
1 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

HOME CARE OFFICE STAFF  
(INTAKE AND SCHEDULING)  

TRAINING MANUAL 
December 2022 

  



2 

 

 

Table of Contents 
LOGGING INTO AXXESS .................................................................................... 3 

DASHBOARD ....................................................................................................... 4 

REFERRAL ENTRY .............................................................................................. 5 

VIEWING EXISTING REFERRALS ...................................................................... 8 

NON-ADMITTING A REFERRAL .......................................................................... 9 

ADMITTING A REFERRAL ................................................................................. 10 

INTRODUCTION TO CLIENT CENTER ............................................................. 12 

Create Tab ....................................................................................................... 13 

View Tab .......................................................................................................... 14 

Profiles Tab ..................................................................................................... 21 

Schedule Tab .................................................................................................. 23 

Documents Tab ............................................................................................... 23 

Billing Tab ........................................................................................................ 24 

Client Center Client Profile .............................................................................. 24 

Blue Action Buttons ......................................................................................... 26 

Client Center Quick Reports ............................................................................ 26 

Client Center Tasks ......................................................................................... 27 

INTRODUCTION TO THE SCHEDULE CENTER .............................................. 30 

Schedule Center Filters ................................................................................... 30 

Schedule Center Top Menu ............................................................................. 31 

Client's Calendar View ..................................................................................... 36 

List Task View ................................................................................................. 38 

Scheduling Visits to a Client ............................................................................ 40 

Organization Schedule .................................................................................... 43 

HELP CENTER ................................................................................................... 46 

 

 
 



3 

 

 

LOGGING INTO AXXESS 
To access Axxess Home Care, open the Internet browser (Chrome and Firefox 
recommended) and type in the address www.axxess.com. When the home 
screen appears, select the LOGIN button at the top right of the webpage. 
 

 
 
The login page will appear where the username and password fields are 
required. The username is the email address associated with the Axxess Home 
Care user account. Once the username and password are entered, select 
Secure Login to enter Axxessô software. 
 
 

 
 

NOTE: To reset the password, see the overview. 
  
After successfully logging in, a user acceptance message will 
display. Select OK to accept the message or Cancel to exit the application. 
 

 
 

http://www.axxess.com/
https://www.axxess.com/help/wp-content/uploads/sites/2/2017/04/IMG_6.jpg
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The Axxess Planner will appear. Select the organizationôs Axxess Home Care 
application on the left side of the page to perform the intake and scheduling 
processes.  

DASHBOARD 
 

 
 
The dashboard can display six tiles.  
 

1. Welcome Panel - Items for subscribers to access Axxess products.  

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. When the user receives 

messages, notifications will be sent to the userôs email assigned to their 

account. 

4. News and 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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REFERRAL ENTRY 
Create/Referral/Medical Referral 
 
There are two ways to add a client to Axxess Home Care. The path chosen will 
depend on information received at the time of the referral as well as by the 
organizationôs process. To add a new client receiving skilled services as a 
referral, the proper location is listed here. The referral entry details page will 
populate. Sections with a red asterisk* indicate that the information is required to 
save the page.  
 

Referral Source - This section is part of the tracking process for new referrals. 

 

 
 

¶ Referral Type - Describes what external entity sent the referral. 

¶ Referral Date - Enter the date the organization received the referral 

from the referral source. 

¶ Referral Start of Care Date - Requested date to begin services. 

¶ Admission Source - Where the client came from (clinic/physician, 

hospital, SNF, etc.). 

¶ Admission Type - Choose what type of admission.  

¶ Marketer - This is an internal user associated to the referral source. 

 

Demographics - This section contains geographical and contact details 

pertaining to the client.  
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Required items in the Demographics section include: 
¶ Name - Enter clientôs first name and last name.  

¶ Country ï Axxess operates in multiple countries, choose the applicable. 

¶ Address Line 1 - Where the client will be receiving care, city, state, ZIP 
code and country. 

o Select Validate Address to verify that the details entered are for a 
valid address.  

¶ Agency Branch - The branch the client will be receiving care through.  

¶ Pay Rate Municipality - This is for areas that pay a different minimum rate 
for a service area pay rates for employees (optional). 

¶ Primary Phone - Enter the client's primary phone number including the 
type and country code. 

¶ Email - Allows for multiple email addresses to be added by using commas 
to separate each email (optional). 

¶ Date of Birth - The clientôs birth date is entered in this section. 
o Check for Client Conflict is a system check for an existing client 

with the same name and date of birth as the client being entered. 

¶ Sex - Choose male or female and then options for preferred gender 
pronouns. 

¶ Other details ï Fill out all available information during referral (optional). 
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Services Required - This section is for indicating the type of service the client 

should be receiving. The options are determined by the information entered in 
Company Setup. 
 

 
 

DME Needed - Durable Medical Equipment for the client is selected in this 

section. The options are determined by the information entered inside Company 
Setup. Select the Add Equipment button for more DME lines. 
 

 
 

If an item is not in the DME list, it may be added in text format in the non-
standard items comment box. 
 

Physician Information - The doctor that will sign the orders is selected in this 

section. It may or may not be different than the referring physician. If the 
physician is not found, the ability to add a New Physician is available. 
 

 

Emergency Contacts - Emergency Contacts can be added to the referral after 

it has been created. 
 

Comments - Enter free text comments or use the Load Template for pre-

determined options. 
 
Then, select the Save button to place the client in the pending admission status. 
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VIEWING EXISTING REFERRALS 
View/Lists/Referrals or Client/Referrals 
 
After the clientôs referral has been created, the next step is admitting the client. 
The Referral List will appear with the clientôs referral date, name, admission 
source, date of birth, gender, status and name of the person who entered the 
initial referral. There will also be a column indicating if the client is Medical ñYesò 
or ñNo.ò 
 

 
 

The option to add a new referral is available in this window by selecting the New 

Referral button. The printer icon  gives a preview of the referral document. It is 
the clientôs Face Sheet, which is only available in this format prior to admitting the 
client. The document can be printed or saved. 
 

 
 

The Action column contains four options for the clientôs referral: 
  

¶ Edit - Enables the ability to modify referral details prior to admitting the 

client.  

¶ Delete - Removes the client from the system completely. Please note, 

deleting the referral means the client will not be visible in any reports in 

the database. 

¶ Admit - Generates all required information required to admit the client. 














































































