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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.

e ¥ = Fioqured Field
Varify Signature

getore procesding, enter your Sgnature In the 1eabax provided below to condirm that

you are suthorized to make changes to your company information

Signature

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 agency’s information. ID’s and Provider
Numbers are retrieved outside of Axxess.

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

the page.
Comparny Setup | Adoes Testing Agency . -
informatio .

Ebcargiion P Company Information
Extamal wiogrsoon:
Sivg Company Name * Tax 1D * Tax ID Type CAMPS Vendor
Franosl
rypok Axxess Testing Apency 2 res B (Emploger dennt Doyt Satistaction Eag
Lawnee & Complanes
Clescal National Provider Number Medicare Provider Number Medicald Provider Number Unigque Agency OASIS 1D Code
Schaduing

550446 78K MCAREIDN Y377 H0A DO000O0
Ootumene Matagement
Custam Care Dooamentanon
Custom Senace Onoumeeahos
Clart Chart trdormation Contact Person

First Name * Last Namw Email *
Arthany heku nalkarSaxness. oo

Primary Phone

Home |

Add Altornate Number

Location

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’s 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).

axx¥ess.com ﬂﬂﬂ /AXXESS
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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

axxess.com ﬂﬂﬂ /AXXEeSsSs
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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.

axx¥ess.com ﬂﬂﬂ /AXXESS



& a AXXESS

Payer Categories

Add Payer Category

NOTE: You can perform 'Edit’ and 'Delete’ actions on only one row at a time.

Payer Category Name Payer Types Actions
Contract/Staffing Staffing, Contract Edit Delete
Self-pay Self-pay Edit Delete
Medicare Medicare (HMO/managed care), Medicare (traditional fee-for-service) Edit Delete
medicaid Medicaid (wraditional fee-for-service), Medicaid (HMO/managed care) Edit Delete
LTC Payer LTC Insurance Edit Delete
Other Unknown, Other government, None, Title programs, Other(specify) Edit Delete

Workers compensation, Private/Commercial insurance,

Commercial Insurance Edit Delete

Private/Cormmercial HMO/managed care

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.

EVV Time Management

Late Arrival Alerts (Alert Center)

B FirstAlert © B second Alert ©

* *

5 15

Late Departure Alerts (Alert Center)

n First Alert € a Second Alert €
5 s *
User Notification Manager @ Mabile App Visit Time

Karithik PemmarajuRN %  Jean Santos RN x Allow manual entry of actual visit time. @

o Use EVV times as actual visit time. @
EricStone RN =

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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Closed Accounting

Date through which books are closed: Date not set

Axxess will require an electronic signature from authorized personnel when saving a transaction dated on or

before the closing date.

Closing Date:

MM/DD/YYYY

B Disable Closing Date

The Chart of Accounts Mapping enables users to assign account numbers based
on the organization’s accounting system which flow to the General Ledger report.

Chart of Accounts Mapping @

10010

11110

11140

21030

40160

40050

40040

Payroll

Cash

Accounts Receivable - Trade

Unbilled AR

Accrued Payroll

Revenue - None

Revenue - Medicare
(HMO/managed care)

Revenue - Medicare (traditional
fee-for-service)

40100

40130

40170

40110

40122

40140

40150

Revenue - Self-pay

Revenue - Other{specify)

Revenue - Unknown

Revenue - Contract

Revenue - Workers
compensation

Revenue - Staffing

Revenue - LTC Insurance

60060

60080

60090

60010

60120

60100

60130

Wages - Medicaid (traditional
fee-for-service)

Wages - Title programs

Wages - Other government

Wages - Private/Commercial

insurance

Woages - Private/Commercial
HMO/managed care

Wages - Self-pay

Wages - Other{specify)

Payroll Policy - Determine how and when employees will be paid when it
comes to mileage, travel time, payroll date and cycle. Also, determine what will
be listed as the three base shifts of the day.

AXXEss5.com
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- . (&) v 0
hite s wmm O oo (o
sh s nwm o wad @°
Enabie Payrol Shit Difterentlak
— L0 sibavamwavaia =
L
Wileage snd Trawel
Wicege Seinburserzant Qe N—r— . Trawel Time Retnzursement Rats ©
Milsage 3nd Trawsl Time Cakutansr
* trabe Otaxtle
Iffective Dats *
8 irciede Minage B ircieda Trawsl Time

Enter the mileage and travel time reimbursement rates. Decide to enable the
mileage and travel time calculator. When enabled, choose an effective date and
decide if it will include mileage and/or travel time. Then decide which of the
organization’s employees will be allowed to manage paid mileage and/or paid
travel time.

Determine if the organization will round start or end time for shifts (selecting
‘none’ is available). Enable unpaid meal breaks and set up shift duration
requirements.

Enter the maximum and defaults if the organization pays overtime. Add
municipalities by selecting the Add Municipality button if employees are paid a
certain rate per region. After they have been added, they can be edited or
removed by selecting Edit and Delete.
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Maxiomm Time/ Overtime Detauton
Maxirmem Dwity Lamie: (B Moars Maximm Weokdy Lime: 40 Houry
»
Warning Ervor & Stop Warning Ervor & Stop
Mearage Schedufing Mesvagr Scheduting
Tire-and o ! Dally Limie: 9 s Virtve-moeh-o- | half Weeekdy Limic | 16
3 v ¥ t .
Werr rrur & Stop W rror & St
Dostse Time Daity Limie: 12 Hours Dousie Time Weekly Linse: 20
Warnueg frror & Stop y Wrming Frror & Stop
Mexneps Scheduting Mexvage Scheduing
Manege Municpalities
Focer by Tewt <ra Ackd Musrer gy
Neme - Cade Puy Bate Actsonm
75418. Oallas n $25%.00 0
Addaon Branch 12 $27.00
Dade Daa $1sm
Delamare Municpeiity oog $20.00

Pay Rates — Set up organization pay rates for all employees. Individual pay
rates can be added under the Employee Center. Use the section at the top of
the page to filter for specific Employee, Payment Source, Client and/or Task
status by selecting one or multiple drop-down menus. Then select Generate. The
legend below the filter explains that in the main section of the tab, the default rate
will be shaded blue and the specific rate will show as green. The orange
exclamation point will indicate “A rate will override this in the future” and the
green exclamation point indicates that a “Future rate has been applied.”

Branch * |Dallas v Employee |— Default — v
Payment Source | - Default - v Client |- Default —- v
Task status | — Default — v

[0 pefault Rate | [ Specific Rate A rate will override this in the future | ! Future rate has been applied

The main stage of the tab displays how a task is paid per day

axxess.com K B /Axxess
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Task Sun Mon Tue Wed Thu

12

Fri Sat

AV-HHA visit (s15.00/mour] (s15.00/mour | ($15.00mour | (s15.00/mour | (s15.00mour | (s15.00mour | (515.00/mour]
CG1 Standard Visit | [4.00/15 $3.00115 $3.0015 $4.00/15 |
min min min min
7:00 7:00 7:00 700
am-3:00 pm am-11:00 pm|  |am-11:00 pm| |am-3:00 pm
Ut nbld) A
$5.00/15 $5.00/15
min min
2:00 300
pm-11:00 pm-11:00
pm pm
$6.00/15 $6.00/15
min min
11:00 11:00
pm-7:00 am pm-7:00 am
(B (P
Coordination Of $17.00/visit | |[$35.007visit } [sasoomm $35.00/visit ] raswm [sasmMsn ] $17.00/visit
Care 7:00 am-3:00 | | |7:00 am-3:00 | | (7:00 am-3:00 | | |7:00am-3:00 | |7:00 am-3:00
pm pm pm pm pm

Hovering over a rate will give you more specifics about the rate and select the

Edit or Delete hyperlinks to make updates.

lam—B:OO pm J

Lam—I 1:00 pmJ lam-‘l 1:00 pmJ Lam-3'00 pm J

Rave HisTORY

Rate Mileage Rate Travel Rate Shift

Effective Date

Actions

\ $3.00 50.42(Default) §7.00(Default) 7:00 am-11:00 pm

Edit | Delete

[ )

| e |

Select the New button in the top right to add a rate. Choose the branch (if more
than one) and task from the drop-down, enter the dollar amount, choose the time
type, and enter the effective date or select the calendar icon. Then select the box
to determine which employee, payment source and/or client for which the rate is
applicable. To search for a specific employee, payment source and/or client,
enter keywords for search. Select the All checkbox(es) if the rate applies to all
employees, payment sources and/or clients. Then decide if the rate applies to a
specific shift or days of the week. Select the green check mark ¥ icon if the rate

applies to all shifts and/or days. Select the red X * icon to uncheck all boxes.
Determine if the pay rate should include mileage and/or travel time. If either box
is selected, enter the rate. If they are not checked, the default payroll policy rate
will be applied for mileage and travel time. Select Save & Close to complete.

