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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 — Where users enter the organization’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
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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
Statu: Texas
Zip (Y134 o0
3
2. Subscription Plan - 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’s 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 - 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:

e 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.

e 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.

e Visit Time Duration - When enabled, users will receive an alert when the
visit time is outside of your company’s 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.

e Travel Time Duration - When enabled, users will receive an alert when the
travel time exceeds your company’s specified parameter. Click Enable to
set the travel time parameter. This validation will warn clinicians if their
travel times exceeds the set parameter.

e Conflicting Visit Times - When enabled, users will receive an alert when
the visit time or travel time overlaps with another visit on the clinician’s
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.

official
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4. Scheduling - 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
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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.

Vit Tawe « Maaghe Avrre

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

oh Warrspermert O

Taar Tank Mane * Lok Dearsyrioe Pilabie Mugatsm EMecrive Dase [
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Filter for tasks by status or search by keyword. To add a new task select the
Create Task button. Choose a task from the dropdown menu (there is also a
search option after selecting the dropdown). Enter a task name, description and
effective date. Decide if the task is billable and/or payable and then select the
Save button. Once a task is active in the list, it can be edited, deactivated and
deleted by selecting the corresponding icons underneath the action column.
Select the activity logs icon to see any previous changes made to the task.

Enable the Pending Admissions Management feature to create a pending
admission period and pending certification period when a referral is converted to
Pending Admission status. Once enabled, the system will allow clinicians access
to the schedule Start of Care so that they can select to Admit or Non-Admit the
patient. The clinician will also have the ability to update the Admission Period,
Start of Episode, and Start of Care date. Select Submit Request to finish
enabling the feature.

The Patient Name Alerts notifies users when a patient’s name already exists in
the system. This helps eliminate duplicate records when adding new patients to
the system. After enabling, users must decide if the patient’'s name matches are
made by first and last name or last name only. Select Submit Request to finish
enabling the feature.

 Sube fagons |

Enable the Patient Identifier Validations feature to prevent patient-identifying
information from being duplicated across charts or patients. Once enabled, the
system will prevent users from admitting a new patient when the patient's MBI,
SSN or patient ID/MRN exists for another patient in the system. Select Submit
Request to finish enabling the feature.

Enable the organization to have access to the Pre-Claim Review Center (PCR).

The PCR Center enables organizations to collect and track their PCR submission
documents efficiently and seamlessly. Enter an effective date.

/AXXESS
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Enable the Final Claim UTN Validation feature to prevent Medicare final claims
from being submitted without a unique tracking number. Then select the Submit
Request button.

NOTE: Any user that need access to the PCR Center will need the Manage Pre-
Claim Review (PCR) permission.

Organizations can enter the evacuation zones established for their state. Select
the Add Evacuation Zone button to do this. Enter the name of the evacuation
zone then select the Add button. Make edits to previously entered zones by
selecting the [Z" icon or remove them by selecting the m icon.

Evecuas Zone Acnoas

Zorw RRE E]

A J Camct |

6. Billing — This allows organizations to choose the Medicare Week from
the drop-down; default setting is Sunday-Saturday.

Users must decide if they would like LUPA Claim Re-Calculation and Therapy
Upcoding-Down-coding to be enabled or disabled for traditional Medicare and/or
HMO/Managed Care Medicare.

This manual is for training purpt g&\cmv 4ndxtmmnmtl Lmr‘fu«m ial
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Enable the Write Off Episodic Balance feature, which automatically adjusts off

any remaining balances greater than or equal to $0.01 after payment has been
posted from an electronic remittance.

11

Once Submitter Information has been received from Medicare, it should be
entered (if claims are being downloaded).
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Comparty ritmation Testing Home Health Agency
Sulscription Plan Ageicy Basch  Location 1|
Clincal Midng
Schndusng
Oparations Medicare Woek - Sahciong & specic T-day rangs will detonrens th sl and aad iy S & ¥ai Neguencres

Serday - Saterday

lﬁ-ln.,, ]
Freanelal LUPA Claim Re Caicslotice | xaddng toen featume will acdaist il LURA wads bo reflect e wal rate caloubebon ot the trrw the vist
sports This can be srstsed for Medeas Tradtonal Feefor-Sencs of Medcme HMOMaraged Ca
Tuyredl sof ok Obuian e wour fhe sevdcns et sroded
Imagratioes $ Ersth
Sappon Ticketng Ceatur s Tt % Noscus (WM 3
shcono (T £t 300 X 2NN s ate (O Manaped Care

Elecoeesc Vinit Viwr ilication

herapy Upcoding Duemcodng 4 - Ensbing ths fustue wil Saplay he pedr

foaturg £an b snabied S Modioars tadtonal e O serice ot Medcam HNOManaged Care clams wih apessces Satod tehn Jaouar

"] " ‘
daks
® Enati
Mecdcarn (Trastiorsd tos dor-canace Mascare (MO Manapsd Care)

Sudminer Whmason (Mesicare)

» ook o waherat OASES assaguments, 50me heafts sgercies m

Subenities 1D 12U Seminer Phone Miember 44y 1"

7. Financial — The organization must set the date that books are closed by
selecting a date on the calendar.

A signature will be required for saving transaction dates on or before the closing
date. If the Disable Closing Date check box is selected, users will be able to edit
any records (permission-based), regardless of closing date. The Disable OASIS
Lock setting, when selected, will allow users to edit and return OASIS
assessments from the QA Center regardless of closing date. When this setting is
not selected, the OASIS will remain locked and users must provide an electronic
signature to edit or return the OASIS during a closed accounting period. The
double entry General Ledger accounting report shows debit and credit balances.
This report can be requested and viewed in the Completed Reports area.

This manual is for training purposes only and should not be used for official
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Select the View Charts of Accounts button to open the Chart of Accounts
window. Users can group accounts by branch or account name. To group by
branch, select Branch next to group by. To group by account name, select
Account Name next to group by.

Chant 1f Accounty [ T

Panch A oIV Marve Acqomnt Numbey Mective Date Artiem

Accozat Name: Accosnts Recsinabie - PPS P70

Acken! Narne Accoents Recolsabtin - Trade

Select Bulk Update 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. 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.

This manual is for training purposes only and should not be used for official
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Once all the appropriate updates have been made, select Save Bulk Update.
Select Yes in the confirmation pop-up to finish saving your changes. Users can
also update accounts individually by selecting Update in the Actions column. To
view an account’s history, select View History.

Enable the Episodic Revenue Estimation feature, which will accrue daily Episodic
revenue in the Earned Revenue 1/X Report at the entered rate before OASIS
completion. Claims must have at least one completed visit after the OASIS
Assessment to begin revenue estimation. After enabling, enter a estimated claim
revenue dollar amount.

The Average Discipline Cost Per Visit allows users to enter the average amount
the organization pays their workers per visit. Based off the location and
discipline, the organization can decide the average cost per visit and its effective
date.

Average Diaciplise Cost Par Vist
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This amount can be edited by selecting the hyperlink Edit under the Actions
column. Once all updates have been made, select the Update button to save.
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Once all updates have been made on the Financial tab, select the Submit
Request button to save.

8. Payroll - The organization must choose to Enable or Disable vendor-
specific payroll exports.

Enabling the feature allows organizations to generate payroll files with the
components and data layout required by the organization’s payroll vendor. The
section shows when and which user enabled or disabled the Payroll Export
Center. Then select a Payroll Vendor and enter the ID.

