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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. 
 

 
 

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 ï Where users enter the organizationôs 

information, IDs, and Provider Numbers (retrieved outside of Axxess).  

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

 
 

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 



5 

 

 

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. 
 

 
 

2. Subscription Plan ï 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 userôs 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. 

 
 

3. Clinical ï 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. 
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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: 

¶ 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. 

¶ 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. 

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

visit time is outside of your companyôs specified parameters. Click Enable 

to set the visit time parameters. This validation will warn clinicians if their 

visit times are outside of the set parameters.  

¶ Travel Time Duration - When enabled, users will receive an alert when the 

travel time exceeds your companyôs specified parameter. Click Enable to 

set the travel time parameter. This validation will warn clinicians if their 

travel times exceeds the set parameter. 

¶ Conflicting Visit Times - When enabled, users will receive an alert when 

the visit time or travel time overlaps with another visit on the clinicianôs 

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 ï 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.  
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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 ï This tab contains Task Management which enables users 

to add, edit, deactivate, reactivate and delete tasks in the system. 

 
 


































































