Select Save & Add Another to enter additional rates.

dXXE55.C0Mm
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New Pay Rate
Branch * Task *
Select Branches Select..
Rate * Effective Date

Select... ype or Select

Employee C] All
Payment Source (@ All

Client § 2 anu

Shifts * Days of the Week *

- Calers
2elecr.. select..

Mileage Rate - If not selected, the agency's default rate of 0.55/mile will be used.

Travel Time Rate - If not selected, the agency's default rate of 7/hr will be used.

Holidays — Users can enter default holidays or create their own organization-
specific holidays. Holidays can be edited, deleted and/or deactivated by selecting
any of the hyperlinks. Select Add Default Holidays to choose from the following
list:

e |nauguration Day

e Washington’s Birthday
e Easter Sunday

e Independence Day

e Labor Day

e Columbus Day

e Veterans Day

e Thanksgiving Day

e Christmas Eve

Choose time and rules then select Add Holidays to add to the rest of the list.
Select New to add an organization-specific holiday.

AXXeSS.Com BB /Axxess
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Payroll Policy Pay Rates Holdoy

e ——
Seatus  Actve -

Name hims

Chorstrras Day Oewe, T, Thren

Oristeras Eve Oem, Tz, Theee

Teat Holkdey Ove

Doy Aser Thariagreng iBlack  Ore, Twe, Thewe

Friday)

Tharicsging Day Orm, Toez, Theew

Veuerars Doy Ore, Two, Thees

e by Temr

Every Decarmiter 25

Evary Decerre 24

Every Decermiter 24

Tow Fours Bhurstey in
Novestes, | Day Offser

Tra Fourss Traaraday in
Noverne:

Evary Novenber 11

14

Next Dute o Travet Teme  Actiona

sz R Bt |

wwvnn R B | Detets |

wumn R

naswn X ftt | Oette |

nwunn R

Enter the payroll holiday name, then decide how often the holiday will occur and
the time. Then determine whether the holiday follows specific rules. Select Save

once completed.

Cramte Payrolf Holiday

Hules

e ity

Use Cumtam Teve

Pay riea mpply te trevel tame

Mgl 08 AN Tacks and Trwves Tame
Manigher O

Apphies 05 Al Esingt Per Vigk Toska O
Adksithans Pe Haan O

Apphes a Par Visit Taska
Aodhiones Pes Visk O

Houry 300 Per-1 5 1tk 1

T ]

s $0ptp T8 FrACTIONN: Powrs

NOTE: The License, Scheduling, Document Management, Custom Care
Documentation and Custom Service Documentation tabs have search
functionality at the top of the screen to narrow down results. There are also
options in some tabs to filter between active or inactive entries.

Active v Fllter by Text

Click Save Changes 1o save any edts, deletions of new nfornmatnion you acd 1a the grid below.

AXXess.C0om
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License & Compliance - Enables organizations to manage licenses or
compliance items that must be completed/updated. Select Add New Type of
License/Compliance and a free text space will open below. Enter the name,
then select Save Changes. If any licenses were added in error, select Delete.

Acte - Vit by Trus =
At e o i igarne =T

Clinical - Determine the print PDF format for the Plan of Care. There are
options to Add New, Edit, Make Default or Delete the Physician Certification
Statements. Enable or disable requiring clinicians to enter a time next to the date
within clinical documents to indicate the time an activity was completed. Enable
or disable Conditions of Participation items from transferring to Plan of Care.
Enable or disable caregivers from viewing or editing documentation on a task
until the date of the scheduled task. Also, determine whether to enable or disable
custom service documentation.

Plan of Care

Setect Print PDF Format
© RevzedPlanof Care @

Physician Certification Statement

Additional Regulatory Requirements

Requi Entry for Documentation o

axxess.com ﬂﬂﬂ /AXXEeSsSs
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Documentation Requirements

Prevent Future Documentation o

Enating this feacure will Drevent Garegers from Viewing or editing GOCLIMertaton On a tatk LNt the date of the scheduled task

Ensbled @ Disabled

Custom Service Documentation

Custom Service Documentation (]

Enabing this op0ion activeces the following set of features in the application

* Cies
Senvice
Sen nagement tab of Comparty Setup
Ser Company Setup

 Service Plar ips tab of Compeny Seaup

© Senvice Plan Reponts.in the Report Center under Olent Reports

O Enabled Disabled

Scheduling - Organizations must determine if they will allow users to schedule
billable tasks without an authorization and what the crossover time limit will be.
Then decide to enable scheduling conflict filtering and/or fee-based scheduling.

Scheduling
When scheduling how should bilable tasks with no Cromsover timn limit for vizits 10 sppenr ne 2 mult day vieits ¥
BUNO BT Tasemd offect the process? 0550 AM Q o
O Wam the scheduler, and provide un sption 1o Enatde Scheduling Conflice Fittmring o
continue scheduling taskes oulusde of sutherizstion o
[s— | Enebie | ne Based Schaduling

Alert the scheduler snd prevent scheduling outside
of maaharizations.

The family care settings must be selected. Choose whether to turn on the Client
Advocate Role, Family Provider Limits and Prevent Scheduling features. Specific
branches can also be added to have custom limits.

Family Care

Qi Advixate Bale

Selectmy thes festure scttetes the Chant Advocate role 11 the smpiopec Sie and the sbiny Lo desigrane achocaies 1 S chem il

set e e e b Tre vt witd 00e g
#y in the of The s ™
Detaulr Limis B3 Prevent Scheduling
Slect ™ restNT achachbng heyord e defaur bmir. A

Custom Provider Umits

Add New, Edit and Deactivate visit types in Visit Management.

axxess.com BB /Axxess
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Vit Manageeent

Category Type Roason = Created Modified Actions
(VY /] ; » Avalaelry !l /201 tdit t
Mscod Visit Empioyes Sereaenent A1) lac2013 tdil Deacitvmis
Reasuan Empiopes Derpapmren ] it acl
Mased Vsit Chent Carcelalion of Care tdit
assad Vit Chisnt SENSRPIEY S QAN C241201) Sdit  Deastiwate
Assit Ohesry

Sszed Vet Chent e Begson O oz 124302028 fdit  Deoct
Reasuy Loy Ohent Corrpalibiity Q2207 24201 fdi  Deacive
Mszed Vit Empioyee Chent Compatibity A2420N3  ON24/2013 R Deocivm
Miszed Vet Chent Chernt BSospitalkzed 0524203 0524203 fdit  Deartwame
Miszed Vit Client Ohent Reason RA 1 o2Nvadat  ansoaza tdit Ll

. n + Ansotal results Shaw | wntries

Select Add Custom Criteria to limit scheduling to only those employees’
meeting criteria, i.e., language, smoker and pet friendly. A free text space will
open right below. Choose a category from the drop-down menu and then enter
the Client and Employee Matching Criteria. Select Save Changes to keep the
changes. If any criteria were added in error, select the Delete hyperlink to the
right.

