Request button once any selections have been made.

10.Support Ticketing Center i Organizations may designate super
users (number is based on subscription) to directly engage the Axxess
support team and request help through the Support Ticketing Center.
Search through the list of users in the text box at the top of the page.
Select the check box to the left of the users to designate chosen Super
Users. Select the online help center hyperlink to go directly to the
ticketing center.

axxess.com ﬂﬂﬂ /AXXESSs



AXXESS

15
Compeny Information Support Ticketing Conter 7
Satvscrpnon Plan In saanan o B polng help cendel Tl srovides SnEaey G Wde0 WIoeas 10 B1 usSrs 200 May Gasignats o 10 50 super-uaen i
Caukal s SRy SNDBSE I Areeas SupEon TAM Wnd reGuast e Brough e Suppon Ticksang Centee
Sededulng Select 20 Super-User(s)
W Hyre itk Lemad AvOrese Status Emptoyment Type
;". i+] ' AcaJeous ST Cenfied Hurse Nade isgigamil oo Acive Empizyoe »
Payred 2] amanda Maore RN ATeImate Adminstan DRONNECOM AW Empyee
intograsons ] Andrewtson RN At erasr seng@hoo.ct Ak Empiayes
[5!'40)" Tachuting Contar l i~]' Angeles Munez RN ".mmm’ 320955 COM AW Emplyes
Eleciromit Visit Venification "
T Grand Fusner BN Admiod ik akor Ya@gmail con Aove Conuucton
= g:"mm Agwmate Agmisstrater ERusss oM A Emeoven
121 Craiw Umos RN ATSIN A AT Duosss com Aoy Empayse
I Courtnoy Mcaeod R  Atamate Adminsiraiar Baoeas com Ao Empiayee
2] DevieBmonmd  Otwr Favesa com  Ae Fmpayes
7] DimpleMIBYRH  Administaior nOREIEMA AN Empoyes
21 Dion Mipeite RN Regsteiod hurie Daumsrcom Adve Employee
-] FancaReensfN  Atemats Adminstase ovasacom  Acve Employee
7] Mewn GRllm RN Admelsyast Faomy com Ak Emphoyes
A Jonatrice St e —ica e AN L el v
11.Electronic Visit Verification Setup i If organizations are using
Electronic Visit Verification (EVV), they can set up their vendors in
Company Setup. Choose your EVV Vendor and choose and/or enter any
required information. Select the Remove Vendor button to delete the EVV
account. Further testing will need to be completed with the Axxess team.
Coavwery formatne Testing Home Healtth Agency
B fee Dinctrone Vet Ui caton Awtep @
Crread
Opessions 9V Yender ¢ Papers [ IM—WJ
oo | ssarcninge == [ o s ]
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ADDING A NEW USER
Admin/New/User

16

Once selecting User, a window will open, andtheu s er 6 s i misthemat i on
entered. All asterisked items are required. The roles, permissions and restrictions

can be copied from a previously entered user using the Duplicate 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.

New User LA
* & Recuved Find -
Information
Emal Address * Socisl Secwnty Number
first Name * Agency Custom Empinyee D
Meddie Bial Payroll Fée EVYorker I0
Last Name *  Cheician Provider NPt 8
Sartlix Agency Branch Select - "
Geeder £omale Male AddressLine 1
Date of Birth #  Address Uine 2
Credentals Unknown . Oy
Title - Seloct Title Type ' State.Zp ~ Gelect State
Empioymeat fype Select Employmant Type " Home Peone
Pay Typa - Selact Pay Type — *  Mobile Phone

Daste of Mire M  FaxPhone

Dato of Tormisation

Duphcate Rodes ParmessionsResinchons from Hrevioos User

Degticate from Seled Users

Roles *

AQminaly stor Carecor of Nursmg

Roles are important in the software because they determine what a user can or
cannot see, select, delete, or undo. For example, when a user is assigned the
Case Manager role in Axxess Home Health, the user will now see only patients
for whom they have been scheduled to provide case management services.

There is also a restriction function that will allow organizations to limit the times
that users can be using the software. For example, if the Allow Weekend
Access box is not checked and a user attempt to login on a Saturday, it will not
allow entry.

Times can also be adjusted for the earliest time a user can login and/or when
they are automatically logged out of Axxess Home Health.
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Permissions will allow organizations to manually select which Clerical, Reporting,
QA, Clinical, Billing, OASIS, Administration, People, Schedule Management and
State Surveyor permissions they wish their users to have. See
Roles/Permissions Manual for details.

17

To save time, there is also a Select all Permissions option that will check every
permission box below.

NOTE: Under Clinical Permissions 1 organizations can choose either the ability
or require check boxes for both notes and orders. If both are checked, the user
will not be able to do either.

