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ADMIN DASHBOARD
Admin/Admin Dashboard

The administrator dashboard consists of seven different tiles:

HIS by Status

Census by Level of Care

Routine Home 4
Geny 03

Care

Cor

HIS by Status - Bar graph view of HIS differentiated by the number of admission

Census by Primary Payer On-Call Stats
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Census by Status Claims Ready for Billing
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and discharge in ready, exported, accepted and rejected status.

Census by Primary Payer - Pie graph view of how payers are split up between

patients.

On-Call Stats - Bar graph view of number of visits that were made per day for the

last seven days.

Census by Level of Care - Shows the number of patients by Routine,

Continuous, General Inpatient and Respite and the recent changes of each level.

Census by Status - Shows the number of patients by referrals, admission, active,

discharge and deceased.

Claims Ready for Billing - Shows the number of claims by NOE, NOE-Transfer,

NOTR and claims that are ready for submission.

Bill Holds - Shows the number of bills being held by outstanding orders,

incomplete visits, sequential billing and plan of care.
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ACCELERATED PAYMENT DASHBOARD

Admin/Accelerated Payment Dashboard

The Accelerated Payment Dashboard provides forms, resources and information

to help organizations apply for accelerated payment. To access the dashboard,
users must have permission to view company setup information.

Branch

Forms and Rescurces

Revenue - Past 3 Manths 1 Pre-Application Recammendations

$0.00

Application Resources Submitting an Application

National Provider sdentifier L
(NP} Fax

Provider Number (PFTAN)

The Accelerated Payment Dashboard provides useful information about
accelerated payments that are available under the CARES Act. Information on
the dashboard is uniquely customized to each organization based on the
assigned Medicare Administrative Contractor (MAC) and organization-specific

data.

On the dashboard, select a branch to apply for accelerated payment. The forms,
revenue, and resource sections will automatically update based on the branch’s
data and Medicare intermediary. The dashboard is broken down into the

following sections:

e Forms and Resources - This section provides all forms and resources

distributed by CMS related to accelerated payments.
e Revenue - Past three Months - This section collects payment postings for

the selected location over the past 90 days. This data provides a
reference point for deciding how much the organization may want to
request in the accelerated payments application.

This
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NOTE: CMS has stated an organization can request up to 100% of its estimated
revenue for the next 90 days. For some organizations, using historical payment
information may not be the most accurate way to determine future predicted
revenue. This section should only be used as a guideline and is only as accurate
as the payment details posted in Axxess Hospice.

e Pre-Application Recommendations - This section provides useful tips and
guidance published by the intermediary assigned to the selected location.

e Eligibility Criteria - This section provides all current eligibility guidelines for
the provider’s eligibility as published by CMS.

e Application Resources - This section provides application forms that
correspond to the organization’s assigned MAC and includes the
organization’s National Provider Identifier (NPI) and Provider Number
(PTAN), which are required when submitting the application.

e Submitting an Application - This section provides application submission
methods accepted by the organization’s MAC. Once an application has
been completed, users can submit the application using any of the
submission methods listed. To submit an application by email, users can
select the email address linked in this section to generate an email for
application submission.

COMPANY SETUP
Admin/Company Setup

Company Setup is split up into eight tabs found on the left side of the window.
Choose the provider (if there is more than one) the setup is being completed for
by choosing them from the drop-down menu at the top.

1. Company Information - Where users enter the organization’s
information, ID’s and Provider Numbers (retrieved outside of Axxess).

NOTE: Anything with a red asterisk (*) means the information is required to save.

/AXXESS
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Provider:  recug Home Heahh v

Provider Information

Provider Name * CAHPS Vendor
TaxID * CAHPS Vendor ID O
Tax 1D Type * National Provider Identifier
(o} Emnployer dentification Numbes
Social Securty Number

- Medicare Provider Number

Contact First Name *
Medicaid Provider Number

Contact Last Name *

Contact Email Medicaid Provider Identifier

NALE Madir nid Oranviidlar tdantifine

Organization Location - Enter the organization’s name, phone and fax number,
address and time zone. Additional branch locations can be added below. Select
the Next button to continue.

United States Location
Location Name Country *
redd State need States of Ameriza Q
Primary Phone Address Line 1 Address Line 2
e w El-
Fax Time Zone City State zip County
AT-05.000) Coret - - S
Company Code Location Code

2. Financial & Billing - Determine the date through which books are
closed for the organization.

This manual is for training purposes only and should not be used for official
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| Closed Accounting

Date through which books are closed: 08/31/2020

Axxess will require an electronic sanature from authorized personnel

when saving a transaction dated on or before the closing date

Closing Date

Disable Closing Date

The Chart of Accounts Mapping feature enables users to assign account
numbers based on their organization’s accounting system. Account numbers
assigned to each general ledger account in Company Setup will flow to the
General Ledger report. This feature enables users to organize financial data and
create financial statements, including income statements and balance sheets.

When the View Chart of Accounts button is selected, a new window will open
and display the following details for each account: branch, account name,
account number and effective date. Users can select Branch or Account at the
top of the screen to group the accounts by branch or account name.

Chart of Accounts

Branch Account Name Account Number Effective Date Actions

Branch: United States

nreg Siar R J Medicare V292018 m Wiy Aoy
Inited State /2902018 [ psan [l vow sty
Unitad State: Liatdlity - Room and Boar 2972018 m m
United States  Untilled AR - Room and Boards 32972018 [ pcstre [l wew dentory
United States Revenue - Medicare HMO 032972018 m Wew Hstory

Select Bulk Update at the top of the screen to update the account numbers
and/or effective dates for multiple accounts. If accounts are grouped by branch,
select Apply to All Branches on each row to apply the corresponding account
number to all branches.

This manual is for training purposes only and should not be used for official
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Branch Account Namae Account Number Effoctive Dato Actions

Branch: United States

If accounts are grouped by account name, select Apply to All Branches next to
the first account to apply the account number to all subsequent branches. Once
all appropriate updates have been made, select Save Bulk Update. Once saved,
the counter will show the number correlating to the number of rows that were
updated.

To update the account number and/or effective date for an account, select
Update under the Actions column next to the appropriate account. Updates can
be made to the account number and effective date, then select Save.

Branch Account Name Account Number Effective Date Actions

Branch: United States

United States Revenue - Medicare f:»"

cond

When View History is selected, a table will open to display all changes made to
the account, sorted by most recent to oldest updates. Account numbers added to
the Chart of Accounts section in Company Setup will appear in the Account
column of the General Ledger Report.

The last option in the Financial and Billing tab is to check the HIS exported box
to prevent claims from being submitted before the HIS is exported.

Select the Next button to continue, Save button to keep any changes or
Previous to see the last page.

3. Clinical
o Decide to enable or disable Patient-Specific Hospice Aide or
Homemaker Care Plan.
e Enable or disable the 15-Day Compliance for IDG (Interdisciplinary
Group) Meetings.
e Enable or disable the Print Document Addendum.

only and should not be used for official
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e Enable or disable the Edit Signature Date and Time and
documentation signature time requirement.
e Finally enable or disable Conflicting Visit Time Validations.

Select the Next button to continue, Save button to keep any changes or

Previous to see the last page.