S e

v  Category Client Matching Critveria Employee Motching Criterin Active for Matching
A
v Category: General
General Sign Language Sgns . ‘ { ( o}
General Speaks Fllipno Huent in Filipino Jf )
-~ v .
General likes island food a0 CooX istand food RESN (Delete)
General enjoys 2ating durian 5 0kay being around durian ) N (Delecs)
General Miami County Mami County Lol (Dolote)
General Sign Language Signs Language B (Ovlete)
- v

Document Management - The organization can create custom notes.
Select New in the top right to add a custom note. Notes created here will appear
in the Schedule Center, allowing staff to schedule visits.

axxess.com K B /Axxess
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Stotus | Active w Filter by Text
Tithe « Description Discipline
12-Hour Tasks O 12.Hour Tasks Nursing
24 hour vist note O 24 hour visit note HHA
30 Day Summary/Case Notes 30 Day Summary/Case Nursing
O  nNotes
60 Day Summary 0 60 Day Summary ST
AA - Compliance training 0 Employee mandatory Employes Tasks
"ammg
AA - mileage between two Employee mileage HHA
clients ©  between two clients

Give the note a title, description and then choose the discipline and what type of
assessment will be in the note. Any documentation choice with an Diconis

v

v

v

v

v

<

~

| Refrusn | [ niew |
Billable Payabie Order Supplies «MAR VO  Woun
v Vv v v
X v X X
v v v Vv
v
X X X X X
X X X X X

available on the mobile app. Then indicate whether the note will be billable or

payable, whether users can record an order, supplies used, wounds, eMAR, 1/O,
Seizure Record, Vent Flow Sheet, a narrative, Oxygen Risk Assessment, Adult

Fall Risk Assessment and/or Pediatric Fall Risk Assessment. Select Save when
completed. If custom notes need to be edited or no longer apply, select the Edit

and Deactivate hyperlinks to make updates.

New Custom Notle

Tide

Description

Diacipline - Select 3 Discpline

s, core plans or orders

Documentation Selec & Document
D = Availstie on the Mobie Aop
| Gilable

] Paynble

[7] Recoed Order

(7] Record Supplien

[ Record Wounds

[[] Record «MAR

[[] Record /O

[[] RecordSeirures

(] Record Vent Flowsheet

AXXess.C0om
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Custom Care Documentation

Daily Living Tasks - Organizations can determine what daily living tasks that
their employees can be asked to perform. Select Add New Category to add to
the list. A free text space will appear, and a title and description must be entered.
Select Save Changes. Select the plus sign ' icon to expand the category and
then select Add New Task. Enter the title and instructions of the task, then select
Save Changes. Change the order by selecting either up or down arrows for
tasks or categories. If any tasks or categories were added in error, select the
Delete hyperlink to remove. The changes made in Daily Living Tasks will appear
on the personalized aide note or Custom Visit Note.

[ s v cmegr | sne rrps | con Owr
Tieke Deacription
Grage Dty Lvng Tashs +
Machzal Tk Shad Taakn *~v
Campal *
Tasks
[t | s
Ticle Instructicos
Wakng L 2
g 4
Fwrsonsl Care *4

Care Plan/Note Associations - Organizations can add relationships between
custom visit notes and custom care plans. The Care Plan/Note Associations
tab is automatically filtered to show active associations. Search by name in the
search bar. Select Add New to add and link one of the combinations.

Visit Note Care Plan Actions

ASAP HHA visit note W ASAP CARE PLAN Discontinue

dally living HHA dally POC custom Discontinue
TX HHA visit TX HHA Care Plan

Discontinue

Companion Companion Care Plan Discontinue

Choose from the drop-down menu for Visit Note and Care Plan, then select Save
& Close or select Save & Add Another for additional associations. Select the
Discontinue hyperlink if the relationship needs to be removed.

axxess.com ﬂﬂﬂ /AXXESSs



AXXESS
20

Add Care Plan/Note Association

Visit Note * Care Plan *

oo

Custom Service Documentation - Select the Scoring List tab to enforce
score entry when a caregiver indicates the completion of a client’s goal. Select
Add New to set up a scoring list. On the Add Scoring List window, nhame the list
and select a scoring type. The scoring type defaults to Yes/No. Select Numeric
to create a numbered scoring list. For each value, choose whether to require
secondary responses. Check the box next to Secondary Response to require
additional information from a caregiver when the respective response is selected.

Add Scoring List
Name * Scoring Type *
Value * Secondary Response
Yes
Save & Close Save & Add Another
Name Scoring Type Created Actions

Redding Scoring Yes/to May 01, 2020 View Discontinue

Darlene Scoring Numesic Mar 17, 20 View  Discontinue

Click Save & Close to finish or Save & Add Another for additional entries. Once
a scoring list is created, caregivers will be required to enter a score when
documenting completion of a client goal. The scoring lists will be available to link
to client goals in service plans. Select View in the Actions column to review
existing values for a particular scoring list.
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Add Service Plan/Note Association

Service Note * Service Plan *

Service Plan Lists

Save & Qose Save & Add Anather

Select the Service Plan/Note Associations tab to make links following the
same process as Care Plan/Note Associations but for service plans instead of
care plans. The same filters and search apply. Select Add New to add and link
one of the combinations. Choose from the drop-down menu for service note,
service plan and service plan lists (up to five may be selected), then select Save
& Close to finish or select Save & Add Another for additional associations.
Select the Discontinue hyperlink if the relationship needs to be removed.
Client Chart Information

Emergency Triage Levels - The organization can choose from either default
triage levels or add ones of their own. Select the Add Default Triage Levels to
add a preset triage level. Select the Edit or Delete hyperlinks to make updates.
The Default Triage Levels are:

Priority 1 - Life threatening (or potential)

Priority 2 - Not life-threatening but would suffer severe adverse effects
Priority 3 - Visits could be postponed 24-48 hours without adverse effects
Priority 4 - Visits could be postponed 72-96 hours without adverse effects
Priority 5 - Not Serious

Select New to add an organization specific level.

m AGH Defaun Triage Lavely Refrush

Prierity Short Description Actlons

1 Life-threatening (or potential) and requires ongoing medical trestment, When necessary, appropriate

BATANGEMENES for Svacuation to an soute cars faclity wil be made,

Not ife-threatening but would suffer severe adverse effects from interruption of services (e.g., dally
Insulin, IV madications, stanle wound care of 3 wound with 3 large amount of deanage)

Visits could be postponed 24.48 hours without acherse effects (0.8, new Insulin-dependent dabenic bk

10 seif-inject, stérniie wound care with 3 minimal 3mount 1o NG ARinage)

- Visits could be postponed 7296 hours Without 3chverse #fects (0.8, post-0p with no open wound
anticipated dacharge within the next 1014 day=, routine catheter changes)

Not Serlaus Nothing to worry about
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The priority level will default to the next number and cannot be edited. Enter a
title, descriptions and select Save.

22

Naw Triage Lovel
Priericy L]
Tide

Short Description

A tithe that continues s & shor, descripoye sentence. Perhaps

wo if needed

Leng Description

Services Required - Organizations can add default services and/or create new
services. Select Add Default Services Required to fill the table with typical
default services found in home care. Select New to add an organization specific

service.
aere

Name Description Chent Type -
Speach Tharapy Speech Tharagy Madical <
Skilied Nurse Skilied Nurse Madical
Physical Thesapy Phy=ical Therapy Meadical
Occupational Tharapy Occupational Therapy Madicat
Medicad Social Worker Meodical Sodal Waorkar Madicsi
Personal Care Ade Personal Care Alde Non-Medical
Compaman Companion Non-Medcal
Sitver Sater Non-Medcal

Enter the name, choose the client type from the drop-down menu and enter a
description. Select Save when complete.
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Now Service Raguired

Name

Client Type

Deacription

- Select —

23

Durable Medical Equipment - Organizations can add default Durable
Medical Equipment (DME) and/or create new DME. Select the Edit or Delete
hyperlinks to make updates to the DME list. Select Add Default DMEs to fill the
table with typical default equipment found in home care. Select New to add an
organization specific DME.

Enter the name and description, then select Save.

AXXess.C0om

Name -

Bedside Commode
Cane

Elevated Tolet Seat
Grab 3ars

Hosptal Sed
Neoultzer

Oxygen

TubvShower Sench

I TR

Name

Description

Deseription

Bedside Commode
Cane

Elevated Tollet Seat
Grab Bars

Hospital Bed
Nebukzer

Oxygen

Tub/Showsr Bench

New Durable Medical Equipment
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ADDING A NEW USER
Employees/New User

24

A window will open and the user’s information must be entered. All asterisked
items are required. The new user window is divided into seven tabs:

Information - Fill out the demographics of the user. The Permissions tab and
the email address will no longer be required if the “User has access to the
software” option is unchecked. Fill in all available information.

