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This option works best for 
organizations who track 
referrals or receives basic 
information at time of 
referral.

New referrals whose 
admission process has not 
been fully completed will be 
found in Existing Referrals.

Existing Referrals or Pending 
Admissions that did not qualify 
for admission are considered 
to be Non-Admissions.

Deleted Patients do not 
appear on any report, 
including the non-admit report.

This option is most 
suitable when detailed 
patient information is 
provided at time of the 
referral.

Patients whose 
admission chart was 
Saved, but "Admit 
Patient" was not yet 
selected. 

Patient's electronic 
medical record.
Quick Reports available 
include:
Medication Profile,
Allergy Profile,
Authorization Listing,
Preadmission Notes,
Communication Notes,
Orders & Care Plans,
Vital Signs Charts,
Deleted Tasks/
Documents, etc.

The POC auto-populates data 
documented in the SOC visit. 
Changes made to the SOC 
OASIS will only populate to 
the POC if it is Open or 
Refreshed.

OASIS are Generated, 
Marked as Exported or 
Marked as Completed.

New Patient

New Referral

New 
Admission

Pending 
Admission

Patient 
Charts

Existing 
Referrals

Non-
Admissions

Deleted 
Patients

Start of Care 
Assessment

Plan of Care

QA Center

OASIS 
Export

Intake Process

Home/Quality Assurance (QA) Center

Create/OASIS Export

Patients/Patient Charts

Patients/ReferralsCreate/New/Referral

Create/New/Patient

Patients/Pending Admissions

Patients/Deleted Patients



Scheduling Tasks*

Schedule/Schedule Center

Schedule Single Task

Select The 
Show 

Scheduler 
Tab

Discipline

Enter the 
Details

Choose the 
Task, User and 
Enter Date.

Select 
Save

Nursing, HHA, 
MSW/Other, 
Therapy, Dietitian, 
Orders/Care Plans, 
Daily/Outlier.

Schedule/Schedule Center/Schedule Manager/Schedule Employee

Schedule Multiple Tasks

Choose the 
Details

Dates
Choose one or 
multiple days on the 
calendar.

Choose the 
User/Employee 
and Visit 
Type.**

Select 
Save & Exit

*Permissions-Based
** You can also 

select to post visits 
to Axxess Care in 

this step

Or select Save & 
Add Another for 
additional visits.



Reassigning and Deleting Tasks*

*Permissions Based

Schedule/Schedule Center/Menu/Reassign

Reassign Single Task

Choose 
New User/
Employee

Select 
Reassign

Schedule/Reassign Schedule

Reassign Multiple Tasks

Enter the 
Details

Select 
Reassign

Schedule/Schedule Center/Schedule Manager/
Delete Multiple Tasks

Delete Multiple Tasks

Select the 
Box(es)

Select 
Delete

Choose one or 
multiple days on 
calendar.

Select Check/
Uncheck All 
checkbox to 
select all.

Select OK Confirm.

Choose Employee 
From & To and Date 
From & To.

Retrieve Deleted Tasks
Patients/Patient Charts/Quick Links/Deleted Tasks

Select 
Restore

Select OK Confirm.

Alternative Reassign 
Single Task

Patients/Patient Charts/Menu/Reassign

Choose 
New User/
Employee

Select 
Reassign



Authorizations*
OR  Patient/Patient Charts/New/Authorization

New Authorization

Confirm 
Type and 

Status

Enter 
Details

Visits or 
Hours 

Authorized

Choose the Discipline, 
HCPC Code, Authorized 
Units and Unit Type. Select 
Add More Disciplines (if 
necessary).

Add 
Attachments

Enter the Start Date, 
End Date and 
Authorization Number.

Patient/Patient Charts/Quick Links/Authorization Listing

Authorize Multiple Tasks

Select Edit

Select 
Show 

Unauthorized 
Visits

At the bottom of the 
page.

Hyperlink on 
the far right.

Select 
Visits

*Permissions-Based

Select visits to 
attach to the 

authorization.

Patient s name and 
insurance will populate. 
Auto-selects Authorization 
Status of Active

Select Browse, find 
the document, 
select Open, then 
select Attach 
Document.

Select 
Save

Select 
Authorize

Select 
Save

Verify all authorized 
visits are included.

Schedule/Schedule Center/Authorizations/Add Authorization

OR  Schedule/Schedule Center/Authorizations



Help Center Process

Help/Help Center

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

videos.

Help Center
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