Payeoll Expoit Canie

Expor analdedidisabiod ae of | 5217202 Expo onstiedidisabled by - Dirgle Mt
Paproll Baten ||

P ol Vende
oproll Vender .

Paygroll Company CodeD

Enable Multiple Pay Periods to give users the ability to generate payroll on
multiple cycles to adhere to your organization’s payroll policy.

If the Advanced Payroll Setting of My Payroll Summary is enabled, users have
the ability to view and print their detailed payroll summary. This section shows
when and which user enabled or disabled My Payroll Summary. If

Task Approval is enabled, users can navigate to the Payroll Export Center to
identify which tasks should be approved for payroll and exported for payment.
This section also shows when and which user enabled or disabled Task
Approval.
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Enable the Mileage Calculator so mileage and time between visits will be tracked
for all users with more than one visit on weekdays. The date will populate and an
additional functionality will become available under Enable Weekends. Check the
box to enable the mileage calculator for weekend visits. Enter the organization’s
Company Mileage Reimbursement Policy. This information will be used to
calculate the mileage reimbursement amount reflected in the payroll.
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Select the Add New hyperlink to add a new Reimbursement Rate. Enter the

Effective Date, Reimbursement Rate and select the Save hyperlink to complete.

Save Cancel i

Effective Date Reimbursement
From To Rate
2]
03/31/2021 Current 0.550
03/30/2021 03/30/2021 0.500
03/25/2021 03/29/2021 0.420
03102021 03/2412021 0.480

View All F

Once all updates have been made on the Payroll tab, select the Submit
Request button to save.

9. Integrations - Select Enable to send Axxess a request to activate the
WorldView, Doctor Alliance or Forcura document management
integrations.
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Once the integrations are active, the organization can automatically send
approved orders from Axxess to the respective company. There are additional
settings that can be selected per integration partner.

OrdersDocument Managemant
WorldView

1. Oncecoipt of your acivation request Aess w

ew. Once the integration Is 3

Enatdad On

Activabom Status: Pending Activation

Doctor Aliance

Another integration is Surescripts Clinical Direct Messaging. Once enabled and
active, organizations will automatically receive Surescripts messages in the
Axxess Alert Center. Another Patient Information Exchange solution Axxess has
partnered with is Seniors Home Services. Once enabled, the organization’s
selected location will begin automatically sending patient and caregiver data to
SHS dalily.

Axxess also has a telehealth service integration with Health Recovery Solutions
that can be enabled. The organization’s supplies can also be joined with
McKesson by enabling the integration. On receipt of your activation request,
Axxess will contact the organization and upgrade the Axxess subscription based
on the go-live date the organization establishes with McKesson.

For any details on any of the Axxess integrations, select the click here hyperlink
for more information. Select the Submit Request button once any selections
have been made.

/AXXEeSS
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10.Support Ticketing Center — Organizations may designate super
users (number is based on subscription) to directly engage the Axxess
support team and request help through the Support Ticketing Center.
Search through the list of users in the text box at the top of the page. Select the
check box to the left of the users to designate chosen Super Users. Select the
online help center hyperlink to go directly to the ticketing center.
Comnpany Setup
Comgpeny Information Support Ticketing Conter J
Satvscrwnen Plan In sas00n o Da o he Lol Ml provdes anpaers and w0 Wlorsis for st uzery i May Gasignate s 10 50 supsr-uaen |
Cauical SIOLy SNBSS I ALneas SupEon TRaM And reGua st he Brough e Suppon TIcksang Cente
Seheduing Select 20 Super-User(s)
Oparstions
g Parre it Lenad AUOIO3e Status Emptoyment Type
o -} Ada Jeous STA Cenfied Hume Nde isgamil corr Actve Empicyee »
Payrel L) Amanda Maore RN ATOIN AN AQMIENE TN QR0NRECOM AT Empeayee
inteprasons ] Andrew tson RN Adtat arator sondinahoo.cr Achre Employes
[‘.u((--!hhnmvgi:»nlm Angeies Nunez RN ;“’m“ Diractor e SRogas com  Ache Empleyes
Eleciromic Vist Verification il oy
] Brang Fusows BN Aol K¥ 600 Ya@gmail con Aove Conuudn
% (O:::nnmaum Axwmate Agmisstrater ERuess com A Emsoven
11 Cniy Umzsy RN ATRIN A ASMINETI Duosss com Ao Empyse
I Courtney Mcaeod RIY  Atamaie Adminsicater Saoeas com Actve Employes
(1 Devitwe Simon 7 otwr Favesa com A Empaoyes
] Comple Misay R Admmind s¥aer nphEEEgMa A Empoyes
2] Dion Mipeise RN Regsteiad Nurme @aosar com Ackwe Empliyee
i)  Franos Reera N Alomats ASMEETAN somsacom  Actve Empicyee
Arown Gl RN Adrenl syt FHomuy oM At Emphoyes
— Jonalrice St AT At adaan - K A P &
11.Electronic Visit Verification Setup - If organizations are using
Electronic Visit Verification (EVV), they can set up their vendors in
Company Setup.
Choose your EVV Vendor and choose and/or enter any required information.
Select the Remove Vendor button to delete the EVV account. Further testing will
need to be completed with the Axxess team.
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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ADDING A NEW USER
Admin/New/User

Once selecting User, a window will open, and the user’s information must be
entered. All asterisked items are required. The roles, permissions and restrictions
can be copied from a previously entered user using the Duplicate from drop-
down menu. For example, if the organization is entering a new RN, a current on-
staff RN can be selected that will have the same software access.

This manual is for training purposes only and should not be used for official
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New User o® x
Information st ;
Emasl Address * Socisl Secwnty Number
first Nameo * Agency Custom Empinyee D
Muddie mital Payroll Fée EVYorker ID
Last Name *  Chaician Provider NPt 9
Sartlix Agency Branch Select - "
Geoder £omale Male Address Line 1
Date of Birth #  Address Line 2
Credensals Unknown ] * Chy
Title - Seloct Title Type - ' State. Zp ~ Selact Suate
Employmeat fype Salect Employmant Type * Home Peone
Pay Typa ~ Selact Fay Type — *  Mobile Phone
Daste of Mire m Fax Phone
Dato of Termination "‘_
Ouphcate Rodes ParmessionsRestnichons from Previoos User
Deghicate from Select Users
Rokes *
Roles are important in the software because they determine what a user can or
cannot see, select, delete, or undo. For example, when a user is assigned the
Case Manager role in Axxess Home Health, the user will now see only patients
for whom they have been scheduled to provide case management services.
There is also a restriction function that will allow organizations to limit the times
that users can be using the software. For example, if the Allow Weekend
Access box is not checked and a user attempt to login on a Saturday, it 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 Home Health.
Permissions will allow organizations to manually select which Clerical, Reporting,
QA, Clinical, Billing, OASIS, Administration, People, Schedule Management and
State Surveyor permissions they wish their users to have.
To save time, there is also a Select all Permissions option that will check every
permission box below.
This manual is for training purposes only and should not be used for official
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NOTE: Under Clinical Permissions — organizations can choose either the ability
or require check boxes for both notes and orders. If both are checked, the user
will not be able to do either.