Select the Check for User Conflict button to prevent adding duplicate users,
which will check for the user’s name and date of birth.

Website Access

Parsonal information

Heat Natrwe Date of Birth Month v ay va
Middle Initial T I L P 1 Check for Usar Confict
the same name and date of birth a=
* "
Last Name # LUpar you wrw add
»
E moil Address Sociol Security Number
*
Suffix EVV Worker ID [ NiA
* Urited Staces *®
Sex * Selet Sex - v Country Jrited Staces
*
Gender Proneuns -~ Sploct Gendar Pronouns — = Addroxs Line 1
Languages Select a Language v Addrexs Line 2
~
City/Town
L
State -
~
Pastal Code

Primary Phone

HoMme - m hone Numbe

Add Alternate Number

Choose credentials and title. Select additional boxes by selecting the Agency
Branch drop-down menu if the user works at more than one branch. Enter the
hire date and any tags associated with the user.

NOTE: The tagging feature may be used in: Messaging, Employee Center and

Schedule Center. Several Reports also allow for filtering and/or displaying
associated tags. Tag examples include teams or location.
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Other Information
Creduntialy
Thle
Payroll Classifications
Pay Type

Exwmpt Status

Select Cradantials

— Sedoct The Type

Employmant Statius

Employmunt Type

Employes 1D
Agency Branch
Hire Date

Tags

Clinician Provider NPI¥

Clinician Other Provider 10

25

Sakect Locabondst

There are four different payroll classifications that may be chosen by check box.
Enter the ID if the user being entered is a provider. Check the box for agency
defaults for maximum time/overtime, which was created in the previous section of
the manual. Indicate if the mileage and/or travel time calculator should be used
for the user by checking the corresponding boxes. Roles are important in the
software because they determine what a user can or cannot see, select, delete

or undo.

There is also a restriction function that will allow organizations to limit the times
that users can use the software. For example, if the “Allow Weekend Access” box
is not checked and a user attempt to log in on a Saturday, the system will not
allow entry. Times can also be adjusted for the earliest time a user can log in
and/or when they are automatically logged out of the Home Care application.

Select the checkbox if the user should be notified for late EVV clock in/out to the
Alert Center. Enter optional comments with a 500-character limit. Select Create

& Next to save progress and go to the next tab.

dXXE55.C0Mm
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A green disappearing notification will display that confirms, “User has been
created.”

26

Permissions - The permissions can be copied from a previously entered user
using the “Copy Permissions From” drop-down menu. For example, if the
organization is entering a new RN, a current on staff RN can be selected that will
have the same software access. Select the Apply button to finish the copy. To
save time, there is a “Select all Permissions” check box that will check every
permission box below. There are categories, sub-categories and individual
permissions. In the example below, Alert Center is the category, User is the sub-
category and User Compliance is the individual permission. The categories are
Alert Center, Administration, Billing Clerical, Clinical, QA (Quality Assurance) and
Reports.

Permissions

Cory Permimienn Fram — Siiea npiepeets — - RS

Selwct al Prroiccons

Description /]

At the bottom of the window are five buttons that can navigate through the new

user window.
=3 =3

NOTE: Users with non-administrative permissions in Axxess Home Care are
restricted from adding employees with administrator roles to the system.

License & Compliance - Organizations can keep track of a user’s licenses
and compliance in this section. Select the edit or delete icons to make updates.
Select the paperclip icon to view attachments. Select New License/Compliance
to add licenses.
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New

License Type = License Number  Category Issue Date Expliration Date - Attachments Actions
AN License 123456 Leense/Certifications 1202272021 V272272022 £ 8 —
1 total rosults Show entries

[ aack il text ] ciose |

Enter the license number, choose the type, category and state from the
corresponding drop-down menus. Choose or enter the issue date. Then choose
the timeframe of when the expire date occurs in the drop-down menu. Enter the
expire date and add any scanned documents by selecting the Browse button
and finding the file on the computer. Select Alert User or Alert HR to set a
reminder in the system to follow up on the user’s license or compliance. Select

Save when complete.

New Employee License

Uconse Number Ucense Type *

Issue Date * Exparns

Flle Astachomant

Category * State

Expire Date

Nart User Alart HR

Pay Rates - See Admin/Company Setup/Payroll/Pay Rates for the functionality
of sorting, viewing and updating rates. Select the Copy Existing Rates button to

duplicate rates from another user.

»
Branch Doln: v

- Dedault -

Chent

B Defade ate [ Specific Rate

! Future rate has bnen sppied

Task
PT Discharge
12-Hour Tasks
24 hour visit note
30 Day Summary/Case Notes
60 Day
60 Day
60 Day Summary
789
AA - Compliance training
AA -mileage between two
chients
AA- Assessmaent

AXXess.C0om

Payment Source

A rave will overvide this in the future

Copy Exnting Rates
5at

-~ Defauk —~

“

Tue n
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Choose an employee from the copy pay rates from the drop-down menu. Check
the box to load employee (default) rates or select the bullets to load specific rates
and/or load rates about specific payment sources or clients. Select Apply when
complete.

28

Import Pay Rates
Copy Pay Ratex From Branch: — Select - v | Employee: — Select Employee - v
Copy Puy Rates To Branch Select ¥, bogloyoe: Teat User RN
| Load employee (defaul) rotes
) Losd ull xpecific rates from thix umployws.

) Lead retes pertaining to All Fryment Sources w| and AN Oients v

Match Criteria - Organizations can determine how users are matched with
clients. Select the one or more boxes next to a user’s Skills, Transfers,
Personality Traits, Pets and/or General criteria.

Mateh Critaria
Shits Tramafers

pe sk creve Murges LiTt Covtified

wan ceok islaml fead abibe 1o sransfur 350 paunds
Demenun Experients abie to translor 350 gounts
Spenky Spanish

Lxpeniemca with Medication Admesisiration

Expevionce with Teszing Biosd snd Bacerding Blocd

Sugmr
sratilates

spesihs Dussine

Skelbed wsory Moyer Lih
Kmzwrs how to swim

Trachmsermsy Com

Availability - Enter the user’s availability to work in the following grid. Select
squares in the grid using the plus icon. After selecting, the square will turn green.
Choose an employee from the “Load another employee’s availabilities” drop-
down menu and select Load to copy availability from another user. Select the All

button to select every square in the grid or select Clear to remove all green
squares.
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Load another employee’s availabilities.

- Select Employee - b

m Sunday Monday Tuesday Wednesday Thursday Friday Saturday
12AM |
(Midnight) |
1AM
& 2AM
Shift 3
11 PM-7 AM 3AM
4 AM
5AM
6 AM
7AM
8 AM
9 AM
£ 10 AM
Shift 1
7AM-3PM 11AM
12PM

Immunization - User immunizations are tracked in this section. Immunization
lists can be exported to an Excel spreadsheet by selecting the Export to Excel
button in the top right. To add an immunization, select the Add Immunization
button in the top left.

Add Immunization Decline/Contraindicate Immunization Export to Excel
AGTIVE IMMUNIZATIONS
on ed? Date Admini d/D ed Admi ed By Lot # Reason Action
| Influenza es 1202202021 Clinic Delete | Deactivate |

INACTIVE IMMUNIZATIONS

ion Admini: ed? Date Admini d /D ed Admi ed By Lot # Reason Action

‘ COVID-19, Single Declined 1202372027 g Delete | Reactivate ‘
Dose

Refresh Immunizations

A new window will open in which organizations must choose the type of
immunization and who it was administered by from their corresponding drop-
down menus. Then select the administration date by writing or selecting the date
in the calendar. Users can select Save & Close, or if there is more than one
immunization to add, select Save & Add Another to continue with another blank
‘Immunization Log Information” window.

29
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.
immunization Log Information
*
Type =
-~ L]
Administration Date =
.
Administered By -

[ Sove s cose [ sov A rctvr | " coce |

It will then show up under the Active Immunizations section. If a user declines an
immunization, it can also be added by selecting the Decline/Contraindicate
Immunization button at the top of the page. It will open another log information
window where the type of immunization must be chosen again. Either write in or
select the date from the calendar. Select whether comorbid condition is present.
Then, mark whether the immunization was declined or contraindication. Users
can select Save, or if there is more than one declined immunization to add,
select Save & Add Another to continue with another blank “Immunization Log
Information” window.

