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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.

inaw §f @ SUCCESE STOMES COMPANY RE SOURCES comacTus | @ oG

&E AXXESS Home Health Home Care Hospice Staffing  Revenue Cycle  Patient Engagement See Dumo

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 Axxess’ software.

&7 AxxEess

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.

{:Zf\xxsss

Login Successful
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AXXESS

The Axxess Planner will appear. Select the organization’s Axxess Home Care
application on the left side of the page to perform the intake and scheduling

processes.

DASHBOARD
Good Afterneon, Cj Axxess Testing Agency
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The dashboard can display six tiles.

=

Welcome Panel - Items for subscribers to access Axxess products.

2. My Scheduled Tasks - Electronic “To-Do” 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 user’s email assigned to their
account.

4. News and 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.

o o
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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
organization’s 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 Source

Referral Type - Select Referral Type — v ¥ Refarral Dote m
Requested Start of Care Darte | »
Admixsion Source o — Select Admvssion Source — v
Admission Type ° Select Admission Type v
- Select User v

Marketer

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

e Referral Date - Enter the date the organization received the referral
from the referral source.

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

e Admission Source - Where the client came from (clinic/physician,
hospital, SNF, etc.).

e Admission Type - Choose what type of admission.

e 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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ODemographscs

.
First Name Onte of Buth loouery -

Lost Name

Country v Sane: Sen Salect Sex

Address Line 1 . Gender Pranoum Sefect Gender Fronouns -
Address Lime 2 Medicaid Number

Cay/Town Azsprnatr Medioad Numbies

Semte v ¥ socll Security Number

Pesanl Code " Do NocResuscince "o v
Addrexs Viatidation Marial Stasus Selact Margal Suatus v

‘.
Agency Branan Dalisz v Meght n v
Pay Rase Municipulity Sée Musicpaimy v Waighs LS v

Primary Phone *

tmall

Required items in the Demographics section include:

dXXE55.C0Mm

Name - Enter client’s first name and last name.
Country — 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 client’s 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 — 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.

DME Needed

Eguipment Mams 1) 'y

Provider Name Maodel Na. Serial No.

Mon Standard |tems

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.

Physiclan Information

Primary Physician 1 ] L4 New Physician -

Referral Source

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 client’s referral has been created, the next step is admitting the client.
The Referral List will appear with the client’s 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 “Yes”
or “No.”

Pt vl LI | Axin Tasling Agency

Seanch  Dadas v Clieri Type M - il By Text
feferral Date  Name Adevission Source  Oate of Birth  Sex Status Created &y Medical Action

2N e, Kebecty 101970 Maw Pending  Kebechi gbe B NO

00t 20 phrgon, Oscart 1000811980 Muv Parding Hamalnar Axeass Yes P=)

06N 2 Lung, Greg gso e WVaw Mondng Gy Long =y Mo

The option to add a new referral is available in this window by selecting the New
Referral button. The printer icon Dy gives a preview of the referral document. It is
the client’s Face Sheet, which is only available in this format prior to admitting the
client. The document can be printed or saved.

REFERRAL
T TUT- P
Feterral Ty Frern) Aaterral Do 1001202
Poteire Seurce MoaTea Mavar Fleterral Detinty
Adrmiseion Sowce
Patet Derographscs
‘Mame Fvw, Clwre £ Oute of By UHTANIED
Addeazs Line | BOE1 W VIR Aeem, Sske Sax Ofemae EMake
e
Addresa LUine 2 Genser Prencurs
Marital Snanse o Ot NA

City, State. Poete Code NEW YORK, Ny 2000 Lt

The Action column contains four options for the client’s referral:

e Edit - Enables the ability to modify referral details prior to admitting the
client.

e 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.

e Admit - Generates all required information required to admit the client.
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e Non-Admit - This removes the client from the list of referrals available
for admission.

NON-ADMITTING A REFERRAL

To non-admit a client, the option must be selected in the Action column in the
Referral List.

Action

Edit | Delete | Admit | Non-Admit

The non-admission date and reason are required before the referral can be
processed in to non-admit status. A section for comments will be available.

Non-Admission Details

Reterral IGAE, XFLECHI

»
Date =]
Reason - Sakat Raason - v| ¥

Non Admit Comments

Once the non-admission is processed, the list of non-admitted clients can be
found in Clients/Non-Admissions.

Poor-Aderitted Chenty | Aszess Testing Apency

Sranch  Dakas v Filcer by Tess  Srann
Rofrest
MRN Client Imsurance oos Frone Phone Type Sex Non-Admit Reason Non-Admit Date  Medica Action
Ete Xy QUO2NSEY  (268) 1544367  Mome Mam Other 12021 Yoy
Seey. Lura QaNaNgTT 158850528 Home Maie Referral Refused Service  05/20/2021 Yes
222222222222. SN Nancy QNSNS (A4d) dddaddd  Mame Fumale MAQpropriate For Home 074152021 Yes
Care
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ADMITTING A REFERRAL

In the Referral List, the Admit hyperlink under the Action column will update the
client to an active admitted status.

10

The Demographics section will contain all the information entered during the
referral process. Below are sections that were not in the referral process that are
required to admit the client:

e Record Number - This is an organization created Medical Record Number.

e Case Manager - The individual who will be overseeing the client’s case.

e Assign to Clinician - The clinician/case manager that the initial care period
and/or face-to-face will be assigned to.

e Care Period Start Date - This may have been entered during the referral
process, but the care period start date must be confirmed.

o Start of Care Date and Admission Hour - These care time frame elements
are not required, but if a SOC date is known and the client needs to be
admitted during a specific hour, it should be noted.

e Emergency Triage - This section enables users to document the process
during a state of emergency. Choose the appropriate level and add any

additional information.

The following options are sections that were not available when entering the
referral:

e Pharmacies - Find the patient’s pharmacy by typing the name then select
the Add Pharmacy button. Select the Delete hyperlink if the pharmacy
listed is not correct. If the pharmacy is not in the system, select the New
Pharmacy button to add to the database (permission-based).

Pharmacies

Name Wark Phene Address Actian

No Pharmacies found

e Payment Sources - Encompasses details of how the client will be billed. It
is not required at initial client intake; however, it is beneficial to input as
soon as it is obtained.

o Select Add Payment Source to add multiple payer sources.
Choose a payment source, hierarchy and relationship. Then enter

axxess.com ﬂﬂﬂ /AXXESSs
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the health plan ID, group name, group ID and start and end date (if

applicable).
Payment Sources
L11"w sources of payment for this diers hare. Lasying the end date blank wil sez the payment source a5 open endad
Select Paymest Source v Select Herardhy v
- Solect Relatonship v
hes ™

e Evacuation - This section is applied to clients that live in areas that require
evacuation necessities. This is based upon the organization’s policy and
procedures. Choose the evacuation zone and enter the address/phone
numbers. If evacuation address is the same as emergency contact, select
the checkbox. Emergency contact must be previously entered otherwise, it
will be grayed out.

e Emergency Preparedness Comments - Enter comments related to
emergency preparedness or select Load Template for pre-determined
options.

e Contacts - All previously entered contacts will show here. Select the Edit
or Delete hyperlinks to make updates. Select the Make Primary hyperlink
to make any contact the primary. Select New Contact to add additional.

o First name, last name, relation to referral and primary phone are
required. Enter any other information available then select Add.