Interdisciplinary Group (IDG) Meetings
15-Day Compliance *
Enanling 15-Cay complance prevents users from ending an IDG meeting If the next meeting for any patients on
the agenda is scheduled over 15 days away. This featurs also prevents users from removing a petent fram an
IDG mesting  the patient has not had an IDG redew in the iast 15 days. When this feature 15 disabled, wsers will
recewve 15-tay compiance warnings. but will be able to end meetings and remove patients from the agenda after

acknowledging the varming,

Enatle © Otssble

Print Document Addendum
Enable this feature to include any addendum attachments in the download/print view of compieted
documents.
© Enable Disablo

Doc Roquir

Edit Signature Date and Time *

Enadie this feature 1o Sllow users 1o edit the signature date and time wihven Sgning documents in the system, The
A0 sigraturs date and time will 3ks0 be tracked for auditing purposas. if the required signaturs time feature =
not enabéed, users will only be able to view and edit the sgnature date when signing documents in the system

O Enadie Disabie
Require Signature Time on Documentation *
Enabile this '-V.lf'.ﬂﬂ 10 track the ’IIEMUPU time when users '.»gn documants in the i‘ﬁ’fﬁ'

enable O Disadle

4. Notifications - To enable schedule notifications, select Enable under
Schedule Notifications. When Enable is selected, the following
checkboxes will appear:

e Notify assigned users of changes to their schedules.

e Notify specific users of schedule changes. When Notify Specific Users
of Schedule Changes is selected, a Recipients By field will appear with
the following checkboxes: Title, User and IDG Team.

Schedule Notifications

Enable this feature to automatically notify specified users of schedule changes.
© frable Disable
B Notify assigned users of changes to their schedules ©
B Notify specific users of schedule changes ©
Reciplents By
8 Title 8 User 8 10G Team

Select Lne . select Tearm

This manual is for training purposes only and should not be used for official
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To enable schedule notifications for other providers, click Apply settings to
other providers. Once selected, the Associated Providers field will appear with a
list of associated providers for selection. When Select All is chosen from the
Associated Providers menu, all providers the user has access to will be
selected. The selected providers will receive schedule notifications. Once the
appropriate settings have been selected, click Save at the bottom of the screen.
Schedule notifications will be sent according to the setup.

5. Operations - Enable the Medical Record Number feature to
automatically generate medical record numbers during the intake and
admission process. If enabled, decide how it will be configured.

Medical Record Number
Enable Vs fenture o aamarically generale potiens IDvmedical record mamters during the intake and odmission process

Automatically Generate Medical Record Number

O Enabic Disable

MRN Configuration

Use the {ollawing settings to configure the MRN autput for your Crganzation

Component 1

Generation Type Character Type  Character Length ': “"'<

|

Example: HG 587694

Component 2

Generation Type Generation Text

Component 3
Generation Type Character Type  Character Length

)

Select Add Segment to begin configuring the medical record number. Each
segment is part of the medical record number and can consist of alpha or
numeric characters. From the generation type menu, select static or dynamic.
The static option enables the user to enter a defined set of characters that will
not change. Users can enter the set of unchanging characters in the generation
text box. The dynamic option enables the user to select if the segment should be
alpha or numeric and to select the number of characters in the segment.

Component 4
Generation Type Character Type Character Length

p——

Once a segment has been created, select Add Segment to add a new segment
and continue configuring the medical record number. To remove the most recent

This manual is for training purposes only and should not be used for official
m purposes as the Axxess solutions are continuously subje
improvements and enhancements
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segment, select Remove Last Segment. When the MRN setup is complete,
users must ensure that the configuration is feasible within the system.

NOTE: There cannot be only one static segment, as this will only generate one
MRN in the system. If there is only one dynamic segment, it must be at least four
characters long to ensure an adequate number of MRN combinations. There
cannot be two consecutive dynamic segments. Only a maximum of five
segments or 50 total MRN characters are allowed.

To proceed with the setup, select Save at the bottom of the screen. Once the
information is saved, the feature will begin working within the system. When a
referral is converted to a pending patient, the system will automatically generate
a medical record number. This field will remain editable in the patient profile.

The next feature that must be set up is the Medicare Week. Choose the seven-
day range for the organization’s Medicare Week. If no selection is made, the
software will default to Sunday - Saturday. An organization’s Medicare Week can
also be updated to support operational changes that may occur at the
organization. All previous selections and the effective dates can be viewed here.

Medicare Week

Medicare Week Start Date End Date Actions

turdsy

cn. *  4total results Show v entries

Enable patient tags to allow for custom tags to be associated with any patient
within their patient profile.

/AXXESS
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Patiant Tags
Enatl ng this feature will & W Tar custon '1_, s 10 De as5500atad 1o any patient witt helr patient profile

Patient Tags
© Enable Disahee

a 3

Tag Created By Start Date Actions

If enabled, select Add Tag to create new tags. Enter the name and select Save
for a single entry or select Save and Add Another for multiple. Select the

icon to edit previously entered tags or select the 1 icon to deactivate entries.
Search for tags by using the search bar. View the list of entries by Active or
Inactive.

Next, choose how Social Security numbers are displayed on patient face sheets.

Organizations can add their own consents. Begin the process by selecting Add
Consent. Select Upload Consent to upload a consent form, admission packet
or other documents for patient/caregiver to sign before receiving hospice care.
Select Choose File to find the document to upload and choose the document
type. Decide if the consent applies to all active and pending patients or only to
future patients. Then select Upload.

Select the [ icon to remove consents or select the | icon to deactivate. Click
on Select Consent Template to create a custom consent form to meet your
organization’s requirements. Choose the consent template and choose the
document type. Decide if the consent applies to all active and pending patients or
only to future patients. Then select Customize.

This
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Consents
Chck Upload Consent (o upioad o <ovisent farm, admissian packet or odher oo 0 Sign before recening haspice core. Cick
Custamize Consent Form 10 creale o CusTam coviserst fonm 10 meel your Orgy
Consent Activation Deactivation Date Last
Document Type Source Date Date Updated Appliad To Active Actions
: All Active and Pending L
Corgents Uplownd Q53200 Yooz ) Yes
Patients
) ) ) i All Actve and Pending 2
Advance Derectives Upload 0S/xr2021 OS2V 20N Yes
Ients
Hospice Physiocan Certification of p 5 S All Active and Pending H
v Upload 06M2/2021 602/2021 5 Yors
grmunal liness Y 3tients
< All Active and Panding 3
Face-to-Face Upload 1171942029 1M 4 Yeu
Patients

Lastly, decide the effective date of hospice election and how the date signed is
decided.

6. Scheduling - Choose which task will be active or inactive for your
organization. Search for a task in the search bar or filter the list by
selecting all, active or inactive. Select the red Deactivate hyperlink on the
right to deactivate. Choose a deactivation date and then select Save.
Select the green Activate hyperlink on the right to make deactivated tasks
active again. Choose an activation date and select Save.

Scheduling Task List

The Active list betow includes ofl tasks that are octive ond availlable for scheduling. The Inactive st includes all other task types thor are

not active for scheduling. To nctivate or deactivate @ task, select the "Deactivate” or "Activate” link associated with the task name to

move the task (o the oppropriare st If a task is moved from the Active Ust to the Inacove LSt

any visits schedwled for that task will

FeTNn active.

Q . . 5

Task Status Start Date End Date Actions
Aroma Therapy Visit nactive 01/15/2022 02/16/2022

Art Therapy Visit nactive 03/24/2018 11/25/2021

Atrending Physician Certificanon of Termunal Hiness t D3/24/2018

Bereavement Assessment : 02/0572022

Bereavement Counseling Note t 03/24/2018

7. Payroll - Specify company payroll rates based on individual organization
practices to ensure accurate payroll cost reporting for activities performed.
Decide to enable or disable the Payroll Center. Enabling the feature allows

This manual is for training purposes only and should not be used for official
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organizations to view the Payroll Center, edit payroll data and generate
payroll export files with the components and data layout required by the
organization’s payroll vendor.

f Payroll Center
‘ | wable o disabie the P Aol Center, Enab ng this feature Allows you 10 view the Payroll Center, eoit payroll lata and generate

payr yort flies with the components and data layout required b es Not prevent you from

ge ating payroll reports, but the components and layout may not be co il vendor’s specifications.