Immunization Log Information
Type of enmunization
Date Docemented =]

Comortid Condition Present: Yes o
DeClned

Contramdicstion

(e I o asiworw J conn

There is also an option to Delete or Inactivate an immunization by selecting the
hyperlinks in the far right under Action. Once an immunization is not active, it falls
under the Inactive Immunizations section, where it then can also be Deleted or
Reactivated.

NOTE: The Activity Log == icon will show who and when a user made an edit in
any window provided.

Select the Exit button at the bottom to leave the New User window. Select Yes to
add another worker or select No to move on.
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EDITING A USER
Admin/Lists/Users

31

A window will open that will show a list of all current users. To filter for users,
choose the status from the drop-down menu and start typing any user
information in the search bar. A new user can also be added from here, selecting
the New User button in the top right.

Organizations can export the list of all users to an Excel spreadsheet by selecting
the Excel Export button in the top right. The organization can Delete users by
selecting the hyperlink to the far right under the Action column. To edit a user,
select the Edit hyperlink under the action column. The total number of active
users will show at the bottom of the window.

List Usrs | Axxes: Testing Agency TN x
ey User
v \wer can login (o
States  Acthe v Filves by Teur m
website.
Name Yide Email Phane Mobiie Employment Type Sex Action

Aayush Kumar RN ARormate " -1 (B58) Employee Maw
Admintstratos 939.327-28 0033869

Ablry St Thomas HHA Hame Cam Alde i (407) Employse Famale
501.0365

Abdul Baute AN Arermate baut M23) Male
Admintstratos 455-2333

A user’s window is split into eight tabs. The only tab that was not previously
shown in the new user steps (above) is the Emergency Contacts tab.

Emergency Contacts - Where user emergency contacts are managed. To
add a contact, select the Add Contact button in the top right. In the New Contact
window, enter the emergency contact’s information. To make the contact the
employee’s primary emergency contact, check the box next to Mark as Primary.
Only one emergency contact can be marked as the primary contact.
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New Contact

First Name * M Last Namwe *

Primary Phone *

Country *
Address Line 2

State *

In the Actions column, users can edit, delete and mark emergency contacts as

primary.

Emergency Contacts

Relationship *

Email

Address Line 1 *

City/Town *

Postal Code *

First Name Last Name Primary Phone Relationship to Employee

Ivy Pierson (214) 704-0935 Spouse

ADDING A PHYSICIAN

Admin/New/Physician or Admin/Lists/Physicians/New Physician

A new window will open. The quickest way to enter a physician is to begin
entering their NPI number. As the number is typed, physicians and their
corresponding NPI numbers will appear below for selection. After selecting the
physician and selecting the tab key, the Physician Information and Address will
auto-fill based on the information that is in the NPI registry. This can still be

edited. Everything with a red asterisk is required.

dXXE55.C0Mm

Email Address

Mark as Primary

32

BB /Axxess



AXXESS

Search Phywician

NP1 oo ber Lookup

Physician Information
First Name
Widdde bacrial
Last Name

Tuxanseny Code

Physician Address
Counery
Address Line 1

Addrwss Line 3

Cay/Yamn

Seate ~
Postel Code

Spesialry - Selact Specerty v '

NOTE: If the NPI number is unknown, use the following website:

NPPES NPI Reqistry (hhs.qgov)

13567019

(356TOEIC

CHIETOFEN FERSON

Credeninis

NEI Numbes

Qthar Provider ID

PECOS Varification

" Ovder Defivery Method

Brimary Phone *

Fax Number

&t mail

Not Chacked

~ Dednary Matroz — 1

Notice if the physician is already listed in the NPI registry, then the system will
automatically do a PECOS Verification. A green check mark indicates they are
PECOS verified; a red “X” indicates they are not.

Select the Add License button to add any licenses tied to the physician. Enter
the license number, choose the state, enter the issue and expiration date with the
option to add attachments (only after a physician is saved). Select Save once

complete.

New Licanse

Licesse Numbber
State
lxsue Datw

Explrution Date

Attachments

* Note:; Upicatd fisicy well ba shown orty after the physicun iy saee

—~ Seect State —

B *

i3

3 e BT

AXXess.C0om
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ADDING A NEW FACILITY
Admin/New/Facility or Admin/Lists/Facility/New Facility

34

A new window will open. Enter the name, address and primary phone. When
finished, select the Save button at the bottom.

Infermation
.
Navow Cammcz Funt Nawe
Cowery Urved Sosas Contmez Last Name
.
Address Lime 1 Ermwil
Address Line 2 L Primmey Phase

oy
Crp Tann Fackiny - -

Fax Numbae

ADDING A NEW PHARMACY
Admin/New/Pharmacy or Admin/Lists/Pharmacies/New Pharmacy

A new window will open. Enter the name, address and primary phone. When
finished, select the Save button at the bottom.

Information

Naere Primary Phiane

Commem

=3 e
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OASIS TRANSMISSION
View/OASIS Management/OASIS Ready for Export

A new window will open. Filter for OASIS by choosing the branch (if more than
one) from the drop-down menu. Then select Refresh. The client OASIS visits
that meet the criteria will appear below.

CASES Sy fur Export | Jooes<s Tastng Agurcy o =
[ et}
B ¢ ChentName Assessenant Typu Assessment Date  Care Puriod Payment Source Correction ¢

ROSSY, BARBIE OASIS- D4 Recertficatan 11282021 120172024 FR Claims 00 (Eat)
087292022

2 ROSSY, SOC OASIS DY Star of Care Vi/eano2y 1 0a202 FR Claima 00(ar )
120772031

3 ROSSY, CARE PERICO OASIS D1 Stat of Care 12001 19002021 FR Clams 0o¢
12/40/2024

3 & R0OS5Y, FF DASIS-DY Recertfication 102972021 10v3172024 FR Claima 00(sar)
1222002001

> SCOTT, JOAN DASIS-D! Start of Care 10:042021 10v0a202¢ Humasra 0ol t)

2 12022024

Vark Selectad As Sxported Mark Selecned Az Companted (Not Ezpored

There are checkboxes to the left of every client name listed. Select one or
multiple then choose one of the buttons down below. If Generate OASIS File is
chosen, the system will download the raw OASIS file on the computer to be
uploaded to the Center for Medicare and Medicaid Services (CMS).

NOTE: Create a folder on the computer where OASIS files can be stored for
easy access.

Once OASIS file(s) have been sent to CMS and accepted per the Final Validation
report, go back inside the window, check the OASIS boxes that were submitted
again (far left) and select the Mark Selected as Exported button at the bottom.
A new window will open confirming that the OASIS file(s) have been accepted by
CMS. To confirm, select Yes.

2 Ireyousufethatthls OASIS file has been accepted by CMS?
WQ*MMMNMnmmwmummumtm
m:u)Weywmpkuﬁsm"ﬁsﬂkﬂSMmmmdommrkuw

=] e

Similarly, if an OASIS needs to be marked as completed, but was not exported,
check the box next to the client’s name and select the Mark Selected as
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Completed (Not Exported) button at the bottom of the page. A confirmation
window will open, select the Yes button.

36

@ Are you sure that you want mark this OASIS Completed without Export?

Ll

The OASIS list can be exported to an Excel spreadsheet by selecting the Excel
Export in the top right of the window. If submissions have been rejected and a
corrected OASIS is being resubmitted, users can change the correction number
by selecting the Edit hyperlink on the far right of each OASIS line. A new window
will open, and a warning will appear. Change the correction number by selecting
from the drop-down menu and then selecting the Save button.

Correction Number

ORDERS MANAGEMENT
View/Orders Management

Orders Management is split into four sections. Navigate between the sections by
selecting the desired section in the top right of each window.

To view or enter order notes, select the note icon ™ in the Notes column. The
note icon turns blue once a note has been entered. Hover over the blue note icon
to view the notes entered. Up to three notes can be viewed when hovering over
the icon. To view additional notes, select the note icon.

To enter a new note, select Add Note. To update a note, click on the edit 4
icon. To remove a note, select the Resolve hyperlink.