Access & Restncbons Trinl Account

(] Alkow Weekend Access Trinl Expirason Date m™
Eames! Logn Tens m
Astomatic Logout Teme %
Permisnicas *
t omn t saleded to procue
aledd
Clencal Penmsssions Reportng Permicsions
L8 all Clanical Sekdt @l Rapontng
Add Fae Dedete Patieats - Manage Patients Access Reponts Centar - Access Repons Centar
A EaR Dakate Redermale - Manage Retaral Accass Patient Reporns - Access Palenm Repon
T IWiew Existing Raderraly - View Easting Ratenals Access Chmcnl Regorts — Acoass Chnical Repans
A FARDe00 Hosgital Moemanon — FAENage Hosola ACCHSS SChodulo ROpons — ACCess Scnaquis Repons
fomabion
Access Blmptmancis Reports - Accass BUingFinantis
Update Insurance and AUthon2aton Riommanon - Manags Reports

rsurance Infocmaton x
Access Employes Rporns - ACtass Employes Repon

View Insurance and Authonzation information - View > =
Accass Stansucal Reports - Accass Statstical Raponts
Aumanzaton ormaboe

- . Accass Pagroll Repors — Ascass Parob Repon
AddEdaDolete Contact Information - Manage Coctact

At the bottom of the window, there is a free text space for any comments related

to the user. Once finished, select the Add User button to complete.

EDITING A USER
Admin/Lists/Users

A window will show a list of all current users. To add a new user, select the Add
User button in the top right. Organizations can export the list of all users to an
Excel spreadsheet by selecting the Export to Excel button in the top right. The
organization can deactivate or delete users individually by selecting their
respective © and T icons to the far right under the Action column. The
organization can also check the box(es) to the left of each employee name and
Delete or Deactivate (red buttons at the top) to remove multiple users at once.
To edit a user, select the [#” icon under the action column. Worker comments are
displayed with an orange sticky note icon.

This manual is for training purposes only and should not be used for official
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Users
Status; Aoine - Q
Nams * Title

Ashat Dharnager BN Admnistrat

Abdubsad®s Hadhes  ARernace

tmall

r

Admniytrator

Abdubmsamin Shehy  Ahernaee

Admunistrator

Akernate

Admmiristr ator

Ashigr Knamar KN Admantstratoe

e
Fhone Mokile
132 274
4574
145 2143 575
Al m
14 250
m radl]
14) 1214} 575
7 775
D 1L L
4307 43

1419 rotal results

The Edit User window is split into seven tabs:

Employment Typs ~ Gunder

[ mgtryes Vak
- -

Emgloyes Femuk

Empioyee Vale

| M. Vaw
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K

oo

Crwated Actions =

WI0012 ir gl |

"2 ‘ LA |
] ren

Show 0~ entries

1. Information - The only difference between this screen and the
previously mentioned User Information section is the option for the
software to be in English or Espafiol (last question in User Information).

O Usaw | Cf Poarsin N

Infoemason
Farmissiooy
Losnses
Viart Activity Pay Rates
mrungancn
Intestious Diveace Profie
Parsarmel Wutes

User irformation

Yy #2U8 Sewe Ouint

Frst Mame

Mizdie bnitial

L3z Kame Paar e

SuMtx

Genzer farrase .

Dute of B

Credemals an

Titke AdTortratoe

Employsant Typa {mpioyee

Pay Type vy

Dae of Mre

Do o Termination

Software Language - 2at Espad
Hole: From a Pravious User

Dupicane from Selert Unery

2. Permissions - See above

BB <m,

Soclal Security Nember

EVV Workar 1D

*  Agency Custom Emploges ID

Payrol File 8Werser D
Climizizn Provider NN

Agency Srasen
Addrexs Line |

Address Line 2
Ciry

Staee. Zi0
Home Prane
Motile Phrane

Faz
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3. Licenses/Records - Users’ licenses are maintained here, by either
adding a new, editing a previous or deleting current license information.

22

Licenas Type * License Numbaer nauve Dace Exgeravon Date Anachments Actions
T
3

2 total resudts Show v entries

Select the New License/Records button and a window will open where license
information can be entered. Choose the license type or record from the drop-
down menu. Write in the number. Select from the calendar or write in the issue
and expiration dates. The organization can also add a scanned copy of any
license by adding it as an attachment. Select the Add button to save.

Now License

lllll Core Ceaaratiae Oare

4. Visit Activity Pay Rates - If one of the users has a specific pay rate
for visits, it can be added here by selecting the New Visit Pay Rate button

in the top left.
New Visit Pay Rate
Visit Activity Pay Rates
Mileage Action
Task Insurance Rate Type User Rate  Rate
OASIS-D1 Start of Care Medicare(Palmetto GBA)  Per Visit 50 55 Edit | Delete
Mew Mon-Visit Pay Rate

Non-Visit Pay Rates

Milaana Artinn

A new window will open, and the Insurance, Task and Pay Type must be chosen
from their corresponding drop-down menus. A User Rate must then be added,
along with an optional Mileage Rate. Then select the Add button to save.

This manual is for training purposes only and should not be used for official
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New Visit Pay Rate

Inserance - Select Insurance --

VisitTask Typa — Solect Tagk — |®
Pay Type - Select Fay Typs —

User Rate -

Miisoge Rate

s i cance

NOTE: Non-Visit Activity tasks need to be created/added first. Go to
Admin/List/Non-Visit Activity and create the activity types/task.

Below are the Non-Visit Pay Rates for documenting any expenses paid out to
users that are not related to visits. Select the New Non-Visit Pay Rate button on
the left side to add. A Non-Visit Activity and Rate Type must be chosen from their
corresponding drop-down menus. A User Rate must be entered, along with an
optional Mileage Rate. Select the Add button to save.

New Non-Visit Pay Rate

Non-Vrsit Actioty ~Select Non-Visit Activity-

Pay Rate — Select Fay Type —
Usar Rate .

Mileage Aate

o coc

At the bottom of the tab, there is an option to Import Pay Rates, which will let
organizations copy pay rates set up for other users by simply selecting the
Duplicate Pay Rates from drop-down menu. Then select the Apply button to the
right.

Import Pay Rates

Duplicate Pay Rates from Apply

-- Select User -- IL

5. Immunization — User immunizations are tracked in this section.
Immunization lists can be exported to an Excel spreadsheet by selecting

This manual is for training purposes only and should not be used for official
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the Export to Excel button in the top right. To add an immunization,
select the Add Immunization button in the top left.

Add Immunization I Decline/ Contraindicate Immunization Export to Excel

Active Immunizations

Immunization Administered? Date Administered / Documented Administered By Lot# Reason Action

Flu Yes D6/02/2021 Clinic Delete | Inactivate

Inactive Immunizations

Immunization  Administered? Date Administered / Documented Administered By Lot# Reason Action

Shingles Yes 06/02/2021 Clinic Delete | Activate

A new window will open in which organizations must choose the Type of
Immunization and who it was administered by from their corresponding drop-
down menus. Then select the Date Administered by writing in or selecting the
date in the calendar. Users can Save this, or if there is more than one
immunization to add, select the Save & Add Another to continue with another
blank “Immunization Log Information” window.

