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COMPANY SETUP
Admin/Company Setup

The following window opens and requires the Signature of someone with a
specific permission (found in Edit User/Permissions/Administration/Agency) in
their user profile. After entering the Signature, select the Proceed button.

¥ = Roquired Fiels

Varify Signature

Before procesding, enter your signaturs In tha 1ecbak provided balow to condirm th

you are suthorized to make changes to your company information

Signature

NOTE: For updating the signature, see Office Overview.

=1

Company Setup is split into thirteen tabs found on the left side of the window.

Information - Where users entertheagency o s
Numbers are retrieved outside of Axxess.

nformati on. | D6 s

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

the page.

Comparny Setup | Adoes Testing Agency

Infarmatio
Satscretion Pl Company Information
Extama wtagravons
Bivg Company Name * Tax 1D * Tax ID Type
Franosl
Typob

Lawnee & Complanes

Axxess Testing Apency PN BN (Employer dennt

o=

CAMPS Vendor

Clescal National Provider Number Medicare Provider Number Medicald Provider Number Unigque Agency OASIS 1D Code

Schaduing
Ootumene Matagement
Custam Care Dooamentanon

56044678 MCAREIDY 03

Custom Senace Gnosmeeahos
e AT Contact Person

First Name * Last Namw

Arthany

Primary Phone

Home |

Add Altornate Number

Location

T700A

Email *

Select the following buttons to toggle through the Company Setup window.
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Selecting Save will keep the information entered in the current page. Selecting
Save & Next will keep the current page information and move on to the next tab.
Next will move to the next tab without saving any information. Close will shut
down the Company Setup window.

Subscription Plan - In this section, the current monthly subscription plan is
shown. This plan is based on the number of users and/or active census and can
be adjusted by submitting a written request in the comments section. Enter the
user® electronic signature and select the Submit Request button. Upgrade the
plan can only be done through the request form here, if users wish to downgrade
their plan, enter a ticket in the Support Ticketing Center.

Monthly Subscription Plans

Your Current Subscription Plan - over 200 users

0 have created 926 users for this locaticn/branc

Your arganizason can request & chaage ta your subscription plan by selecing a new plan below and dlicking the “Submit Seguest’ button

® Premier Plan Enterprise Plan

Comments

Authorization

€} Plersen RN | an authonzed official of Axeess Testing Agency , hersby authorize Axxess Technology sclunions, Inc to change my subsorpuon plan as

selected above

Signature:

Subimit Request

Electronic Visit Verification - The organization can connect their home
care application to select outside vendors for services like Electronic Visit
Verification (EVV). Enter the required information such as the provider, branches,
state and payment source to connect (required information changes with
integration).
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Electroni Visit Verdicatior

Billing - This window enables users to decide billing settings. Indicate the
weekly billing cycle, enable alternate remittance addresses and then fill in the
address. Hover over the information € icon to get insight into questions.

Bllling

illing Week

Altarnate Remittance Addresses
‘ € 30 18ea I e Bz of he &

Address Type Name
Lam o o JEN

Country * Address Line ¥ *

Address Line 2 City/Town *

State * Postal Code *

Insert modifiable invoice columns and choose the number sequence. Add invoice
comments by selecting the Add New button. Edit, remove or make default
comments that have been previously added by selecting the corresponding
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icons. If the organization wants to have a personal invoice message, check the
box and fill out the subject line and body of the message.

Invoice

Madifiable Inveice Columns © Invoice Number Sequence O

4337
Invoice Communty O

Name Comenern Actions

Thank you for trustng your care to the team of Axxess Testng
Standard 2 Z B
Agency. We appreciate your business

Past Due Yowr account is past due. Please remit payment immediately Lak "
125t test test ' - £ 8
Tianny's Irmvaice For testing purpases \ f B

B Emod Meszage ©
Subject Line * Body *

Axxess Mesizhcare invoice Plesze submit payment 10 Axxess

Enable remittance posting to manage remittance and electronic fund transfer
payments in a central location and then selecting the date to begin use.

Remittance Posting

Remittance posting enables users to manage remittance and electronic fund transfer paymentsin a central
location. Once enabled, users can post line item payments and adjustments from the Remittance Advice screen
under the Billing tab. @

o Enable Dizable

Claims and selected invoices billed on ar after this date must be processed through the Remittance Advice screen.

Use remittance posting for claims billed on or
after:

11/0172021

Enter new payer categories by selecting the Add Payer Category button. Once
added, select the corresponding Edit and Delete hyperlinks to update.
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Determine the EVV time management settings. Decide how long the first and
second alert will be for late arrivals and departures (in minutes) and who will be
notified. Then determine whether the Axxess Home Care mobile app will allow
for manual time entry or whether EVV will be the actual visit time.

Financial - Choose a date through which accounts are closed. Axxess will
require an electronic signature from authorized personnel when saving a
transaction date on or before the closing date. Select the Disable Closing Date
checkbox to let users edit any records regardless of the closing date.
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