Cemtacts

First Name Lan Name Primary Phane Relavorahip Emall Aztion

No Contacts found.

Selecting Save instead of Admit will generate a message with further options for
proceeding.

e Feferral was saved as a panding Clisnt successfully. What would you like to do next?

Add Anosher Chart (Modical) | Add Ancther Client (Non-Medical] | Gota Client Conter |

11

Aaxxess.com ﬂﬂﬂ /AXXESS



& 3 AXXESS

Selecting Go to Client Center will load the Client Center with the pending status
selected and the client’s profile selected.

12

Branch — All Branchas-- v Create » View » Profiles Schadule »
Status
Type Al v SR ALSMADI, *
Poyer Al v l ' Female, Age &1 - MW
Physicien: N/A

Tags \

P [ DoB
Find O soc

Last Name « First Name « g =

Selecting Admit will move the client in to the Client Center with an active status.

Bronch | — Al Branches —

Type (M Y
Filter | Al 2l
Tags

Find les

INTRODUCTION TO CLIENT CENTER
Clients/Clients Center

Client Center Filters
On the left-hand side of the Client Center window, there are parameters available
to further narrow the selection when searching for a client.

e Branch - This option allows the user to pick the client’s branch.

e Status - Choose between active, discharge, pending, non-admit or
hospitalized.

e Type - This option permits the ability to filter for medical, non-medical or all
types of clients. The system will default to “All.”

e Tags - Enables filtering by tags the organization is using in the system.

e Find - Search the client's name and list will appear when typing in letters
by first or last name.
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I
Branch |- All Branches --
Status | Pending v
Type All v
Payer | All -

Tags

Find

The Client Center window has tabs at the top of the window that can be selected
when adding details to the client’s record.

Client Center | Axoess Testing Agency

Create » View » Profiles » Schedule » Documents » Billing »

Create Tab

Order — This button provides the option to add a new order to the client’s chart.
An alternative route is Create/Order.

Communication Note — This button allows a coordination note to be entered
into the client’s chart. This note can be sent to another user within the
organization by selecting Send Note as Message.

Authorization — This option is used for clients with insurance payers, which
require authorization. The client’'s name will automatically appear when this
option is selected inside that client’s chart. The start and end date ranges and
authorized task options will be required depending on the client’s type of
authorization.

Detail

* A
Client Nome ABABA, JESS v Authorired Tasks Select options v

* ~ = *
Staet Date M swns — Select Status — v

*
End Date n Authorization Number
Selecr a Cler, Start Dste, and End Dare in oeder ro popuisse this st bl
Payment Source - Select Payment Source —~ v

The payment source list pulls from the details indicated in the client’s chart. The
list will not generate until the start and end dates are entered. The status of the
authorization can be indicated by selecting the options provided. Once the top
section is completed, the units’ section must be addressed by indicating the unit
count, type, frequency, and the total.

13
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Units

14

Units

Unit Type - Select Unit Type — v | " day of the week

4 Days nuthorizetion restricted to — Select Days — v

Frequency of Units Seledt Frequency —
*

Calculate Total

Total Units

e Unit types provides the option to indicate how the units will be measured.

e If there is a restriction on the days the authorization is used on, there is an
opportunity to indicate so in the “Days authorization restriction to” section.

e The Calculate Total button will use the details entered for the unit count,
frequency and date range to determine how many units the authorization
will be for.

e Selecting the per hour unit type will have the option to indicate how many
times the visits will occur -depending on the frequency type selected.
These details will be visible when the total is calculated.

View Tab

The list of items under the View tab will also be accessible from the Quick
Reports.

Authorizations Listing — Enables users to search, view or edit existing
authorizations as well as add new authorizations as needed. Actions include the
ability to view or print, Edit, evaluate and Delete existing authorizations.

Acttaraation LISt | R8O, FOFUNM L
e OOV04/ 2021 282 ve 312001 (o] Pagmare Soune A} v m
Refrean
Authorizzstion Nember  Payment Ssurce From - To Status Unis Actios
0 pedead? G40 - owzmat O aone 1 a @
O pPriveresen Pay oAy ot O active 5] 0 =1 & )

Communication Notes — Enables users to view existing communication notes
as well as add new notes as needed (New Comm. Note). Users may search by

care period and further filter by text. Existing communication notes will display in

the grid. Actions include the ability to Edit, Delete and view existing notes in the

PDF format.

AXXeSS.Com BB /Axxess
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CUminucation Notes | Azssals Tetng Agency | ASARA, 1SS

Carm Pariod (I 20/ X001 - Pilter by Text

Employoe Name Subject Line Date Status Action
Cj Plersan Ry Lab fiesults 12202 Scboutted Pencing Co-Sigrnatare g £21 | Dewts
£ri Stone RN sty V22028 Compieted &8 DA | Dessie

Orders and Care Plans — Enables users to view existing orders and care
plans. Users may search by care period. Actions (permission-based) include the
ability to view, print or delete. The list of orders and care plans may be exported
to Excel.

Date Range
CRA2/2021 L I 1
| Exg
QOrder Subect Ordur Date  Sent Oate  Necelved
Number  Line Type Status Physician = Electranic « _ Datw Actions
N/A Physiclan order  Completad No 10262021 e 8
. Pl be bt Curgle R . .
681379 B Not Yet Started Abbott, Ncale  No 10/20v2021 an
RX . Ol
A Cusbar
N/A Not Yet Started No IR E7 R ] e s

Vital Signs Chart — Displays the client's most recent seven visits and the vitals
entered during those visits. Vitals may be viewed in graph format as well. The
Vital Sign Log contains the temperature, weight, respiratory rate, pain level,
pulse, blood sugar, blood pressure, and an overall report with all vital signs
during the period.