Note: A generic export and specifications for Lawson and UltiPro are available at this time.

© Enable Disable

Export enabled/disabled as Export enabled/disabled by:

of: AMerson, Wendy

Payroll Batch ID: Payroll Vendor:

Payroll Company
Branch « Code/ID Start Date End Date Actions
Undted States D2323 12/01/2020
‘ n ' 1total results Show v entries

.
Once enabled, choose your payroll vendor. Enable the Payroll Center for
different branches by selecting the Add Branch button. Choose the branch,
payroll company code/ID, start date and select the green Save hyperlink on the
right. Once entered branches can be edited by selecting the [£ icon, removed by
selecting the [l icon or deactivated by selecting the © icon.
Enable or disable the Mileage Calculator feature which automatically calculates
the mileage for all visits scheduled within 14 days prior to the enable date that
are completed or pending QA approval. Once enabled, decide if the organization
wants to include the mileage from the worker’s departure to return home.
\" Mileage Calculator

Once this feature is enabled, mileage will automatically be calculated for all visits scheduled within 14 days prior to the enable date that are

opleted or pending QA appraval

Mileage Calculator

O Enable Disable

Enabled/disabled as of: Enabled/disabled by:

0111472022 vall, Julie

Mileage Calculation Parameters

Include mileage from the worker's departure o return home
Enable the Multilocation Payroll feature to pull cross-location visits to the
employee’s primary location for payroll location. Then decide to enable or disable
This manual is for training purposes only and should not be used for official
axxess.com purposes as the Axxess solutions are continuously subject to updates /AXX@SS
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the Missed Visits feature to exclude missed visits from payroll reports and the
Payroll Center. When enabled, payroll information will not be generated for
missed tasks.

Multilocation Payroll
e to pu O55-50Caton visits o the employee's primary locaton for payroll aperovs

Multilocation Payroll
O Frable

Enabled/disabled as of: Enabled/disabled by:

MD Test, Abd
Missed Visits

Enalde thes featre 1o exclude missed visits from pay reports and the Payroll Center, When enabled, pay o

Missed Visits
Lrabe o '

The Current Payroll Settings section at the top of the tab displays current rates
and settings that have been set for the organization. This information is read-only
and updates automatically when the company settings are changed. The
following information appears in this section:

Effective Dates

Displays effective dates for the
company’s current payroll settings.

Frequency

Displays the rate at which payroll is
run (weekly, biweekly, monthly or
semimonthly).

Last Day of Period

Displays the last day of each payroll
period

Allowable Reimbursements

Displays which reimbursements the
organization will pay.

Mileage Rate/Effective Dates

If enabled, this section displays the
mileage reimbursement rate and
effective date of the company’s set
pay rate.

Travel Rate/Effective Dates

If enabled, this section displays the
per-hour travel reimbursement rate
and effective date of the company’s
set pay rate.

On-Call Mileage Rate/Effective Dates

If enabled, this section displays the
mileage reimbursement rate and
effective date of the company’s set
pay rate.

This

/AXXESS
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On-Call Travel Rate/Effective Dates If enabled, this section displays the
per-hour travel reimbursement rate for
on-call activity and the effective date
of the company’s set pay rate.
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{
Current Payroll Settings

Effective Dates Frequency Last Day of Period Allowable Reimbursements

012012020 « Currant Monthly Last Day of the Moeeh O Misage O Tixvel G Onlall O OnCall Milwage © On-Cail Trave
Mileage Effective Travel EMective On-Call Mileage Effective On-Call Travel Effective Dates

Deates Dates Dates

01/01/2020 - Current 0310172020 - Curvens 0110172020 - Current

On-Call Travel Rate
Mileage Rate Travel Rate On-Call Mileage Rate $0.00 / hour
$1.00 / mile $2.00 / hour $0.40 / mile

Payroll Policy - If the organization has multiple pay cycles, enable the Payroll
Cycle feature to create custom payroll group names. Select Add Cycle to create
a new payroll cycle group. Enter the name and select Save. Once added, select

the (" icon to make changes or select the Deactivate hyperlink to remove.
Choose whether to see the list of active or inactive groups by selecting the tab.

Payrall Cycle

Payroll Cycle Group Actions

Payroll Cycle
Group $tart Dote End Date Frequency First Day of Period Last Day of Period Actions

Weex

Select Add Rate to enter new payroll cycle rates. Choose the payroll cycle
group, first day of the pay period, payroll frequency and allowable
reimbursements.

This manual is for training purposes only and should not be used for official
axxess.com purposes as the Axxess solutions are continuously subject to updates /AxxeSS
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Add Rate
Payroll Cycle Group * First Day of Pay Period * © Payroll Frequency * ©
v ‘ &

Allowable Reimbursements O

Then select the Add Rate button to save. After rates have been entered, select
the green View Details hyperlink under the Actions column to see which
reimbursements are included. Rates can be edited by selecting the [# icon or
removed by selecting the Il icon.

Rates - Comprised of the Mileage, Travel, On-Call, On-Call Mileage, On-Call
Travel and Non-Patient Activity rate tabs. This section enables users to enter
customized rates and view historical rates for the company. Functionality works
the same in each tab by adding a new rate by selecting the Add Rate button. To
adjust a rate, select the [#" icon under Actions and to remove a rate, select the
icon.

Reimbursement Rate Start Date £nd Date Actions

QD s0585

Mileage - Add new mileage reimbursement rate and start date. The start date will
automatically update the end date for any of the company’s existing settings.

Travel - Add new travel reimbursement rate and start date. The start date will
automatically update the end date for any of the company’s existing settings.

On-Call - When adding a new rate, select the task, payer, branch, rate and
effective date. To create the same rate for multiple tasks, payers, or branches,
select the desired options from the respective drop-down menus and select Add
Rate. A row will be added to the rate table for each task, branch and payer
specified.

only and should not be used for official
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On-Call Mileage - Add new on-call mileage reimbursement rate and start date.
The start date will automatically update the end date for any of the company’s
existing settings.

On-Call Travel - Add new on-call travel reimbursement rate and start date. The
start date will automatically update the end date for any of the company’s existing
settings.

Non-Patient Activity - Setting non-patient activity pay rates enables users to
generate reports with the data needed to seamlessly process payroll and monitor
operational processes. Rates can be set for individual activities and branches or
can be set to apply to multiple activities and branches. These rates will be used
to calculate reimbursement for these activities.

8. Subscription Plans - Enables organization leaders to view their
subscription plan statuses, request updates and communicate with the
Axxess team from within the hospice solution.

The Current Subscription Plan section displays your organization’s current
plan, total number of patients and how many patients are supported by your
current plan.

! Currant Subwcnption Plan

Your Current Subscription Plar vatenis "1
81-100 patients \
£ 64 patierms , | wevesd Deltere B4

The Monthly Subscription Plans section displays plans that are currently
available for your organization. Users can select a new plan and enter any
comments in the Comments section. To request a new subscription plan, select
Request and enter the electronic signature to confirm that the user is authorized
to make the request on the organization’s behalf.