Immunization Log Information

Type of Immunization: j
Select Who Administered: ﬂ
Date Administered: iz

Comorbid Condition Present: O Yes O no

Save & Add Another

It will then show up under the Active Immunizations section. If a user declines an
immunization, it can also be added by selecting the Decline/Contraindicate
Immunization button at the top of the page. It will open another log information
window where the Type of Immunization must be chosen again. Either write in or
select the date from the calendar. Then, mark whether the immunization was
Declined or Contraindication. Users can Save this, or if there is more than one
declined immunization to add, select the Save & Add Another to continue with
another blank “Immunization Log Information” window.

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

25

Type of enmunization

Date Docamented

Comortud Condition Present. Yes ! Ho

Declned

Contramdicstion

(o J son s rscnur | o |

There is also an option to Delete or Inactivate an immunization by selecting the
hyperlinks in the far right under Action. Once an immunization is inactivated, it
falls under the Inactive Immunizations section, where it then can also be Deleted
or Reactivated.

6. Infectious Disease Profile — This is designed to help organizations
easily track infectious diseases and screening tools used to detect them.

COVID-19 Screening COVID-12 Resources

Name of

Type of ) Person COVID-19 | Screening
Entered By . Date/Time Person .
Screening Screened Risk Level | Results
Screened
Pierson, CJ, Coronavirus 06/02/2021 Agency . Yes - O/4d View |
- Pierson, C] Low .
Administrator (COVID-19) 09:43 PM Staff questions Delete
Pierson, CJ, Coronavirus 06/16/2020 Agency ] Yes - O/4 View |
. Pierson, CJ Low i
Administrator (COVID-19) 03:32 PM Staff questions Delete
Pierson, CJ, Coronavirus 06/16/2020 Agency . Yes - O/4 View |
- Pierson, C] Low .
Administrator (COVID-19) 03:32 PM Staff questions Delete

Select the View hyperlink to see the previous screenings or select the Delete
hyperlink to remove. Select the COVID-19 Screening button to add a new
screening. Choose the Person Screened from the drop-down menu. There is a
checkbox if the user Refused Screening. Enter the Reported Temperature.
Answer the Yes or No questions and choose a Risk Level. Templates and
Additional Screening Requirements may be entered. Select the Screening
Acknowledgment checkbox. Enter the Clinician Signature and confirm the
Signature Date and Time (both auto-generate the time the window was opened).
Users can then Sign Screening, or if there is more than one screening to add,
select the Sign & Add Another to continue with another blank COVID-19
Screening window.
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COVID-19 Screening

Complete the fallewing screening questions and select a risk level for the patient and/or household
members based on agency policies and procedures.

Person Screened [ Refused Screening

Agency Staff v ‘

Reported Temperature (°F) @

1. Have you traveled internationally within the last 14 days to a country with sustained community
transmission?

) Yes Mo

2. Do you have signs or symptoms of COVID-19, such as fever, chills, cough, shortness of breath, difficulty
breathing, fatigue, muscle or body aches, headache, new loss of taste or smell, sore threat, congestion, w

Sign Screening Sign & Add Another

7. Personnel Notes - The Personnel notes tab allows organizations to

document information that will help evaluate staff. To add a new personnel note,
select the New Personnel Note button.

Personnel Notes

Q et New Personnel Nots

Type of Rote Created Date - Modifled Date - Created By - Comments Actions
1 v 1 eat BB
Atterdance ORTIIA20I2 07:55 P | GROVZ02ZTTS8 P Dlrson, 0] Atended case conference 81722 * N i B
2 total results Show 0 v entries

Choose the type of note, enter comments, and select Save Note to finish or
select Save and Add Another for additional notes. Notes can be printed by

selecting the = icon, editing by selecting the @ icon, deleted by selecting the o
icon and view the history of the note by selecting the "2 icon

DELETED USERS
Admin/Deleted Users

In the new window, individual users can be restored back to active status by
selecting the Restore hyperlink on the far right under the Action column. Check
one or more boxes to the left of users’ Names, then select the Restore button at
the bottom of the window to restore multiple users. Select the Excel Export
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(Deleted) button in the top right to create an Excel spreadsheet with all deleted
users listed.

Deleted Users Excol Export Motmad)
Fame - Titke Ermay Fhone Mrdee Ermploymest Shatus  Gender Crowied Actan
1214 "
Azbtan Ank S [delatedt agmnayator Qu=—at c=m Emplupes lmacive  Femah 0AE8201 Reatyie
Asron Assiey RN Director of
” = " Emphires  Inacthe  Nuw 0514201 [
|8aleted] rausing
. Ascon Fisdes RN
semmaytce P00 con Emplopee Inactve  Nayw panszo1
|oeitec]
e & .
Asron Test VN joeteted) LYNEPH g com ST Emplapee: At Nae  DO0420Y
AD C |Deieted) Aapsdared Murse DyTa Empiares nacive Femak 11246200
— "
| Ab T ¢ Jdeioted Agmmmirator Qv T -1 Emplopen Inactve  Naw
"1
Al Conl for premiaal R piatetod trne A« Umpdives Inactve  Pemgl @220 '
A
- - o access M . =
Abaey Turay RN et d . ho n Emplapee Inacive  Fomalk 100%201
100412
At Dirigwmaecceunt £ E inach L82001
EQ Byt \ npKMaY naciue MR29(
RN jemisted : it
. ADSIEsta Clenc oz
Es or AQTTRAY Abie ST nat Empnee Inactne Femah 02920 auhine

© ioohtad)

ACCELERATED PAYMENT CENTER
Admin/Accelerated Payment Center

In the Accelerated Payment Center, select a location to apply for accelerated
payment. The Forms and Resources and Revenue sections will automatically
update based on the location’s data and Medicare intermediary.

Acoraiaind Payment Camer

Accelerated Payment Center

Location: MVan O -
Forms and Resources Revenue - Past 3 Months Pre-Application Recommendations
$4,522.35 N
030572021 - 06/02/2021
View Full Report
Eligibility Criteria Application Resources Submitting an Application

To gquatdy for advanced/accelerated To apply please fill out the A0 t While slectrons submissian will

payments the provider/supplier must: ITIest A | significantly reduce the processng time,
requests can be submitted to the

The fedowing Information can be used to appropeiste MAC by fax. email, or mail

complete the Accederated Payment form

1. Have billed Medocare far
claims within 180 days
immediately prios 1o the date

Electronically

of signature ca the

provider's/suppliers request National Provider 123256769 Emait: JM.FINANCIALRELIEF@pal

form Identifier (NP1 metlogha.com

2. Not be In bankruptcy Provider Number 000321 Fax: (BO3)462-2574
Prany -1
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The center is broken down into the following sections:

28

Forms and Resources - This section provides all forms and resources distributed
by CMS related to accelerated payments.

Revenue — Past 3 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 an organization may want to request in their accelerated
payments application.

NOTE: CMS has stated that 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 Home Health.

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

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

Application Resources - This section provides application forms that correspond
to the selected location’s intermediary and includes the selected location’s
provider information.

Submitting an Application - This section provides all application submission
methods published by the selected location’s intermediary.

NON-VISIT ACTIVITY MANAGER
Admin/Non-Visit Activity Manager

NOTE: Non-Visit Activity tasks needs to be created/added first. Go to
Admin/List/Non-Visit Activity and create the activity types/task.

