
1 

 

 

 
 
 
 
 
 
 

 
 
 
 
 
 

HOME CARE  
ADMINISTRATOR  

TRAINING MANUAL 
December 2022 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



2 

 

 

Table of Contents 
COMPANY SETUP ............................................................................................... 4 

Information ......................................................................................................... 4 

Subscription Plan ............................................................................................... 5 

Electronic Visit Verification ................................................................................ 5 

Billing ................................................................................................................. 6 

Financial ............................................................................................................ 8 

Payroll................................................................................................................ 9 

License & Compliance ..................................................................................... 15 

Clinical ............................................................................................................. 15 

Scheduling ....................................................................................................... 16 

Document Management .................................................................................. 17 

Custom Care Documentation .......................................................................... 19 

Custom Service Documentation ...................................................................... 20 

Client Chart Information ................................................................................... 21 

ADDING A NEW USER ...................................................................................... 24 

Information ....................................................................................................... 24 

Permissions ..................................................................................................... 26 

License & Compliance ..................................................................................... 26 

Pay Rates ........................................................................................................ 27 

Match Criteria .................................................................................................. 28 

Availability ........................................................................................................ 28 

Immunization ................................................................................................... 29 

EDITING A USER ............................................................................................... 31 

Emergency Contacts ....................................................................................... 31 

ADDING A PHYSICIAN ...................................................................................... 32 

ADDING A NEW FACILITY ................................................................................ 34 

ADDING A NEW PHARMACY ............................................................................ 34 

OASIS TRANSMISSION ..................................................................................... 35 

ORDERS MANAGEMENT .................................................................................. 36 



3 

 

 

Orders To Be Sent ........................................................................................... 36 

Orders Pending Signature ............................................................................... 37 

Orders History ................................................................................................. 39 

Orders Pending Co-Signature ......................................................................... 39 

ADDING A PAYMENT SOURCE ........................................................................ 41 

Information ....................................................................................................... 41 

UB-04 .............................................................................................................. 42 

HCFA ............................................................................................................... 44 

Invoice ............................................................................................................. 46 

EDITING AN EXISTING PAYMENT SOURCE ................................................... 47 

PAYROLL ........................................................................................................... 47 

REPORT CENTER ............................................................................................. 50 

ADDING TEMPLATES ........................................................................................ 52 

LICENSE MANAGER ......................................................................................... 53 

ADDING SUPPLIES ........................................................................................... 54 

ADDING ADJUSTMENT CODES ....................................................................... 54 

ADDING DOCUMENT TYPES............................................................................ 54 

HELP CENTER ................................................................................................... 55 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4 

 

 

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. 
 

 
 

NOTE: For updating the signature, see Office Overview. 
 
Company Setup is split into thirteen tabs found on the left side of the window.  
 

Information - Where users enter the agencyôs information. IDôs and Provider 

Numbers are retrieved outside of Axxess.  
 
NOTE: Anything with a red asterisk (*) means the information is required to save 
the page. 
 

 
 
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 
userôs 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. 
 

 
 

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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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.  
 

 
 
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. 
 

 
 

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

 
 
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.  
































































































