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LOGGING IN
Go to www.axxess.com and select the LOGIN button.

SWCCELS STOMIE L COMMAY RESOURCES - CONTACT B | & Lo I

EEAxx!ss Home Hoalth Home Core Hospice  Staffing Rewenue Cycle  Patient Engagement m

Enter the user6 smail and select Next. Once entered, enter the password and
select the Secure Login button.

o’?ﬁxxsss

Secure Login

The username is the email address assigned to the user& account when it was
created. The password was created by the user, from a link that was sent to this
email address. This password will also be the user® electronic signature.

If the user forgets their password, select Having trouble logging in? and a link
will be sent to this email address. The user will be able to reset their password,
however, the electronic signature will remain the same (resetting signature will be
covered later). After the correct username and password have been entered, the
following message will display:

&7Axxess

Login Successful
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Select OK and the user will see the Axxess Planner.

AXXESS PLANNER
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1 Date/Time/Weather-to day 6 s d at fere-day weather faecadst for
t he uspesific@rea.
1 T oday 06ssSchéduls i calendar that showst h e uwvsieschedule
(red dots on the dates the user has visits).
0 Selecting the day will bring up the tasks schedule. Selecting the
Task will show the status of the visit. Then selectthec | i enamed s
to go directlytothecliento s Char t .
1T Todayds V-iview direstiord éopthe u s e dadyisits or plan out
their route.

Green - current location
Red - visit location
Blue - selected visit

Select the marker to view the details of the visit.
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Select Get Directions and this will take the user to Google Maps, giving step by
step list of directions and the visual map.

1 Unread Messages - A list of unread messages from the Internal
Messaging Center. Selecting a message will take the user directly to the
messaging center.

1 Past-Due Visits - A list of visits from the last 21 days that have not been
completed and signed.

0 Selecting the red OPEN tab on the left-hand side of the visit will
show the note and allow users to view the chart. The visits list from
oldest to newest and can be sorted to reverse the order from
newest to oldest.

1 Alerts - A list of all visits/tasks that have been returned to the user from the
QA Center.

o Hover over the red sticky note to view comments from QA.

0 Select the orange OPEN tab to chart on the note/visit.

o Inside the note, a message will be displayed that the document has
been returned by QA. Select View Comments to read the
message and send back any response.
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On the left side of screen is a list of organizations that the user works with, as
well as multiple products their organization subscribes to.

DASHBOARD

Opens upon log in. Below are the six tiles for all clinicians:

Good Alterncon, Cf Axxess Tusting Aguncy
Wezineaday, Oct 2/ 2027 2120

Acxess Home C

My Scthaduled Tasks Mossagos ==
Chwee T D Subpet Dee Actiuns
“
~
o Alert
S BT S ~
el Aty

Chant Borthdays ASALY ANTHINY & PATIL PORE T AL NS & CATORLA, SANTE & WENGEE ARSENE &

AXXess.C0om

o1

. Welcome Panel - Items for subscribers to Axxess products. These will

include items such as important announcements and training videos.

My Scheduled Tasks-E | e c t r eDnoi oc Useisoan quickly access a
client chart and/or tasks for the first five clients on their to-do list.
Messages - HIPAA-compliant messaging center, allowing all users to
communicate in a secure manner. When the user receives messages,
notifications will be senttot h e uesnailragsigned to their account.
News & Updates - Links to Axxess generated blog posts, educational
articles, regulatory updates and other important information.

Alerts - Provides direct access to important alerts.

Client Birthdays - This is a quick reminder of the clients who will celebrate
birthdays in the upcoming week/month.
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My Scheduled Tasks

Select the View All Tasks hyperlink in the bottom left corner of the tile to view
the entire list of scheduled tasks.

My Scheduled Tasks

Cllant Task Date

TV222021 0500
AM

10V27/2021 010
AM

TV2272021 G700
AM

WM . ; V32021 11200
s i k- AM

View All Tasks

PIERSON, C) . Male

v " o BON122N
< October 2021 Weoth & | bt || & c
Sunday Wsday Tuessay Wednesay Thursiiy Friday Saturdsy
' "
a
"
"
TOIAM - 4 P CAM - 2 O0AM PASIAM - = (AN
Festree bnealth asde vis
A =L
- S e
Tatiecitea O .t Mivwed L
W wivese [ compenes [ i [ s o

View the calendar by Month, Week or Day.

Export the data into a spreadsheet by selecting the Excel Export button.
Print the calendar by selecting the icon.