Orders To Be Sent - This window houses orders that are ready to be sent to

the physician for signature. Filtering for orders begins with the delivery method
and the branch (if more than one) from the drop-down menu. Choose the date
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range of the orders planning to be sent. Start typing any order (number), client,
type or physician name in the free text space.

37

Crdwrs To He Sant T8N
QOrders to be Sent
A

Ordar - Client Type - Physician Delivery Method ©  Order Date ~ Notes Actions
N/A SALVATORE LILY OT Bval A Mag Enpl Mal a0 P
NVA SALL TE Prwsician Face-to-face Sncourent  Prysician, Test Mad 10:012021 '
633697 MALONE DUKE Plan of Treatment/Care Balenger. Ralph MD Mal 10012021 =4
837086 FROD OANE Flysiclan Order Knutson, jonathan 0D Ml wonen 5

750 KM SARAH Nor-0ASIS Plan of Care Knutson, jonathan OD  Mad V1272020 .
E37664 MALONE DUKE Flan of Treatment/Care Balenger, Raiph MD Mo w20 =
617NS  MALONE DURE Physician Order Smth, Usa M.O Mai 22021 w

To print an order, select the printer icon = on the far right of the order. Once
printed, check the boxes to the left of the order and select the green Mark As
Sent button for multiple orders. Select the green Mark as Sent hyperlink for
individual orders. They will then be marked as sent to the physician, and a green
disappearing notification will confirm.

Select more than one checkbox and then select the Bulk Print button to print
more than one order at once. To export the list of orders that meet the search
parameters, select the Export button in the top right.

Orders Pending Signature - This window houses orders that need to be
marked as signed by the physician. Filtering for orders begins with the delivery
method and the branch (if more than one) from the drop-down menu. Choose the
date range of the orders planning to be signed. Start typing any order (number),
client, type or physician name in the free text space.
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Oirdwes Penckng Sgratinte ren
Orders Pending Signature
Order = Clemt © Typs © Physician Delivery Method = Order Date = Sent Date ~ Notes Actions
651502  JESURINDE, O NON-OASE Pan of Care Anderson, Deboral MDD Linknown 10N 2021 s v
051467 NGUYEN, SAWYER NOM-OASS an of Care Srange, Steghen Usiknown VORI N 2021 I =
638792 TEST. RRANGS Plan of Care (From Assessment]  Adeseris. Stacy Mat 1002021 V142021 o =l
GSI1MH AN, MAYARKCAREONE  Non OASE Man of Care Cotunsang Dean Unknown Moo 1021 '
633549  DADILLA TEST 2 Fhysiclen Ordey Cotunsang Dean Ml 0SV2021 nooen @
E51498 ROSSY, 127 Phisician Faca-to-face Encounter  Test, Myysicar Ml YO0 2001 110N 2021 ™ -l
635185 MALONE DUNE Physician Order Smath, LisaM.D Mal foovan 1052027 L =}

To mark a single order as signed, select the green Receiver Order hyperlink to
the right of the printer icon. Multiple orders can be marked as signed by checking
the boxes to the left of the order then select the Mark Selected as Received
button.

1k Siflortn As fecrver B
Order Dalivery Order Date  Sent Date
g Cliont - Type - Physidan - Method - = = Notes Actions
Non-DASIS Plan of Arxlerson
651502 JESUMINDE FO Unknown A0 A202
B | 51502 ESURINDE FO b Hepdl i InKnCHT Nzl Nz B a8

Nen-OASIS Plan of Strarge,
B | 51557 NGUYEN SAWYER ARG IR Unknown NIRRT MR B a

Care S1EphEn

= Plan of Care (From
638792 TEST, FRANCIS Adams. Stacy Mail 10012021 onazot B
AsseSSITEnt)

A new window will open to confirm or enter the received and physician signature
date, then select the Mark button. The date auto-populates with today’s date.
Once marked as signed, they will disappear from the Orders Pending Signature
window and be in the Orders History section.

feceived Date * Physician Signature Date *

ypanvakae 12732021
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Orders History - This is where all orders in every status are housed. Filtering
for orders begins with the branch (if more than one) from the drop-down menu
and choosing the date range. The results can be sorted by selecting the column
heading: Order, Client, Type, Physician, Delivery Method, Order Date, Sent Date,
Received Date and MD Sign Date.

39

Orders History

Outes Ot Ty Prigusen Datenry Methad Cvides Basn  Serd Date - Becoivd Dute - Baswivnd by MO g Date  Rets Actiane

Select the edit icon to make updates. The line will expand, type in the date or
select the calendar icon to adjust the order’s sent, received and/or physician
signature date. Select Update to save.

SAMBALILO. o 2
e MAYEN Non-OASHS Mlan of Care  Se3f, Kenneth ATC  Mall AN TR V1Mo aean P o

Update

Sent Date * Received Dasw Physiclan Sigratere Date

Select the Export button in the top right to create an Excel spreadsheet of all
orders in the window (based off search parameters).

Orders Pending Co-Signature - This is where orders are housed that
need a co-signature because the user who signed the order requires a co-
signature (per their permissions). To find a specific order, choose the branch (if
more than one) from the drop-down menu, then select a date range. Start typing
an order, date, client, MRN, type, physician, clinician and/or sign date in the free
text space to narrow down the order list even further.
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The list of orders can also be exported to an Excel spreadsheet by selecting
Excel Export spreadsheet button in the top right of the window.

Criues Panding AN Co-Sgnaturs | Aciss Testng Agenty THN
3
Srarch  Dables v Datw Range  12/2272021 z:- oL0N 2022 s uul Export
Fiter by Tet m

Order  Order Date Cllent MaRN Type Physician Clinician Sgn Date
arTm ovni022 ALNPROD 002 Mag "’"D"‘ Arge \‘.|p‘.ucﬂ"N LR Ty hy
[ AN wnnon AMITT Moy Conl Arggwd \.'.cp:u”: N oo 2me
67520 W0 M4

Tavior, jelfrey DO Abrlulmumin Shebw RN 127092001

Selecting the client name hyperlink will take the user to the client’s chart. To co-
sign an order, select the hyperlink under the column Type. A new window will
open, showing the printed version of the order. There are five options/buttons of
what to do with the order (depending on permissions). The Return button works
identically to a QA clinician returning a task to the submitter. Download will
download a PDF version of the order on the computer. Select Co-Sign.

Axymen Tewing Agancy
16000 Dalas Parkway
Sunte 7O

DALLAS | TX, 752481234
Prone (216) 577-77191 Fax, (789) 797-7078
Cliont Name: Qb et H
54 Ashburion groove
Dulia, TX, C0000-0000
IETITTI234

MAEN: VER4
DOB: 1031/1930

Ordes Date: 12292021 12:00 AM Order &:675261

Allergles:

summary: oz oroe

P HA Rasp Terp Wegh
Crwater Than

Lesss Than

Vitw Signs

Respraton

Weght

Heigre (in inches)

PHYSICIAN ORDER

Physician: Taylor, Jeffrey

1819 S Shiloh A Sw 200

Carlred, TX, 750428211

Fhoneo: (972) 8842022 | Fax: (972) 2713437
NPI 1780655031

Care Perlod: 10272020

Comims | ri ] evee |

The co-signature window will open (shown below). After entering the co-
signature, the user can either choose to Co-Sign the order or Co-Sign And

Approve. After co-signing, the order will disappear from the Orders Pending RN
Co-Signature window.
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Ciwvicion Co-Signetire
Clivwician Co-Signatirs Dute 1229200 n'

Clvician Co Signaturs Tame [CRT o

Ccoven | coranseasvorsn J v |

ADDING A PAYMENT SOURCE
Admin/New/Payment Source

A new window will appear. The new payer window is split up into five tabs:

Information - Enter the display name and select the invoice type. Whichever
type is chosen will dictate which tabs will be available on the left.

Choose the payer and bill type from the drop-down menus. Enter the Taxonomy,
Tax ID and select the Agency NPI. Select whether the payment source requires a
Secondary Provider ID, or the organization has a contact with the insurance.

Decide on billing requirements including rounding policies and roll-up services. If
UB-04 or HCFA 1500 were chosen, a clearinghouse will have to be chosen.
Indicate if the payer will split overnight shifts into two billing lines. Then the
organization must decide who is doing the billing (organization, Axxess or
vendor). Then enter the payer information.

