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ADD VISIT ACTIVITY PAY RATES
Admin/Lists/Users

The first step in the payroll processing functionality is to assign Visit Pay Rates
and Non-Visit Pay Rates to each of the users.

Find the user’'s name to add Visit Rates and select Edit on the right-hand side of
the screen.

Users

1 Name * Title Tl Phane Mabille tmplayment Type © Gender ~ Cruasted Actians
(1 Awyanh Xumar i Aberrate Azbmin sirator wree (2941 5757151 Emgloges Famake W0 rieo &

| Abodefgh Jmno FTA Alnerrace Azl sIranor 4 (ST 9725722 Employee Fampie W[ lrgrredd 1o 8§
L) Al Bass PTA Propural Therapar Ausstass Swers (294 5757711 Emgogen Male W202020 108

The user’s profile window will open, select the Visit Activity Pay Rates tab on
the left-hand side of the screen.

Edit User | Emily White RN . N x
Information New Visit Pay Rate m
[FETTRSIS Visit Activity Pay Rates
Licenses Mileage Action
IVisil Activity Pay Rates | Task Insurance Rate Type User Rate  Rate
Immunization

(QASIS-D1 Start of Care Palmetto Per Visit 200 0.65 Edit | Delete
Infectious Disease Profile

Personnel Notes

New Non-Visit Pay Rate

Non-Visit Pay Rates

Mileage Action
Task Rate Type User Rate Rate

No Task Pay Rates Found

Import Pay Rates

Duplicate Pay Rates from

-- Select User -- ~
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ADD NEW VISIT PAY RATE

New Visit Pay Rate

Insurance — Select Inswrance - v

VisivTask Type — Sedect Task o7
Pay Type Sedect Pay Type v *
User Rate »
Mileage Rate

[ Ada I Ganost |

e Insurance - Select an insurance from the list of insurances set up by your
organization.

e Visit/Task Type - Select a task from the drop-down list of all visit tasks.

e Pay Type - Select Per Visit, Per Hour or Single Payment to identify how
the user will pay for the specific visit.

e User Rate - Enter a dollar amount to pay the user. Relative to the Pay
Type selected above.

¢ Mileage Rate - This is not a required field but can be used to specify a
different mileage reimbursement rate than the established Company
Mileage Reimbursement Rate. If a rate is not entered here, the company
rate will be used.

Then select the Add button. NOTE: Anything with a red asterisk (*) is required.

ADDING NON-VISIT ACTIVITY
Admin/New/Non-Visit Activity

The box below will appear, allowing for entry of Non-Visit Activity details. Enter
the Name and Text. Once completed, select the Save button.

|||||
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NEW NON-VISIT PAY RATE
Admin/Lists/Users/Visit Activity Pay Rates

To assign a rate to a New Non-Visit Activity in a user’s profile, pull up the user
and make sure the Visit Activity Pay Rates tab is selected. Select New Non-
Visit Pay Rate.

E0R Liser | Wonduli O 20
Weonanon Paw Vial Py R

Perriztinm Visit Activity Pay Rates

Ucenses T Insurance Rate Type User Rate
l Visit Activity Pay Rates ]

oy ot No Pay Rates Found

P
Wectout Crgease Profile Yarw Mo Vit Pay

Task Hane Type Usar Rate

Non-Visit Fay Rates

The New Non-Visit Pay Rate window will appear. Enter the information then
select the Add button.

New Non-Visit Pay Rate

Non-Visit Activity Selact Non-Vsil Activity v *
Pay Rate — Sedact Pay Type — v *
User Rate
Milsage Rate

A

e Non-Visit Activity - Select a task from the drop-down list of all non-visit
tasks.

e Pay Rate - Select Per Visit, Per Hour or Single Payment to identify how
the user will be paid for the specific visit.

e User Rate - Enter a dollar amount to pay the user, relative to the Pay Type

selected above.

e Mileage Rate - This is not a required field but can be used to specify a
different mileage reimbursement rate than the established Company
Mileage Reimbursement Rate. If a rate is not entered here, the company
rate will be used.

Select the Add button when complete. Now that Non-Visit Pay Rate has been

added to the user, assign the Non-Visit Activity to a user. This is the process that

will pull to the Payroll Summary Report.
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ASSIGN NON-VISIT ACTIVITY
Admin/Non-Visit Activity Manager

The Non-Visit Activity Manager will open. Select Assign Non-Visit Activity.