1 Refresh the page by selecting the L2 Jicon.

= =4 =4

Tasks will show in four different colors:

. Scheduled . Completed . Missed . Returned

Hovering over a task will give the following options:
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Edit Document (£" - Jumps straight into documentation for the client.
Print - Displays the print view of the document. From here, the document
may be downloaded or printed.

Missed Visit Form (X] - see below.

Edit Scheduled Date/Time *] - Update the date and time of the task.
Reassign i Assign the task to another user.

Delete @ - Remove the task entirely.

= =4

= =4 4

See the tasks in a list by selecting the List Tasks button at the top right or the

List Tasks tab on the bottom right. Selecting the “ *  button will give users the
same functionality as hovering in the calendar view.

My Sctedule | ) Fiarson AN . h =

PIERSON, C] . wmae
- ® o Mo 19 Ve Lt

Task A Payment Source Starnt time tnd Time Cient status actizn

Sticky Notes:

Orange - Return Reason from either QA Center or another clinician.

Yellow - A note pertaining specifically to this visit, that communicates to other
users.
W Red - Missed visit.
¥ Blue - A note that has information for every visit in a care period (ex. A gate
code or where to park). This information will appear in a sticky note on every visit
in that care period.

Missed Visit Form - Select the Missed Visit Form icon, and a window will pop up,

asking whether an order was generated, physician office notified, tracking type,

reason, comments, and tate.dhenslecttilesSusnmitgnat ur e a
button. Once submitted, the visit will turn red.
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Missed Vislt Dutais
Client
Type of Vieh

Date of Visa

Lomments

ArLachments

Brmvene,,, | N M sebectad
Browese...  No fie selecred

Boese... | No fie scecred

Order Ganerated v
Fhysicisn Offie Notified v
Tracking Type ~ Soiect Trackng Type - -l W
- *
Basxan - Select Reason ~

Hovering over the missed visit will allow you to Restore 14 if mistakenly missed.

EDIT PROFILE

Home/My Account/Edit Profile

Login Password

Current Password

Now Password

Confirm New Pazsword

Address
Country
Addrasa Ling 1
Address Lina 2
CityTown

Postal Code

Blectronic Signature
Current Signature
New Sgraturn

Confirm New Signature

*
Primary Phone

*
Homw -

* Add Alternate Number

Fax Number

-

If the user knows their current password and/or signature, they can come to this
screen and update it with new information. If they do not remember their current
signature, they will have to reset their signature.

AXXess.C0om
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RESET SIGNATURE

Home/My Account/Reset Signature

Roset Signature

Click on the button below to reset your signature, An o-mall with
Instructions on how to redet your signature will be sent to

~,-'»";m5w com

Reset ignatire

When users select the Reset Signature button, a link will be sent to the email
address listed in the message, allowing them to create a new signature.

CLIENT CENTER

Clients/Client Center

Chent Center | Axness TEsting Agency

Bronch — Alfranches — v Create s View +  Profiles +  Schedule +  Docurnents +  Billing »

Statue  Adve v
vpe |A v ABABA, JESSL. © @D
rager AN v Permade. Age 41 - MRN: GDS11182030
Tegs Physician: 250001, Mosls

ooo [SRENET Phone
Find so0¢ 0772272021 Phone Type
Last Name « First Name Medical
ARASA JESs L - [Changs Photo ] it ] { ASorw ) [ Qiractions T{ Ad }
ABEL AMY Refresh
AESO TORUNMI
ABRAMS JUANITA Group by Nooe v shew Al
ADAM 8iL.DAD Tusk Date - Yime In - Out Assigned To
ADAM MARCIE N Tes2 092272021 N/A Joel Canedala AN
ADAMS ANDY |
ADAMS IACK SH Prychiat 09/23/7021 10000 AMC1 100 AM G Plerson RN
ADAMS KAITLYN
ADAMS MARIE 0972412021 0300 AMO500 PM  Siddiy Chechan| AN
ADAMSSS TOM MSW Evaliatian 09/2772021 Q100 AMAO2:00 AN Wendy Amersan RN
ADDISON MEDICAL

Filter by:

T
T

l

=

AXXess.C0om

Branch - Choose the branch (if more than one)

Cuiick fieports

Chent Prulile

Treatment Profile

Medication Profiie

(Nod) Fos-20w nfechous Disease

2rofile

TIMUNZSTICO Profile

Allergy Profie

Althor

v Pate Ths Care Perind ¥ | 09202021 Dpen

Not et ~
Startec
Not Yat ~
Started
ot Yet “
Started
ésoeo

ariCompietes
R COmpisses

0

RNNS 1 isting

Status - Status of the client (Active, Discharge, Pending, Non-Admit,

Hospitalized)
Type - Medical or Non-Medical
Payer - Payment source

Tags - Free text to type in search based off organization groupings

11
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1 Find - Free texttotype partofac | i enamed s