A window will open in which all currently assigned non-visit activity is shown.
Select the Export to Excel button in the top right to create an Excel spreadsheet
with all non-visit activity listed.
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Non Visa Achty Menagi 88 =
Non-Visit Activity Manager
User N Vit Agtivicy Svanch * NVA Dats Trove! Seeet Tivw  Troend oo Vi  NVA SCart Tinn  NVA Endl Time  Adgoclated Wisags Poid Dmin Pl Comments Actony
x 78"
~ | 0
A "
< L |
X 2
X L]
v 2
7 total resudts Shaow entries

To search through the list, start typing in the text space at the top of the page.
Search by users, non-visit activity, begin and end time, associated mileage, paid
date and comments. Users can also filter by branch or NVA date.

To Add Non-Visit Activity to a user, select the button in the top right. A window
opens in which new non-visit activity can be added. Select the user from the
drop-down menu, then choose the branch (if more than one). Write in or select
NVA date from the calendar, then select the specific Non-Visit Activity from the
drop-down menu. Enter the travel time and NVA time by writing in or selecting
from the clock. Then enter associated mileage and any comments related to the
activity. Five non-visit activity entries can be added at once. Once completed,
select the Save button at the bottom of the window. If more than five entries need
to be added, select the Add Non-Visit Activity button again.

Agd Man-Vialt Actriey

User Dranch NVA Date Han Visit Astiey Towe S Time:  Toawe Bed Time:  NVA Scan Time WA End Time Assccianes Misage Comments
Sodect Usor v Agancy Man v 10202023 ™M Sefoct Noo Vet M v O O O O
Sokect Lo v Aouncy Man v 202027 ™M N Vi A v © © o Q
Sabect e v Agniey Van v M2y M ot Nom AVl Ar v O O O O
Selact s v Agency Mam v 2027 B —Sefect Kon Vil Ac v o o] (o] 0]
Solect User- v Agancy Man v 02023 M ¥ 1A v Q Q Q 0]
=3

To edit the non-visit activity, select the edit icon on the far right under the Action
column. Unlike the previously seen activity entry, a paid date (write in or calendar
select) can be entered, as well as verifying the activity’s paid status in the check
box. Checking the paid status box will change the icon seen on the first Non-Visit
Activity window from a red X to a green check mark.
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User Kan \Wistes RN v

NVA Dste 12/6:2023 th

Nea-Visit Case Managament Chart A v
Activity

Branch: Agancy Main v
Travel Start O
Time

Travel End Time O
NVA Start Time 8 00 AM O
NVA End Time 500 AN O
Associated

Mileage

Paid Date M

Paid Status

Comments

Selecting the activity logs icon under the Action column will show which users
have edited the activity entry and when. Choosing the delete icon under the
same column will allow organizations to remove each entry individually.

List of User Task Logs

User Name Action Description Date
Hadley2, Sha-Ron User Mon-Visit Task Added. 05/20/2021 01:10 FM
Gooch, Mason Status changed to (ADP payroll export batch 1D AX298) 05/24/2021 0131 PM

ADDING A PHYSICIAN
Admin/New/Physician or Admin/Lists/Physicians/New Physician

The quickest way to enter a new physician is by entering their NPl Number. As
the number is typed, physicians and their corresponding NPI numbers will appear
below for selection. After selecting the physician and pressing the Tab key on the
keyboard, the Physician Information and Physician Address sections will auto-fill
based on the information that is in the NPI registry, however, this information can
still be edited.

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 /AXXGSS
' improvements and enhancements



E ?r’ AXXESS

Soarch Physician

31

WE Numies 139670190

1396701900 - CHRISTOSHER PIERSOM

Physician Information

First Nesne Credenbals
12 NP No:
Last Nasne: PECOS Verihication Net Chechea

Taxocnoey Code Medicard Provnder ideatifier:

Physician Address

Aderess Ling 1 Order Dakvary Method - Deitvery Mathod —
Address Ling 2 Fax:

Ciry £mait

Siate Select State

Iy

Pounary Phone:

Altemate Phons

NOTE: If the NPI number is unknown, use the following website:
https://npireqistry.cms.hhs.gov/reqistry/

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

PECOS Verification: v

Once completed, select the Save button at the bottom.

ADDING A NEW FACILITY
Admin/New/Facility or Admin/Lists/Facilities/New Facility

In the new window, enter the facility name, city, state, zip and primary phone and
all other information available. When finished, select the Save button at the
bottom.
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Faciity sformation
Facility Name: Contact First Name
Facility Type: Select Faclity Type - | Caontact Last Name

Email
Address Line 1:

Primary Phone:
Addrass Line 2

= Fax Number:
State, Zip —~ Select State — [+
Comment

ADDING A NEW PHARMACY
Admin/New/Pharmacy or Admin/Lists/Pharmacies/New Pharmacy

In the new window, enter the pharmacy name, primary phone and all other
information available. When finished, select the Save button at the bottom.

Pharmacy Information

Pharmacy Name: Primary Phone
Address Line 1: Contact First Name:
Address Line 2 Contact Last Nams:
Ciry: Emad
State, Zip: — Salect State — |~ Fax Number.
Comenent:
(<
OASIS TRANSMISSION

Create/OASIS Export

Filter for OASIS in the new window by choosing the branch and payment source
from the drop-down menus and selecting the desired assessment date range.
Then select Generate. The patient OASIS visits that meet the criteria will appear
below.
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Branch  Main Office Payment Source: Medicare (traditionsl fee-for  ~ m
Assessment Date Range: 4/4/2021 &) To o22021 )
# <« Patient N Assasamen Type Assessment Dele  Epsode Insutance Correction ¥
TOSEE OBESERE ASIS-01 Start of Care AER02Y Medcars{Palmetio GEA DO ¢
CUADRS. AYCOEN ASIS-01 Recerihcator 05022021 21 NedicarePatmelio GBA) 00
WENGER S8 JASIS-01 RecAARCator SR5R021 \SN2021 - 07272024 :’::"; Heath Ssurance 00
MISTRY DIMPLE2 JASIS-0T Transfot 05032021 JNOS2029 1 NedcreFaimetio GEA
SOKOTO, AWILD-LOCOMEA OASIS-DY Transfmr PE32021 1 Nedlcars{FPaimetio GBA)
FLENUJONRON S - 2k i o
[; AGBONKPOLOR AS13-01 harge 5122021 - 05192021 Nedicas(FPaimeto GBA) 00
ILOLOGOMBA A 0 na 2027 Nedicarw(Palmstio GBA)
There are check boxes to the left of every patient name listed. Select one or
multiple, then choose one of the buttons below. If Generate OASIS File is
selected, the system will download the raw OASIS file on the computer to be
uploaded to Center for Medicare Services (CMS). Select the check box inside the
gray header to check all boxes listed or clear them.
NOTE: Create a folder on the computer where OASIS files can be stored for
easy access.
Once OASIS file(s) have been sent to CMS, go back inside the window, check
the boxes of the OASIS that were submitted (far left), then select the Mark
Selected as Exported button at the bottom. A new window will open confirming
that the OASIS file(s) have been accepted by CMS. To confirm, select the Yes,
Mark as Exported button.
Do you want to mark this OASIS as exported?
Similarly, if an OASIS needs to be marked as completed, but was not exported,
check the box next to the Patient Name and then select the Mark Selected as
Completed (Not Exported) button. A new window will open. Select the Yes,
Mark as Completed (Not Exported) button.
Are you sure that you want mark this OASIS Compieted without Export?
This manual is for training purposes only and should not be used for official :
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The OASIS list can be exported to an Excel spreadsheet by selecting the Export
to Excel in the top right of the OASIS Export window. If submissions have been
rejected and a corrected OASIS is being resubmitted, users can change the
Correction number by selecting the Edit hyperlink on the far right of each OASIS
line. A new window will open and a warning will appear. Change the Correction
Number on the drop-down menu, then select the Edit button.

