Ea AXXESS

HOME CARE
PAYROLL AND REPORTS
TRAINING MANUAL

December 2022

axxess.com BB /Axxess



& 3 AXXESS

2

Table of Contents

CREATE PAYROLL POLICY ....viiiiiietecte ettt 3
ADD NEW PAY RATES ... .o oiiite ettt et ete e ete e aeane e 7
CREATE PAYROLL HOLIDAYS......cooiiti ettt 9
PROCESSING PAYROLL ....ooiiviitieiteeee ettt 10
=TT O =1 N = R 13
COMPLETED REPORTS ...ooviieiiectecte ettt ettt ettt eae e 14
HELP CENTER ...ttt ettt ettt ettt ettt e s et esae et e saeneesaeee s 15

Aaxxess.com ﬂﬂﬂ /AXXESS



E 3 AXXESS

CREATE PAYROLL POLICY
Admin/Company Setup/Payroll

The first step in the payroll processing functionality is to create the organization’s
payroll policy. Enter the electronic signature and select Proceed.

Select the tab on the left side labeled Payroll. Users will be directed to the
subtab Payroll Policy. Included in this tab are several features that need to be
filled in to apply the functionality to the organization’s visits.

.....

First Day of Payroll - Select the calendar and select the first day of the payroll for
the organization.

Pay Period - Identifies how often employees are paid. Select one of the four
options to determine how frequently the software will create payroll and select
the last day of the pay period. Select the bubble icon next to Time and enter a
time to split any visits that occur on the last day of the pay period into two
separate pay periods.

Pay Period &

O Weekly

Last day of the pay period - Select Day -- v
*
Time & @ 12:00AM G}
(O Meonthly
(O Bi-Monthly

Three Base Shifts - Enter the time or select the clock to display the time ranges
for three shifts in the organization.
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Payroll Shift Differentials - Enable or disable to calculate task pay based on
company shifts.

Enter the three base shifts used by your agency below, These shifts will help with scheduling, assigning pay rates and setting up

employees’ available times

Shift 1 0700AM (@- 0300PM @"
Shift 2 0300PM  @- 1100PM Q@
Shift 3 1100PM  @- 0700 @7

*

Enable payroll shift differentials to calculate task pay based on company shifts. When disabled, task pay will calculate based on task start

mes

O Enable Payroll Shift Differentials

Disable Payroll Shift Differentials

Mileage Reimbursement Rate - This amount will be the default mileage rate if a
rate is not entered for a specific task.

Travel Time Reimbursement Rate - This amount will be the default travel time
reimbursement rate if a rate is not entered in a specific task.

Mileage and Travel Time Calculator - Choose whether to automatically calculate
mileage, travel time, or both, and which users should receive mileage and or
travel time calculations for reimbursement. Enter a date in the effective date field
to indicate which visits should be calculated. Check the boxes to include mileage,
travel time, or both. Under “Include Mileage” and “Include Travel Time” select
employees by title or individually in the “Allowed Employees Manager” field to
indicate which employees should be reimbursed for mileage and or travel time.

Mileage and Travel Time

Mileage Relmbursement Rate * 0500 per mileskm Travel Time Retmbursement Rate * 5.0 per hour

Mileage and Travel Time Calkeulator
@ Enable Disable

Dnvce this feature is enabled, mileage and travel time will sutomaticaily be calculated foc all visits schaduled on or aftar the effective date entéred

Effective Date *

° Inclucle Mileage a Inchude Travel Time
This section provides a quick way to manage which employees will be This section provides & quick way 1o rmanage which employeess will be
paid mieage pald travel time

Allowed Employees Manager Allowed Employees Manager
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Start and End Time Rounding - Select the drop-down menu to determine how the
time (visit time and travel time) is rounded.

Round by Shift Time (hourly pay) - Select the drop-down menu for task duration
time to determine how the shift time tasks are rounded.

Meal Breaks - Enable unpaid meal break feature for use in facility staffing
services. Once enabled, determine the length from the drop-down menu.