Access & Restnicbons Trinl Account
(] Alkowr Weekend Access Trinl Expirason Dabe pq'
Eamust Logn Tens m
Astomatic Logout Teme oo
Permisnicas *
0 parmiasion mest e saleded to proceead
] Salect 9 Parmassions
Clencal Penmsssions Reportng Permicsions
|8 all Clancal Saa 4l Rapoiting
Add FaeDedote Patieats - Manage Patients Access Reponts Centar - Access Repons Centar
AddEaR Dekate Retormale — Nanage Retarmad Accass Patient Repors - Access Palen Repon
T IView Existing Redermals - View Easting Raterrals Access Chmcnl Regorts — Acosss Chnical Repans
AOFARDed0e Hosgital Moemanon — FAENage Hosola ACCHSS SChodulo ROpons — ACCess Scnaquis Repons
fomabion
Access Bt mancis Reports - Accass BUngFinantis
Update Insurance and AuShorizaton nfommanon - Manags Reporta

rsurance Infoomaton =
Access Employee Reporns - Actass Emplopss Repont

View Insurance and Authonzation information - View

Srorteaton o imaticd | Accass Statstcsl Reports - Acoass Statstical Reports
Aumanzaton Mormsabo

- . . Accass Pagroll Reports — Asass Parob Repon
AddEdaDolete Contact Information - Manage Coctact

At the bottom of the window, there is a free text space for any comments related
to the user. Once finished, select the Add User button to complete.

EDITING A USER
Admin/Lists/Users

A window will show a list of all current users. To add a new user, select the Add
User button in the top right. Organizations can export the list of all users to an
Excel spreadsheet by selecting the Export to Excel button in the top right. The
organization can Deactivate or Delete users individually by selecting their
respective © and T icons to the far right under the Action column. The
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organization can also check the box(es) to the left of each employee name and

Delete or Deactivate (red Quttons at the top) to remove multiple users at once.
To edit a user, select the [£ icon under the action column.

Usors om x

Users

Nams * Title tmall Fhooe Mobile Employment Type  Gunder ~ Orwated Actions
32} 274 ey
Aahat Dharnager AN Admnistrator T srE : X [ mytoyes Vak o8
A I 14 - o ‘ 7689
“rwh M} [Pl " A0 roR |
) at m TN
N 14 o b "ol |
Ad 1 |
A A g " - - 268
43
‘ - 2 3 °4 -5 8 !B 5 ¢ 1419 total results Show 0 v entries

The Edit User window is split into six tabs:

1. Information i The only difference between this screen and the
previously mentioned User Information section is the option for the
software to be in English or Espafiol. This is the last question in the User
Information section.

FO0 Usaw | Cf Pwarson AN

Infeematon ® 5 By o et
Farmissiony
Uocsnses User irformation
Viart Actieiy Pay Rates Pirst Name ) ¢ Soclal Security Nember FALS T BT
Imrungancn
Mizdie hitial EVV Waorkar 1D NA &
Infactions Dineace Profie
L3z Kame Paarvae *  Agency Custom Emgioyes 1D
Parsarme Nates
SuMix Payrol File 8Werser D 1)
Genzer Farnate ® Wew ¢ Clivician Provider NN
Dute of Birm [ Agency Brasen Locaton | Lacation i, Location ile *
Credemiis an v ¥ Addrexs Line | 000 N Parforvary B
Titke AgTertratoe v " Address Lne 2 7o
Employsant Typa (mpioyee v ' Chy Dudtas
Pay Type Sy v ' Sum.Ze [ v B
Dane of Mre N Homa Phone
Dame of Termination 2 Mobile Prane 1T o4 1
Software Language & Sgpat Espalh L
o Hole L From a Pravious User
Dupicane from Selert Lnery v
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2. Permissions i See above

3. Licenses i Usersdlicenses are maintained here, by either adding a new,
editing a previous or deleting current license information.

Licenas Type * Licanse Numiar Isauve Dace Exgiravon Date Anachments Actions

2 total resudts Show v entries

Select the New License button and a window will open where license
information can be entered. Choose the license type from the drop-down menu.
Write in the license number. Select from the calendar or write in the issue and
expiration dates. The organization can also add a scanned copy of any license
by adding it as an attachment. Select the Add button to save.

Now License

kearne Tyne Uizenss Nuerber

lllll Tome Cpratiar Oare

 nod
4. Visit Activity Pay Rates i If one of the users has a specific pay rate
for visits, it can be added here by selecting the New Visit Pay Rate button

in the top left.
New Visit Pay Rate
Visit Activity Pay Rates
Mileage Action
Task Insurance Rate Type User Rate Rate
OASIS-D1 Start of Care Medicare(Palmetto GBA)  Per Visit 50 55 Edit | Delete
Mew Mon-Visit Pay Rate

Non-Visit Pay Rates

Milaana Artinn

A new window will open, and the Insurance, Task and Pay Type must be chosen
from their corresponding drop-down menus. A User Rate must then be added,
along with an optional Mileage Rate. Then select the Add button to save.
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New Visit Pay Rate

Inserance - Select Insurance -
VisitTask Typa — Select Task —

Pay Type - Select Fay Type —

> » - -

User Rate

Mileoge Rate

s Jf cance

NOTE: Non-Visit Activity tasks need to be created/added first. Go to
Admin/List/Non-Visit Activity and create the activity types/task.

Below are the Non-Visit Pay Rates for documenting any expenses paid out to
users that are not related to visits. Select the New Non-Visit Pay Rate button on
the left side to add. A Non-Visit Activity and Rate Type must be chosen from their
corresponding drop-down menus. A User Rate must be entered, along with an
optional Mileage Rate. Select the Add button to save.

New NonVisit Pay Rate

Non Vst Actiity —Select Non-Visit Acthvity-

Pay Rate ~ Select Fay Type —
User Raw

Mileage Aate

o e

At the bottom of the tab, there is an option to Import Pay Rates, which will let
organizations copy pay rates set up for other users by simply selecting the
Duplicate Pay Rates from drop-down menu. Then select the Apply button to the
right.