34

The corraction numbes should oaly be changed If you are retransnvtting an DASIS assessment that was
praviously accepted and needs to be retransmitied because of corrections you made,

The first record thal is submmitied 10 correct or inaclivale an exesting record mast have a value of “01% in
COrreclion number, If Ihat Cormectioninactivation 19 accepted and Il 8 subsequent corratlioninactivaton is
required, it must have a value of “02Z", and 50 oa. In other words, the correction number on the frst
correctoninactivation must be “01", and the value oa each subsequent correctonimactvation must be
Incremented by 1.

If an OASIS assesament was rejected and needs 1o be retransmitied afler CoMections have heen made |
BH8 cormachon numbes 00

Cotrection Numbet: 00 v

ORDERS MANAGEMENT
View/Orders Management.

This is split up into four sections:

1. Orders Pending Co-Signature - This is the section where orders
are housed that need a co-signature because the user who signed the
order requires a co-signature (per their permissions).

To find a specific order, choose the branch (if more than one) from the drop-
down menu and/or select a date range. Input any order (number), patient,
physician or clinician name in the text space to narrow down the order list. The
list of orders can also be exported to an Excel spreadsheet by selecting the
Export to Excel button in the top right of the window.

Dakirs Penetng RN Co-Sigrnetuars & x
Orders Pending RN Co-Signature
Branch - £ 0501/2023 = 2 12/1%2023 Q Export fo Lecol
Osder Ceder Dote Patient Type Flyysician Clinician Sign Dotu
Pt
1 L3 ALK ~
2 total results Show v entries
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To co-sign an order, select the hyperlink under the column Type. A new window
will open showing the printed version of the order. The three options with the
order are to either, Co-Sign, Print or Close.

Main Office Orderd: 44431592

16000 Dallas Phwy ict
"’ s Physician Order
Callas, TX 75248
| Phone: [215) 327-2603 | Fax: (214) 5757711
I
Patient: PATEL, DANMINI Physician: Patel, Ajit M.D.
16000 DALLAS PKWY MRN: DAPI021 Henry Ford Health System
DALLAS, TX 75232 DOB: 01/01/1950 | 6100 Haggeny Rosd
(541) 684-6815 Canton , M| 48187
Mbi: 1X98V0SKQ21 Phone: (734) 981-3200 | Fax: (734) 981-4354
| NPI: 1235207788
Send To: Patel, Ajit Copy Tolaptional):
Henry Ford Health System
6100 Maggerty Road
Canton, M! 48187
Phone: [734) 981:3200 | Fax: [734) 9814354
NPE: 1235207788

[Order Dote:05/12/2021  Order #: 44431592 Episode Associoted: 4/26/2021 - 6/24/2021
Effective Date: 05/12/2021 Time: 3.03 PM
| Summary: 7X Clarification Order

Allergies: NKA [Food/Drugs/Latex/Environment)

[z ][ ron J o |

LFraanmncy Chanes:

The co-signature window will open as shown below. After entering the co-
signature, the user can either choose to Co-Sign the order or Co-Sign and
Approve. After co-signing, the order will disappear from the Orders Pending RN
Co-Signature window.

Physician Order Co-Signature

Order Number: 44431562
Fatsnt Nome: PATEL DAMIN
Created Dote 0612/2021

Clinician Co. Sgmature

Climiczan Co-Sagmature Date: 6/6/2021 1)

[ Cosin ) cvsonrneupon | e

2. Orders To Be Sent - This window houses orders that are ready to be
sent to the physician for signature.

Filtering for orders begins with the branch (if more than one) from the drop-down
menu. Then choose the delivery method. Choose the date range of the orders to
be sent, then decide whether the orders are from patients with a status of active,
discharged and/or non-admission. Start typing any order (number), patient, type,
or physician name in the text space to narrow down the order list even further.

This manual is for training purposes only and should not be used for official
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Drtdars T B Sers om «

Order Brmach Dateat Tyoe Preysicias Datenry Methoe Order Date ok

Select the |7 icon to view or write any notes attached to that specific order.
Orders with added notes are filled blue. To print an order, select the printer icon

= on the far right of the order. Once printed, check the boxes to the left of the
order and select the Send button (in the top right). They will be marked as sent to
the physician with a green notification.

Orders have been marked as sant to x
Physician

If the organization’s physicians have access to the Axxess Portal, orders can be
sent electronically/internally. This can be done by checking the boxes to the left
of the Axxess Portal Delivery Method and selecting the Send button in the top
right. Orders can be printed in bulk by selecting the checkboxes to the left of
orders then selecting the Bulk Print button in the top right. To export the list of
orders that meet the search parameters, select the Export to Excel button in the
top right.

3. Orders Pending MD Signature - This window shows orders that are
ready to be electronically signed by the physician.

Filtering for orders begins with the branch (if more than one) from the drop-down
menu. Choose the date range of the orders planning to be signed, then decide
whether the orders are from patients with a status of active, discharged and/or
non-admission. start typing any order (number), branch, patient, payer, type,
internal referral source or physician name in the free text space to narrow down
the order list even further.

This manual is for training purposes only and should not be used for official
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When the physician is ready to sign orders, check the box to the left of the order
then select the Receive Orders button at the bottom of the page.

10 44556438  Locston N RUP "Rk 123Hesm Inauxy
10 44558318 Mam Ofice LORO FADEY WeacarePamet
Tetal: 26 Receive Orders

A new window will open where the doctor will confirm the Received Date and
Physician Signature Date then select the Mark as Received button. The date
auto populates with today’s date. Once marked as signed they will disappear
from the Orders Pending Signature window and be in the Orders History section.

@ Are you sure you want to mark the selected orders as
received? This will override the existing received and
signature dates,

Recetved Date 06/07/2021 #
Physician Signature Date 06/07/2021 ﬁ

Mark 35 Rocoived ' Cancel |
4. Orders History - This is where all orders in every status can be seen.

Filtering for orders begins with the branch (if more than one) from the drop-down
menu, choosing a status and date range. The results can be sorted by nine
different columns by selecting the column heading: Order, patient, type,
physician, delivery method, order date, sent date, received date, MD sign date
and received by.

This manual is for training purposes only and should not be used for official
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Order History
Branch - Ttars - - - . Ty, Q m
Ovew Patient Tepe Mypsxcian Electronic Ortwr Uets Savt Dats Petotvnd Date MO Sige Date Recufens By Actimes  Notes
i
¢
‘4
’
N
o
. n ‘. 34 total results Shew “  wntries

Select the edit icon to update an order’s sent, received or physician signature
date. A new window will open. Type in the date or select the calendar icon on the
right. Select Update to save.

Update Physician Ordes

Sent Oate: 6372021

Received Date: &/3/2021

(i1 0 A

Physician Signature Date: 632021

Select the [ icon to view or write any notes attached to that specific order.
Select the printer icon on the far right to re-print any orders that need to be
sent/re-sent for signature. Select the Export to Excel button in the top right to
create an Excel spreadsheet of all orders in the window (based off search
parameters).