Chvecz Votirt S Fhsarts | ADAM, INLDAD

Temperature Qaie Temprrature  Tows
“e MOV Contsrous Care Fronshent
mr ( ) Srdet M L e
i ma 0 ) Pediars TN w3 Motie
o Temgmcature
! s \ 2 - Srbat Nurve Yur - Mot
| QAR 3EMN Serbezs Narvw Vue - Mzbibe
e
Y22 W L ¥
pLE )
1 =T =1 =1
sl sy st sdetn. e " we
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Seizure Records - Displays a list of existing seizure records. The list may be
searched by date range and further filtered by text. Individual record details may
be viewed or printed via the printer icon, and the entire list may be exported to
Excel. Available actions include the ability to edit and/or delete based on

permissions.
Setzure Record LB
Date Rango
Start Dats Tosk Time Duration - Post Seizure MR Actions
1 Shlled Nursrg Visit A, O rmres) 33 secfs 30 & B
1 total results Show &l ~ entries

eMAR Chart - (medical admissions only) Enables users to view the client's
medication administration record. Display options include daily, weekly or
monthly views. Client medications are listed in the left column, and the
administration log displays green for taken meds and red for refused/not taken.

AN | RIENTON, WEATI -
« October 28, 2021 [ oot 8

Medaatiom I Tan L Feee e Haw g \

eTAR Chart - Displays all recorded treatments given and refused/not given in a
daily, weekly, or monthly format. Enter treatment records, edit, or delete records.

16
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« November 2, 2021 > oy | Wty
i ham Tam Bam Yam am Sam A Tom

Baver aver 1Ba trnatmend in vi

Fe——
(L]

&0 Logs - (medical admissions only) Enables users to search and view
recorded input and output values for the client. The default shows the summary
report, but users may View Details by selecting the link. Additional actions
include the ability to Edit/Delete Details recorded values (permission-based).

& O Lags Bepant | NENTON HEATH

e s - BB @ - o ® — TN

Omta Total Inpes Anouss Total Outpua Anaurs Varianos Actisn
~
10202001 0 10000 -100.00
27201 13000 100 .00 000
1OV 000 40.00 1000

Supply Log - Search supply logs by name or enter a date range to display
supply worksheet addenda completed within a specific time frame. Depending on
the permissions, users can Edit and/or Delete addenda using the hyperlinks in
the Actions column. There is also an option to export to Excel.

Supoly Worksherst

Descrigtion Quantity Used Oute Used « Empluyes Actiony
NOBILING pressr s ventilator, potalie of Satonay 1 R0 C)PWrson BN it Owlwte
Batrery thorger: replacement for patiert.owned sertdstor 1 wasno CIPersun N Bllc  Deliste
nonnnence Garment, 20y type, (28 boel, dapern, sach % 170 CjPMersnn @ Bl Deline
Walier, enciosed. foor-sided framed. rigd o folding wheeled with postenior seat 1 1028029 CjMerson AN 24l Delins
4 total resuits Show < entries
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Wound Flow Sheet - Displays all recorded wound care documentation. Filter
by assessment date, location, onset date, wound type, and pressure ulcer stage.
Other details such as measurements, drainage, drainage amount, and odor can
also be viewed. Under Actions, select the © icon to view the complete wound
assessment for the entry.

Vent Flow Sheet - Displays all recorded Ventilator Flow Sheets. Filter, print,
Edit and/or Delete the flow sheets as needed.

Ventiiator Flow Sheets | Axsest Testing Apancy | NEATON, HEATHER

B

Task Daes Range  02/01/2020 £ - wean

Filter by Tex:

Tavk Task Osta » Vent Type tmployes Action

Vert Flowahedt Q220200 Asrral MIRSON. ) &

Suction Log - Search suction logs entering a date range to display suction
worksheet addenda completed within a specific time frame. Depending on
permissions, users can Edit and/or Delete addenda using the hyperlinks in the
Actions column. There are also options to Bulk Print and export to Excel.

Sortien Log L
Date Range
Suction Date « Thew Routw Depth  Consistency Color Passes  Machine Checkiist Actions
28 1 0 i 1 Thick WD Joaned
1 total results Show ) entries

Fall Risk - Displays all recorded fall risk assessments. Depending on
permissions, users can filter, view, print and/or delete the assessments using the
icons in the Actions column. There is also an option to export to Excel.

18
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Fal fisk Asesurwet

i [ R

Date * Task

Complote by © Fall Risk Total Actions
WA Shilled Nurskng Vist (j Pierson BN 4 &8
1 total results Show I entries

Triage Classification - This section contains information based on answers
from client’s profile emergency preparedness section.

Axxass Testing Agency [

16000 N Daias Py 4700N TRIAGE

Dallas, TX 75248-1234

Phone (111) 1111111 { Fax. (222) 222.2222 CLASSIFICATION
clien: MRN: PCS002 DOB: 011151956

16000 Nerth Dallas - Emergoncy Contact
Daklas TX 75246

Phone (333) 333-3333

(M) M1am
PhoneType Mobie

D 1. Life threatening {or potential) and requires ongoing medical When necessary,
PRIOP: arrang s for v lon to an acute care facllity will be mada.

Infection Log - Displays all recorded infections. Depending on permissions,

users can filter by date, add, print, edit and/or delete the infections as needed.
There is also an option to export to Excel.

Irfection Log Lint

ABABA, JESS L (GDS11192030) . remale

¥ 16000 Dallaz Parkway Nb, Dalaz, 1X » 8H0| 7955550 « 0312190

Date Range
80220214 1102202
Physician Type of Infection Infection Date * Status Actions
Pifer, Curtis MD Skn 320 Comglieted Z 6 8

1 total results Show - < entries

Hospitalization Log - Displays a list of the client hospitalizations. Edit, Delete
or print the individual log entries.

axxess.com BB /Axxess
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Hospitallzatian Lo | ABABA, JESS L
Source in Date Ind Date  Status Last Home Visit  User Tacility unit y source bie  Follow Up
User-Generated 1VI2/2027  1QN22202Y  Active 1127202 STONE Memorial unes DC Flanner Aflac Yes
Tracesfer o ERIC K
Client Service Goals - This section is the client’s goals and objectives. The
user can toggle between active and discontinued to view the effective date,
goal/objective, discontinuation date. Select Discontinue under Actions to
manually discontinue a goal.
= ==
FTraction Dute GoaliCtyection Stacontimiation Datn Actaans

Visit Tracking — This section houses the information for missed or reassigned
visits. View information by tracking type, task, task date, reason, employee,

performed by, and performed on. Select Edit under the Action tab to update the
reason listed.

e

Deleted Tasks/Documents - Axxess is a cloud-based software, so most
deleted data will remain in the system. Search by text. Based on permissions,
users can select Restore to undo a deleted task or document.