Noo-Visi Acivity Manager
Assup Nos-¥ist Acely
User NooVisitActivity  Beaach NVADatz  Travei S5 Travel En Bepm T End Tims Mieag: PaidDaie  Pak Comments
Joranice S German RN Cpen shit aours NanOfice 740 TO0RAM 300N 0 X
Lzdzwn Paice RN L drop off Tf Loczaon | 22 T15AM B30AM B3MAM BLAN W@ X Dropofish st MAHC
d
Pameia Morrs RN Case zonference Locaien| TH0AM T3AM TIEAM 830AM 3B X wieeky Case Cont

Once the button is selected the window below will open.

A0 New Non.Vesit Activity

User. Bramon: NYA Date: Non-Visit Activity: Trave! Stat Tamwe: Travel End Time: Tine In: Tame Out Mleoge: Comments:
- Select User—~v  Location] v §5%2022 2 —Select Non-Visi v O O o o
~Selsct User—v | Location! v 5972027 &% _Sslact Non-Vis v (0] (0] (o] (0]
- Select User—~v  Location! ~ &%2022 M ~Select Non-Visi v O o o o
—Selact User— v Location| v 5970022 & —Selact Non-Visi v O O O O
- Select User--v  Location | v 592022 M ~Select Non-Visi v O o o O

b 23

Select the User, Branch, NVA Date, Non-Visit Activity, Travel Start Time, Travel
End Time, Time in, Time Out, Mileage and any Comments that may pertain to
this entry. After entering all criteria, select Save. Then the user’'s Non-Visit
Activity will pull the rate set up and appear in the Payroll Summary. Select the
Edit hyperlink to make changes or select the Delete hyperlink to remove. Select
the Activity Logs hyperlink to see a record of any updates made.

PAYROLL EXPORT CENTER
Admin/Payroll Export Center

Papal Export Cores T
Payroll Export Center @ ("3 some et |
issurarcsiPayer Seoct ol v Tase Sstus et gt d Empooywe Cradentialy v Empoyment Tyge 1 - viait Pay Type Soh 5 v Lo ks 0 v

Additonal Coiumny

- B ¢ . . e e el 1
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The following are the filter options at the top of the window:

Date Range - Enter the date range to generate payroll details. Payroll is
often run on a weekly, bi-weekly, semi-monthly or monthly basis.
Branches - This field defaults to All and enables users to select from a list
of the organization’s branches.

Employees - This field defaults to All and enables users to select from a
list of the organization’s active and inactive employees.

Task Types - This field defaults to All and enables users to select from a
list of tasks.

Select the + More Filters button in the top right corner to view the following
additional filters:

Insurance/Payer - Search and/or choose a specific payer. More than one
can be selected. Once selected, payers will be bolded.

Task Status - Search and/or choose the task statuses. More than one can
be selected. Once selected, statuses will be bolded.

Employee Credentials - Search and/or choose credentials. More than one
can be selected. Once selected, credentials will be bolded.

Employment Type - Choose from contractor, employee, student/trainee,
volunteer or all. More than one can be selected. Once selected,
employment types will be bolded.

Visit Pay Type - Choose from hourly, none, per visit, salary or all. More
than one can be selected. Once selected, pay types will be bolded.

Late Tasks — Choose to include, exclude, or show only late tasks.

Once the criteria is selected, select Generate. A summary will display on the
screen.

Persrg txper Gonzaaz Mahe Locaten 3 smen, Vary 122815

Assimons Cotuens

S0, Jave 152018 | FT aasesanerof sastior
Boes, Jive 12152018 | OF Assessrmerabidtios
Salaz Worve Vit
A ROCK 122018 | Shiwe e Vit

oIS ANze Rups Lystety \ecaten 3 [aan Aex 12018 QAZE-D Cacherye

=0 £ 0

Fresare Doat

Check Adm

Change from a summary view to look at just the pending export or export/paid

entries by selecting either option.
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Under the payroll parameter filters, the Additional Columns menu enables
users to generate more robust payroll data. Users can select any or all the 18
additional column options:

Additional
Columns

Associated Mileage

Auto-Calculated
Mileage

Auto-Calculated
Mileage Amount

Auto-Calculated
Travel Hours

EVV Hours

EVV Time
Employee
Credentials
Employee Pay
Type

Employment Type

Insurance/Payer

Patient MRN

Pay Rate

Payroll File/Worker
ID

Travel Hours
Visit Hours

Visit Pay Type
Visit Status
Visit Units

dXXE55.C0Mm

Description

Generates the value noted in the visit documentation.