Manthly Subscription Mass

101 10 120 woee == 121 10 140 »e [ sowey e | 141 £0 160 weos [ s o |
161 to 180 s [ ot v | 181 to 200 == [ o e | Over 200 == [ ot e |

Commenn

This manual is for training purposes only and should not be used for official
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Integrations — The Integrations tab will show all active, available and pending
integrations per branch. There are multiple options for pharmacy integrations,
orders and document management and select the View Integration button to
see an explanation of the integration and how it might help the organization. If
the organization is interested in implementing the integration, select the Request
button and the Axxess team will be in contact with the organization.

| Active Incegrations
Mo active Integrations for United States
| Avallatle iviwgrations

Cocumera! Orter: Maragermmm

WorldView

Pending Integrations

Your Pending Integrations:

Oumawrn ! Grders Mt agrrrmst

Forcura e
|

ADD AND LISTS
The top right-hand corner of Axxess Hospice houses the Lists and Add menus.

e The List menu is found in the E icon.
e The Add menu is found in the icon.

ADDING A NEW USER
Add/User

Information - Enter the user’s information. All items with an asterisk are
required.
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User Information
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The bottom of the page houses System Roles. This allows organizations to limit
the times that users can access the software. For example, if the “Allow
Weekend Access” box is not checked and a user attempts to log in on a
Saturday, the system will not allow entry. Times can also be adjusted for the
earliest time a user can login and/or when they are automatically logged out of
Axxess Hospice.

System Roles

Access & Restrictions

Allow Weekend Access

Earliest Login Time Automatic Logout Time

(4] ©

Select the Save button to leave the section but keep what has been entered so
far. Select the Next button to move on to the next new user tab.

Permissions - Permissions are important in the software because they
determine what a user can do in the Administration, Clinical, Billing and Reports
categories.

To save time, copy permissions from another user by selecting their name from
the drop-down and selecting Apply. If permissions are not being copied, users
can select the check box in the top left corner of each category that will check
every single permission box in that section. Selecting the checkbox to the left of
each permission group will allow all permissions for that selection. Checking the
box at the top of each column will add that permission type for each item in a
section. Permissions can be individually selected with the following functions:
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Administration - Users can view, add, edit and/or delete.

Clinical - Users can view, add, edit, delete and/or reassign.
Billing - Users can view, add, edit, e-submission and/or delete.
Reports - Users can view, export and/or delete.

Select the Save button to leave the section but keep what has been entered so
far. Select the Next button to move on to the next new user tab or Previous to
see the last screen.

User Permissions

C issions Fre
Seloct All Perrmissions m

View At o Delere

Adrrinistration

Payroll - Specify user payroll rates based on individual organization practices to
ensure accurate payroll cost reporting for activities performed. The Current
Payroll Settings section at the top of the tab displays current rates and settings
that have been set for the user. This information is read-only and updates
automatically when the user’s settings are changed. The following information
appears in this section:

Effective Dates Displays effective dates for the user’s
current payroll settings.

Pay Type Displays the type of pay the user receives
(salary, per hour or per visit).

Pay Rate Displays the user’s base pay rate (based
on the user’s pay type).

Allowable Reimbursements Displays which reimbursements the user
will receive.

Mileage Rate/Effective Dates If enabled, this section displays the
mileage reimbursement rate and effective
date of the user’s set pay rate.

/AXXESS
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Travel Rate/Effective Dates If enabled, this section displays the per-
hour travel reimbursement rate and
effective date of the user’s set pay rate.

On-Call Mileage Rate/Effective Dates If enabled, this section displays the
mileage reimbursement rate and effective
date of the user’s set pay rate.

On-Call Travel Rate/Effective Dates If enabled, this section displays the per-
hour travel reimbursement rate for on-call
activity and the effective date of the user’s
set pay rate.

| Current Payroll Settings

Effective Dates  Pay Type Pay Rate Allowable Reimbursements

$0.00 O Mileage O Travel © Surcharge © On-Call © On-Call Mieage © On-Call Trovel
Mileage Travel On-Call Mileage On-Call Travel Effective Dates
Effective Dates  Effective Effective Dates
Db on-Call Travel Rate
Mileage Rate On-Call Mileage $0.00 / howr
$0,00 / mile Travel Rate Rate
$0.00 / hour $0.00 / mee

Pay Type - Select Add Rate to enter new user settings, including pay type,
employment and exempt status, start date and/or allowable reimbursements.
Updating the user’s start date will automatically update the end date for any of
the user’s existing settings. Select the Add Rate button to complete.
Add Rate

Pay Type * O Employment Status Exempt Status

Start Date *

B

Allowable Reimbursements O
To adjust existing payroll settings, select the [# icon under Actions and update
the settings as needed. Select Save to save your changes. To remove existing
payroll settings, select the [ icon.
Rates - Comprised of the Pay Rates, Mileage, Travel, On-Call, On-Call
Mileage, On-Call Travel and Non-Patient Activity rate tabs. This section
enables users to enter customized rates and view historical rates for the
company. This functionality works the same in each tab by adding a new rate by
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selecting the Add Rate button. To adjust a rate, select the L4 icon under Actions
and to remove a rate, select the M icon.

Rates

Yask Rate Rate Type Effective Date Payer Branch Actions

Pay Rates - Pay rates can be added for per hour and per visit employees. To add
a new rate, select Add Rate and select the task, payer, branch, rate and
effective date. To create the same rate for multiple tasks, payers or branches,
select the desired options from the respective drop-down menus and select Add
Rate. A row will be added to the rate table for each task, branch and payer
specified.

To copy rates from an existing user, select Copy Existing Rates and select the
user whose rates you want to copy. Then select the Apply button to save.

Mileage - Add new mileage reimbursement rate and start date. The start date will
automatically update the end date for any of the user’s existing settings.

Travel - Add new travel reimbursement rate and start date. The start date will
automatically update the end date for any of the user’s existing settings.

On-Call - When adding a new rate, select the task, payer, branch, rate and
effective date. To create the same rate for multiple tasks, payers, or branches,
select the desired options from the respective drop-down menus and select Add
Rate. A row will be added to the rate table for each task, branch and payer
specified. To copy rates from an existing user, select Copy Existing Rates and
select the user whose rates you want to copy. Then select the Apply button to
save.

This
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On-Call Mileage - Add new on-call mileage reimbursement rate and start date.
The start date will automatically update the end date for any of the company’s
existing settings.

On-Call Travel - Add new on-call travel reimbursement rate and start date. The
start date will automatically update the end date for any of the company’s existing
settings.

Non-Patient Activity - Setting non-patient activity pay rates enables users to
generate reports with the data needed to seamlessly process payroll and monitor
operational processes. Rates can be set for individual activities and branches or
can be set to apply to multiple activities and branches. These rates will be used
to calculate reimbursement for these activities.

Infectious Disease Profile - This section is where Infectious Disease
Screenings are found.

Infectious Disease Profile

Add COMID-19 Screening:

Entered By Type of Screening Person Screened Name Screening Date Screening Results Risk Level Actions

Christoper Cj COVID-15 Agency Staff 10/05/2020 Yes- 0/4 questions Low

1“ » 1 total results Show 10~ entries

Select the Add COVID-19 Screening button to add a screening. Complete the
screening questions and select a risk level. Select the Sign Screening button
once complete or select Sign & Add Another button to add additional
screenings. There is no limit on how many screenings can be completed for each
user to ensure alignment with organization infection control policies and
procedures.
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COVID-19 Screening
Comprete the Sollowing strewnrg qUestionrs and Jaect & riak level for the petent andfor househoid members Dased On Agency POSCie snd procedure
Person Screened Name Date of Screeming * Time of Screening *

B 00son ' ()
Refusag Screeering

Hwve you traveled internationally within the last 14 days 10 a country with U yeu have signs or symptomas of COVID-15, such s fever, chils, cough,
ined y shortness of breath, @ifficuity deeathing, fatigue, muscle or body aches,

headache, new 1053 of taste or smell, sore throat, congestion, runmy nose,

No Yes
nautes, vemniting or darrhea?
No Yes

In the last 14 days, have you had contact with samcone disgnosed with Do you live In an srea where community-besed spread of COVID19 s
COVID-19, under imvvestigation for COVID-19, or with a respiratory finess? ecturring?