Client Delated Taskw/Documpnts Hstory | AflASA, JESS T

Fllar by Tex:
Task/Document Scheduled Time Actual Time Status User Action
Nugrgional Assessoment Form  M122X21 1230 PM 1222021 1230 P Not Yt Due Lona Symonds AN

Homemaker Visit
Homemaker Visit
24 hour wst note

Initial Pediatri Assessmeant-
Traécirg

AXXess.C0om

1019/2021 0400 P

100152021 000 PM

101622021

1071672021

HINY2021 0L00 P

102021 0200 PV

ane2021

10172021

Nt Yee Started

Not Yeg Started

Not Yet Started

Noe Yes Startea

Jan Sedayau
Jan Sedayan
Aupall Krware AN Nestare

Ladawn Plerce RN
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Profiles Tab
Client Profile - This section is the client’s Client Profile Data Sheet. It is a PDF
synopsis of the client’s profile. Upon viewing, users can Download, Print or
Close.

il Py Client Profile

DALLAS | TX, 780851204
Prone (216 577.7790 1 Fax: (709) 7977870

| Name: anuca. soes L SOC: o2 Birth Date:  co/i2iee0
10000 Dutes Farkway NI Sex: F e Marital:
Dallae, TX, 75248.7524 .
Fhome (B56) 7952660 Gender Pronouns:
Phose Typo Woes
Office: Datan
MR: GOS11150030 DNR: Yo Race: Wniw
Care Pericd: DR202021 Height- Weight:
Triage Lavel: 3 nNot se-mrnmening Dut would suttar Severs ROverse #0cts Referral Date:  c7m12001
Insurance | Emergency Contact |
Mredicars 11182020 Prmary Name Phone Relationship
HENKELS, PAMELA (W70) S0 T-weva Linknown (P
Bob's mvoe o8I Primary CMISOSL MAK DA 3423427 Employes
Oremary CROSS, KAINIK 1231231231 Employee
PARTHASARATHI PRAS (423 21212102 Seft
i Allergies | Pharmacy
mines Name:
Phone:
Covmmmm A Cmn Dpnhnd Nl avns Mhesmbndam

mm

Treatment Profile - The Treatment Profile houses all treatments the client is
receiving. The list is split into active and discontinued treatment(s). Add, print,
refresh or reorder treatments by selecting the corresponding buttons. Additional
options are available under the Action column button.

Traatreest Frotée | ARAMIA, 55

Chem

Corvrm Care Pereod L R et L 3 Mabgrars mecphases o b

Saare Duve Trwaiment Freaprrey O Dvre At iaes
e »
3 [ - L
Soan Date Tromnimeni Feramirrny U Owne Atiame
No Discontinued Treatments
\
=
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Medication Profile - This section contains details of the client’'s Medication
Profile. Client medications are separated into active and discontinued
medications. Users can Add, Discontinue, Activate medications, Sign
Medication Profile, Print Medication Profile, check Drug Interactions, view

Signed Medication Profiles and Reorder Medications.

Madrathes ™ulbe | ABSPA 1T

Medicntian Palide

5 Primary lagrvasts

e Sasmmabery Dlapeesis

i Phasnacy Neve

Moy ™eee

I DT EIIy I S ey

AR B Bann  Mesbaniies & e

Ty Cwasibuntier  Phywrien [re—— UL Daie P
RrT, Kt »
- »
v g
’
Deeccmrases Vensanosts)
Ties Ossafcaran  Pipeicies Pharwwary DT Dwnm Owcrrvirree Posanr Action
N ’
’
i
| rren detitorn | b

Infectious Disease Profile - The Infectious Disease Profile is designed to

help organizations easily track infectious diseases and screening tools used to
detect them. Create a new screening by selecting the Add COVID-19 Screening

button or View by selecting the hyperlink.

Immunization Profile - This section contains a list of all immunizations. Add,

Screenings

Entered By

Plerson, C) 8N

Stone, Erc RN

Nau. Sunday

RN

Person
Screened

Client

Client

Client

Name of Person Type of Date of

Screened

ABABA. JESS L

ABARA, JESS [

ABABA JESS L

Screening

COVID-15 1va2a2n21

COVID-1S 1onzgon

COVD.1e 07052021

§E

HIgt

Law

High

Screening
Results Temperature Actions
Yes-1/4
a5 View
Questons
Yesiva
5.6 View
Questions
Yes-1/4
A View

questions

Deactivate, Decline, Delete or export the list of immunizations.

AXXess.C0om
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imrwineation Profile | ADABA, JESS L &
ACTIVE INMURIZATIONS
o Date Ad 1D d By Lot ¥ Reasen Action

MACTIVE IMMuNIZATIONS
Al ” Outw Administervd / D VR

v By Lot & Reason Action

Shingies Dectined 11012, 1

Refrosh Immunizations

Allergy Profile - This section contains a list of all client allergies. Add Allergy,
Edit, Delete and print the list of allergies.

Allergy Profiie

Client Name ABABA 155 Physiclen Acborn, Nusle

Nifrush Alarges Privet Alarggy Pradie
Active Ausimiss

Name Type Action

il

Deirreo Acuenaies
Name Tyne Action

Schedule Tab - The Schedule menu has a Schedule Activity option which
generates the client’s Schedule Center window.

Documents Tab - The Documents menu has two options available to select:

New Document - Enables users to attach a document to the client chart. It
contains two required completion fields: Choose document name and a new
document attachment field. Once completed, select the Upload button.

NOTE: There is a 25MB document size limit. Documents greater than 25MB will
need to be separated prior to uploading.

View Documents - Enables users to add, view, edit and delete existing client
documents.

23
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Cllent Documants {ist | ABABA, JESS L LR
Filter by Text
Document Name File Name Created Modified Action

autharizations

7 10maz021 10002020

Admessian Records 1 1500 10042021 1vo/ 2021 Edit | Delpts
485/ Pian of Care 087312021 O8/39/2021

Dane Chent Test 1364 34742 102021 110172021 fdir | Delete
chent pl W 182021 1019202 Edit | Dalese
Admit paperwork 52 1001542021 V1572021 Edit | Deles

Billing Tab - The Billing tab has three options available to select: New

Invoice, Invoice History and Deposit.

Client Center Client Profile

The main section of the client charts window will contain a brief synopsis of the

client’s details:

ABEL, AMY ©

Physician: Ansari, Najmus

[ Change Phota ]

[ Edit ] [ More ][ Directions ] [ Admissions ]

Female, Gender Pronouns: She/Her, Age 66 - MRN: AA74800

DOB 02/01/1955 Phone (214) 914-1909
socC 09/01/2020 Phone Type Home
Medical Yes

e The client’s picture can be uploaded by the organization as a form of

visual reference.

o A Change Photo hyperlink is available for the uploading process.

e The client's name will be indicated next to the picture.

o Selecting the arrow © next to the client’s name will open the

Schedule Center.

o If the client has a Do Not Resuscitate request, an indicator @

will be visible next to the name.

e The organization assigned Medical Record Number (MRN) will be visible

after the client’s gender, preferred pronouns, and age.

AXXess.C0om
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e The physician, DOB, SOC date, phone number, type and indicator of
medical/non-medical status will also be visible in the middle of the Client
Center so that they may be referenced easily.