Displays the number of miles driven as determined by the
system’s automated calculation of the distance between the
starting and ending visit addresses. (This calculation only
populates for visits with completed statuses.)

Displays the mileage reimbursement amount as determined
by the auto-calculated mileage above and the
reimbursement rate entered in the user/company profile.

Displays the average travel time to and from the point of
care based on the user and patient addresses in the
system. (This calculation only populates for visits with
completed statuses.)

Displays hours generated by Electronic Visit Verification
during visits.

Displays times generated by Electronic Visit Verification
during visits.

Displays employee credentials entered in the user profile.

Displays either Salary, Hourly or Per Visit.

Displays employment type entered in the user profile.

Displays insurance/payer affiliated with the episode and
visit information.

Displays patient Medical Record Number (MRN) entered in
the patient profile.

Displays pay rate entered in the user profile.
Displays payroll file/worker ID entered in the user profile.

Generates the value noted in the visit documentation.

Payroll hours calculated based on the visit time in and visit
time out components entered in the visit documentation.

Displays either Per Visit, Per Hour or Single Payment.
Displays the visit’s current status in the Schedule Center.
Displays the number of units tied to visit.
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PAYROLL FUNCTIONALITY

Edit functionality enables the payroll processor to change values in specific fields
as needed. Modifications can be made in the following four fields:

Editable Field Description

Displays the visit time in and visit time out as noted in the
visit. Any edits made to these times in the Payroll Export

Visit Time Center will automatically update the visit time information in
the visit and visit log (both of which can be accessed
through the Schedule Center).

Displays the number of miles driven as determined by the
system’s automated calculation of the distance between the
starting and ending visit addresses. This calculation only
populates for visits with completed statuses.

Displays the mileage reimbursement amount as determined
Mileage Amount by the auto-calculated mileage above and the
reimbursement rate entered in the user/company profile.

Displays the average travel time to and from the point of
care based on the user and patient addresses in the
system. (This calculation only populates for visits with
completed statuses.)

Travel Time

Surcharge Amount

Select the pencil icon to edit a field and the save icon to save changes.

Pana Krystal 0500 AM - 10:00 AM 08:30 AM to 9:00 A\,{ 75
SAVE

EDIT

Shattu, Taofig 07.30 AM- 07 45AM & V 4 0.00

Reports can be generated in the Payroll Export Center by using the following
buttons:

— Generates an Excel file with basic payroll information for the
selected time frame. This report provides a summary overview rather than a
detailed report. It does not include any information from the Additional Columns
menu.

— Generates an Excel file with over 25 columns of data, including
items selected from the Additional Columns menu. Agencies that do not use ADP
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or Paychex as a payroll vendor can use this report to manually create an export
file that meets their vendor’s specific requirements.

— Generates a .csv file applicable to the vendor (chosen by
organization) for processing payroll.

NOTE: There is a box selection specifically for ADP Payroll Export if using ADP
as your payroll vendor.

Select the checkbox(es) of individual payroll entries and select an Export button
or select the select all checkbox in the blue header to export all pending entries.

= e T -
Employes Name Sranch Patient Name

Pana, Krystal Locaton || Pratt, Muchaela 05222021 | CASIS-D1 Discharge

STER1

Shittu, Taohg Main Office | Elenujonron, Agbonkpolor 05222021 | PT AssessmentEvaksation
1| Shittu, Taohg Main Office | Santos, Romeo 06/232021 | OASIS-D1 Recertification
[CJ | Chaws. Kimberly Main Office | Mennow, Rachel 05/24/2021 | OASIS-D1 Start of Care

TASK APPROVAL

To view tasks that are pending approval, toggle to Pending Approval at the top
of the Payroll Export Center. Enter the desired search parameters in the
appropriate filters and select Generate.