Branch — Al Branches v Create v+ View + Profiles +  Schedule |

IStatus  Actve v

Tyee Al v ABABA, JESS

Erayer Al v Pamalu, Ao 41 - MRN: €

rags Physician: Abbott, Mol
oon

Find soc

Last Name - First Name «

ABARA JESS L eisdd Socand Ui o
o ——
ASHO TOFUNMI
ABRAMS JUANITA Group by | None v s
ADAM BILDAD Date - Time|
ADANM MARCIE 0972272021 NIA
Clents snapshot at the top of t btientbsscreen gi ve

demographics. Select the More hyperlink to view the clientd address, phone
number, physician contact info and emergency contact.

Address Line |
Address Line 2
Gy

State. Zip

vostal Code
Primary Phone
Secondary Fhone
Start of Care Date
Datu of pirth
Phyxsician Name
Physician Fhone
Fhvysiclan Fax
Emergency Name
Emargency Phone
ONR

GOAT 11920 K
ABATIA, 59
Famale

16000 Doty Parkway Mt

A list of tasks in the current care period will display at the bottom of the screen.

Filter by fGroup Byo

parameters.

AXXess.C0om

aree Phot

a 8howon d-dowmpmenus to change viewing

| [ Btk ][ Mare ]

[ Dercrans | | Aamiexs
(e [ e heovey | oo

I Group By lione

“ | show Al i

Tosk

Date Time In - Out Assiy
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Select the task/note and start charting if they are not complete. Select the blue
triangle under the Actions column to allow viewing of the details.

13

TASK DETAILS

aaaaa

..............

Paynnie Stwrt Omtw Saart Ve Ing Dare o Tomm Lnits Rare Rats Type Gue Acttane

............
Browse | o fie sciectnd

Browse.__ v Me seleriad

Browse. | o fie seleciad

[ som J Com | =

1 Scheduled Start and End Time - The date the task was scheduled on the
calendar.

9 Actual Visit Date/Time In and Out - The date/time the task was completed.
This is pulling from the task completed by the clinician.

1 Assigned to - The clinician that is currently assigned to this task.

1 Payer - The payment source for the task can be changed by selecting the
Load Payers button.

axxess.com K B /Axxess
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1 Comments (Yellow Sticky Note) - Any notes that pertain to this specific
visit and are needed to communicate with other users within the
organization.

QUICK REPORTS
b e

Sthecule o Decuments o Billing +

JESSL. © @ A
|- MRk 30
=
Phisse
Phome Type e,
Mudical
| i ey
:
v  Shew NI v Dete This Care Fenad v Q20000 Ocen
Yime In - Out Assigned Yo Status
A Jou! Canwdally AN NOt et L] &

Stanted

NOTE: The following quick reports are permissions-based.

Client Profile
PDF print out of the client information taken at admission.

- ' Client Profile

TS0L menaey | BWmhDate: | oowvess |
Gender; Temae Marital:

Officr:  Dwies

Race:  ~towss wiavne

r Om on
Carn Pariont D001 - (4793218

Reterval Dater 29900007
| Name
LEN OB N1Y) 7087108
SOBUSH. SONTA @) a0
LEN s 485 123497
ARRAME THONAR 314 99378

Pharmacy

Primary Phiysician

mmer. amamer 0

02 § MaTh Schue TS
Lroon N SEew

AL D . Chvoree ctwrusSve puitorary Sweese

P e - -

Treatment Profile

14
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Trustmass Peaftle

e MDA, § Prrery Gagrees

Currerst Covw Suviant RN leve  Seswndery Dragrenn

[ e i ] [
Asvowe Tresromn v
Bt Owin Temarmars Demripuon traguency DI Darn LT
. e of brows MO Beveted & ey ’
»
g ard 31 ruscasc ATTIA Seacing
Dhas owrvmen Terarwewl
et Dete Trasrimans Doveointioe Freqrminy D Dase LR
No Discontinued Treatments

The Treatment Profile houses all treatments the client is receiving. The list is split
into Active and Discontinued Treatment(s). Add a new treatment by selecting the
Add Treatment button.