Below the client’s details are helpful hyperlinks:

[ Edit]1[ More ][ Directions ] [ Admissions ]

Edit - This hyperlink will open the client’s chart which contains the referral and

admission details (permissions based).

More - This hyperlink will produce additional client details.

(LR

Name

S

Adarass Line 1
Addrass Liman 2
City

Staim 2ip

Ponasd Cadn
Primary fhare
Secondary Phone
Ssart of Care Date
Date of Birth
Fhopvician Name
Physician Phane
Propsician Fax

tmurgency Nome NOMINDRA, RAETV

tmergency Phoeu
onnm

Directions - Provides turn by turn directions to the client’s home as well as
satellite view directions. Starting address defaults as the organization’s address

but may be altered as desired.

Admissions - If the client was discharged and readmitted, the admission periods

will be listed in this window.

CHR AdTUssiOn Meroy | ABRL, AMY L LK
A Naw fteviod
Admession Date Discharge Date Curvent Prviod Carm Prriodis) Action
3 202 ve Yes
Care Pencd Start Dale Care Poriod tnd Date Acton
DE1542021 cem2021
oa4200 Sorf a2

010122021 052021

012012020 S23172020
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Selecting the ' icon beside the admission date will generate more details
pertaining to that admission period. In the Actions column, the ability to Edit Care
Period will be visible for users with the corresponding permissions.

26

® Twapivedfu

Clinnt

Cliemt ABEL AMY

Detalls

Care Period Start 0871472021 " Cose Manager Laurel Btk LWN v

Priesary Physican Ansar, Nagrus Iy
Care Perlod Length Specfy End Date -

Care Period Erdd 12,221

nactivate Caru Mriod

Comments [ i sy e

For more details, please reference Managing Episodes in the Schedule Center
section within this document.

Blue Action Buttons
The three action buttons in the middle section of Client Center include the
following functions:

e Refresh - Refreshes the screen after any changes are made to the chart.

e Schedule Activity - Navigates the user to the Client Schedule for
scheduling and viewing Tasks. Alternate links to the Schedule Center from
within the client’s chart is selecting the client’s name or going to
Schedule/Schedule Activity.

e Change Status - Allows users to change the status of the client to
discharged, pending, non-admitted or hospitalized.

Client Center Quick Reports
The list of items under the Quick Reports is also accessible from the View and
Profiles tabs.
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Quick Reports
Client Profile
Irostment Profile
Megicatson Profile
Infectious Disease

Prafiia

Immunizaticn Protile

Client Center Tasks

The lower section of the client chart contains a list of scheduled and completed
documents for the client. The list of documents may be grouped or filtered by
task type or date range.

Group By ' None v | Show | All v Date This Care Periot »

e Group By - None, task, scheduled date, assigned to or status.
e Show - All, orders, nursing, PT, OT, ST, MSW, HHA or dietician.

e Date - All, date range, this care period, last care period, next care
period, etc.

Additionally, the bottom section includes the following columns:

| Task Date Time in - Out Assigned To Status |
’ 1072772021 05200 AM-DE:00 AM €} Plerson RN Not Yet Started % A (=]

L wal

Task - Displays the document name. The document name acts as a link to open
and complete any task not in a completed status.

Date, Time In-Out, and Assigned To - The date and time are set to the scheduled
date and time until the note is completed. It then displays the actual date and
time of the task. The employee scheduled for the task will be displayed next.

Status - Displays the status of the task. Examples include not yet due, not yet
started, submitted with signature, submitted pending co-signature, completed,
returned from QA, sent to physician and returned with physician signature.

Electronic Visit Verification - A house icon provides notification that EVV has
occurred for the task. A yellow house indicates the employee has clocked in and

27
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a green house indicates the employee has clocked out and obtained client

signature. Selecting the house provides EVV details.

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

Ll
Y

e

Sticky Notes - Yellow sticky notes show notes for a particular task, blue shows
notes related to the whole care period, red shows missed visit notes and orange
shows notes that are returned for review.

AXXess.C0om

@5 Adjusted In Progress EVW
N Adjusted Completed EVV
% In Progress EVV
# Completed EVV
@ Not Started EW
Visit Comments
P Care Period Comments
P Missed
¥ Returned

@ Print Document
\ Attachments
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Print Document Icon - Selecting the printer icon displays the print view of the
document. From here, the document may be downloaded or printed.

Attachments Icon - Displays documents attached to the notes. Attachments are

added from within the details tab and may include wound pictures.

Action Column - Contains various action items based on the note status as well

as the user's permissions.

NOTE: The lower half of the client chart may be expanded to increase the field of

E Details

~

g Missed Visit Form

) Reassign

@ Delete

Details - Provides information related to the task. Certain fields are
available for editing based on the note status and may include document
name, time in-out, payer, status, employee, surcharge/mileage, update
bill/pay, add task (yellow) sticky note, add supplies as well as the ability to
upload up to three documents. Last is the ability to view the Activity Log
for this task.

Reassign - Tasks in a not yet due or not yet started status may be
reassigned to another user.

Reopen - Provides the ability to reopen completed documents to make
changes necessary to the note.

Restore — Users with permissions undo missed visits.

Schedule Comments — Users can view, add, edit and delete schedule
comments regarding client scheduling.

Missed Visit - Scheduled or saved tasks have the option to record the
task as a missed visit.

Delete - Provides the ability to delete the task, which will then move to the
Deleted Tasks/Documents under the client's Quick Reports.

vision for the task list

An alternative route to review client tasks and schedule further visits is to select
the Schedule Activity button, and it will generate the Schedule Center window.

dXXE55.C0Mm
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INTRODUCTION TO THE SCHEDULE CENTER
The Schedule Center is the view of the client’s tasks in a calendar format.

Tchatue Carear | Assss lesing Agwecy

u | Wew s ComPeriod «  TashMonage  Maichiog ¢ Viskbag  View Authaciiasiontsl  Mare ¢
Bracen S [
MR .| ABABA, JEsS L(GDSIIIS?OBD) Semale
- ¥ 20000 Dudles Parbaeny NI Dale M1 TS 5550 « & 02071989
Ty
fom: |2 “| « October 2021 =
et LN Merstay Ve sevy

Tirat

Lant Nome < Flrst Noerwe < Clartaen Viak - Motd
- =
ABE. ANY | o

e

ARP TORA

’ . i T ’ .
| T e e ) e
Alaa 080 ——— —1 - .'::':';:
Al MARCE AW - TIERM [T mun;“w oM e 11T
e .. ol =
2Laae it s

ADANE KATLYY

aDaNE MARCE

ADANESS - TOM

ADDSON  MEDICAL

ADDSON NONAMEDC
AL

Annxenr W - 1" ' Lt Tds

Schedule Center Filters

The left column provides the ability to view client and employee
calendars/schedules. The default search is by client. Selecting employee
updates the criteria and results to employees.