Shift Duration Requirements - Enter the task duration parameter for calculating
when unpaid meal breaks should be applied. Then decide if there are payroll
penalties associated with not receiving the meal break.

Rounding Policies

Start Time Rounding Fitean Minutes (Naarast) v £nd Time Rounding Fiftean Minutes (Nearast) v
the renediately prevous ar subeeguent Minute iInarerment Round to the immediately previows or subseguent 150

Round by Shift Time (hourty pay)

Task Duration Time 15 Minutes (Backwards) v

£nable Unpaid Meal Breaks

wed it

Meal Break Length 30 Minutes v

Shift Duration Requirements ©

Less than hours not requlred
to hours 1 moal break ™
Greatar than houwrs 2 meal breaks ¥

Payroll penalties assoclated to not recetving the meal broak? @

Yes & No

Maximum Time/Overtime Defaults - These options determine if users are allowed
(warning or error) to complete tasks over their limit (per day and week), and if so,
how many hours they are allowed to be paid.

Maximum Time/Ovestime Defaults

Muxemum Oally Lmit: 8 Mo Maximum Weekly Lt 40
. *
Warning Error & Stop Warning Ervor & Step
Message Stheculing Messape Stheduding
» - -
Tne-and-a-Halt Daiy Lamit: & Huouf Time-and a-Half Weeaty Limit: 16
-
Neoe Error & Stop None C  Wamning Error & Stop
m Shediling foetige Hheduiing
— * — *
Double Time Dally Lmit- 9 Wou Doubile Time Weekly Limit:| 20

. *
Nons Warnirg O Error & Stop None Warning 0 Error & Stop
Message Schedufing Message Schaduling
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Manage Municipalities - If the organization pays a specific amount for select
regions, a unique municipality can be created. The municipality will later be

applied to a specific client in this area. Select the Edit or Delete hyperlink to
make updates. To create a municipality, select the Add Municipality button.

Manage Municipalities

Fllter by Text  Stan }
Name - Code Pay Rate Actlons
75418- Dallas o1 $7.25
Addison Branch 12 $£52.00
Datlas H $10.00
Deniton County $21.00
Far out patient GG $12.00
Grand Prairie 03 $27.00
Lagos $20.00
Fest 123 $33.00
fexas TEX $20.00
[ savo J§ Clos |

Choose the branch, code, municipality name and minimum hourly pay rate. Then
select Save & Exit to complete. Select Save to keep all updates made to the
Payroll Policy page.

New Municipality
Agency Biranch Sebect Branch(vs)
Code
Mumicipality Name
Minienum Hourly Pay Rate

Cermments
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ADD NEW PAY RATES
Admin/Company Setup/Payroll/Pay Rates

Select Pay Rates at the top of the page. Users can filter by branch, employee,
payment source, client, and task status for previously entered pay rates. Select
Generate to reload pay rates.

Payroll Policy Holidays
Branch * | Dallas Tast v Employen | — Defaudl — -
Payment Source - Defauit v Cllent = Defost « v

Task status | — Dafautt — v

[0 oefault Raze [ Specific Rate | A rate will overyide this in the future | Futuee rate has baen applied

Task sun Mon Tue wied Tha Fri sat
25hift-PAS- RA £200/hous | SIZA00AdSIE | S12300AsIt | S12300/sI $123.00/Visl
T a0 o | | 00 M a0 o 'lmamubnml [‘lmmmm mmlxmpm| lmm!mm
s2o0hour | s2otvhour | s20ameur | [s200mour [s200mour | [s200muur
60 Day Summary FIB000NM | SIS000ASI | (S1S000AMIE | STRO00/WNIL | [STROCG/vSIt  [S1S00G/vIsIt | [S150.00/visk

AA - Compliance training  [S32.00Muue 'r [322.00/Mear Im l'mnum | [sa2oameur | [s2208Meur | [$22.00meur

1100 pn2.00 nmwmm nmnmvm 1120 pr 700 14200 ps 7,00 1008 p 700 11:00 pen 700

Hover over the existing pay rates to review the rate history, select Edit or Delete.