Import Pay Rates

Duplicate Pay Rates from Apply

-- Select User - IL

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

Add Immunization I Decline/ Contraindicate Immunization Export to Excel

Active Immunizations

Immunization Administered? Date Administered / Documented Administered By Lot# Reason Action

Flu Yes D6/02/2021 Clinic Delete | Inactivate

Inactive Immunizations

Immunization  Administered? Date Administered / Documented Administered By Lot# Reason Action

Shingles Yes 06/02/2021 Clinic Delete | Activate

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 Date Administered by writing in or selecting the

date in the calendar. Designate whether Comorbid Condition Present. Users can

Save this, or if there is more than one immunization to add, select the Save &

Add Anothert o continue with another blank Al mmun.i
window.

Immunization Log Information

Type of Immunization: ﬂ

Select Who Administered: j

Date Administered: A

Comorbid Condition Present: O Yes O o

Save & Add Another

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 fimmunization Log
Informationowindow.
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Immunization Log Information
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Type of enmunization

Date Docamented

Comortud Condition Present. Yes ! Ho

Declned

Contramdicstion

(o J son s rscnur | o |

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.

6. Infectious Disease Profilei This is designed to help organizations
easily track infectious diseases and screening tools used to detect them.

COVID-19 Screening COVID-12 Resources

Name of .
Type of ) Person COVID-19 | Screening
Entered By _ Date/Time Person .
Screening Screened Risk Level | Results
Screened
Pierson, C), Coronavirus 06/02/2021 Agency ) Yes - 0/4 View |
. Pierson, CJ Low i
Administrator (COVID-19) 09:43 PM Staff questions Delete
Pierson, CJ, Coronavirus 06/16/2020 Agency ] Yes - O/4 View |
- Pierson, C] Low .
Administrator (COVID-19) 03:32 PM Staff questions Delete
Pierson, CJ, Coronavirus 06/16/2020 Agency . Yes - O/4 View |
- Pierson, C] Low .
Administrator (COVID-19) 03:32 PM Staff questions Delete

Select the View hyperlink to see the previous screenings or select the Delete
hyperlink to remove. Select the COVID-19 Screening button to add a new
screening. Choose the Person Screened from the drop-down menu. There is a
checkbox if the user Refused Screening. Enter the Reported Temperature.
Answer the Yes or No questions and choose a Risk Level. Templates and
Additional Screening Requirements may be entered. Select the Screening
Acknowledgment checkbox. Enter the Clinician Signature and confirm the
Signature Date and Time (both auto-generate the time the window was opened).
Users can then Sign Screening, or if there is more than one screening to add,
select the Sign & Add Another to continue with another blank COVID-19
Screening window.
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COVID-19 Screening

Complete the fallewing screening questions and select a risk level for the patient and/or household
members based on agency policies and procedures.

Person Screened [ Refused Screening

Agency Staff v ‘

Reported Temperature (°F) @

1. Have you traveled internationally within the last 14 days to a country with sustained community
transmission?

) Yes Mo

2. Do you have signs or symptoms of COVID-19, such as fever, chills, cough, shortness of breath, difficulty
breathing, fatigue, muscle or body aches, headache, new loss of taste or smell, sore threat, congestion, w

Sign Screening Sign & Add Another

7. Personnel Notes i The Personnel notes tab allows organizations to

document information that will help evaluate staff. To add a new personnel note,
select the New Personnel Note button.

Personnel Notes

Q rct New Personnel Note
Type of Rote Created Date - Modifled Date - Created By - Comments Actions
! . | t BB
Atterdance EM/I022 07:55 PM | 08012022 TTSHPM  Plrson, (] Attended coseconferance W1/22 B # B -
2 total results Show 0 v entries

Choose the type of note, enter comments, and select Save Note to finish or
select Save and Add Another for additional notes. Notes can be printed by

selecting the = icon, editing by selecting the @ icon, deleted by selecting the o
icon and view the history of the note by selecting the "2 icon

DELETED USERS
Admin/Deleted Users

In the new window, individual users can be restored back to active status by
selecting the Restore hyperlink on the far right under the Action column. Check
one or more boxes to the left of users Blames, then select the Restore button at
the bottom of the window to restore multiple users. Select the Excel Export
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(Deleted) button in the top right to create an Excel spreadsheet with all deleted
users listed.

Deleted Users Excol Export Motmad)
Fame ~ Tiths Erma Fhone Mrdee Ermployment  Shatus Gonder Cronted Actan
214 "
Astan Ak 54 [delstet Agrmaneyrator 7= ety Emplupes lmadve  Femah 0AER201
Asron Azziey RN Divector of
” = ™ Empsipen Inactve Naw 0Snag0 e
|8aleted] rausing
. Ascon Fisdes RN
Admmyroayrator 2 m Emplopee Inactve  Nae 0112201
= Jowisieq]
Pl 5 ~
Asron Test VN joeteted) LYNEPH PhC co sar oo EOBMMG Acve Nae  DO0420Y
AD C |Deieted) Aapsdared Murse DyTa Empiares nacive Femak 11246200
— m "
l Ab T R ideioted Adrmminirator g T 1111111 Emplopes  Inactye My 1122201
"1
Al Conl v iaeiniea) Hapateied turne T ¢ Lpdiees Inacine Feormagh HR2201 '
A
- access Ml N -
Abzey Turay RN ol d ho m Empiapee Inacive Femalt 1003201
v 100412
Az Densdemaoacciunt £ E inach \MA2001
EQ Byt \ npKMaY nacive 24229
RN jaeisted] = Uy a
- DO Esta Clenc =
Es or AQTTRAY Abie 31 nat Empnee Inactne Femah 02920 auhine