Chien [ETERETET

Branch - Al Branches -~ v/

Status. Actve v
Type Al v
pPayer Al v
Tags

e Branch - Default is all branches. User's that have multiple branch access
under the same organization may limit the client/employee search by
selecting an individual branch location.

e Status - The client or employee's status level.

o Client: The default status is active but may be filtered to view
discharge, pending, hospitalized, non-admit.
o Employee: Active, inactive, terminated.
e Type - Distinguishes the type of employee or client.
o Client: Medical, non-medical or all (default).
o Employee: System, non-system or all (default).

axxess.com BB /Axxess



& 3 AXXESS

e Payer - Client only search item. Drop-down list of payment sources.

e Tags - Allows filtering by tags the organization is using in the system
(client/employee).

e Find - Provides the ability to input part of the client/employee first or last
name and filter the list.

31

Schedule Center Top Menu

The Schedule Center has a list of menus that will assist with preparing and
managing the client’s schedule.

Schedule Center | Axxess Testing Agency

New » Care Period »  Task Manager Matching » VisitLog  View Authorization(s) Unassigned Shifts Schedule Summary

New - This menu option has one item available to select Client Task. This
option is one of the two ways to schedule a task for the client.

Care Period - An active care period covering the timespan being scheduled is a
prerequisite to successfully scheduling any task. To add a new care period the
user selects Care Period/New Care Period.

New Care Period - The following information will be available to complete:

Cemnt

Detaily
2137201 . 07723/ 302
Care Poriad Sar1 Date 07/2252021 [+ Starn of Cave Date 02t
Care Poriad Langth Ozen v Case Manager Selecx User

Primary Physician Aobatt, Neoke

e Care Period Start Date - Date the care period starts.

e Care Period Length - Several specified lengths exist to choose from along
with an option for an open length (clients that do not require orders) and a
specified length where the user inputs the length of days.

e Start of Care - Pulls from the client file.
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e Case Manager - Indicates who will be case manager.

e Primary Physician - Pulls from the client file.

e Comments - Comments entered here pull to the blue sticky notes which
are viewable from the task list.

List Care Periods - All active and any inactive care periods for the client will be
displayed.

Lint Care Perods | ABABA, 551 LA
Azmive Canx Pamoos
Start Date nd Date Actions

IHAcTIVE CARS Panioes
Stast Date 2nd Dute Acians

No inactive Care Perlods

e For convenience, the option to add a New Care Period is also available in
the List Care Periods window.

e The show filter option provides the option to view active only, inactive only
or all types of care periods.

e Viewing inactive only episodes will have one action option: the ability to
Activate the inactive care period.

e Viewing active care periods will have the option to Edit or Deactivate care
period.

Task Manager - The Task Manager allows the ability to Reassign or Delete
multiple tasks at the same time.

32

K B /Axxess



& 3 AXXESS

33

Exak Manager | ARRHA 551 [

Sate bage 102402

Piber by Test

{ Tash/Documant Date Time

o0 Log (G ] WA
Safed Nyme Vat - Mobie ORI
Communicanan hete WV A

"1 Physician onder V2001 A

home heath soe st V2502021 1000 AR

00 AN

=} 12/0%/ 2024 =)

status tmployee

Subimitied With Sgnasture G Persom N

0500 A 0500 AM Not Ve Started ; Prersom aN

Subhvetted Penditg CoSignatse € Merson N

Conpietad Fepab Kamare Ry

O M Submitted Pending CoSignatuee ) #erson 3N

Tasks that have been started or completed cannot be reassigned.

Matching - This tab has two submenus: Preferences and Match Criteria.

Preferences - Provides the ability to mark a caregiver as oriented, a client

favorite or as a do not send.

e To complete this, drag and drop the caregiver to the appropriate category.
To indicate a caregiver as a favorite, select the name once they are in the

oriented category.

e Oriented and favorite staff are displayed at the top of the employee list
when scheduling, whereas the do not send staff display as view only at

the end of the list.

Stalf Preferences |

CAREQIVERS

=
Do Not Sewo
‘_O A
| @ wi -
‘o 5 '
OmiENTED

Match Criteria - Takes the user to the client's match criteria in their client file.
From here, the client's criteria may be viewed or updated. The matching list is
created by the organization and is taken into consideration when using the
matching functionality during the scheduling process.

AXXess.C0om
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Te Client | ADADA, [ESS

i atisn

Match Criteria
Wing Detun
Med ol information T et s RTINS I St IMTMrG AR
CandEoas af ParBopsTun
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- hest X-ray
Mateh Criteria 2o
NI DinecTivet * LN Scener
Appication

Annual xkits rech

8

Wt Meedsct) o) - Densboent lrg T |

Yuils

Spras esle
w  istand fose
Eagorionco wilh Dempecis

Speais Spanie

OMO Background check Neads Help with Masication Agminitraton
hils Chockiist Neods Soed Suger Monitering

% 7o skie Tt vantiletor
0 T e * f-;m’m

Visit Log - This option provides the ability to update specific information for
billable tasks. This is particularly useful for updating non-system user information.
Task status, start and end dates, time in/out as well as travel time logging may all
be updated from this menu.

VIR Log | ASADA, 1551

Date Range  10/24/2021 M - ey M PlterbyTest Stan
Tack Svent Dato Assignod Te maus wisit Start Dato Time in visit tnd Dote Yime Out Travel Tiew
Shifed Murse Vist - Mobibe 10227200 jPerson  Not Yet Started v 1072272021 1 0500 AM IWZ7/XRL 0600 & 2 mn

Pryskcian orce

el e | Corvpleted v W26/2021 0 1200 AM
Seymited Pend v 10/25/2021 A9 1000 AM

1V26/2001 f) 12:00 A4
125/ 2021 (e 0<:00 B8
10/24/2021 ) 04:00 PM

name e adde wat 1WA QPwrson Submbted Pend v 1002577021 A4 1000AM () ION2S/021 M R0 O mm

fame healh siw vt )

(sl oM oNo]
©Q0G 0o

It Unasugnest | Not Yet Stated v 1U2/2021 (9 1000 AM

m Cancel

View Authorization(s) - This menu offers a quick link to the client's
authorization screen to view, edit, delete, or add a new authorization.

Oraation LISt | RBUO, FOFUNM

Praw  O004/221 28 ve L3201 M Paymere Soune A v
Statex | Actwe v Pilter &y Teet Lot
N.mber >
From - To Status Ui Actios
u| 0 pedieadt 4021 ozt O ae 1 0 & | 2
» O prveeersen Py oAy o0t O actve @ 0 &0 & (] Ocinis

Hovering over the (i will indicate the tasks assigned to the authorization.
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Vasks:
Kelechi Custom

FL SN ASSESSMENT
Authorization Number Kim Non-Medical Assmssmant
Intake Assessment
A1265 O private(self) Pay 0B/0:

The ability to evaluate the authorization is available at the bottom of the window
by selecting the Evaluate Authorizations button.