No Yes No yes
Risk Leved

Low High

Screering Acknowiedgement | hawe screened the above-selecred persan pnor 1o providing care. Agency poficies and procegunes wers followed oo

privent e Spmesd of COMD-19 Lased on e reduits of B streering o refusal 1o compete e soresrng

Documents — Users can attach documents to user profiles. To upload a user
document, select the Add Documents button. Choose the file to attach. Confirm
the document name, choose the document type, effective and expiration date.
Select the Save Documents button to complete or select the Add Another
Document hyperlink to continue adding.

Dacumeant Name * O Documunt Type * EMactive Date O Expiration Date O Actiams
D) | sensoncu immameais | | cornaranc e 8 oo . s

i Seve Documents

Search through the list of documents by using the search bar. The list defaults to
viewing active documents bu_t__ can be changed to viewing inactive documents by

selecting the tab. Select the Il icon to remove documents, select the [# icon to
edit or select the " icon to deactivate.
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Documents

-

Document Name * * Document Type * tifective Date Expiration Date Upload Date Actions
‘' n ¢ trotal results Show ¥ entries

QA Settings - Under Bypass QA Center, select specific disciplines to bypass
the QA Center or click select all if all disciplines for the user should bypass the
QA Center. Once a discipline is selected, all related tasks will automatically be
selected. If any of the selected tasks should not bypass the QA Center. Click the
respective boxes to deselect the tasks. Once the desired selections have been
made, select Save. When a user completes a task that is set to bypass the QA
Center, the task will appear in the patient chart with a Completed status.

i Quality Assurance (QA) Settings
Bypass QA Conter

Select rass Delow 10 bypa e QA Canter, Ary selected 1ask will bypass QA when performed Dy & uses

8 “osp
B Hiome
° Hospx 3 t
B Hospicw e Visit
EDITING A USER
People/People Center/Edit
Peaple Center
Branc . Abdul MD Test vnr[j
Status v m ° -5 =
' Tatle Credentials Teams Oate of Hore
tmployee - »
Type W

The People Center will display a list of users. By default, this will show active
users. Use the filters or the search feature in the top left to filter for specific
employees or scroll down through the list. Selecting the name of the user will
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show detailed information of that user including their photo (user can change),
name, gender, address, phone number, email address, title, credentials, team
and date of hire.

To edit a user, select the Edit hyperlink in the top left of the user profile. The
same Information, Permissions, Payroll, Screenings, Documents and QA
Settings tabs while adding a new user will be available to edit. The other buttons
include Send Message, which is a quick link to send that user a message or
Deactivate User which will inactivate the user. Select Manage Documents for a
pop-up window of the user’s documents.
ADDING A PHYSICIAN
Add/Physician
The quickest way to enter a physician is by entering their NPl number. As the
number is typed, physicians and their corresponding NPI numbers will appear
below for selection.
Auto il form using Physician's
NPI
%7014 Q
1396701913 - YELITZA RIVERA
139670197¢  STEVIN RAYMOND WIRBI ©
1396701934 - HILDA MARIAN DE GAEL
e 1396701942 - SANDEEP SAMANT
1396701967 - SUSAN MARIT BLANEY
] 1206701Q75 - KIMEFRLY OSON00 S H
After selecting the physician, their information and address will auto-fill based on
the information that is in the NPI registry. This can still be edited. Everything with
a red asterisk is required.
NOTE: If the NPI number is unknown, use the following website:
https://npireqistry.cms.hhs.gov/reqistry/
<5 iocbet ol . o e e Y ey JAXXESS
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Aute Bl form using Physician's NPI

NPt First Name L Last Name

Taxoneeny Code Medical Provider Number ' fir and fast

Credentials Preferred Delivery Method
Lcense Number Expiration Date

Country * Preferred Phone

Addrwsa Line 1 Address Line 2

Altwrnate Phone

Ciry State Pt County

Fax Email Address

Asvociated Agency Providers ©

Ackd Phrgsican

If the physician is already listed in the NPI registry, the system will automatically
do a PECOS Verification and OIG check. A green check mark indicates they are
PECOS verified, while a red “X” indicates they are not.

NP * First Name * Ml Last Name *

: O

Tawvannmn Coada Madiral Proadidar

The preferred delivery method will determine how physicians will receive their
orders to sign. Options include: IDG, the Axxess Physician Portal, other, (for one
of Axxess’ integrated order delivery partners) or the regular methods. Once
completed, select the Add Physician button at the bottom. Also select the View
Physician List button to view all previously entered physicians.

ADDING A NEW VENDOR
Add/Vendor

A vendor profile can be added for any contracted or non-contracted partner for
the organization. Adding a vendor has two tabs, Vendor Details and Room &
Board. Enter the vendor information and select the appropriate vendor type.
Anything with a red asterisk (*) means the information is required to save.
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| Vendor Information

Vandor Name * Country *

Q

Vendor Type * NP1 8nx + W Addcass Line 1* Address Line 2

Medicare Contract Number Medicald Contract Number Gty * ey 2ip o County *

Contact First Name Comact Last Name *

Comments
Fax Email
Primary Phone
50 ot Contract Community Linison

Associated Agency Providers *
When finished, select the Save button at the bottom or select the Next button to
move on to the Room & Board tab. Resource Utilization Group (RUG) rates can
only be added if Skilled Nursing Facility (SNF) or Long-Term Nursing Facility
(NF) was chosen from the vendor type drop-down menu. Select the Add RUG
Rate button.

‘ Resource Utilization Group (RUG) Rates
RUG Level Rate Effective Date Actions
Q B

Enter the RUG level, rate and effective date and select the green Save hyperlink
on the corresponding row. Once all necessary information has been added to the
vendor setup, select the Save button at the bottom of the screen to return to the
vendors list.
ADDING A NEW PHARMACY
Add/Pharmacy
Enter the pharmacy name, address and all other information available. When
finished, select the Add Pharmacy button at the bottom. Also select the View
Pharmacy List button to view all previously entered pharmacies.

This manual is for training purposes only and should not be used for official
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Assotimed Agency Providers *
Pharmacy Name * Primary Phone
-

Contact First Name Contact Last Name

Fax tmail
Country *

Comments

Q

Address Une 1 * Address Line 2
City State * or* County *

ORDERS MANAGEMENT
Patients/Orders Management

Use the search bar to find a specific order. Filtering is the same for all tabs.
Search by patient name, physician, type, order date, age, branch, team or
delivery method.

Orders are split into three tabs:

1. To Be Sent - This section shows orders ready to be sent for signature.
Orders are displayed by age of order, patient, team, physician, delivery
method, type, order number, order date and date approved.

\[

Age of Delivery Ovder Date Ovrber
Ordar o Patimrs Toam Prysician Wethed Tepe Datn Appraved Provirw Artan
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Select the patient hyperlink to go straight to the Patient Chart. Print orders
individually by selecting the & icon under the Action column. Download orders

by selecting the . icon. Select the Update Delivery Method hyperlink to
change the delivery method.

Mark individual orders as sent by selecting the green Mark as Sent hyperlink
under the Actions column or select checkboxes to the left of orders, then click
the Mark Selected as Sent button at the top right. The number of orders
selected will show on the right side of the button. Click the top-left checkbox in
the purple header to select all orders.