© ioohtad)

ACCELERATED PAYMENT CENTER
Admin/Accelerated Payment Center

In the Accelerated Payment Center, select a location to apply for accelerated
payment. The Forms and Resources and Revenue sections will automatically
update based on the |l ocationbés data and Medi

Acoraiaind Payment Camer

Accelerated Payment Center

Location: | L OfF -
Forms and Resources Revenue - Past 3 Months Pre-Application Recommendations
$4,522.35 e
030572021 - 06/02/2021
View Full Report
Eligibility Criteria Application Resources Submitting an Application

To quaify for advanced/accelerated To apply please fill out the A0 t While slectrons submissian will

payments the provider/supplier must: yIriesit A | significantly reduce the processng time,
requests can be submitted to the

The fedowing Information can be used to appropeiste MAC by fax. email, or mail

complete the Accederated Payment form

1. Have billed Meducare far
claims within 180 days
immediately prios 1o the date

Electronically
of signature ca the
provider's/suppliers request National Provider 123256769 Emait: JM.FINANCIALRELIEF@pal
form Identifier (NP1 metlogha.com
2. Not be In bankruptcy Provider Number 000321 Fax: (BO3)462-2574

(PYamny
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The center is broken down into the following sections:
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Forms and Resources - This section provides all forms and resources distributed
by CMS related to accelerated payments.

Revenue i Past 3 Months - This section collects payment postings for the
selected location over the past 90 days. This data provides a reference point for
deciding how much an organization may want to request in their accelerated
payments application.

NOTE: CMS has stated that an organization can request up to 100% of its
estimated revenue for the next 90 days. For some organizations, using historical
payment information may not be the most accurate way to determine future
predicted revenue. This section should only be used as a guideline and is only
as accurate as the payment details posted in Axxess Home Health.

Pre-Application Recommendations - This section provides useful tips and
guidance published by the intermediary assigned to the selected location.

Eligibility Criteria - This section provides all current eligibility guidelines for the
providero6s eligibility as published by CMS.

Application Resources - This section provides application forms that correspond
to the selected | ocationds intermediary and
provider information.

Submitting an Application - This section provides all application submission
met hods published by the selected | ocationods

NON-VISIT ACTIVITY MANAGER
Admin/Non-Visit Activity Manager

NOTE: Non-Visit Activity tasks needs to be created/added first. Go to
Admin/List/Non-Visit Activity and create the activity types/task.

A window will open in which all currently assigned non-visit activity is shown.

Select the Export to Excel button in the top right to create an Excel spreadsheet
with all non-visit activity listed.
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Nen Visit Actiaty Manager . o x

Azzagn Non- st Actiaty

(Paer

Latewn Pieccs RN

Crizia Tolentns BN

Ladawn Piee

Jeryl Quitono |N

e RN

Crisia Tolentno RN

Eha-Ron Hadley2 RN

THang Noczygsmss

Ladawn Plecos RN

RN

Lagawn Pistos RN

Tiany Moczy

Mycah

Farez RN

Ladawn Placce RN

0 2

a-Ron Ha

=

Qemoa RK

RN
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conlerence
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Case Conference
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na
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To search through the list, start typing in the text space at the top of the page.
Search by Users, Non-Visit Activity, Branch, NVA Date, Begin and End Time,
Mileage, Paid Date and Comments.

Non-Visit Activity Manager

ch

ionll
ionll
ionll
ionll

inm Il

NVA Date Begin Tin E
06/02/2021 700 AM 4

I

0p PM

06/02/2021 7:00 AM  8:00 AM

DEIU‘UEDET@ S EARC H

05/31/2021 7:00 AM  8:00 AM

NRMRMINTIA Fonn sk Q-nn am

0

n

ime Mileage Paid Date

tact

To Assign Non-Visit Activity to a user, select the button in the top left. A
window opens in which new non-visit activity can be added. Select the User from
the drop-down menu, then choose the Branch (if more than one). Write in or
select NVA Date from the calendar, then select the specific Non-Visit Activity
from the drop-down menu. Enter the Time In and Out by writing in or selecting
from the clock. Then enter Mileage and any Comments related to the activity.
Five non-visit activity entries can be added at once. Once completed, select the
Save button at the bottom of the window. If more than five entries need to be
added, select the Assign Non-Visit Activity button again.
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Add New Non-Visit Activity
User: Branch: NVA Date: HNon-Visit Activity: Time In: Time Qut: Mileage: Comments:

-- Select User— |~ Location I [~] 4/4/2021 B --Select Non-Visit A~ | © ©

-- Select User— |~ Location I [~] 4/4/2021 B --Select Non-Visit A~ | © ©

-- Select User— |~ Location I [~] 4/4/2021 B --Select Non-Visit A~ | © ©

-- Select User— |~ Location I [~] 4/4/2021 B --Select Non-Visit A~ | © ©

-- Select User— |~ Location I [~] 4/4/2021 B --Select Non-Visit A~ | © ©

To edit the non-visit activity, select the Edit hyperlink on the far right under the

Action column. Unlike the previously seen activity entry, a Paid Date (write in or

calendar select) can be entered, as well as verifyingt he acti vitybés Pai
the check box. Checking the Paid Status box will change the icon seen on the

first Non-Visit Activity window from a red X to a green check mark.