Treatment

‘.
Star: Datw
End D

Tremtment

.
Dexcripozn

Freqouncy

Enter the start date and end date. Choose the treatment from the drop-down
menu. Users with the necessary permissions can add new treatments. Enter a
description in the free text space and choose the frequency from the drop-down
menu. Select the Save & Close button when finished.

Select the Print Treatment Profile button to see a printable view of the
treatment profile. Select the Refresh Treatments button to bring the profile list
up to date. Select the Reorder Treatments button to change the order of
treatments.

15
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Receder Treatments

—

CF1 Vst Tragomem

Select the arrow to either move a treatment up or down the list. Select the Save
button when finished. There are options under the Action column to either Edit,
Discontinue or Delete treatments. Select the Action button and choose Activate
to move a discontinued treatment into the Active Treatment(s) list.

Medication Profile

Add Medication:

New Muedicatico
1 Seng Ssanding
Sears Dute o
o
Brsesrtisne Thermgh Bwir 2]
Nedication & Cusage

[ Search for Nedization' s regured 1o inchude medicasion s fruyg Isterections chook)

Clni fication
| reguency
Revie

Type ess v
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1 Long Standing - Has the client been taking medication for an extended
period?

1 Start Date - Enter or select the calendar icon to choose a date.

D/C Through Date - Enter or select the calendar icon to choose a date.

1 Medication and Dosage - Begin typing the description of the medication,
then select Search for Medication. A drop-down menu will appear with all
the medications that are listed in the software. Medications not listed can
be added. However, only medications selected from the drop-down box
will be checked for drug interactions.

1 Classification - If a medication from the database is entered, this area will

give suggested classifications.

Freguency - Can be written out entirely or with medical shorthand.

Route - Free text.

Type - Whether new, changed or unchanged.

Amount i Example: one tab, one puff, one pump.

Physician - Start typing the name of the physician and a drop-down menu

will appear with related physicians.

1 Pharmacy - Start typing the name of the pharmacy and a drop-down menu
will appear with related pharmacies.

1 Select Save & Exit.

=

= =4 -4 A -4

Decide whether the new medication should Create Order. If there are more
medications to enter, select Add Another Medication if not, select the Close
button.

Once a medication is added, it will appear on the active medications list. Edit,
Delete or Discontinue this medication by hovering over the Action triangle on
the right-hand side of the medication.

tics | Soore scios |

VT Date Action

Edt

Delese

Dencootimvw

VC Date Action

Check for Drug Interactions:

1. Select the Drug Interactions red button at the top of the screen.

17
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2. Select the box next to the medication.
3. Select Check Interactions and a PDF will generate called Drug-Drug

Interactions.
Instructiony.
Active Musscasine(v)
Medfarion b Dusage Trogeminy Nowne OassFgarinng
LEP1HR te
u FAR

I

Once any updates are made to the medication profile, it will need to be signed.
Select Sign Medication Profile in the upper left. A window will pop up with the
Medication Profile, allowing users to enter their signature and date.

Martention Frotie Soesthat

Cowest Rasee AlBA ST prgacies Abbett, Mo

MNXN v Pracrracy

Merer oisrotis
[E T g - s  Osscfiotun L— Pamvay

prates

Caieg Rmgwrers S pmmen Acbrmmmbudgrrmed | | io e o omnd o Sa bl T T L

Orecan lgruns s [T *

To view any prior signed medication profiles, select Signed Medication Profiles.
Select the printer icon to view and/or print the signed Medication Profile or select
the Edit or Delete hyperlinks to make updates.

18
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Signed By Signed Date Action

€] Flerson RN 10/28/2021 &

19

£ Stone AN 1oz -

Infectious Disease Profile

The Infectious Disease Profile is designed to help organizations easily track
infectious diseases and screening tools used to detect them. Infectious disease
screenings that have been completed are listed in the Infectious Disease Profile
with the following details:

Users who completed the screening
Person screened and their name
Type of screening completed

Date of the screening

Screening results

=A =4 =4 =4 -4

Search through the list of screenings by using the Filter by Text bar. Select the
View hyperlink to display the results. Select the Infection Log button for a direct
link to the Infection Log.