ADDING AN INSURANCE/PAYER
Admin/New/Insurance_Payer or Admin/Lists/Insurances_Payers/New Insurance

A new window will appear. The new payer window is split up into four steps/tabs:

1. Insurance/Payer Details - If there is not a contract with the
insurance, uncheck the very top box and the Contract Details section will
collapse.

If there is a contract, enter the contract effective and expiration date by either
writing in or selecting the calendar icon. Add any documentation related to the
payer as an attachment by selecting the Choose File button. Find the document

This manual is for training purposes only and should not be used for official
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saved on the computer, then select the Open button (10mb file size limit). Enter
the Account Manager information in the next section, including first and last
name, phone number and email. None of the Contract Details section is required.

39

Step told

Contract Dotalls

B Co you tawe
ACCOUNT MANAGER 7
Conrace EMectvs Date (Optiora me First Name
Conmract Expirason Dute {Opsonal) ™2 Last Name
Controce Docurmmoms Phane Nummter
Comract Documents Crosse Fe | Ho 1 ’ ? Emal
Addnonal Decumants Chosse Files | N fée choss v

NOTE: The question mark icon ? is a reference. Hover over the icon for more
insight about that question or section.

The next section is for payer details. Below are the selections that auto-populate
when adding a new payer. It is required to enter an Insurance/Payer Name,
Type, ID and Source of Payment. If claims are submitted electronically through
Axxess Select Availity as the clearinghouse, enter Submitter ID “00000.”

Insurance / Payer Detalls

Cleannghouss None v T Insurance Payer D 7
msurance/Payer Name . ¢ " ? Provder IDCode ?
Desplay Name ' 1 ) - ? Oter Provider 1D her ka P Har 7
InsurancePayer Type Select Payment Source v ? Proveder Subscriber 1D 7
Source Of Paymant 09 - Self-pay v ? Submater ID ?
Work Week Bagins Sunday v ? Timady Filing ) Dars 2
Billing Cycle Type Dally - ? Auto Biling Endate Look Back Days

o C ’
Visit Authorization Required? O Yos ® ?

Select whether the payer pays episodic, per visit or both by checking the
corresponding boxes. The Episodic and Per Visit columns both ask the same
guestions seen below. Taxonomy Code should be for Home Health, and if it is
Episodic, the Initial Claim Bill type should be 322, Continuation 323, Final 329
and Admit thru Discharge must be 321. If it is a Per Visit Claim, make sure the
organization is billing HCFA-1500 or UB-04. If it is an HCF-1500, it must be
Professional and UB-04 is an Institutional Claim. For Per Visit Claims, Initial

This manual is for training purposes only and should not be used for official
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Claim Bill type should be 322, Continuation 323, Final 324 and Admit through
Discharge must be 321.

40

B epnodie 1
1 - ¥ e '
Taepeonrry Code TORLCON00N Y
OaLgthon Gerversl Practice r
T 2 ot
wcitonr T pe s ton s - '
7
Popar aworco e UB (v « F
LNecOve Date ]
It Caatns B Typo 312 Horse Heolth - 1t Sl o«
Comtmsaton Ciate B Pype 120 Hoene Mewith - tevier Cost) ¥
Frad Claben B8 Dy Riétorse Hedth Last Qe ~ T ENeztive Date (1]
Adbved On Dinc Sorge T8 Trpe 12140 Hesith - Mdait vuD v ¥
e
IMective Date m
ftw
O MR SOracd Lme Didaer PO G B0 10 RSow CNE 3021 MaF reQurenants
)
I Mectove Datw o
1 Loy [l =
3
ot e !
r ™ 1
t eny »
ENecive Date [}
s

NOTE: If the payer follows PDGM billing requirements, make sure to check the
corresponding box and enter effective date for episodic payers.

The next section will be entering the clearinghouse information. If Axxess is used
for the clearinghouse, check the box at the top of the section and it will collapse.

] Check here If pour clamms are sulmifad elechanicaly 12 yuur deanng house thiough Acess ™ |
Interchasge Sutwmitior Qualfar Mutuslly Defred (T7) v L4 Cloaringhouse Submitter ID ?
Inte(changs Payer Quaiher Mutually Defined (ZZ} - 7 Subimitter Rarme ?

Phone Humber

G502 Apphcation Seaded's Codo [ 4 LSADG Ilerchange Somser 1D ?

GS0) Apphtation Receiver's Code 4 1SADY el changs Recewvet 1D (4

In the next section, enter the contact information of the person with whom the
organization communicates at the insurance company. If the payer’s address is
required, check the box to the right and enter that address. If the insurance wants
their payments to be sent to a different address from their physical location,
check the box at the very bottom of the page. Once completed with all the
information in this page/tab, select the Save & Next: Billing Information >
button in the bottom right. There will be a green notification stating the new
Insurance/Payer has been added successfully.

This manual is for training purposes only and should not be used for official
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Insurancs [ Payer Comtact Information

41

Insurance Contact Person 9
Flest Herme
Last Name
Emal
Phome Number

P ax Nureher

Billing Provider Information *

wp ol & insurancs / Payer Irfarmation Saet 4 Nt By bloimaton >

NOTE: If all required information is not entered, the following notification will
appear:

° There was a problem validating your x
form, please review your information and
try again.

The required sections that are missing information will be highlighted in red:

Insurance/Payer Name

- Rzquirzd [Bearch By Payers Name |

2. Billing Information — Depending on how the insurer pays, whether
episodic or per visit, will determine which sections will show here. The
payer being added in the screenshot below is both episodic and per visit,
so it shows both the “General Practice: UB” and “Home Health: HCFA”
sections, starting with the UB billing information. This can be seen with the
selection being a lighter shade of blue. Choose from the drop-down
menus and select the boxes that will build out the UB-04 form and the
Locator sections on the form.
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Swpiofd
| Imsemance / Pager Details |

I Step 2 of 4 Stap Jof4

Diling Infurmation | Fee Schedule

axxess.com

Ghnnty Fracioe LS

Address Format
Date Format
Mame Format
Currancy Foemat

Federn! Tax Numbes
VDG4 Farm Locator &

Paoeat Namaidentilior
VB.04 Farm Locetur 8A

Pabent Hame (Optoss)
LR 04 Farm Locaor

Priorety (Type) of Visit
U804 Farm Losamor 14

Point of Onigin for Admission | Viell
V804 Farm Locans 19

Discharge Hour

15 04 Farm Losskor 16

Accident State

US04 Farm Locator 29

Resarved

VIS.04 Farm Locatoe 30

Rasponsdio Party Name and Addrass
US04 Farm Losatoe 32

Addrews with 5 digit dp, no cou v
No Separator(MMDOYYYY) v
Last Name First Name Midele il v

Leading Tero v
] Use Another Faderal Taz Numder

Last Name v

Frst Hame v
[ induce in Claima
[ Indude in Claims
J inguae in Claima

[ nducs in Claims

] Checxhere to ncluda Paye: Name ( Address on paper daimis)

\Vatue Codes and Amounts L

US04 Farm L ocamor 39 b
(=
a
£

US04 Farm Locetor 40 .
<
a
3

US04 Farm Locatar &1 5
(=
a

Revenue Code

1B 04 Farm Cooaton 47

Revenue Description

V.04 Farm Locasn &)