Edit Non-Visit Activity

User: Sha-Ron Hadiey2 RN |
NVA Date: &/20/3021 =

Non-Visit Case Conference - Addison |
Activity:

Branch: Man Office |
Time In: 8:00 AM (©]
Time Out: 9:00 AM ()
Mileage: 0

Paid Date: (12}

Paid Status:

Comments:

:

Selecting the Activity Logs hyperlink under the Action column will show which
users have edited the activity entry and when. Choosing the Delete hyperlink
under the same column will allow organizations to remove each entry

individually.
List of User Task Logs
User Name Action Description Date
Hadley2, Sha-Ron User Mon-Visit Task Added. 05/20/2021 01,10 PM
Gooch, Mason Status changed to (ADP payroll export batch ID AX2098) 05/24/2021 01:31 PM
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ADDING A PHYSICIAN

Admin/New/Physician or Admin/Lists/Physicians/New Physician

28

The quickest way to enter a new physician is by 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 pressing the Tab key on the
keyboard, the Physician Information and Physician Address sections will auto-fill
based on the information that is in the NPI registry, however, this information can

still be edited.
Soarch Physician
WE Numises 23»96/‘:'1':"1
1356701900 - CHRISTOPHER PERSON
Physician Information
First Nesne Credenbals
| NP No

Last Nasne: PECOS Verification et Cheched

Taxoaoey Code Medicand Provnder ideatifier:

Physician Address

Aderess Line 1 Ordar Dakvery Mathod
Address Ling 2 Fax:

Ciry £ mait

Shats Select State
Iy

Pomary Phone:

Atemate Phons

NOTE: If the NPI number is unknown, use the following website:

https://npireqistry.cms.hhs.gov/reqistry/

- Doivery Mathod —

If the physician is already listed in the NPI registry, the system will automatically
do a PECOS Verification. A green check mark indicates they are PECOS-

verified, a red X indicates they are not.

PECOS Verification: W

Once completed, select the Save button at the bottom.

AXXEss5.com
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ADDING A NEW FACILITY
Admin/New/Facility or Admin/Lists/Facilities/New Facility

29

In the new window, enter the required facility name, city, state, zip and primary
phone and all other information available. When finished, select the Save button
at the bottom.

Facility sformation

Facility Name Contact First Name

Facility Type: Contact Last Name

Select Faolity Type -

Email
Address Line 1:

Primary Phone:
Addrass Line 2

o Fax Number:
State, Zip — Select State — [+
Commeant

ADDING A NEW PHARMACY
Admin/New/Pharmacy or Admin/Lists/Pharmacies/New Pharmacy

In the new window, enter the required Pharmacy Name, Primary Phone and all
other information available. When finished, select the Save button at the bottom.

Pharmacy Information

Pharmacy Name: Primary Phone

Address Line 1: Contact First Name:

Address Line 2= Contact Last Name

Ciey: Emad

State, i ~ Salect State — | -~ Fax Number,
Comenent:
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OASIS TRANSMISSION
Create/OASIS Export

30

Filter for OASIS in the new window by choosing the Branch and Payment Source
from the drop-down menus and selecting the desired Assessment Date Range.
Then select Generate. The patient OASIS visits that meet the criteria will appear

8 x
Branch: Main Offks Paymant Source: Medicare (traditions! fee-for- =
Assessment Date Range: 4/4/2021 £ To o220 (i
# = Patient Narme Assaagment Type Assenyment Dele Epesode Insurance Correcton ¥
IE OBESERS 0ASIS-01 Start of Care DA 19R021 R0AR02Y - 0TA04R02Y  Medicars{Palmetin GEA
CUADHR. AYCOEN ASIS-01 Recerihcator 050212021 ISON202 - 07022021 Nedicare
#th
WENGER, S ASIS-01 Recaafcator
MISTRY DMPLE2 JASIS-0T Transfot 5032021 INOS2029 - 05032021 Nedicare{Paimetio GEA
KOTO, AWILO-LOCOMBA OASIS- DY Transfm 1 Nedicare(Falmetio CBA)
FLENUJONRON o TPLOpy I RAE - 2 i
ASIG-DY Dischange 05192021 D5M22029 - 051920217  NedicasFaimeto GBA) 00

AGBONKPOLOR

KOTO AMLOLOGOMEBA VASIS-01 Discharngs =200 ISO22031 - 05202027 NedicarwFalmstio GBA)

Generste 0ASS He Mark Seledod As Exporied Mtk Setacied A3 Compluled ( Nt Exparted )

There are check boxes to the left of every patient name listed. Select one or
multiple, then choose one of the buttons below. If Generate OASIS File is
selected, the system will download the raw OASIS file on the computer to be
uploaded to Center for Medicare Services (CMS). There is a Check/Uncheck All
check boxes inside the search criteria that will either check all boxes listed or
clear them.