Screenings
Parson Name of Person Typa of Date of Rusk Scroening
Entored By Scroaned Scroened Scraoning Scrooning Leval = Cth

Select the Add COVID-19 Screening button to add a new screening. Indicate

the person screened and input their reported temperature. Complete the

screening questions and assign a risk level based onyouror gani zpalityi on 6 s
Additional screening requirements may also be entered including templates

based on your organizationodés poliayw. CIlick
enter the date and time of the screening. Enter the signature and select the Sign

Screening button to complete or select the Save & Add Another button to

document additional screenings.

axxess.com ﬂﬂﬂ /AXXESS
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COVID-19 Screening

Complete the foSowing SCreening guestions and select a rik level for the dient and/or hauselold members Based on your organization's policies
and procedures

Parson Screoned * Refused Screening
1 1 " af
Reported
Temperature (°F)
Enter Termpér atur
Have you travaled internationally within the last 14 days to a country with ined ¢ ity tr ission? *
Yes Nao

Do you have signs or symptoms of COVID-19, such as fover, chills, cough. shartness of breath, difficulty breathing, fatigue, muscle or
body aches, headache, new loss of taste or smell, sore throat, congestion, runny nose. nausea, vomiting or diarrhea? *

Yes Nao

In the last 14 days, have you had contact with someone diagnosed with COVID-19, under investigation for COVID-19, or with a

roeniratary illnoee? *

Immunization Profile

tmmurioation Prufie | ARRAMY, JUARTA

Add immunzaton Oecind/Comrarmedcaty Immunasnon

-

There is a list of inactive immunizations in the bottom part of the window. To

restore, select the Reactivate hyperlink. To add an Immunization, select the Add
Immunization button in the top left. Choose the Type, Administration Date and
Administered By. Once completed, select the Save & Close button. Select Save

& Add Another if more than one is being entered.

AXXess.C0om

mmunization Log Infermation

Type 8 4
*
Administration Datn ¢
*
Administured By —

Save & Add Arvothe

20
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Allergy Profile

Allergy Prefile
Client Name ABAEA, £S5 Physician skbcte Neabe
i ey
Active ALLowoss
Neme Type Action
DA TRD ALLARIES
Nome Type Actian

This pulls a list of all added allergies for the client. To add an allergy, select Add
Allergy.

New Allergy

Name

Type

Type in the name of the allergy and the type of allergy. Select Save & Exit and
the allergy will be added to the report. If there are additional allergies, select the
Save & Add Another button.

Authorizations Listing
This report shows all current authorizations listed for the client. Authorizations
are typically added by the biller/scheduler.

Communication Notes
This report will give a list of all the communication notes created for this client.
The report will also show who created the note, the date and provide a PDF to
view, print and/or download.

Cormmuonication Notes | Axess Tezting Agency | ABABA, JE55

Coare Periodl 002002021 v Fitver by Text

Employee Name Subject Lino Date « Status Action
Cj Marson AN 1ab Resurs 102772029 Suomited Pendeg Co-Signature o

e Stone &N wafsar 10422029 Completsd -

Select the printer icon and a PDF document will generate with the ability to Print
and/or Download:

21
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Axasses Tenlen Ageecy

16500 s Farkwy COMMUNICATION
e WO
DALLAS, TX, 752489609 NOTE
Prace. (21435757711 | Fae (703 707-7979
Client Name: Adams, Ancly Physiclan: ABBOTT, NICOLE
4255 Beolt Lire Re MRN: 545418514308 SN2 Sonesreet Rd
ADCRSON. TX. 750017500 "
E14) 575771 DOB: 010011974 Loyt KY, 402720509
Fhone: (502) 628.3600 | Fan (502) BES.S7TY
NP 1043567605
Date:07177/2000

Chart = cw & havw labs diawn @ Soutvwessen Medod Certee 72070

Orders and Care Plans

This report will list all the orders and care plans for this client. The list is a quick
way to view these orders when trying to locate a specific one. The list provides
the basic details of the orders with the ability to view, print and/or export the
document:

Ot Geders Hizkory

Ordor Number Subject Line Type Seatus Phiysician Hloctronic Order Date « Sent Dato - Recoived Date  Actiom
NA e S nerg ot vet Stanted No 107021 3N |
NA = Teact Nz Yet Started No Vs LI
s11413 Fan of Can=Te i Not Yet Stacted Arvan, Najmus  No 032021 =3 |
62832 i 0 Saved AN, Namus NO QW01 89
NA AH HHA CARF N Recponed Ao CARNZ2021 S |
NA MSW Bsiustion ce To Be Seett To Prwysioan Arcan Nyjmus No BRAVI02Y S |
SAnye S iV Savd A, Najmwus  No 0rxvao S

Verify that this is the correct date range. Select the printer icon and a PDF
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Vital Sign Charts
This report pulls a chart of all the prior vital signs documented on visits and a
graphic view of their trends. There is also a Vital Signs Log that shows a

summary list of all the three taken:
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