Unassigned Shifts - The Unassigned Shifts menu displays all scheduled tasks
that have not been assigned to a caregiver. The default page display is for the
unassigned (open) tasks for the current month in list view. Users may adjust the
date range (month/week/day) or view in calendar format (select Hide List). To
assign a caregiver, select the day(s) they are confirming, select Reassign and
choose the caregiver who is accepting the shift(s).

Lnanagiedt Shitts o -
= , | triatznart |
October 2021 =3 o »own Lt
| Task/Cocument Schaduled Date Dy Scheduled Tame Statun Clont

Schedule Summary - Enables users to see each client’s scheduled hours at a
summary level for at-a-glance review and identification of scheduling issues. The
summary can be filtered by payment source, tasks and family provider. Tasks
can be viewed by month, week or day. The list of tasks will display with the
following column headers:

e Tasks - Shows the name of each task on the list. The total number of
scheduled tasks is displayed in parentheses in the column header.

e Status - Shows the status of each task on the list.

e Payment Source - Shows the payment source for each scheduled task on
the list.

e Start Date/Time - Shows the start date and time of each scheduled task
on the list.

e End Date/Time - Shows the end date and time of each scheduled task on
the list. Once a task is completed, the hours update to the actual times
that the task was started and ended.
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e Assigned To - Shows the caregiver assigned to each task on the list.

e Hours - Shows the number of hours from the schedule start to schedule
end of the task. The total number of hours is displayed in parentheses in
the column header.

ABABA, JESS L (GDS11192030) ., rewwie
¥ 15300 Dalen Pty ik Dok o BT YW - &

Filter Tasks

O MOV - 1OV ©

Client's Calendar View
Once a client is selected, the calendar will display:

,JESS L (GD511192030) « semate Cave Peoodtsr DAII03T 10
¥ 10000 Datist Paibmay Nb Oofles TX o 012504 7955590 « EON127960 Open

3 . 3
[ [ETe——r—
Ao e Ay By
ZOOAM 1 0N CODMM T UM

TLO0AM 1L

PAS focts  Maken

iy S

L L X n bod Lt Tmsds

If the List Task view is displayed, selecting Hide List will revert to the calendar
view. Selecting the client's name is a quick link to the Client's Chart. Hovering
over a scheduled task to see the quick details. Select the Message Employee
hyperlink to message the employee assigned to the task. Select the house icon
next to EVV time to view the task’s EVV details.
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Message Emplayee: Nirtan Neison RN

Payer State Medicaid Warver

Bitable: Yeu (347.50 howurty'

Payatie: Yos (52000 hourly)

Schedufer: Brian Nelson BN

Scheduled Tame: S15 AM - 11:00 AM (1.7% howrs)
EVV Time: gl 215 AM - 11:00 AM (1,75 houry

Documentation Status: Noc Yet Started

Schedule Comments - Users can view, add, edit, and delete schedule
comments by selecting Schedule Comments from the quick details’ menu or
from the Actions column when viewing the Schedule Center in list view.

Norve LAl Moy Corvrrwnt Adthms

Select the Edit hyperlink under the Actions column to make updates or select the
Delete hyperlink to remove the comment. To add a new schedule comment,
select the Add Comment button. Enter the comment and select Save & Close
to save the comment or Save & Add Another to continue adding schedule
comments to the task.

Add Comment

Users may view the Client Schedule in month, week or day formats by selecting
the corresponding action. The default view is by month.

Depending on the view selected, the arrows will move to the prior or next

day/week/month.
< October2021 > [ & ][ & ][ ustTasks

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
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The printer icon will print the schedule (permission-based). The rotating circle
icon is a page refresh.

38

Selecting List Tasks displays the client schedule in list format. The color legend
is located below the calendar for easy reference:

. Scheduled . Completed . Missed Care Period 11/27/19-
Unassigned E] Returned [:] No Access

5 Unauthorized

Blue = Scheduled task
Green = Completed task
Red = Missed visit
= Care period

Yellow = Next care period

= Unassigned task
Orange = Returned task
Grey = No Access to task
Red Border = Outlined in a red border is unauthorized

List Task View

Selecting List Tasks displays the client schedule in list format. The List Task
button is also available at the bottom right-hand side of the page.

Above the list task’s view, a menu bar displays with the following:

Task A Payment Source Start Yime ~ £nd Time Employee Status

e Task - The name associated with the service being performed.

e Red A - Indicates tasks that do not have an associated required
authorization. The task will also have a red border in the calendar view.

e Payment Source - The identified payer of the task.

e Start Time - Scheduled date and start time of the task or shift.

e End Time - Scheduled date and end time of the task or shift.

e Employee - The caregiver scheduled to perform the task.

e Status - The status of the task or shift.
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e Untitled Columns - The columns without titles will display the following
icons:

o EVV - Permission-based electronic visit verification details.

= A vyellow house represents EVV that is in progress.

= A green house is a completed visit.

= A gray house is available for all visits and is used to
manually document EVV information when a caregiver is
unable to connect to the internet during a visit.

o Visit Comments - Notes associated with that task. Notes are added

from the Action column’s Details option.

o Care Period Comments - Notes associated with the care period.
These comments are entered at the care period level (Care
Period/New or List Care Periods/Edit).

Missed - Comments related to the reason the task was missed.
Returned - Comments related to the reason the task was returned.
Print Document - Select this to view the document.

Attachments - Presents when attachments are associated with the
task. Selecting will present the attachment.

o O O O

2 "
o Acdposted in Progress EW

ﬂ‘ Adpsiad Complated EV

N Progoess £V

@ Core Pencd Comments

P 1aisen

Returmed
w3l Print Cocument

\ Attachmants

e Action Column - The options in this column are permission-based and
contingent on the status of the task. Tasks that have not yet been
completed may have the following options associated:

[ Status ] [ Action _:
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Details - Opens the detail page of the task allowing viewing/editing
of the scheduled date/time; payment source, caregiver,
mileage/travel/surcharge information and the ability to enter
comments (yellow sticky) and attachments.

Missed Visit Form - Allows the documentation of a missed visit or

Reassign - Ability to quickly reassign a task to another user.
Delete - Removes the task.
Schedule Comments — See above.

=

) Details

Nor Yet B
o o
- o
Started Reopen

Not Yet B Delete

-

The completed tasks, on the other hand, have fewer actions available. Details
and Delete are the same actions, while Reopen will reopen the task. To hide the
list task view, select the Hide List view.

Scheduling Visits to a Client

There are two ways to schedule a task: One way is by selecting the calendar day
or by selecting New/Client Task.