Once generated, the table will populate with all unpaid visits within the selected
parameters. To approve tasks, select the boxes to the left of each task and
select Approve. The selected tasks will then move to the Pending

Export screen to review and generate an export file. Only users with

the Generate Payroll Export permission can generate the export file.
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Payroll Export Center @ [ vows e |

[ | Conmsute Szel Lecatn | Stin Sarawy OMINGOGT | Selled Shrve V) IEIAV-IE0AN 7 10 r
I | Garsrn Kt Mae Ofcs brwrnz Aeguls CYPANE2 | Papaical Tratazet Vit LAREY LR PR EL 7 1 F
B | Jewrec Visds Mye O Lrvear, fegphs OWFIGNE2 | Sklied Move Vi NMN-110MN 7/ 10 7’

If tasks were accidentally approved, select the tasks on the Pending

Export screen and select Unapprove. The tasks will then transfer back to

the Pending Approval tab for review or to revise information other than what's
editable in the Payroll Export Center.

Payroll Export Center € /@ oo |
[P

(2 | Canelta dod Locatn | L Zarvwy DIOST0IT St hrse Vi PN - N0AN o ra (1 7
) | Gevsns Mnte | M OMce Srarez Argelo BMYRI0IT | Prapskcal Dhergie Ve VLISPM- W NPN 7/ " 7
B3 | Soever Nadel | Hes O Lracaz Arges PMIAINIT  Sidled Maave Vit RRM-I NN r (3] ’

Once all tasks have been approved, reviewed and selected on the Pending
Export screen, users with the Generate Payroll Export permission can select
their desired Export button to download the .CSV file.

REPORT CENTER
Reports/Report Center

Select the Report Center. The Report Center lists multiple reports that can pull
up organization data. The reports are grouped into sections based on the type of
information it displays.
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NOTE: Viewable reports are based on the role users are setup as (User setup is
covered in Administrative).

For more information about what data the report is displaying, hover over the
report name. A gray box will appear, providing more details.

Payroll Reports

Payroll Detail Summary

Description: Generates a report displaying an
employee's payroll by task. The report is helpful in
Identifying any discrepancies, locate missing, Inaccurate
or incomplete information in the summary.

Parameters: Date Range, Employee Name, Status
(Paid/Unpaid)

Report Includes: Task/Primary Payor/Total Visits/Total
Time/Pay Rate/Total Mileage/Mileage
Rate/Surcharges/Total Payment

The Payroll Detail Summary Report is selected, and the gray box appears.
Select the name of the report and a new window will open.
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Payral! Detall Sumemnary 7
tmplayee Status Active v
Date Range 702021 M To 0021 -
tmployew Name Sebect Employee - v
Status Unpaid v
Primacy Payor Total Visity Total Time Fay Rate Total Mileage  Mileage Rate  Sarcharges Total Payment

The name of the report will be listed in the upper, left-hand part of the screen.

Next to the name of the report will be the ? icon. While hovering over this icon, a
report description will display.

Payroll Detall Summary 7

Report Description: Generales a report displaying an employee's

Branch:
payroll by task. The report = helpdul in ienliying ary

Employee Status: decepances, locale missing, maccurate of incomplete informabon
I the symenaey

Date Ranee:

Once desired criteria have been chosen, select Generate Report. The report will
display on the bottom of the screen.

COMPLETED REPORTS
Reports/Completed Reports

Some reports in the Report Center will need to be requested rather than
generated. Once a report is requested, the data will begin pulling. Once it is
finished, the report will be in the Completed Reports section.

For a report to appear in the Completed Reports section, it will need to follow
the following workflow:

¢ Go to the Report Center (Reports/Report Center) and select the report
to create.

e Fill in the search criteria then select Request Report.
[ Feports Home |

ArRoltforward ¥

Branches 5§ selected = Request Aepart

Payors: 922 selected -
Date Range 5124752021 M 7o erz2r2021 f
Payor Classes Episodic, Par Visit ™
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Now that the report has been requested, it will be in the Completed Reports list.

14

Name Format Status Requested By Started Completed Action

Wendell Geli RN 0B/2212021 07:42.43 P14

The status column will show when a report is finished pulling in all the data. The
following status descriptions will appear:

e Running — The report has been requested and is still pulling the
data to the report.

e Completed — The report has finished pulling all the data and users
can view the Final report. Once the report is Completed, select the
report name and the report will open.

HELP CENTER

A great resource available any time, any day is our Help Center. Get answers to
frequently asked questions and watch tutorial videos on all our Axxess products.
Our Help Center can be accessed by going to Help/Help Center or
https://www.axxess.com/help/

axxsss IOMve HARE  MOSPRE  Home Care  Bevenes Oycle  Padent Engagement  Staffing & oy
Axxess Help Center pay
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Get Help Anytime, Anywhere

Home Heath Hospce Home Cam
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