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Decide companywide
settings. See Admin
Overview Manual for

Admin/Company Setup details.
Axxess password Company Company
must be entered in —P .
order to view/edit. Setu p Information

Decide to use WorldView, Doctor
Alliance, Forcura, Surescripts,
Seniors Home Services and Health
Recovery Solutions integrations.

Company Setup

Adjust the
organization’s Monthly
Subscription plan.

Subscription
Plan

Decide on settings that
affect clinical aspects of
Axxess Home Health.

Clinical

Decide on settings that affect
orders-driven scheduling,
authorizations, visits post

discharge and auto-generating
recert episodes.

» Scheduling

Integrations ¢———— Payroll

Designate super-
users to access
the Support
Ticketing Center
(number based
on subscription).

Support

Ticketing ———»]

Center

<4+— Financial <¢—— Billing

Decide on payroll settings

including mileage.

Electronic
Visit
Verification
(EVV) Setup

Decide on financial settings
including when date books close,
generating the General Ledger
Report, Chart of Accounts and
Average Discipline Cost Per
Visit.

Choose billing settings
including entering
submitter information.

Setup EVV if vendor is
being used.

Operations

Decide on turning on Patient
Name Alerts, Review Choice
Demonstration and entering

evacuation zones.

Select
Activity Logs

Activity Logs are only
available for Company
Information tab.



Add New User

Users

Admin/New/User
Enter Choose Choose the Select Add
Required Info II Role(s) II Permissions User
| |
Red asterisks indicate : : *
required information. L
| T I o
| . |
: | Duplicate | : | :
| |
|yl from I | Add Access I
| Previous | Restrictions
I User | I |
. | . |
Edit User
Admin/Lists/Users
Information .. -
. Visit Activit
and —» Licenses |—»] y
. Pay Rates
Permissions
Same as adding new user. Add new, edit or delete. Add new, edit or delete.
Import rates from previous
employee.
/ N Add, edit, view/print,
/ Select A view history or Personnel
- Vo remove personnel
‘\ Deactivate ) Ig elrr;e.lctlvate or remove Notes. Notes
\ or Delete /

Retrieving Deleted Users

Admin/Deleted Users

Select

Restore

Check boxes to the left of
user names then select the
Restore button to restore
multiple users at once.

Immunization

Add new, inactivate or

delete.
. Select
Jsstious Activity Logs
Disease |« y Log
Profile
Add, view or Activity Logs are only
remove COVID-19 . . .
; available in Edit user
screenings.

window.



Non-Visit Activity Manager

Assign New Non-
Edit Non-Visit Activity Visit Activity Delete Non-Visit Activity

Admin/Non-Visit Activity Manager Admin/Non-Visit Activity Manager Admin/Non-Visit Activity Manager

Select
Assign
Non-Visit
Activity

Select
Delete

Choose user and branch.
Same screen as

Make Enter the | SelectNVA date.
Ad(é gletw ex(cj;ept for f Choose NVA. Enter time
Updates Egtusa ean Details in and out. Enter mileage

and any comments.

Select Select
Update Save

Select
Activity Logs

Shows which users
have edited activity
entries and when.



Physicians, Facilities and Pharmacies

Functionality works the same for physicians, facilities and pharmacies.

Edit Physicians* Add New Physicians Remove Physicians

Admin/Lists/Physicians Admin/New/Physician Admin/Lists/Physicians
_————

Enter NPI Select physician then

,_| (0n|y for physician information
| e and address auto- Delete Icon
phyS|c:|ans) | populate.

. There is also
Select Edit | an add New

ICon Physician
button.

Select

_

|
|
|
|
Make Enter the Enter required items
Updates | Details | manually.
|
|
|
|
Select
Save

*Select
Activity Logs

Shows which users
have edited activity
entries and when.



OASIS Submission & Correction

Create/OASIS Export
Select .
OASIS OASIS OASIS to Select Save File to
Approved —— Export > be Generate > Local
in QA Exported OASIS File Computer
Non-Key
Patients/Patient Charts Field Mark Upload to
- . Correction [«----1 OASIS as [«———Accepted %M or [
MaEeSEd'tS nssiqned diician to OASIS Exported
an ave ill h th i
OASIS \Fl)vérm?svs?on:to ReqUIred
update the OASIS.
Increments
Correction
View/Exported OASIS Number
Select
Non-Ke -
Reopen y Rejected
T View/Exported OASIS
Clz;r?clzoe?lzd Save File to Generate C%?rzzgﬁn Key Field
o Local [—r < f— y ) e
OASIS to Combuter Cancel Number to Correction
CMS* P “01”

*Steps are completed outside of Axxess Software




View/Orders Management/Orders Pending Co-Signature

Orders
Pending Co-
Signature

Select
Order Type

Enter
Clinician
Co-
Signature

User permissions allow
the organization to set
up specific users to
require co-signature on
all orders.

A PDF preview of
the order will appear
where there is an
option to Co-Sign,
Print, or Close.

Also confirm Co-Signature

date (autogenerates
today’s date).

QA Center
for Approval

Order
Approved

Orders Management3

View/Orders Management/Orders To Be Sent

Orders To Be
Sent

Once orders are
approved, the Orders To
Be Sent screen will
populate the items ready
to be sent to the
physician.

Send
Manually*

Select
the Print
icon

Electronically

Send?

Select/
Multi-select
Checkboxes

Orders
Pending
Signature

1Delivery method must be Fax, Mail or Courier.
2Delivery method must be Axxess Physician Portal
or Electronic. 3Order Notes can be added in all
windows except Orders Pending Co-Signature by
selecting the notes icon.