- .
i,‘ﬁ'i‘?- - %“‘g
i a oo
Age of Defvery Order Date Order
Order «  Patient Team Physizian Method Type Date Appraved  Praview Actions
1 Axxnes Rulph _
days Ogls Aemanda Physician Ordar 072022 021712022

Academy Dealittle

Agam owan
1 days ; Team Stars Physician Order 02/17/2022 0201712022
Chet LODHI

Orders marked as no physician signature required will still need to be sent and,
once they are, moved to the Completed Orders tab.

2. Pending Signature - This section shows orders that have been sent
for signature and are expected back. Orders are displayed by age of

32

order, patient, team, physician, delivery method, type, order number, order

date and sent date.

Age ot Delivery Qrder Ourber

Order « Patient Toam Fhoysician Method Type Gats Sent Diie  Preview Actienmn
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Select the patient hyperlink to go straight to the Patient Chart. Print orders
individually by selecting the Hicon under the Action column. Download orders
by selecting the £, icon.

Mark individual orders as received by selecting the green Mark as Received
hyperlink under the Actions column. The received date populates with the
current date. Enter the signed date then select the Mark button.

Age of Order - Patient Team Fhysiclan Type Order Date SentDate  Order Preview Actions

M dayy Svo, Paggy Axxess Team Ralph Doolittle Physician Order  OW0M2020 00/03/2020 Mavking In Progress

Roceived Date Signed Date
m
ooy id

Similarly, change the status of individual orders by selecting the green Update
Status hyperlink under the Actions column. Change the status in the drop-down
menu and select the Update button.

Mahajan Axxess Ralph

2 days Mail Initial Plan of Care 02/16/2022  Status

Academy Doolittie

To mark multiple orders, select checkboxes to the left of orders then select the
Mark Selected as Received button at the top right. The number of orders
selected will show on the right side of the button. Select the top left checkbox in
the purple header to select all orders.

Similarly, to update the status of multiple orders, select checkboxes to the left of
orders then select the Update Status button at the top right. The number of
orders selected will show on the right side of the button. Select the top left
checkbox in the purple header to select all orders.
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3. Completed Orders - This section shows orders that are signed and
received. Orders are displayed by patient, team, physician, type, order
number, order date, sent date, signed date and received date.

34

Futiar Tewrs Mpvicien Teoe Ovddwr Narvber Orther Duty *  Sere Dte Sgrwd Date  Pucerved Doete  Actiors

Select the Patient hyperlink to go straight to the Patient Chart. Print orders
individually by selecting the Eicon under the Action column. Download orders by
selecting the < icon.

ADDING AN INSURANCE/PAYER
Add/Insurance_Payer

Insurance/Payer Details - Enter the display name, payer type, bill type,
taxonomy, associated agency providers, payer name, address, source of
payment, payer ID and other fields below. Select the Save button to keep what
has been entered or select the Next button to move on to the Billing
Information tatg.

m tlerscalion
Dluplay N ’ v
BTyt Teweeey
q
Camsnrated & gy Pravwders n
ope Abdvars
Vayer hame Cow
Q Q
wriw ol Payve o 1 Addieas Un -
...... Meamber Yot ]
Fas Nuwrver
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Billing Information - Indicate whether payer uses Room & Board. If so, choose
the payer type from the drop-down menu and enter the procedure code. Then
choose the Room & Board frequency and the last day of billing cycle. Choose the
payer settings including custom HCPCS, authorization and/or itemized LOC
service lines. If the payer has automatic recurring claims, choose the frequency.

[ Reom & Buard Setrings
[~}
o

Fayer Type O Precedure Cede

Roam & Beard Cam Fragquency ©

Centinumg Claim

Fraquancy O

[ Payer Settings
|

(4

| Automatic Recurring Clams
Mosgice Claim Fregumacy ©

Cantinsing Claim Freguency
o

Select the Save button to keep what has been entered or select the Next button
to move on to the Fee Schedule tab. Select the Previous button to go back to
Insurance/Payer Details tab.

Fee Schedule - The section to be able to add level of care and visit rates while
looking at the history of what has been previously added.

! Fow Schedule

Nama  Description Rev. Codn Rate  Effective Date HOPCS  Modifiers Unit Type Actiony

No Rates Found.

| Rates History

To save time, select the Load Fee Schedule from Existing Insurance to copy
the fee schedule from a previously entered insurance. Select the Add Visit Rate
button to add new visit rates. Choose the task, preferred description, effective
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axxess.com purposes as the Axxess solutions are continuously subject to updates /AXX@SS
' T improvements and enhancements



E E AXXESS

date, service unit type, revenue code and rate (and unit). Select Save Visit
Information button when finished.

36

Add Visit Information
i

Task Praferred Description
Effective Date * Medifier
]
Revenue Code * Sarvice Unit Type Rate MCPCS Code
|

Select the Add Level of Care Rate button. Choose level of care, preferred
description, effective date, rate (and unit), revenue code and service unit type.
Select the Save Level of Care Rate button when finished.

Add Level of Care Rate

| Level of Care * Preforred Description *

Effective Dat: Pat
-
Revenus Code HCPCS Code Service Unle Type

EDITING EXISTING INSURANCE/PAYERS
List/Insurance_Payers

Select the Edit hyperlink to the far right of the screen under the Action column.
This is also where the Delete function is found to remove. Filter by provider by
using the drop-down menu. To search for a payer, start typing any payer details
in the white free text space at the top left of the page. Payers can also be added
from here by selecting the Add Insurance/Payer button in the top right.
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37

B ==

Pravider Payer Nams « Disslay Name Bl Type Payper Type Frane Tan Actizns

ADDING TEMPLATES
List/Templates

The window below will appear. Search through the list of current templates by
typing the Template Name in the search bar in the top left. Select the

‘ : 1etotalresults gt the bottom left of the page to navigate if results are

more than one page. Select the Add Template button to create a new template.

Templates

a -
Template Name « Croated By Created On Last Modified By Last Modified On Actions

Visits for Matt Matthew Abbatt  Q3/25/2020 0300 AM  Matthew Abbott JA/25/2020 03:00 AM B Delets

verbal Order Jean Santos 0272620193 D458 AM  |ean Samos D226/2019 04:58 AM Edit Delote

Teat} Hendry Gome:  01/12/2018 0252 AM Hendry Gomes NAN2Z201902:52 AM Edit ODalets

Hendry Gomez OIN220190253 AM  Hendry Gomez 011272019 02:53 AM Edit Dalets

Ananth Subbu OB/18/2018 03 1B AM  Ananth Subbu 03/18/2018 0313 AM t Delete

Termplate 365 Hendry Gome? IAV20190403 P Hendry Gomez 1/11/2019 04:03 PM ; Delete

First, create a name for the template. Then write the template inside the
description. To include areas where clinicians must insert patient-specific
information, insert asterisks in the description text. When a template that includes
asterisks has been selected for documentation, the system will automatically
alert users to replace all asterisks in the template before the note can be saved
or completed. Select the Save Template button once completed.
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Add Template

Template Name *

Description

NOTE: Templates can be used to save time for writing orders, goals, care plans,
physician statements, narratives and other places inside visits.

When creating a custom template, use asterisks to indicate where patient-
specific information should be entered. If a user tries to save documentation
without updating the asterisks in a template, the system will prompt the user to
clear the asterisks and enter patient information in the template before saving.

ADDING DME
Add/DME

Enter the equipment name and choose associated agency providers. Then
decide whether the DME (Durable Medical Equipment) is an Infusion Pump.
Then enter the price for per diem, purchase and rental for the DME. Select the
Add DME button at the bottom when finished.