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, go back inside the window, check
the boxes of the OASIS that were submitted (far left), then 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 the Yes,
Mark as Exported button.
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Do you want to mark this OASIS as exported?

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

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

Yea, Mark as Completea | Not Exported )

The OASIS list can be exported to an Excel spreadsheet by selecting the Export
to Excel in the top right of the OASIS Export window. If submissions have been
rejected and a corrected OASIS is being resubmitted, users can change the
Correction number 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 on the drop-down menu, then select the Edit button.

The corracton numbes should caly be changed If you are retransmitting an DASIS assessment that was

previously accepted and needs o be retransmitied because of corrections you made

The first record thal is submitied 10 correct or inactivale an exesting record must have a value of “01% in

COrreclion number, If Ihat cormechoninactivation 9 accepted and If 8 subsequent corraclioninaciivaton s

correchoninactivation must be “01", and the value oo each subsequent cormechonmactvation must be

Incremented by 1.

If an OASIS assesament was rejected and needs (o be retransamitied afler Cormections have been made ,
Use corTachon numbes 00

Cotrection Numbert: 00 v

(o Jf o

ORDERS MANAGEMENT
View/Orders Management.

This is split up into four sections:

1. Orders Pending Co-Signature i This is the section 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,
select a date range, then select the Generate button. Input any order
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(number), patient, physician or clinician name in the text space to narrow
down the order list. The list of orders can also be exported to an Excel
spreadsheet by selecting the Export to Excel button in the top right of the
window.

Orders Panding RN Co. 5

franch: A) v Date Rarger 3/268/2021 M % 5201 I

Type Phryvician Chcian Spa Dt
PATEL AST Dot Patel -
ADMIS. STACE Jotel Candsuta RN Evi4n02
AERAME JOHN Kasbo Moooe RN

VEDEFF UsA

4455404  QROSI1 I ¥ AR oMM Wanhis Waoes oy ownae

To co-sign an order, select the hyperlink under the column Type. A new window
will open showing the printed version of the order. The three options with the
order are the either, Co-Sign, Print or Close.

Main Office Orderd: 44431592
e 25?007 &3’"” Piowy Physician Order
ate

Dallas, TX 765248
Phone: |215) 327-2603 | Fax: (214) 5757711

Patient: PATEL, DAMINI Physician: Patel, Ajit M.D.

16000 DALLAS PRWY MRN: DAPI021 Henry Ford Health System

DALLAS, TX 75242 DOB: 01/01/195%0 5100 Haggeny Rosd

(541) 684-6415 Canton , M| 48187

Mii: 1X98V0SKQ21 Phore: (734) 981-3200 | Fax: (734) 981-4354
NPI: 1235207788

Send To: Patel, Ajit Copy Toloptional):

Henry Ford Health System

6100 Haggerty Road

Canton, M 48187

Phone: (734) 981.3200 | Fax: [734) 9814354
NPi: 12352077828

Order Dote: 05/12/2021 Order §: 44431592 Episode Associoted: 4/26/2021 - 6/24,/2021
Effective Date: 05/12/2021 Time: 3.03 PM

Summary: X Clarification Order

Allergies: NKA |Food/Drugs/Latex/Environment)

(=S e

Frooency Chanes:

The co-signature window will open as 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.

Physician Order Co-Signature

Order Number: 44431502
Fatsent Name: PATEL DAMIN
Created Dote 0&12/2021

Clinician Co. Sgmature

Climiczan Co-Sagmature Date: 6/6/2021 i1

Co-Sgn And Approvs £
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2. Orders To Be Sent i This window houses orders that are ready to be
sent to the physician for signature. Filtering for orders begins with the
branch (if more than one) from the drop-down menu. Then choose the
delivery method. Choose the date range of the orders to be sent, then
decide whether the orders are from patients with a status of active,
discharged and/or non-admission. Start typing any order (number),
patient, type, or physician name in the text space to narrow down the
order list even further.
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Drthars Too Be Sern

O1der Hrmach Dateat Troe Prysicias Dasteary Methao Otder Date Fooen

Select the L7 icon to view or write any notes attached to that specific order.
Orders with added notes are filled blue. 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 Send button (in the top right). They will be marked as sent to
the physician with a green notification.

Orders have been marked as sent to x
Physician

If the organizationd s p h y Bawvecaccasn te the Axxess Portal, orders can be
sent electronically/internally. This can be done by checking the boxes to the left
of the Axxess Portal Delivery Method and selecting the Send button in the top
right. To export the list of orders that meet the search parameters, select the
Export to Excel button in the top right.

3. Orders Pending MD Signature - This window shows orders that are
ready to be electronically signed by the physician. Filtering for orders
begins with the branch (if more than one) from the drop-down menu.
Choose the date range of the orders planning to be signed, then decide
whether the orders are from patients with a status of active, discharged

axxess.com ﬂﬂﬂ /AXXESSs
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and/or non-admission. start typing any order (number), branch, patient,
payer, type, internal referral source or physician name in the free text
space to narrow down the order list even further.
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When the physician is ready to sign orders, check the box to the left of the order
then select the Receive Orders button at the bottom of the page.

10 44556435 Locshon Nl et ik 123Hesm Indixy
10 43558318 Mam Ofice L ALEY WUeacaraPamet

<

A new window will open where the doctor will confirm the Received Date and

Physician Signature Date then select the Mark as Received button. The date

auto popul ates with todaydéds date. Once mar ke
from the Orders Pending Signature window and be in the Orders History section.

