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

 
 
Enter the userôs email and select Next. Once entered, enter the password and 
select the Secure Login button. 
 

 
 

The username is the email address assigned to the userôs 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 userôs 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: 
 

 

http://www.axxess.com/
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Select OK and the user will see the Axxess Planner. 
 

AXXESS PLANNER 
 

 
 

¶ Date/Time/Weather - todayôs date, time and five-day weather forecast for 

the userôs specific area. 

¶ Todayôs Visits Schedule - calendar that shows the userôs visit schedule 

(red dots on the dates the user has visits). 

o Selecting the day will bring up the tasks schedule. Selecting the 

Task will show the status of the visit. Then select the clientôs name 

to go directly to the clientôs Chart. 

¶ Todayôs Visits Map - view directions for the usersô daily visits 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. 
 

¶ Unread Messages - A list of unread messages from the Internal 

Messaging Center. Selecting a message will take the user directly to the 

messaging center. 

¶ Past-Due Visits - A list of visits from the last 21 days that have not been 

completed and signed. 

o 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. 

¶ 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. 

o 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: 
 

 
 

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

include items such as important announcements and training videos. 

2. My Scheduled Tasks - Electronic ñTo-Doò list. Users can quickly access a 

client chart and/or tasks for the first five clients on their to-do list. 

3. Messages - HIPAA-compliant messaging center, allowing all users to 

communicate in a secure manner. When the user receives messages, 

notifications will be sent to the userôs email assigned to their account. 

4. News & Updates - Links to Axxess generated blog posts, educational 

articles, regulatory updates and other important information. 

5. Alerts - Provides direct access to important alerts. 

6. 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. 
 

 
 

 
 

¶ 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. 

¶ Refresh the page by selecting the  icon. 

Tasks will show in four different colors: 
 

 
 

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  - see below. 

¶ Edit Scheduled Date/Time  - Update the date and time of the task. 

¶ Reassign  - Assign the task to another user. 

¶ Delete  - Remove the task entirely.  

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.  
 

 
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. 

 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 the userôs signature and date. Then select the Submit 
button. Once submitted, the visit will turn red. 
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Hovering over the missed visit will allow you to Restore  if mistakenly missed. 

 

EDIT PROFILE 
Home/My Account/Edit Profile 
 

 
 
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. 
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RESET SIGNATURE 
Home/My Account/Reset Signature 
 

 
 

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 
 

 
 
Filter by: 

¶ Branch - Choose the branch (if more than one) 

¶ 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 
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¶ Find - Free text to type part of a clientôs name 

 
 
Clientôs snapshot at the top of the screen gives a quick view of the clientôs 
demographics. Select the More hyperlink to view the clientôs address, phone 
number, physician contact info and emergency contact.  

 

 
 

A list of tasks in the current care period will display at the bottom of the screen.  
Filter by ñGroup Byò and ñShowò drop-down menus to change viewing 
parameters. 
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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. 
 

TASK DETAILS  

 

 
 

 

¶ Scheduled Start and End Time - The date the task was scheduled on the 

calendar. 

¶ Actual Visit Date/Time In and Out - The date/time the task was completed.  

This is pulling from the task completed by the clinician. 

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

¶ Payer - The payment source for the task can be changed by selecting the 

Load Payers button. 
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¶ 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 
 

 
 

NOTE: The following quick reports are permissions-based.  
 

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

 

 
 

Treatment Profile  
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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. 
 

 
 

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. 
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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: 
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¶ Long Standing - Has the client been taking medication for an extended 

period? 

¶ 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. 

¶ 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. 

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

give suggested classifications. 

¶ Frequency - Can be written out entirely or with medical shorthand. 

¶ Route - Free text. 

¶ Type - Whether new, changed or unchanged. 

¶ Amount ï 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. 

¶ Pharmacy - Start typing the name of the pharmacy and a drop-down menu 

will appear with related pharmacies.  

¶ Select Save & Exit. 

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. 
 

 
 

Check for Drug Interactions: 
 

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

 
 

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. 
 

 
 
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. 
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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 

 
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. 
 

 
 

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 on your organizationôs policy. 
Additional screening requirements may also be entered including templates 
based on your organizationôs policy. Click the screening acknowledgement and 
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. 
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Immunization Profile 
 

 
 

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.   
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Allergy Profile 
 

 
 

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

 
 

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. 
 

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

 
 

Verify that this is the correct date range. Select the printer icon and a PDF 
document will appear with the ability to Print and/or Download: 
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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: 
 

 
 

 
 












