New Payment Source | Ascers Tessing Agoncy aen
Roquired
Information
Display Nome Y PayerType None; no charge for curent v ©
BDociviny lawoice Type O intype Insteutionsl v
un-o4 Facility Type —Select Focly Type— v ©
HCFA 1500 Taxeonmy
Ivoie Tax 1D Stard-None Brench Tax Do v 9%
Agency NPT Strc-None Brench WPl or ag v ©
This peyment source reguires @ Secandary Provider ID ©
Thes payment source Indudes tamily care provides Hmits
Agency has » contract with this inswrance
Billing Requirements
Nounding Policies
bl 3 rounding pobey 1o cacubate bl rates. # no rovadng rades ae sehescted, tal rates wil alodaee tased on acual task duranon Reundng
PORCRS 0 NOT Jpply 10 WeE and Lase rate fypes
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NOTE: The information ® icon is a reference. Hover over the icon for more
insight about that question or section.

42

Enter the person used to communicate at the payment source and then decide
on how authorizations will be setup. Select Save & Close if the new payment
source is complete or Save to continue to the next tab (depending on Invoice

Type).

Payer Information

B Check here if payrment source address is reguired in daim electronic submission

Poyer Name Primary Phane
= L1
source of Payment 05 - Self-pay v W5 — ; p
*
Payer 1D
Submitter 1D Add Alternate Number
mitter
o Fax Number
interchange Recetver 1D
- Enter Fax Nurrnibe
Interchange Submitter Qualifier | Mutually Defined (22) v A
Interchange Payer Qualifier Mutually Defired (22) 3 Country - Select Country ~ v
Address Line 1
Address Line 2
City/Town
Postol Code
Contact at Payment Source
First Name Email

Last Name

NOTE: If all required information is not entered, the following disappearing
notification will appear:
There was a problem validating %

your form, please review your
information and try again.

The required sections that are missing information will be highlighted in red:

Display Name

UB-04 - Depending on how the insurance pays out, whether episodic or per
visit, will determine if this tab is active. The payer being added in the screenshot
below is for the UB-04. Fill out the locator sections 31a through 81CCd on the
form and their corresponding dates.
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2804 Print Specification

43

URD4 Locator Specification

B 33 3
B33 O30
B8 303

i
a0

Below are the Additional Providers and Bill Rates sections. Select the Add
Provider button to enter an additional provider. A line will appear in the Provider
section, choose the qualifier, locator field and value source drop-down menus. If
providers need to be removed, select the red @ icon. Decide if mileage is
billable. Then select the Add Bill Rate button.

AdBtonsl Pravigers O

Cunilior uum‘(l;u Vaue n-(v‘n O0ver 0 Gealli NP Other 1D Tarenomy Code Frst Name LSt Narve
Schets Pu v Sehetl lix v - Seh Wil v Selo 0 v (]
Bilatie o
itable Mikagaismeiny O
Wil kares
Tosk Descrigtion Rav Codw HIPCE  Race  Unkt Type Maditiars  Tame List Artion
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A new window will open. Fill out the Add Visit Information form and select Save &
Exit or select Save & Add Another for additional entries.

Add Visic Infeemation

Task Seloct Tk -

Prafarred Deseription

WCFCS Code

Ixpected Katn 0

Rate 0

Meodifier

Sarvice Unit Type Ssioct Unt Type -
Check W the umits of this vialt type are totaled par diy on a singlu line

Check W travel time ls covered by this payer

Select the Previous button to get back to the Information tab or select the Save
& Close button at the bottom to complete the payment source.

HCFA - In this step, the organization will need to decide if they want HCFA 1500
printed on a pre-print form. After that, the HCFA Locators must be entered and
chosen.

HCEA1500 Print Specification

HCFA Locator Specifitation

Selacs Stae
Akt Stk v Signature on File v
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Below the locators are the additional providers and bill rates. Selecting the Add
Provider button to enter an additional provider. A line will appear in the
Additional Providers section, choose the qualifier, locator field and value source

drop-down menus. If providers need to be removed, select the red @ icon.
Decide if mileage is billable. Then select the Add Bill Rate button.

Addional Pruviders )

Qualifier Locetor Flekd Vatuw Source

0 ) Other 1D Qualif NP Other 1D Taxonamy Code First Name LAt Name

- Sebect e v - Sabert Lo v - Sebect W v Sedect OO v o

Sitlable items

BEanio Milcage ¥inmetarn o
Yes o Ne
ol Rates
Task Destription Rav. Code WEPCS Rate  Unkt Yype Modifiers Tiew L Action
N AsSessrmnt Slart of Carel N Asswssment (3an of Cwe s Wi 1% Par Vit o

A new window will open. Fill out the Add Visit Information form and select Save &
Exit or Save & Add Another for additional entries. To edit previously entered bill

rates, select the edit “* icon or if they need to be removed, select the red a
icon.

Add Visk information

Task - SeleCr Task -

#rederred Descripeiao

Tiverue Code

wIPCE Cade

Cepatiod Sule

e

Meofer

Servize unit Type Sesect Ut Type - -
Chak I thw Lok 1 inchodudt = Tarnily tare provider calcelations
St I Ch Mt in &F BN wBE Dype Are Totalasd pae Sy o & Siegle fine

Crock Hf Lasks with the same HCPCS coge are combines for he smiirwey of

e taem
Chunck If rawal thrme is cavernd by this paywr

Chock If bflabie mileage/tiometers spply 1o Ehis tavk
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Select the Previous button to get back to the Information tab or tap on the Save
& Close button at the bottom to complete the payment source.

Invoice - The last tab allows for organizations to set up payment sources that
require an invoice. First, decide the Payment Terms. Select the checkbox(es) if
the organization needs to add billing comments for each visit or post payments
through the Remittance Advice screen. There is space for comments and decide
if mileage is billable. Select Add Invoice Rate to add a new invoice rate.

invoice Detaily
Paymest Terms Net 15 v

Add silling commaents for sach visit

Post payments Lhrough the Remitiancs Advice scroen

Billabie items

o

Rillabie Mileage/Kilamuters

Invoice 8ill Aates
Task Oescription Rate  Unit Type Action

Choose the task and service unit type then enter the preferred description, rate,
service units per visit and if mileage applies to the task. Select Save & EXxit to
finish or select Save & Add Another for additional entries. To edit previously

entered invoice rates, select the edit “* icon or if they need to be removed,
select the red @ icon.

New Visit information
Tash - Select Task - -
Preferred Description
Sate
Sarvice Unit Typa Select Unt Type v

Chock if bitable mioage/kilamaeters applas 10 this tash

46
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EDITING AN EXISTING PAYMENT SOURCE
Admin/Lists/Payment Sources

Select the Edit hyperlink to the far right of the screen under the Action column.
To search for a payment source, start typing any part of the name, payer type,
payer category, payer ID, invoice type, phone or contact person in the white free
text space at the very top of the page.

Paprewnt heaace Lt | Awooms Fenting Agesty

||||||

hatba rtrgat

PAYROLL
Employees/Payroll

The following window will open with only search criteria at the top. Select the
branch from the drop-down menu (if there is more than one). Select the Late
Tasks, Pay Period, Task Status, Employee Type, Pay Type and Payroll Status.

Pagted | Axoese Dewns Sadinel L

[ ke D - » 0 sy ol ik o m

Dot targe 1204 o B Tensieus |-pow oo |

v = : Py Pormat

Creptepme Ly pon Paryrod! Mw
Cohroms o ey & b S menme &=
Srmphayee Task Sair
ex denarhs ol v e lackng ¥ Tha tank bes baan oo
Irweyee theed Payreavd masie Yok Aaliwl ButalTiese O s O

Select your options from the fields above and thick ‘Refresh’ to get o 15t of tasks for Payrodl

FiM Payret
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Select which columns to display by checking the corresponding boxes. Selecting
the green check mark will select all statuses and selecting the red X will uncheck
all choices. Search for employees by name and then decide whether to sort
employee tasks by client or date. Then select the Refresh button to see the
results.