Equipment Name
Associsted Agency Providers *
Infusion Pump

Par Diem Purchase Rental

Select the View DME list button to see the current list. Filter by provider by using
the drop-down menu. Search through the list by typing the equipment name in
the search bar in the top left. Edit or Delete by selecting the hyperlinks under the
Actions column. Users can also add additional DME by selecting the Add DME
button in the top right or exporting the list by selecting the Export button.
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DME

Prowsder Fgapmene Name « tusen Pump Per Dem Purchase Renzad Actions

ADDING SUPPLIES
Add/Supplies

Enter the supply name, indicate whether the supply is formulary and enter unit
cost. Choose the associated agency providers. Select the Add Supply button at
the bottom when finished.

Name *

Formulary Unit Cost

Associated Agency
Providers *

Select the View Supplies List button to see the current list. Filter by provider by
using the drop-down menu. Search through the current list by typing the supply
name in the search bar in the top left. Edit or Delete by selecting the hyperlinks
under the Actions column. Users can also add additional supplies by selecting
the Add Supply button in the top right or export the list by selecting the Export
button.
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Supplies

Provider

Teatirg Home Health Agency,

Tasting Home Health Agency

Testieg Home Healih Agancy, In

Testirg Homa Health Agancy, Int

Testirg Home Health Agency, It

Tesorg Home Health Agency,

ADD TEAMS
Add/Team

estirg Home Health Agency, In

eung Home Haalth Agancy, Ine

40

e

Supply Name * Formalary  Unit Cost
Axd Hordered gare Yes

Ao Wi

Aguaphorn No 5135
Handages No

hed shoot No

Andside comimoce Yo

Dody wash, botte Yes 15

Team Detalils - Enter team details, including a team name. Then start typing
the name of the hospice physician, clinical manager, hospice medical director
(optional) and choose an agency branch. After typing, names will then be
available for selection.

Team
B (oo
Groups Team Name * Hespice Physician * Aguncy
a Bramch ¢
Clinical Manager * Hespice Medical Director Type
Q art Q DG
Meeting Schedule
[t g s
Fruquency Repeat On Mouting start date Meeting Start Time Actions
No Meeting Schedules Found.
Team Members
[+ Q@ A0 Seieces Member
Member Tithe Actions
al -]
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Add a meeting schedule by selecting the Add Meeting Schedule button.
Choose the frequency, which days to repeat on, an effective from date and
meeting start time. Select the Save button once complete. Filter between inactive
and inactive meeting schedules.

New Meeting Schedule
Repeat * Repeaton *
elect Frequency wun Mon Tue Wed Thu Fr

Effective from * Meeting Start Time *

| [3
e

Add Team Members by typing the member’s name and then select the name.
Once found, select Add Selected Member. Select the Save button to leave the
section but keep what has been entered so far. Select the Next button to move
on to the Groups tab.

Groups - The next tab on the left in the Add Team section is for Groups. Select
the +Add Group button in the top right to add a group.

| 1bG Groups

No Groups Found

K At Group Buston 1o Cr

Enter a group name and add an optional hospice physician by typing the name
then selecting the physician then selecting the Save button. After adding groups
go back to the Team Details tab to add a meeting schedule. After all desired
groups have been added, select the Save button.

New Group

Name * MHospice Physiclan

Meeting Schedule *

Please add a meeting schedule to the team

This manual is for training purposes only and should not be used for official

improvements and enhancements

41

~Om purposes as the Axxess solu > conti subject to updates /Axxess



AXXESS
42

ADD DOCUMENT TYPES
Lists/Document Types

Document types is categorized as patient documents and will appear when
adding documents to patient profiles. Document types categorized as employee
documents will appear when adding documents to employee profiles. Before
uploading documents to employee or patient profiles, users must set up
document types.

Type * Created Last Modified Acthons

When users arrive on the page, default document types will show. Select the
Custom tab to see created types and add more. Search through the list in the
search bar or add another by selecting the Add Document Type button.

Provider Type = Categocy Cremed Lot Modified Actians

Enter a name for the document type in the Type field and select a category from
the category menu. Select the associated providers and select Save Document
Type to finish adding the document type.
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Add Document Type

Type Category Assoclated Agency Providess

To edit a document type, category or associated providers, select the Edit
hyperlink under Actions next to the document type. Select Delete to remove.

ADD NON-ADMIT REASONS
Lists/Non-Admit Reasons

At the top of the list, users can toggle between the Default and Custom views
and search for non-admit reasons using the search bar. The Default view
displays each non-admit reason, the date it was created and the date it was last

modified.

Ty ey v

The Custom view displays a Providers filter so users can filter by provider, an
Actions column so users can edit and delete non-admit reasons, and an Add
Non-Admit Reason button so users can add new non-admit reasons to the list.

Seern en At S

HIS EXPORT
Home/HIS Export Manager

Users can manage the exporting of HIS documents from the Pending Approval,
Export Ready and Export History tabs.
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Per Ex
Days Remaining Patlent Payer Type Admit/Discharge Date Last Modified On Actions
@ 22 days averth AxxnsSRCM Tast Pay
® Zdas AxxessRCM Test Payo 021162022 121172022 1G:17 AM
® 'Zdays E A 0ssRCM Test Payo
. 43 days averdue A AiessROM Teat Paya

In each tab, search for patients by name in the search bar, change the date
range of HIS by selecting the date range bar then choose the HIS export type or
branch.

Pending Approval - Where the reviewer will review and make changes to the
HIS as needed. Select the Check Errors hyperlink to run the HIS scrubber for
documents that are pending approval. The reviewer will be able to sign in Z0400
for any changes they make and be able to approve the HIS and sign in Z0500
that the HIS is completed. After the HIS is approved, it will be moved to the
Export Ready tab. Admission HIS will have a countdown for approval of
admission date + 14 days, and the Discharge HIS will have a countdown for
approval of discharge date + 7 days.

\ F EXf H
Days Remaining Patlent Payer Type Admit/Discharge Date Last Modified On
@ 22 days overdue AXXeSSRCM Test Payor 01/13/2022 0211820220716 AM  Chack £
® 12da A \ A
® A 5 Y

The dots next to each line represent the timing of when HISisdue. ® @

e Green = More than five days remaining
e Orange = Five to one days remaining
e Red = Zero days remaining or overdue
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Each line will show the days remaining, patient name (selected will go to patient
chart), payer, type (selected will go to HIS), admit/discharge date and last
modified on. The Action column hyperlinks allow users to Approve, Check
Errors or Edit the HIS.

Days Remaining Patient Payer Type Admit/Discharge Date Last Modified On Actions

® 12days f AxcxessREM Test Payor Q21772022 10:17 AM

Approve multiple HIS documents by selecting the check box(es) on the left side
of the page and then select the Approve Selected button in the top right.

Days Admit/Discharge
Remaming Patient Payer Type Date Last Modified On Actions

AxxessRCM Test Adrmission 02/17/2022 10:17
Al Balushi. 1ssa M6/
E ® 12days A y | Raar 02/16/2022 AM

T Admission 7, 10
® 12days Ang Mary Beverly AXXRIaNCM Yait i 02/16/2022 02/17/2022 1025
Payor AM

Export Ready - Where all HIS awaiting exports are located. The countdown for
submission is 30 days after the admission or discharge date. Users can create
export files of individual files or perform a bulk submission. Once the files are
downloaded into the appropriate format, they are found in downloaded files on
the user’s computer. From there, submit the HIS per organization guidelines and
then return to this page to mark HIS as submitted.