s1200mour | [s1200our | [s1200mour | [s1200mour | [s1200/mour

’l

RATE HiSTORY
Rate Mlieage Rate Travel Rate Shift Effective Date Actions
$12.00 $0.50 $5.00(Default)  7:00 am-7:00 am 01/01/2001 Edit | Delete

Select New, and the window below will open, allowing users to create a new pay
rate.
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New Pay Rate

Branch * Task *

Rate * Effective Date

Employee & Al
Payment Source B3 All
Client 6 g2 Al

Shifts * Days of the Week *

Mileage Rate - If not selected, the agency’s default rate of 0.58/mile will be
used

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

T

Select the required criteria to apply to the New Pay Rate:

dXXE55.C0Mm

Branch(es) - Select one or more if applicable.

Task - Select the drop-down and choose the task assigned to the rate.
Rate - Type in the rate that will apply to the task and select the unit from
the drop-down.

Effective Date - Select the calendar or enter the date the rate will begin to
take effect.

Employee - Select the employee(s) the rate will apply by typing their name
and selecting the box or choose to select all.

Payment Source - Select the payer(s) the rate will apply to by selecting
the box(es). Search or scroll to find payer(s) or choose to select all.

Client - Select the client(s) the rate will apply to by typing their name and
selecting the box(es) or choose to select all.

Shifts - Select the shift(s) the rate will apply to by selecting the box(es).
Search or scroll to find shift(s).

Days of the Week - Select the day(s) the rate will apply to by selecting the
box(es). Search or scroll to find the day(s).

Mileage Rate - If a specific mileage rate applies to the task, select the box
on the left side. A box will appear, allowing a specific rate to be entered. If
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a rate is not entered, the default rate from the Payroll Policy will be
applied.

e Travel Time - If a specific travel time rate applies to the task, select the
box on the left side. A box will appear, allowing a specific rate to be
entered. If a rate is not entered, the default rate from the payroll policy will
be applied.

Select Save & Close to complete or select Save & Add Another to keep the
progress made and input more rates.

CREATE PAYROLL HOLIDAYS
Admin/Company Setup/Payroll/Holidays

Select Holidays from the top of the page. The list shows the name of the holiday,
the shift(s) it applies to, occurance rules, the next day of occurance, if travel time
applies and actions to Edit, Delete or Deactivate. To set up a payroll holiday,
select the New or Add Default Holidays buttons.

Statws | Actiow - Filter by Yext m m
Ackd Deladt Hokceyy

Name Shifes Oczcurrente Huls Next Date « Travel Tomu  Actiom
Thamisgivng Ouy Crws, Two, Thiss The Fourth Thurscley In Nowerder 11232003 XK

wierars Dy One, Two, Thres Lvery Movermber 11 tnvaes X

Evary Octobor 25 a3l Vv

Add Default Holidays - Axxess provides a list of holidays commonly used.
Select one of these holidays and a window will open, allowing the user to select
the criteria wanted to apply to this Payroll Holiday. Select the Edit, Delete or
Deactivate hyperlinks to make updates to the current list.
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Holiday

[Enster Sunday ~)

Creote Payroll Hobiday

Tims

Use Custom Teme

Pary rules apply to travel time

Applins 1o All Tasks and Travel Time

Multgiier @

Applias to Al Excape Par Visit Tasks O

Additional Per Hour ©

Applies to Pur Visie Taaks

Additional Per Yt O

[ otz | cime

Create Payroll Holiday - Depending on if Use Shifts or Use Custom Time is
selected, Axxess will require further time descriptions to be entered.

Rules - If specific rules apply to this holiday, select the box on the left-hand side
and a checkmark will appear.

NOTE: If not sure what each rule means, hover over the info o icon next to the
rule and a short description will appear.

Once the criteria are chosen, select Add Holidays.
New - This will allow organizations to create a customized Payroll Holiday that is

not currently listed in Axxess. Once New is selected, the same functionality will
apply to creating a unique payroll holiday.