Both paths open the Employee Scheduler window. Selecting the calendar day
will pre-populate the date in the new task schedule window. The date will be
entered manually when using the new task route.

dXXE55.C0Mm

Lmplayes Scheduser 4 x

Employee Scheduler

Tt ABASA |ESS L
shift Longth: 1 hours v

Ovurride Shift Langth | Schadule wéthout Timn

From Mt vy

To MM/ didyyyy ) H

Paymeni Source ~ Sekd & Start and End Time - vl ¥
Task — Sebect Task —

Recurrencn Nore v

Careglverimployee Filter by 1 sedected

Unassgned v

Comments
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The following are further details for the Employee Scheduler, each piece and
what it allows the organization for scheduling purposes:

Shift Length - Includes three options: a drop-down selection which
automatically calculates the 'To' time once the shift start time is entered; Override
the shift length allows manual input of the shift in and out times.

shift Length: 1 hours v

Override Shift Length Schedule without Time

From and To - Organizations will place the date of service in the from and to
areas. If the organization selects a shift length hour from the drop-down selection
once they place the start time, it will automatically calculate the end time. If
override shift length is selected, then the organization will set their own start and
end time. If the organization selects to schedule without time, then the start and
end time will disappear.

From ! m
To 14 November 2021 ’
Payment Source —~Selrat Su Mo Tu We Th Fr Sa

Task Se
Recurrence I

CarestuoriFmnlause Flltar by 1 cadamra

Payment Source - Once the from and to fields are populated, the payment
source list will display all client payers that cover scheduled date. Select the
payment source paying for the scheduled task.

Paymant Source Select Paymert Source v|"
-- Select Payment Source — .
Task
Bob's Invoice{Primary)
Recurrence medicare(Prmary)

Caregiver/Employee Filter by Aflac{Prmary)

Task - Select the task being scheduled. The task list is ordered by category and
may contain the following based on the types of documents the organization has
created: Assessments, visit notes, care plans, orders, coordination of care and
supervisory. Search by name or scroll through the list.
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Task ~ Sefecr Task
Recurrence

Carngiver/tmployen rilter by 1 s¢
i) T
Assessments

Comments

Recurrence - The recurrence feature enables the organization to easily
schedule the same task out multiple times based on the client's specified need. If
a recurrence schedule is used, the user must indicate an end date of the
recurrence and for the daily or weekly options of how often the task repeats.

Recurrence Daty v
3
Repeat Until &

Repeat Every 1 v dayis)

Recurrence Options:

None - No recurrence needed.

Daily - Task recurs every 'X' number of days until the end date is reached.
Weekly - Task repeats every 'X' number of weeks on the days selected.

Monthly - Task repeats every 'X' number of months on the selected day of the
month or the day of the week.

Flexible - Useful for tasks that do not recur in a set pattern. Select the days the
task needs to occur on. There is a current limit of 31 scheduling events that may
be scheduled at a time.

60 Days - Task repeats every 60 days. A new dropdown will appear below with a
‘Repeat Until' calendar.

Caregiver/Employee - Indicates who will be completing the task. Three
selections are available:

Unassigned - If there is not an identified caregiver for the shift, the task may be
set up as unassigned (open). Unassigned tasks appear yellow on the client
schedule for easy identification. Once a caregiver is identified, the task may be
reassigned to the user.

Assign to Caregiver/Employee - If a staff member has been identified, the drop-
down user list may be used to select the staff. The staff that has been identified
as oriented and favorite will show at the top of the list for easy selection. The list
will also filter as a user's name is typed (when the drop-down list is open).
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Find a Match - The last option is to search for suitable matches based upon the
match criteria set up for the clients and employees.

Caregiver Matchsng

Task information
Clomt ARARA 555 L il day
Payar nedcaufimuyl  Prom 171802000 SO0 A

Task Ta

Matching Options
Required Cancgiver Crituria Selwct All

1 Losnen/Certifications 1 Swlls ] Transfers

] Furzonslty Trakts ~] Puix "] General

Frulurrod Carvgivee Crituria " Select AN
] tcenswCertifications 1 skills ] Transfers

Porsanality Trasts Potx | Senenal

1 = Orimnted

Comments and Save - The last step in scheduling is to add any comments
about the tasks to be scheduled. These show up as a yellow sticky note on each
task scheduled. Once all the information is entered completed, the organization
can Save & Close, which will add the task(s) to the client schedule. If the user
chooses, they can Save & Add Another task for the client.

Organization Schedule

The Organization Schedule shows all visits scheduled to employees of the
organization. The functionality is like the Schedule Center, but instead of
searching for clients individually, they are all shown in the grid.

Now 2 A, 2002 Yot i g - B3 BN - B3

L . e e » - e 3 —— e e . - Tor -
= - i) 4] ] a
& el el o] E)
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Choose a specific branch (if more than one) schedule by selecting the drop-down
menu. View the calendar by week or by day. Move through each week or day by
selecting the left and right arrows in the top left of the screen. Print the schedule
by selecting the printer icon. Refresh the page by selecting the refresh icon. The
schedule defaults to viewing all clients but can be changed to users by selecting
the Employee button.

44

M Branches v

< Oct31-Nov 6, 2021 ES :clz B3

Hovering over a scheduled task to see the quick details. Select the Message
Employee hyperlink to message the employee assigned to the task. Select the
house icon next to EVV time to view the task’s EVV details.

Users can view, add, edit and delete schedule comments by selecting Schedule
Comments from the Quick Details menu.

Client - The schedule grid is split into active and pending patients. Selecting the
drop-down arrow will collapse each respective group. Select the client's name
hyperlink for a direct link to Schedule Center that is pre-filtered for the client. The
hours scheduled to the client is to the right of their name based on which filter is
selected at the bottom of the page.

The summary at the bottom of the screen filters the schedule’s results and
displays the number of hours associated with each status. All hours is the
number of combined scheduled, completed, missed and unassigned hours. Total
hours is the number of combined scheduled, completed and unassigned hours

B o | e [ e [ [ RO A

Employee - Select the Employee name hyperlink for a direct link to Schedule
Center that is pre-filtered for the employee. The hours scheduled to the client is
to the right of their name based on which filter is selected at the bottom of the

page.
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Emglayses Hours Sun, jul 19 Man, jul 20 Toe Jui 0 Wea, Jat 22 The, i 3 B, Jul 24 Sat, i 25
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The hours column displays the number of hours scheduled for the day or week
and updates based on which filter is selected at the bottom of the page. If an
employee has been scheduled over 40 hours for the week, a yellow warning icon

will appear next to the employee’s name in the hour’s column. The summary
at the bottom of the screen filters the results of the Agency Schedule and
displays the number of hours associated with each status. The only difference
from the client organization schedule filters is the estimated overtime filter.
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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 I Help Center

y  On-Demand Training

[ JEVRVRFIY_ P § I I

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

& hxxess
Get Help Anytime, Anywhere
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