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COMPANY SETUP
Admin/Company Setup

The following window opens and requires the signature of someone with the
Administrator role in their user profile. After entering a signature, select the
Proceed button.

m

Verify Signature
Before proceeding. entor your sgnature in the textbox provided below to confitm that you are
sthonzed to make changes to your company information

Signature: l l

NOTE: For updating Signature, see Office Overview.

Company Setup is split up into 11 tabs found on the left side of the window:

1. Company Information i Where users enter the organizationd s
information, IDs, and Provider Numbers (retrieved outside of Axxess).

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

the page.
Comgmay Wiommation Testing Home Health Agency
Sutmesiptlon P Agency Drsech  Location 1l = * o Mutnssl Fe
Clivizwl Compmny wisanatan
Schetuding
Qpastion Campary Mane Tonting Yorme Meatth Apeccy  Nasioan! Provkder Rumber 1350
[ Tow 1) 17 BRI * Madicare Provider Nisrfbes 0
Flemacioi Fax 10 Vypme EM [Cvgtoper dritficabioe than Medieabd Proshior Symbar
Pargrdt Cavemct Pursio Ensil st * Unipue Ageacy (OASIN 1D Code: o
tremeratizen Cacemct Pwson Phane (F3] o o * Commact Parson Firvt Rame
Sappon Tickeeng Cearmy CAPE Weredir Axssas Wsearh Comtanes Porsns Lant M

Elscizatlc Visk W/ifisston Mo as) Prowinr MowtiSos DME Madicai Frovider Nanvitior

Ovganizatien Loge

A5ae 3 Ioge 90 2008 11 (he %3 het comer of orewes and InvEce
Leps Erarch Gocumam Tals Aztiamm

Address of the location tied to the submitter information should be entered.
Selecting the Activity Logs button will open a new window showing which users
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have changed data in the Company Information tab and when the change was
made. Any changes made should be followed by selecting the Save button.

Locaton
Namw Lozatka Il *  Primary Phoos s 575 7711
Address Line 1 705 mast correy reos Fax Numbar 14 575 7722
Address Line 2 Time Zoow Conteat Thre
City ndrdut
State: Texas
Zip (Y134 o0
3
2. Subscription Plan i In this section, the current monthly subscription
plan is shown. This plan is based on the number of users. The active
census can be adjusted by writing in a request in the comments section,
entering the user® electronic signature and selecting the Submit Request
button. Upgrading the plan can only be done through the request from
here. If users want to downgrade their plan, they must enter a ticket in the
Support Ticketing Center.
Company Setup & «
Compaivy isdormation Testing Home Health Agency 1
l?-ul:a-:nrt_san Plan ] Agency Bianch  Locatian Il
Chwical
Nonthly Subscription Plams
Schaduling
rsren s Your Current Subscription Plan - over 300 patients
m“n A haree cromied T patenls for this Gosbontrancs
Financial o )
Payrall
Integratons
5 Ticketing Centee Annual Subscription Plans
Elnctionic Visit Ver#ication We are oferng o romotion for 8 limited teoe that sllsws yeur organization by poy your seftmare subscngtions in sdence
o 3 ascounted prce
kscaumt for G-month: paymen 1% Descount for 1900 payment
Comments
3. Clinical i Organizations can choose to Enable the Wound Manager
which is a system that tracks wounds and wound orders. The Wound
Manager also provides administrative access to wound history,
notifications, photos, characteristics, and flowsheet documentation.
This manual is for training purposes only and should not be used for official
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Enable Vital Sign Parameters according to organizational policies and
procedures. After enabling, enter a greater than and/or less than limit by
selecting the Edit hyperlink. Organizations can have their OASIS Assessments
validated in real-time by selecting the Enable bullet that requires clinicians to
change inconsistent clinical answers.

Visit and Travel Time Validations:

1 Visit and Travel Time Discrepancies - When enabled, users will receive an
alert when the visit time overlaps with the travel time or when the times
are not in chronological order. Visit and assessment notes will require
users to correct the times before completing.

9 Partial Travel Time - When enabled, users will receive an alert when the
travel start time or travel end time has not been entered. Visit and
assessment notes will require users to correct the times before
completing.

9 Visit Time Duration - When enabled, users will receive an alert when the

visit time is outside of your companyaods

to set the visit time parameters. This validation will warn clinicians if their
visit times are outside of the set parameters.

1 Travel Time Duration - When enabled, users will receive an alert when the
travel time exceeds your company?os
set the travel time parameter. This validation will warn clinicians if their
travel times exceeds the set parameter.

1 Conflicting Visit Times - When enabled, users will receive an alert when
the visittimeor travel time overlaps with
schedule. Choose an effective date for the feature and decide if users
should just be warned or select compliance to prevent clinicians from
submitting documentation with overlapping visit or travel time.

Choosing any of the tasks to bypass QA will cause all documents associated with
the chosen task to bypass the QA center for all users. The default setting will not
be selected. The organization has the option to check and uncheck specific Audit
Types that the Axxess scrubber can look for when verifying OASIS visits. The
Plan of Care Summary generates in the Patient Chart and by default is enabled.
Additional Regulatory Requirements, such as Require Time Entry for
Documentation and Require Therapist License Number with Signature can be
enabled or disabled. To save, select Submit Request.

NOTE: Hovering over the '* icon will give more insight into what each specific
audit type is searching for.
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4. Scheduling i This window allows organizations to decide whether
scheduling will be driven by orders.

Enable or Disable warnings for visits scheduled outside of visit frequency and
duration. Also Enable or Disable users from scheduling visits outside of
frequency and duration altogether. Organizations can choose to Enable the
Authorizations feature preventing clinicians with authorization warnings from
accessing visits. The Delete Visits After Discharge feature can Enable
automatically deleting remaining visits when a discharge visit has been
completed and approved by QA or a patient has been manually discharged. The
next feature organizations can choose to Enable is Auto-Generate Recert
Episodes. This feature automatically generates a recert episode when a patient
with a scheduled recert visit reaches the last five days of the current episode.

CompaTy Setap on =
Compery tikrmatian Testing Mome Health Agency
Sebaiiptien Plas Mgy S et »
Canteal

wheos e
[Ermieir ]

Opwmarerm
BaFeg

Finsovsnl
Pagek @ Fasthe
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The next feature is Productivity Weights. Enabling this feature will generate a
productivity score for each clinician in the Productivity Report based on the
weights assigned to each visit type. Enter a default productivity weight for visit
types not specified in the table below then select the Set Default button.

Choose a visit type by selecting the dropdown. Multiple can be selected by
checking the boxes. Enter a weight number and select the Add Visits button.
Previously entered visits types can have their weights edited by selecting the edit
icon under the Actions column or removed by selecting the delete icon.

Select the Submit Request button at the bottom of the Scheduling tab after any
changes have been made.

5. Operations i This tab contains Task Management which enables users
to add, edit, deactivate, reactivate and delete tasks in the system.
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