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VOLUNTEER CENTER

The Volunteer Center streamlines operations and facilitates compliance by giving
users an easy way to track and monitor volunteers and their scheduled tasks. To
view, add and edit volunteers, users must have permission to view, add and edit

users in Axxess Hospice.

When adding a volunteer in Axxess Hospice, select volunteer from the
employment type menu on the Information tab. When Volunteer is selected as
a user’'s employment type, the employee payroll ID and payroll cycle group fields
will not populate for the user. No payroll information can be entered when
Volunteer is selected as the user’'s employment type.

Date of Hire Date of Separation
o 1 Ed
Employment Type *
Country *
ted States of Amer Q

To access the Volunteer Center, navigate to the People tab and select
Volunteer Center. The Volunteer Center will populate a list of all active users
with an employment type of Volunteer, as well as their tasks and activities.

Schedule Dashboard ~ Employee Schedule  Patient Schedule  Volunteer Schedule

Branch All v pam volunteer henkels123@gmail.com
Status All v
Tasks Volunteer Activity

Employee Type Volunteer ¥

Mon Tue
Q Ssearch Employee..

@ Today 14

1

When viewing a volunteer’s schedule, click View Volunteer Center to navigate
directly to the volunteer’s profile in the Volunteer Center.

tewr Schwdule

perm volumtees

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

VOLUNTEER ACTIVITIES
Add Activity

To give a user permission to create and manage custom volunteer activities, edit
the user’s profile and navigate to the Permissions tab. In the Administration
section, select View, Add, Edit and Delete next to the Volunteer Activities
permission. To create a custom volunteer activity, navigate to the add menu in
the top-right corner of the screen and select Volunteer Activity. Complete the
fields in the Add Activity window and click Save.

Add Activity
Activity Name * Assoclated Agency Providers *
vclar
Effective Date * Include in 5% *
- O Yes No
Deactivate Date Cost Savings Rate *
@

Save & Add Avother

Once all required fields have been saved, the activity will appear in the
Volunteer Activities list and will be available for scheduling. To access the
Volunteer Activities list, navigate to the list menu and select Volunteer
Activities.

Volunteer Activities

Provider Task Include in 5% Cost Savings Rate Start Date End Date Actions
Testng Home Health Agency, inx SUrmnn tme Yes $100 04/07/2022 Z B
Testing Home Health Agency, inc bingo actiaty Yes $10 £ 1
Testng Hame Mealth Agency Camemunity Event NO D4/07/202 2

SLng Home Health Agendy dog v & $2 40 122 a
Testng Home Haalth Agancy, i filing Yes 3 127064202 a3
Testng Home Health Agency Harmmer Time Yes $23 0400772022 ' |
Testng Home Health Agency, inc etsteCool Yes $23 040772022 c ol |
Testing Home Health Agency, ¢ office time Yes $25 711302022 x 8

Tactino Wnama Waalrh Asans ” nacling rnonasiane Yoo L& AANTZAMYS ¥ -
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Users can edit, deactivate and reactivate volunteer activities as needed.
Activities can be deactivated and reactivated for the current date or future dates.

Schedule

To schedule a volunteer activity for an employee, the employee’s user profile
must include the volunteer employment type. To schedule a volunteer activity,
navigate to the employee’s schedule and click Add Activity. Complete the fields
in the Add Activity window and click Save Activity.

Add Activity
i Repeat Agency Branch *
Date * Activity *
“ Q
Shift Length Shift Start Time
L4
e e
Once the activity is scheduled to a volunteer, they can document the following
information:
Volunteer Activity
' Volunteer Activity
g Date * Timein * Time Qut *
: = 2 o (&)
! Travel Time in Travel Yime Out Associated Mileage Surcharge ©
! ° 0
Narrative
Q
=2E3

The Volunteer Activity note includes time validations that prevent users from
entering overlapping visit and travel times. The note can also be downloaded or
printed and does not flow to the QA Center, Pending Co-Signature screen or
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payroll. Volunteer activities flow to the new Volunteer Services Report in the
Report Center.

Report
Reports/Report Center/Statistical Reports/Volunteer Services Report

The Volunteer Services report is a comprehensive tracking report of all volunteer
services that have been documented in Axxess Hospice. This report enables
organizations to view the percentage of total patient care hours provided by
volunteers.

The report displays a list of all activities provided by volunteers for a given date
range. The summary at the top of the report displays the total number of
volunteer hours, total patient care hours, percentage of volunteer hours, cost
savings rate and number of volunteer hours over/under the 5% threshold.

Volunteer Activity

Activity Summary

Total Volunteer He Total Patient Care Hour Parcentage of Volunteer Hout W nde uired Thr
8.5 hours 0 hours 0% 0 hours

The report includes the following columns and can be exported to Excel:

A3 haurs 0 haury ™ 0 hours

BEREAVEMENT

Bereavement Plan of Care enables users to document goals, interventions and
services related to bereavement before and after a patient’s death. Users must
have permission to view and manage the Bereavement Plan of Care. To access
a patient’s Bereavement Plan of Care (POC), navigate to the patient’s chart and
select Bereavement from the Quick Links menu.
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Patinnt Information

Patient Name Patien it IO/MR Number Dote ol Birth Date of Adeission

Date of Death Termunal | Dvagrosis Barsavement Oucharge Date

Bereaved Information

Bereavement Gools, Interventions & Services

To print or download a copy of the Bereavement POC, select Print or Download
in the top-right corner of the screen. To view a record of changes made to the
Bereavement POC, navigate to the History tab.