View/Orders Management/Orders History

Shows order statuses.

Orders Corrections can be
. made to order Sent,
History Received or MD Sign

Date by selecting Edit.

1. Update for receiving
individual orders.

2. Mark as Received for
multiple.

1. Update
2. Mark as
Received

Individual orders are
received by selecting the
hyperlink. Multiple
orders use checkboxes
and select Receive
Orders button and new
window opens.

Receive
Orders

Select/
Multi-select

View/Orders Management/Orders Pending MD Signature

Checkboxes




Add New Payer

Admin/New/Insurance_Payer

Step 1: Payer

Insurances/Payers

Enter
Contract and

Select Per
Visit’

Required
Payer Details

If there is not a contract
with the insurance,
uncheck the very top box
and the Contract Details
section will collapse.

Or both

Step 3: Fee

. —>
Details

Agencies can add the fees
for all visits by either
loading visit information
from other payors or
adding visit information.

Load Rates

or Add New

Schedule

Select
Episodic’

If Axxess is used for the
clearinghouse, check the
box at the top of the
section and it will collapse.

Enter
Clearinghouse

Select
Next:

Billing

Information

Select
Next: Fee |4
Schedule

Edits can still be made

from here.

Select
Next:
Summary

Step 4:

Summary

Review
» Previously
Entered Info

Enter UB0O4
. [
Details
Step 2:
Information
Enter HCFA
; Depending on how the
Details insurer pays, whether
episodic or per visit, will
determine which sections

Select
Complete

will show here.

1Taxonomy 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
agency is billing HCFA-1500 or UB-04. If it is a HCF-
1500, it has to be Professional and UB-04 is an
Institutional Claim. For Per Visit Claims, Initial Claim Bill
type should be 322, Continuation 323, Final 324 and
Admit thru Discharge must be 321.



Insurances/Pavyers Continued

Edit Payer

Admin/Lists/Insurances_Payers

Find the There is also an
New Insurance

Payer button.

Select the
Edit Icon

Make
Updates

Select Next
or Previous
to Save

Remove Payer

Admin/Lists/Insurances_Payers

Select the

Delete Icon

Select View
Activity Logs

Under the Actions column select
three-dot button. Shows which users
have edited activity entries and when.



Payroll Export Center

Admin/Non-Visit Activity Manager/
Assign Non-Visit Activity

Admin/Lists/Users/Visit Activity Pay
Rates/New Visit Pay Rate

Admin/Lists/Users/Edit/Visit
Activity Pay Rates

This profile will
contain all the
user’s default rates.

User Profile

Non-Visit Assign Non-
> Activity > Visit
Rates Activity

Non-Visit Activities
performed by users must
be assigned to a user.
The Non-Visit Rates will
then attach to the non-
visit activity.

These rates will be set up
inside a user’s profile, for
activities, other than
visits, that are performed.

Admin/Lists/Users/Edit/Visit

Summary overview
excel file.

Creates excel file
with up to 25
columns of data.

Generates a .csv file
for vendor to
process payroll.

Export
Generated

Export
Details

Vendor
Payroll
Export

1 Select + More Filters to see additional filters.
Additional Columns menu enables users to
generate (multi-select) more robust payroll data.

Activity Pay Rates/ New .
Visit Pay Rate Admin/Payroll Export Center
Payroll
- - Displays a summarized/
> Visit ACtIVIty t——  detailed view of paid/ EXpOI‘t
Rates unpaid activity depending Centert?
on filters that are applied.
These rates will be set I
up inside a user’s [
profile, for Visit Activity |
that is performed. |
I

~ L N
7 N 7
/ /
N /
/
/ \ /
/ \ /
\ /

\\ Make edits to Visit

/ Select \ / . \Time, Travel Time,
ﬂ - ——— Select Edit Associated Mileage
Save / \ /and Surcharge

/

/' Amount.

Approve

Filter for Pending Approval tab.

Select checkboxes to the left of

entries and select the Approve
button. If not exported, items
can be unapproved from the
Pending Export tab.



Reports

Report Center Generated Reports

Reports/Report Center Reports/Completed Reports

Select Select the
Report Report
Some reports do not
Enter the Request display right away.
Criteria the Report | They mustbe
generated.

Generate
the Report




Add New Template

Admin/New/Template

Enter the
Name and
Text

Select
Save

Templates

Edit Template

Admin/Lists/Templates

There is also
Select the |anew

Edit Icon

template
button here.

Make
Updates

Select
Save

Remove Template

Admin/Lists/Templates

Select the

Delete Icon

Select
Activity Logs

Shows which users
have edited activity
entries and when.



Add Non-User License

Enter name,
choose license
type, enter dates
and add
attachments.

Admin/License Manager

Select Add
Non-User
License

Enter the
Details

Select Add

License Manager

Edit License

Admin/License Manager

Make
Changes

Select
Update

Remove License

Admin/License Manager

Select
Delete



Custom Note Manager

Create New Custom Note Edit Custom Note Remove Custom Note

Admin/Custom Note Manager Admin/Custom Note Manager Admin/Custom Note Manager

Select
Create
New
Custom
Note

Select
Delete

D

Choose
discipline task, Enter the Make
enter custom .
name and note Details Changes
description.

Select Select
Save Save

‘



Help Center Process

Help/Help Center

Help Center

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

as well as instructional

videos.
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