48

Columen to Display € selecied - S
v x
1

Cliont a8 s
a

To minimize the search window to see more employees, select the collapse

icon Employees will be grouped by their name with a check box next to them.
Selecting the > icon to the left of their name will expand their list of payable

items. They are organized in the following columns: Client, payment source, task,
actual date/time and hours. For the top-right menu items, export the payroll list by
selecting the Export to button and select Excel. Select the Pay Period button to
create a new pay period.

=
3

The dates auto-generate to after the newest created pay period. Select the
Create button.

Pay Pertod

itart Date 12115202

£nd Date 0102022

Select the Help button to get more insight on how to setup payroll.
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Payroll Help -

Payroll Help

| Initial Payroll SetUp
Payroll Parameters
Processing Payroll
Send PayStubs

Edit Payroll

Initial Payroll SetUp

The first step in using the payroll module is to complete the payroll tab in Admin-Manage Company Information.

Once the Payroll Tab has been completed Pay Periods can be created in the payroll module.

Payroll Parameters

Branch

Select the location you are processing payroll for.

Late Tasks

Are defined as, unpaid tasks whose service date is prior to the start of the selected pay period. This
parameter provides the ability to include/exciude/show only tasks that fall within this category. If selected to
include, late tasks are highlighted in yellow to assist in the identification.

Pay Period

This contains a drop down list of the agency created pay periods. To create a pay period select Pay Period

Select the Refresh button to see the search results below based on the

w | fmployse  Client Payment Source Task Actunl Date/Time O Hours O
’ Bacdlla Charlene RN
v Baute, Abdul AN
AEMHTAR, PALISHA rvoice CE Skiled nurse visit PIRTANIZY 12:00 AM - 0100 AM 100
AKHTAR, PALISHA bwvoice CE Skiled nurss vsit V222001 12200 AM - 0100 AM .00
200
Moars
- BRvechual Pranar AN
RHAGIWAIAL DIDET MAA £ ave Db AOMEIMNY 1NN A 12N ALEA

Select the Employee checkbox to check all employee boxes and again to
deselect all. After selecting all employees in a previous pay period, the blue
buttons at the bottom become active. To make payroll edits, select the box(es)
next to the client name and select the Edit Payroll button.

AXXess.C0om

AKHTAR. PALISHA Invoice CE

AKHTAR, PALISHA Invaice CE

B8 Chethed Edit Payroll Jn-Finalize Payrol I

g8 9 10 » o
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The actual date/time becomes editable. Enter to select different days and times
for tasks. When done editing, select the Save button.

50

11222021 fA'1200aM O
1 112272021 (4 0100 AM (®)

2 o

Select an employee and then the Finalize Payroll button.

’ aute, Abdul RN

AKHTAR, PALISHA Irwvoice CE Skilled i

V] AKHTAR, PALISHA Invoice CE Skilled m

e | D

The task updates with a green F next to the checkbox meaning the task details
and rate have been locked. If an employee was marked as finalized but should
not have been, select the box next to their name and then select the Un-Finalize
Payroll button, and the green F will be removed. If you select the same
employee checkbox and then select the Mark as Paid button, the task then
updates with a green P next to the checkbox meaning the task has been paid.

REPORT CENTER
Reports/Report Center

This is where all Home Care reports are found. They are split up into seven
categories. The categories are Client, Billing/Financial, Employee, Annual
Utilization Report, Electronic Visit Verification Reports, Survey Reports and
Schedule Reports. Hovering over the report will show what the report entails, its
description, parameters and what the report Includes.
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Sopor: Cavtw .
Cient Reparts BiNng/Financhal Repeets Employee Reperts
Description: Doty 4 bet of Al Adtrw Citts mitkng sare
1 e evadts s the ey yoms ren the repeort dagrayng o1

BerrORr e MOt

i, Peeameters: Fanch, Type. Tag Cave Feriod S Daoe
Anneal Utfization Repart (Caltfornia)

' Maport Inchades: Cwnt MOMTH-END CLOYE

AP R AR TR b e Care o Athite Srget By s
POl Pt e Cane Matuger
F Electranit Vine Veriiation Ropores

(=~
fiowe) _Buryey eparts

cheduie Repiets

Most of the reports function the same way. In the example report below, Client
Roster, parameters must be chosen, then select the Generate button to the right
to display the results below.

Selecting the Excel Export will put the information into an Excel spreadsheet.
Selecting the Reports Home button will go back to the list of all reports.

o Poarr | Meport Coner

Acyee -
Tage Suwt . Payreant Saurce Saoct -
Type NI v Cal 16 Daplay £ 5000000 - "
Matctieg Critaria S
L) Chere o Type bdress Emnl Addvess Saatus s0c 008
B i O 3¢ g
ate NOON L T |
241
& BEL AM Med i 1 1
b Fun e | 4/ "o
RARAM AMITA ¢ Aot 0 w T (FATY |
LN ] 200\ ! 1A "
ADAM. MARCE Medca " 1

Some reports do not generate instantaneously; they must be requested. To do
this, select the parameters then select the Request Report button to the right of
the parameters. The request then goes to a different window. It can be found in
Reports/Completed Reports.

AXXess.C0om
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Here, users can retrieve a copy of the finished report and see who ran the report
and when. Search through the completed reports by typing the name, format,
status, requested by, started and completed date in the free text space at the top
of the screen.

52

To view the report, select the hyperlink text listed under the Name column. To
remove the report, select the Delete hyperlink to the far right under the Action
column or to remove multiple, check the box(es) next to the report and then
select the Delete button.

Completor Raports | Acams Textng Agency - x
Fllter try Teut t m
Name Format Status Requested By Started Completad Action
D1 Exqul Completed  Cj Person BN 2022 041435 P 1172022 041436 PM
Exte Completed ) Parson RN V2021 052114 AM 11/27202% 092755 AM
leted | 1

=
The refresh <! icon is available in the bottom left of the window to get the latest
update or select the Refresh button in the top right of the window.

ADDING TEMPLATES
Admin/New/Template

The window below will appear. Create a name for the template. Then write the
template inside the white free text section. The section is limited to 10,000
characters. Once completed, select the Save button.

New Template
Nerme

Tant

(5o [ corce |

NOTE: Templates can be used to save time for writing orders, goals, care plans,
physician statements, narratives and other places inside visits
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LICENSE MANAGER
Employees/License Manager
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A window will open that will show all current user licenses. Start typing an
employee, license type, number, category, issue date, expire and/or software
user to narrow down the list. Results are shown over multiple pages and the
number shown can be adjusted at the bottom of the page. Select the New
License/Compliance button in the top right.

taant

Employes Licenan Type * Licemte Numier Cotegory Istue Date Date ch Sol User? Actions

z 2

A New Employee License line expands. Choose the employee, license type,
category and state from the drop-down menu. Enter the license number, issue
and expire date. Add a file attachment by selecting the Browse button. If the
organization would like the system to remind the user or HR about the expiring
license, check the alert user and/or alert HR boxes and designate an alert date.
Select the Save button when complete.

New Employee License

Implayes License Namber License Type Category

State tssue Date * Expires in Expive Date

Flin Attachment
Alert Lser Alwrt MR

Select the edit [Z" icon on the far right under the Action column to edit the
information from the previous screenshot or the delete Il icon to remove the
employee license altogether.
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ADDING SUPPLIES
Admin/New/Supply

The New Supply window opens. Enter the description, HCPCS, revenue code
and the unit cost. Then select the Save button.

New Supply
Derteription
MCPCS
Reverue Code

Unit Cant

ADDING ADJUSTMENT CODES
Admin/New/Adjustment Code

The New Adjustment Code window opens. Enter the code, description and
choose from a negative or positive type. Then select the Save button.

Code
Description

Type Salact Type wv|™

ADDING DOCUMENT TYPES
Admin/New/Document Type

The New Document Type window opens. Enter the document name and choose
from a client, employee, client and employee or payer category. Then select the
Save button.

Document Name

Category — Select - v
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HELP CENTER
Help/Help Center
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A great resource that is available 24/7 is our Help Center. It is a place to get
answers to frequently asked questions or watch videos of all of Axxess’ products.
It can be accessed by going to:

User Community
I | Help Center

y  On-Demand Training

Pl rret Cnfhemen o dada-

Or also available at https://www.axxess.com/help/

o?%xxzss Horme Haath
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