PROCESSING PAYROLL
Employees/Payroll

Select Payroll from the Employees navigation bar. The box below will appear,
allowing a search to be completed from specific criteria.
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- . Exportm =
Svanch | Dalias Tost v Lote Tasks | Inchate v Oy beriod | 1114772022 - 121772022 (Cun v | Bponme |
Task Statws |- Select - - Employee Type | Al v Pay Type A .
.
Payroll S2atus | Al - Cohumme t= Display 6 selociod - Search tmployes

Emgloyee Task Sort m

F The tasks detalls and rate have been locked P The task has beon pakt

e Branch - Select a specific branch from the drop-down list (if more than
one).

e Late Tasks - Select if late tasks will be included in this search from the
drop-down list.

e Pay Period - Choose periods from the drop-down list. Current pay period
is set by default.

o If the pay period is not listed, select the Pay Period button, enter
the start and end date and then select Create.

e Task Status - Select one or multiple statuses from the drop-down list.

e Employee Type - Select one or multiple employee types from the drop-
down list.

e Pay Type — Select one or multiple pay types from the drop-down list.

e Payroll Status - Select one or multiple payroll statuses from the drop-down
list.

e Columns to Display - Select one or multiple columns to display from the
drop-down list.

e Search Employee - Type in the name of the employee the payroll report is
being created for.

e Employee Task Sort — Sort tasks by client or date.

NOTE: Axxess will not allow pay periods to overlap, so if this date range is
already covered in another pay period, an error message will appear.

Once all the payroll report filters are displaying the correct search criteria, select
Refresh to generate the payroll.

To mark the task as paid, it must first be finalized. Follow the steps below:
1. Edit Payroll - Before finalizing payroll, users can edit the details. Select

the box on the left-hand side of the client/employee task to be edited.
Then select the Edit Payroll button at the bottom of the screen.

axx¥ess.com ﬂﬂﬂ /AXXESS
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MALONE, DUKE OHIO Medicaid
MALONE, DUKE OHIO Medicaid
19 Checked Edit Payroll Un-Finallze Payro
» ¥

When Edit Payroll is selected, users will be able to make changes to the actual
date or time of the task. Once edits are completed, select the Save button.

Payment Source Task Actual Date/Timo O
rwoice mitall demo SONICe pRan it 1 WATZ0E2 [ 1245 AM
NNT2022 (4 0145 AM

PT Padiatne Discharge NAT2022 [ 0045 AM

P =] concs

2. Finalize Payroll - After edits have been made, select the box to the left-
side of the client/employee’s name and select the Finalize Payroll button.

@mﬂ-’n Cllent Payment Source Tank

oo loo

MATR2 51045 AM

/] MALONE, DuKE OHIO Medicad Custon
MALONE, DUKE OHIO Medicad Custan
[/} MALONE, DUKE OHIO Medicad Custon
MALONE, DUKE OHIO Madicain Custon

A green F will appear next to the client’'s name. Choose to Un-Finalize Payroll
or Mark as Paid. Users cannot edit tasks that have already been finalized. They
would need to be un-finalized and then edited.

3. Mark as Paid - Once a task has been finalized, select Mark as Paid. A
green P will appear next to the client’'s name. Once the task is marked as
paid, select the Send Paystub(s) button.

v Employee Client Payment Source Task Actual Date/Time O Hours 0
v Greehan, Maura RN
1 P HAMMON- AXXESS ACADEMY, BECKY Dept Of Veterans Affairs West HHA Note 11721/22 08:00 AM - 09:01 AM 1,02
P HAMMON- AXXESS ACADEMY, BECKY Dept Of Veterans Affairs West Non-OASIS Start of Care 11/21/22 08:00 AM - 10:15 AM
P HAMMON- AXXESS ACADEMY, BECKY Dept Of Veterans Affairs West HHA Note 2 11728722 03:15 PM - 03:46 PM 0.52
Finalize Pay Finalize Payroll TP REIN | <cnci Paystubis)

axxess.com K B /Axxess
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A green confirmation box will appear in the upper right-hand corner of the screen
displaying the following message:

(3 fully pted req to *
send paystubs. Users will be
notified via the Alert Center,

REPORT CENTER
Reports/Report Center

The Report Center lists multiple reports that can pull an organization’s data. The
reports are grouped into sections based on the type of information they display.