Are you sure you want to mark the selected orders as
@ recelved? This will override the existing received and
signature dates,
Roceted Date 06/07/2021 |
Physician Signature Date 06/07/2021 o)}

W3k 3¢ Hocoivod

4. Orders History i This is where all orders in every status can be seen.
Filtering for orders begins with the branch (if more than one) from the
drop-down menu and choose the date range. Then decide whether the
orders are from patients with a status of active, discharged and/or non-
admission. Then select the Generate button. The results can be sorted by
nine different columns by selecting the column heading: Order, Patient,
Type, Physician, Delivery Method, Order Date, Sent Date, Received Date,
MD Sign Date and Received By.

axx¥ess.com ﬂﬂﬂ /AXXESS
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Sutwery Bathod  Order Dete  SertDete  Rocened Dww  ND Son Deie Secwrved By

Selectthe Edithyper |l i nk to update an order 0s
Signature Date. A new window will open. Type in the date or select the calendar
icon on the right. Select Update to save.

Update Physician Ordes

" Qates 6/3/2021

6/3/2021

(i1 0 A

Physician Signature Date: 632021

-
Select the refresh icon ! in the bottom left for the Orders History window to
reflect the most recent status of all orders. Select the [ icon to view or write any

notes attached to that specific order. Select the printer icon (= on the far right to
re-print any orders that need to be sent/re-sent for signature. Select the Export
to Excel button in the top right to create an Excel spreadsheet of all orders in the
window (based off search parameters).

ADDING AN INSURANCE/PAYER
Admin/New/Insurance_Payer or Admin/Lists/Insurances_Payers/New Insurance

A new window will appear. The new payer window is split up into four steps/tabs:

1. Insurance/Payer Details i If there is not a contract with the
insurance, uncheck the very top box and the Contract Details section will
collapse. If there is a contract, enter the contract effective and expiration
date by either writing in or selecting the calendar icon. Add any
documentation related to the payer as an attachment by selecting the

Sent

BB /Axxess
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B r o w s luton. Find the document saved on the computer, then select
the Open button (10mb file size limit). Enter the Account Manager
information in the next section, including first and last name, phone
number and email. None of the Contract Details section is required.

tosww Managed InaurancemPayar ®® x
Step tofd
Waarance / Payer Detsts

36

Contract Details

| Do you fave 3 Coryact with ths nsarance | Fayer?
ACCOUNT MAMAGER 7

Contract  Mectwe Dets (Opbomal) First Neme

Lant Rame

Contruct Expuation Date (Optonal)
Phone Number

Contract Documents Prosss O fhe seecteg

NOTE: The question mark icon ? is a reference. Hover over the icon for more
insight about that question or section.

The next section is for payer details. Below are the selections that auto-populate

when adding a new payer. It is required to enter an Insurance/Payer Name,

Type, ID and Source of Payment. If claims are submitted electronically through

Axxess Select Avalility as the clearinghouse,e nt er Submi tter | D AO00O0O

Insurance / Payer Detalls

Cleannghouss None v 7 Insurance Payer D 7

msurance/Payer Name " £ . ? Provider IDCode ?

Desplday Name ' .t ) - ? Omer Provider 1D v f nar 7
InsurancePayer Type Select Payment Source v ? Proveder Subscriber 1D 7
Source Of Paymant 05 - Self-pay v ? Submator ID ?
Work Week Bagins Sunday v ? Timedy Filing )y Dars ?
Billng Cycle Type Dally v ? Auto Biling Endlate Look Back Days

Visit Authorization Required? O Yes ® 1o ? %E

Select whether the payer pays episodic, per visit or both by checking the
corresponding boxes. The Episodic and Per Visit columns both ask the same
guestions seen below. Taxonomy Code should be for Home Health, and if it is
Episodic, the Initial Claim Bill type should be 322, Continuation 323, Final 329
and Admit thru Discharge must be 321. If it is a Per Visit Claim, make sure the
organization is billing HCFA-1500 or UB-04. If it is an HCF-1500, it must be
Professional and UB-04 is an Institutional Claim. For Per Visit Claims, Initial

Aaxxess.com ﬂﬂﬂ /AXXESS
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Claim Bill type should be 322, Continuation 323, Final 324 and Admit through
Discharge must be 321.
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NOTE: If the payer follows PDGM billing requirements, make sure to check the
corresponding box and enter effective date for episodic payers.

The next section will be entering the clearinghouse information. If Axxess is used
for the clearinghouse, check the box at the top of the section and it will collapse.

ck here If pour clams are sulimied elechranically 12 yuur deanng house thiough Acess™ | 7
Interchasge Sutwmitior Qualfar Mutuslly Defred (T7) v L4 Cloaringhouse Submitter ID ?
Inte(changs Payer Quaiher Mutually Defined (ZZ} - 7 Subimitter Rarme ?

Phone Humber

G502 Apphcation Seaded's Codo [ 4 LSADG Ilerchange Somser 1D ?