Days Remaining Patient Payer Type Admit/Discharge Date Approved Date Actiony
) iy AxxesSROM Tost Payor  Admission 0311602022

20 days o 1T

‘. n b 6 total results Show v entries

Each line will show the days remaining, patient name (selected will go to patient
chart), payer, type, admit/discharge date and approved date. The Action column
hyperlinks allow users to Mark as Exported or Generate HIS File.
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Days Admit/Discharge Approved

Remaining Patient Payer Type Date Date Actions
32d Berry, _ , S

® 22dy ™ Medicare Discharge 08/06/2020 10/06/2020 senerate HIS F

overdue Mary

Select the Update Status hyperlink and choose to update to the following
statuses:

Once a status is selected, select the green Update button. Confirm the action by

Pending Approval - Select the move the file to Pending Approval where
information in the file can be updated. Once ready, the file can then be
approved to Export Ready status.

Export Ready - Select to move the file to Export Ready where an .xml file
can be generated for submission to CMS. Once ready, it can be marked
as Exported.

Exported - Select to move the file to Export History in Exported status to
indicate that the file has been submitted to CMS.

Accepted - Select to move the file to Export History in Accepted status to
indicate the file has been accepted by CMS.

Rejected - Select to move the file to Export History in Rejected status to
indicate that the file has been rejected by CMS.

selecting Change Status in the confirmation pop-up. Select Cancel if selected
by mistake.

Actlons

status: | sending Approval v | EEeTl | Cance

Mark multiple HIS documents as exported, generate multiple HIS files or their
statuses by selecting the check box(es) on the left side of the page and then
select the Mark Selected as Exported, Generate HIS File or Update Status
button in the top right.

This
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Days Admit/Discharge Approved
Remaining Patient Payer Type Date Date Actions

1

@ 32days Berry,
overdue Mary

Medicare Discharge 08/06/2020 10/06/2020 Gemerate HI

©® 32days Bond,  AxxessRCM

Discharge 08/06/2020 10/06/2020
overdue James  Test Payor

Export History - Once the organization receives the file indicating if it was
approved or rejected, users can update the status by selecting the Update
Status hyperlink in the Actions column or by checking the box(es) on the left
side of multiple rows and selecting the Update Status button to update statuses
in bulk. Users can also create correction or cancellation files by selecting Make a
Correction and Generate Cancel hyperlinks in the Actions column.

Pending Approval  Export Ready Export History
—

3 mans Selecsed *

Admitv/Discharge Exported

Patient Payer Type Status Date Date Actions
AxXeSSROM Test
AMYSSEON | Sapear 0&/11/2020 081172020
Payor
AxxessROM Test
& Chipenurd ASMISYON | tapor 06/21/2020 09/1572020
Payar
AXXeSSRCM Test Cemmrats
Admession e 051172020 08/08/2020
Payor
Medicare ADMISSION [ Beeeant 06/26/2020 08/13/2020
‘ n *  dtotal results Show 10 entries

PARTNER CONNECTIONS
Admin/Partner Connections

The information on this screen can be filtered by line of service, provider and/or
status. To create a partner connection, select Create Partner Invitation.
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Testing Home Hazith Agency *

2’\:)(!9:“ =i

Anmn Dashbaarg ACCHerated Payment Dasnbowy Company Setup Partneér Connections Quality ASsurance |QA) Settings
—_—_—

Associeted Providers O Line of Service O Partner O Connection Statun O

s~ [2 Poople » 00 Dieg -

Partner Connections

wdng

widing

Select the providers and lines of service of the partner organization you would
like to connect to and select Create Invitation.

Admin Dashboard Accelerated Paymant Dashboard omPany Setug Partner Connections
Partner Connections

Create Partner Invitation

Associated Apency Providers * O Une Of Sevvice * ©

Crvele Woatation

Select Copy Invitation to copy the invitation code to your clipboard and share
the code with the internal or external partner organization.

Admen Dashhoar At ated Paymrent Dashboard ampany Setug Farmmer Connections
eee———
Partner Connections

Create Partner Inwtation

Invitation Codo: e97006ca6-4498 4fef-57dd- 1f66c6594070

To accept an invitation from a partner organization, select the Accept Partner
Invitation button. To finalize the connection process, select the providers to
connect to, enter the invitation code sent by the partner organization and click
Accept Invitation.
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i Dashboard Accalarated Payment Dashboard Cormpany Setur Partner Connections
e
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Partner Connections

Accept Partner Invitation

Apency Providers * nitation Code *

The details of each connection appear on the table with options to deactivate and
edit. Once a connection is active, both organizations have the option to transfer a
patient referral on the Referrals tab. To send a referral to your partner
organization, select the transfer icon under Actions.

et o e - P U of barwnn Setorred dmane tws o [ Creanns ty Accosy

ACTIVITY LOG
Admin/Activity Log

The Activity Log screen displays the date each action was performed, the user
who performed the action, and what action was performed. Select View Details
in the Actions column to view additional details.

Activity Log
Q

Date « User = Catogory Summary Actions

‘ n b 4rotal results Show v entries

This manual is for training purposes only and should not be used for official

axxess.com purposes as the Axxess solutions are continuously subject to updates /AxxeSS
) improvements and enhancements



E ?r’ AXXESS

QUALITY ASSURANCE (QA) SETTINGS
Admin/QA Settings

50

To set tasks that should bypass the QA Center for multiple users, select Add
Setting.

Testing Mome Mealth Agency ~ £ Avceess Planner @ Chiisdapeer «

e * 8 Patients * B Schedule = 38 Cevers » (@ Feople = (D Bllling ~ A Admin = W Reports * O Help > Q B =~ +~

Sgyment Dashboard Compary Setup Partner Connection Quality Assurance (QA) Settings

Settings
=3
Created Last

skis) to Bypass Created By Date Modified Actions
ychosachl Comprehensive Assessment, Psychosooal Phone Vist, Psychosocal PAN Esther 01220020 01/20/2023

V2023 01/20¢2023
it Psvchosocial Telehealth Note. Psychosoaal Vise Timothy .
se Practtioner Visd

In the Add QA Setting window, select the appropriate providers from the
Associated Providers drop-down menu. Select specific disciplines to bypass
the QA Center or click Select All if all disciplines for the selected users should
bypass the QA Center. Once a discipline is selected, all related tasks will
automatically be selected. If any of the selected tasks should not bypass the QA
Center, click the respective boxes to deselect the tasks. Once the desired
selections have been made, click Save Setting.

Quality Assurance (QA) Settings

Ada QA Setting

Adrecated Providers

Once Save Setting is selected, the selected tasks will appear on the Quality
Assurance Settings screen.

This manual is for training purposes only and should not be used for official

axxess.com purposes as the Axxess solutions are continuously subject to updates ‘ /Axxess
) improvements and enhancements



E;EEI\XJ(EEHE

Bypass Tasks for Individual Users
People/People Center/Edit/QA Settings

51

To select tasks that should bypass the QA Center for an individual user, navigate
to the QA Settings tab in the user’s profile. Under Bypass QA Center, select
specific disciplines to bypass the QA Center or click Select All if all disciplines
for the user should bypass the QA Center. Once a discipline is selected, all
related tasks will automatically be selected. If any of the selected tasks should
not bypass the QA Center. Click the respective boxes to deselect the tasks.
Once the desired selections have been made, click Save Setting.

Quality Assurance (QA) Settings

eRee 0

When a user completes a task that is set to bypass the QA Center, the task will
appear in the patient chart with a Completed status.
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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 on all our Axxess
products. To access the Help Center, navigate to the Help tab and select Help
Center or go to https://www.axxess.com/help/.

QHelp~r Q B @ ¢
User Community €

Help Center

Orr-Demand Training

RS e LSRRGS ) ST AV

OUR COMPLETE SUITE OF SOLUTIONS XNOWLEDGE BASE

Get Help Anytime, Anywhere

LA a
v (3)
Horma Haalth Homa Care Hospice Palliative
Care
$ 3 8 e
Reavenue Patient Staffing Traming and
Cyclo Engagemant Cerlificaion
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