Repon Coveer s =

Chent Reparss RiMng/Financis Reparcs Frployes Seports

T Descripoat: The (0201 Zenerones-2 Clasn Qe for the Cheres
Thes S@ondied My SU0D D16 TUROrT 1D THE HSPOTAW Prptes

DL Mg o Parwmetens: Teancs, Payriere Sawss, Charnt, Oam Dute fangs,
Hepoct Type Ueiszation Regort (Califomia)

Regort inctudes: Tash Done v - FCSINOD | idod 2W0d

VOS2 LU e, 1
tre s e Vst Vestfication Reports

Survey Negorns

Schedie Reparts

NOTE: Viewable reports are based on the user roles (User setup is covered in
Admin Overview).

For more information about what data the report is displaying, hover over the
report name. A blue box will appear, giving more details. Select the name of the
report and a new window will open allowing users to generate the report.

13
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Therst tionter | Fapers Center L

Nraneh Oakan Tent v an Actwu
Togs - Gpinct - Payrrmet Scurce ~ Salect - “ Fezert, e
Type ~ v Colunos be Ounplay B sedected
Matching Critaris — Sabwct —
yAN Chent Type Addre City/Town State Pastal Codv Phana
NOH AASONGEN AARON TEST Meoc 10793 Kngsford Ln Frisco Sl 1214 1 4
CAIR27000 ABAS PATIENT Medca 014 Sambtdo St Dovoo Lty HONC E T
oA ABDALA 1y Medicn 16000 Datas Fhwy Dwily = 214
AATAB0D ABEL AMY Wrdicl 15249 Prewton Rd Dully = 2149181508
CAADL1 42022 ABELLANOSAS, CASL AQRANE Jedicnl 10500 Dayles Fimy Dwliys & 214
Ovmmm A 061700 AIVA, CIMANE Medx 10000 Dl Phary Dty ™ e 214 5T 7T
ownayl AITIO, TOFUNMA decd 1797 Dok Lire Roet Dwl IO 4355010
nn ABSANS, LANITA Noe- Wl 2101 Lsured 52 Ve TN 24 1
A A HOSEP Merdcn 10000 Dl Fhegy Duitys ™ ma IO A2V

Once the desired criteria have been chosen, select Generate. The report will
display on the bottom of the screen.

COMPLETED REPORTS
Reports/Completed Reports

Some reports in the Report Center will need to be requested, rather than
generated. Once a report is requested, the data will begin pulling. Once it is
finished, the report will be in the Completed Reports section.

For a report to appear in the Completed Reports section, they will need to follow
the following workflow:

e (o to the Reports/Report Center and select the report to create.
e Fill in the search criteria, then select Generate Report.

Strmfibe Mrrerary | Peguart Cerrime e -

Schedule Summary ©

Time Frame

nihie Revenie

Dete Rompe

Incdede Puyer Summary « M- T 3¢h

BB /Axxess
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e Now that the report has been requested, it will be in the Completed
Reports list. Select the Refresh button in the top right or icon in the
bottom left to update the window.

15

The status column will show when a report has finished pulling all the data. User
running the report will receive a notification email once the report is completed.
The following status descriptions will appear:

e Running - The report has been requested and is still pulling the data to
the report.

e Completed - The report has finished pulling all the data and users can
view the Final report. Once the report has “Completed,” select the
report Name and the report will open.

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. To remove multiple hyperlinks, check the box(es) next to the report and
select the Delete button.

Narew Format Sistes Togueited By Sarted Completes At

HELP CENTER
Help/Help Center

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:

axxess.com ﬂﬂﬂ /AXXEeSsSs
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User Community
I | Help Center

»  On-Demand Training

A [ g S RS Ty S g o S

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

Home Heakh  Home Care Hospice  Pallatve  Staffing  Revenue Ocle  Panent Engagement & Lagn
AXXESS P " s L)

< a (4 R

Homé Haaith Home Care Hospice Paltatve Cara

$ = 23 e

Ravenue Cycle Patient Staffing Training and
Engagament Canfication
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