GS0) Apphtation Receiver's Code 4 1SADY el changs Recewvet 1D (4

In the next section, enter the contact information of the person with whom the

organization communicates at the insurance company. Ifthepayer 6 s addr ess i s
required, check the box to the right and enter that address. If the insurance wants

their payments to be sent to a different address from their physical location,

check the box at the very bottom of the page. Once completed with all the

information in this page/tab, select the Save & Next: Billing Information >

button in the bottom right. There will be a green notification stating the new

Insurance/Payer has been added successfully.

Aaxxess.com ﬂﬂﬂ /AXXESS
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Insurancs ( Payer Comtact Information
Insurance Contact Person 9
Frest Herre
Last Name
Emal
Phone Number

P ax Nureher

Billing Provider Information *

wp Lol 4 Insurancs / Payer Ifarmaetion Saet 4 Neatt By loimaton >

NOTE: If all required information is not entered, the following notification will
appear:

° There was a problem validating your x
form, please review your information and
try again.

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

Insurance/Payer Name

- Rzquirzd [Bearch By Payers Name |

2. Billing Information i Depending on how the insurer pays, whether
episodic or per visit, will determine which sections will show here. The
payer being added in the screenshot below is both episodic and per visit,
so it shows both the fAGener al Practice:
sections, starting with the UB billing information. This can be seen with the
selection being a lighter shade of blue. Choose from the drop-down
menus and select the boxes that will build out the UB-04 form and the
Locator sections on the form.
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Stop 1 of 4 Step 2 of 4

nsurance / Pagar Details Billing Infurmation

Stap Jofd
Fos Schoduie

Stopdofd

GRNstY Fracioe U UG

AXXess.C0om

Address Format
Date Format

Mame Format
Currancy Foemat
Federnl Tax Number

VDG4 Farm Locator &

Paneat Hame identilier
VB.04 Farm Locetur 8A

Pabent Hame {Optoss)
LS04 Farm Locasor F

Priorty (Type) of Visit
U804 Farm Losanor 14

Point of Ongin for Admission | Viell
VB-04 Farm Locans 13

Discharge Hour

15 04 Farm Loosstor 16

Accident State

UB 04 Farm Locamr 29

Ressrved
VIG-04 Farm Locator 30

Rasponsdic Party Name and Addrass
US04 Farm Losator 33

Addrews with 5 digit dp, no cou v
No Seperator(MMDOYYYY) v
Lazt Name First Name Midele inl v

Leading Tero v

] Use Another Faderal Tas Numder

Last Name v

Frst Hame v
[ induce in Claima
[ Indude in Claims
3 incuae in Claima

[ nducs in Claims

[C] Checxhers to nclude Payer Name ( Address on paper daimis)

\Vatue Codes and Amounts x

US04 Farm L ocator 39 B
(=
a
£

US04 Form Locetor 40 o
<
[}
3

US04 Farm Locatar &1 5
c
a

Revenue Code

LB 04 Farm Looator 42

Revenue Descrption

V.04 Farm Locasn &)

HCPCSHatesHIPPS Code

UD-04 Form Locatie 42

Servics Date

US04 Farm Locete 45

CESA Code v
Blank v
Blank v
Blank v
Blank v
Blank v
Blank v
Blank v
Blank v
Blank v
Blank v
Blank v
Wisits and Supples v
Visits and Sapples v
Visits and Supphes v
Visits sed Scpples -

B BB /Axxess
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Service Uinits (Print Onty)
B34 Frem Localer 46
Totad Charges RAP Dvsplays 100% Totsl Oharge v
U034 Farm Locatar &7
Payer Kame a
UB24 Fem Locater 90
Privnary bursce v
b
None v
c
None v
nsured's Hame 1
VB34 Fuem Locaisr 58
Privnary Isursnce v
[
Secondary Imurance ~
c
Terthary Fnarance v
Employar Nome ] mdude in Claims
US54 Form Locater B8
(Magnoses and Procedere Code Quather 0 1o -
U8 04 Foem Locarter 64
Admitting Diagnosis Cose Slank v
VB34 Foem Locater 03
Patient's Reason for YVesa [ mctuge in Ciams
UB04 Fraew Lovater T8
Patient's Reason for Visa [J »ctuce in Claims
U234 P Localer 10
Attending Frovider Name and Identthors Attending Provider v
UB 48 Faew Lovater TR
Operator Provder Name aod ideatifiers Operating Physiclan v
D34 Fewm Locatsr 7
Other Provdas Nams and ldentifiers Other Operating Prypsician v
UB-34 Feom Locatse T8
Npi
Farst Name
Last Nama
Other Provuder Name and identificrs Fendering Provder v
VB4 Form Locater TH
Code-Code hold a
VB4 Form Locater 31 AD
]
C
a
I ance / Papnt Informubed Geoersl Fracios U UE |

The following are questions related to filling out the HCFAT 1500 and the
Locators of that form.
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Toggle in between tabs/steps by selecting the < Save & Previous:
Insurance/Payer Information and Save & Next: Fee Schedule > buttons at the
bottom of the page. A green notification will appear, stating the Billing Information
has been updated successfully.

3. Fee Schedulei In this step, the organization can add the fees for all
visits by either loading visit information from other payers or adding new
visit information. Delete any rates that were manually added if the
organization plans to copy insurance rates from another. This can be done
by selecting the Delete Rates button (this will delete all rates listed
below). Copy the rates from another insurance, select the Existing
Insurance from the drop-down menu, then confirm the Taxonomy Code

axxess.com ﬂﬂﬂ /AXXESSs







