The Bereavement POC can be updated regardless of the patient’s status. To
update the POC, select Update Bereavement POC to activate all action buttons
on the Bereavement Plan of Care tab. The Patient Information section will pre-
populate with the patient’s demographic info. To update this information, navigate
to the patient’s chart under the Patients tab and update the information as
needed. The bereavement discharge date field under Patient Information will
auto-populate when the patient is discharged from bereavement.

Fatient Information

Fatom Name Patient IDAMER Mumber Dote of Birth Oate of Admiscon

Date of Death Terminsd Diagrosa Bereavemnwt Dracharge Dote

Beroaved Information

Aal Addmeeal Nerasse!

To add bereaved contacts to the Bereavement POC, select Add Additional
Bereaved under Bereaved Information. Up to 10 bereavement contacts can be
added per patient. The auto-fill box under Add Additional Bereaved can be
used to add one of the patient’s existing authorized contacts. Selecting a contact
from this list will automatically populate the contact’s information from the
patient’s chart. If the bereaved contact needs to be added as an authorized
contact for the patient, select Add Contact to open the patient’s chart and add
the contact.
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Bercaved Information

Bereaved Contact

Auto-Fill From Authorized Contacts

Q

If the bereaved contact is not one of the patient’s authorized contacts, manually
enter the contact’s information to the Bereavement POC and select Save
Contact.

Add Bereavement Goals, Interventions and Services

Navigate to the Goals tab under Bereavement Goals, Interventions &
Services. Select Add Goal and select a goal from the Goal drop-down menu.
Each goal will be assigned to all bereaved contacts unless specific individuals
are selected from the Bereaved menu. A resolved date and resolved reason can
be documented in the resolved date and resolved reason fields as each
bereaved individual moves through the bereavement process.

{ Bereavement Goals, Interventions & Services

lick Add Goa 1dd the beresyement 2oal idertified for each bearesved indhdu

Gonl Dervaved Nesolved Date Renolved Reason Actions

No Bereavement Goals Found

To add an individualized goal, select Other from the Goal menu and enter the
specific goal. Select Save to save the goal to the Bereavement POC.

To add an intervention to the Bereavement POC, navigate to the Interventions
tab. Select Add Intervention and select an intervention from the Intervention
drop-down menu. Each intervention will be assigned to all bereaved contacts
unless specific individuals are selected from the Bereaved menu.
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\ Bercavement Goals, Interventions & Services
!

i
Cack Add e

Intervention Boreaved Actions

Cancel

ent Interventions Found

To add an individualized intervention, select Other from the Intervention menu
and enter the specific intervention. Select Save to save the intervention to the
Bereavement POC.

To add a service to the Bereavement POC, navigate to the Services tab. Select
Add Service and select a service from the Service drop-down menu. Each
service will be assigned to all bereaved contacts unless specific individuals are
selected from the Bereaved menu.

| Bereavement Goals, Interventions & Services

Servics Becamved Scheduisd Date Asvigned To Compiated Datn Compinted Nty Actiome

4 n * teotal reseoits Shaw anarles

To add an individualized service, select Other from the Service menu and enter
the specific service. Select Save to save the service to the Bereavement POC.

Goals, interventions and services can be edited by selecting the [#'icon or
deleted by selecting the I icon.

Once bereavement services are scheduled to a user, the user will see the
services that need to be completed on the Bereavement Services tab of the
Employee Schedule screen.
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Employee Schedule  Patient Schedule  Volunteer Schedule

v Wendy Amerson wamerson@axxess.com

Tasks Infection Reports Non-Patient Activity Bereavement Services

Sign or Discharge from Bereavement

Select the green Update & Sign button to save changes and update the
Bereavement POC. A signed copy will be available in the History tab, where it
can be printed or downloaded at any time.

AR Number Date of Birth Date of Admission

104

agrosis Bervavement Discharge Date

Once a patient’s contacts have completed the bereavement program, the patient
can be discharged from bereavement. To discharge a patient from bereavement,
resolve each goal on the Bereavement Plan of Care tab and select Discharge
from Bereavement. Enter the discharge date and select Discharge.

Discharge from Bereavement

q
i Bereavement Discharge Date

This will end the bereavement period for the patient. Bereavement tasks will not
be added to the patient’s schedule after the bereavement discharge date. If at
any point bereavement services need to be resumed, navigate to the
Bereavement Plan of Care and select Resume Bereavement.

BEREAVEMENT CENTER
Centers/Bereavement Center

The Bereavement Center enables users to manage all bereavement activities,
tasks and contacts in one location. Users must have permission to view the
Bereavement Center. The panel on the left side of the Bereavement Center
enables users to search for a specific bereavement contact or filter the contacts
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by branch or status. Under the search bar, a list of bereaved contacts appears in
alphabetical order.

Branch
Status v

Q =

Alima. Danny -

AIT20500, Wary

When a bereaved contact is selected, the associated patient’s information will
appear at the top of the screen, including the patient’'s name, MRN, gender, age,
birthday and a link to the patient’s chart. A list of bereavement contacts
associated with the patient will appear under the patient’s information. Users can
filter the bereavement contacts by status and/or assessment score. If a new
bereavement contact needs to be added, select Add Bereaved.

Adams, Scarlett oot quas . ey
Femn e B Years Ol & Boutne Home Care & l ,

Bereavement Discharge Maonths in Assessment Bereaved Contact Plan of
Bereaved Relationship Date Bereavement Score Status Care Schedule

Additionally, the Report Center includes a Bereavement Census report that
displays a list of all bereavement contacts, risk scores and associated patients.

Users must have permission to view and export Patient Reports to use the
report.

To run it go to Reports/Report Center/Patient Reports/Bereavement Census
Report.
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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/.
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