HCPCSHatesHIPPS Code

D04 Form Locatin 42

Servics Date

US04 Farm Locate 45

This manual is for training purposes only and should not be used for official
purposes as the Axxess solutions are continuously subject to updates,

CESA Code v
Blank v
Blank v
Blank v
Blank v
Blank v
Blank v
Blank v
Blank v
Blank v
Blank v
Blank. v
Wisits and Supples v
Yisits and Supphes v
Wisits and Supphes v
Visits sed Scpples v

improvements and enhancements.
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Sarvice Units (Print Onty)
VB34 Feem Localer 86

Totad Charges
UD-34 Ferm Locater 47

Vayar Name
US4 Feem Locater 50

nsurad's Name
VB34 Fum Locater 58

Employar Nome
US54 Form Locater 85

(Magnoses sod Procedere Code Quather
U8 04 Form Locater 64

Adgmitting Diagnosis Cose

US04 Foeom Locater 08

Panent's Reason for Vesa
D04 Frew Lovater T8

Patient's Reason for Visa
U4 P Localer 10

Attending Provider Name and Identihors
OB A4 Faem Lovater TR

Operator Provder Naie aod ideatibiers
UDS4 ¥ Locatsr 7

Other Provides Namse and Identiliers
UR-34 Foom Locatar T8

Npi
Farst Name

Last Name

Other Provder Name and idontificrs
VB4 Form Locater T

Code-Code hold
V844 Form Locater 81 AD

c

RAP Displarys 100% Totsl Charge

Primary lsursnce

None

None

Primary Insursnce

Secondary Imiurance

Terthary bnarance

v

N

[ mdude in Claima

0-1CD10

v

] matuge in Ciams

[J »ctuce in Claims

Attending Frovder

Operating Physiclan

Other Dperating Prysician

Fendering Provder

<
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Geoeral Frachos UN ue

The following are questions related to filling out the HCFA-1500 and the
Locators of that form.

axxXess.com

This manual is for training purposes only and should not be used for official
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€ Pravinus: insurance | Payer Infsematan

Address Format
Date Format
Name Format
Currescy Format

Patent or Authoraed Person’s Signature
MCFA-1530 Farm Locato 17

Signatire

Dage:

msured or Authonzed Person's Sigmature
WCPA- 1900 Name Locaetor 13

Smnature:

Date of Curram Nloess, igury, or Pragnancy (L)
WCEA 1500 Form Losstor 24

Mame of Hendering Provades or Ofber Soarce
WCEA 1630 Favw Losatu 17

(Hognosis Puinter

MCFA1008 Farme Locater 245

Otsplay performing provwder's ID number?

WCPA- 1500 Farme Lozetr 24

Address with 5 digit zio, no cou v
No SeparatarlMMDOYYYY) -

Last Name First Name Modde Inl »

Leading Tero v
Sigrature On File .
Clabn Date v
Sigrature On File v
E;) Chec o dispfay Daagnosis OFE Date
Blank
,ﬂ Check to spilay Diagnosss Poiniets on dam
) Digpiay padoeming prosders ID number?

Toggle in between tabs/steps by selecting the < Save & Previous:
Insurance/Payer Information and Save & Next: Fee Schedule > buttons at the
bottom of the page. A green notification will appear, stating the Billing Information

has been updated successfully.

axXXesSS.Ccom

Faders Tax ID
MCFA 1900 Foom Locute 3

Patent Atcount Nu
NCFA A Forrs Locass 36

Ameunm Pud
HCFA 1302 Forre Licass 1

Reserved For N
WETA 1503 Fuamn L

Sigranare of Prywician Or Suppher
HCFA-19 Frere Locetans 19
Lignature
Cave

Service Facilty Location Indsemation
NCEA 1200 Forms Locats 12

€ Saww A Povecus | Inmrance | Pays irfonmenon

Sipute O e -
e (e v
e v

Sep 2 o4 Biling Information

3. Fee Schedule —In this step, the organization can add the fees for all
visits by either loading visit information from other payers or adding new
visit information. Delete any rates that were manually added if the
organization plans to copy insurance rates from another. This can be done
by selecting the Delete Rates button (this will delete all rates listed
below). Copy the rates from another insurance, select the Existing
Insurance from the drop-down menu, then confirm the Taxonomy Code

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

purposes as the Axxess solutions are continuously subject to updates
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from that drop-down menu. Then select the Load Rates button. Copy
Medicare rates by choosing a branch to copy, confirm the Taxonomy
Code and select the Load Medicare Rates button. The rates will then
display at the bottom of the page in the grid.

45

Stap 1ot 4 Step 201 4 Step 3ol 4 Stepdofd
Insurancs | Payer Datally Giling lndarmation Fas Schedule Summary

Fee Schedule

Load Vis#t information from Existing Insurance

|
** Looving inaurance rales cannl seemds cxRnQ tales, plesse delele casing ralss beftve you can copy an exialing iInsurance Delele Raten

Usar Created Insurance

hoose Exsting Insutance Select Insurance v
Sefect Tavonomy Code  J0BD000D0K - General Fractice
Load Rates
Medicare
Select Branch 1o Copy.  Location Il v
Seled Taroneeny Code  208000000C - Generst Practice v
[
Load Madicare Rutes

If visit information is being added per visit, select the Add Visit Information
button. A New Visit Information window will open. Confirm the taxonomy code,
select the task from the drop-down menu, input a preferred description and
revenue code. There are some suggestions about G-codes. Enter the HCPCS
code, rate, modifier and choose the service unit type. Service units per visit will
auto-generate to 1. Once completed, select the Add & Exit button at the bottom
of the form.

Preferred Descnpion:
Soversn Code

“The conversian b GUINGEO

[me
Moaher:
Serace Unit Typs Select Unk Type

Service Unita pec Vint \
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Manually entered or copied rates now display towards the bottom. To the far
right, there is a hyperlink option to Edit (which will go to the previous screenshot)
or Delete which removes the individual rate.

Add Viail Infornmstion

* Note: CHS estadiishe s G-Oodes o 0farsnfiate levals of nursing semices for giect cars and rsared HCFCS coge GO154 RN level senicss witl De coded 35 GO299
ANA LPNY LN fevel saedicas will De coded a8 G0300. Efective January 151 2017, CHS issusd Change Requaat 5736 10 retire HCPCS G063 5nd GO154 and regfaced
them with four new G-Codes Observaton and assessment wif be reparted as GDES3 for RN and G034 For LYWLPN. Traning andior education wdl be reporied as

GO4%5 for RN and GO406 Sor LVNAPN
v Task Uescriphon K Code

v Taenamy Sode: 268000000X

Skfiet SeMed 0851
Nurag Visd Nurse Visk

HHA Vit HHA Vist 122
0a8S-C 04S3-C GO0154
Recsibhcaton  Recertfication

SN Inguin Woung Vac 0551
Noon Visit

OASIS-C2 0ASI3.C2 o5at
JantiCare  StatofCare
QASIS-C SNSOCVIsE 0551
Start of Care

RN Vit dc o551

HOPCS

G054

D551

a01sa

[PLR L

G0493

)

Exp. Hate

$0.00

3000
30.00

$0.00

5002

% 00

3000

Rate Modihers Unft Type Time Lemt ' Action

$150 00 Pae Viait £ | Gately
§22.00 Hourty Et | Dsldln
$200 00 Fer Vezat Bt | Dalate
STH7 2% Pas Visit Eat | Detatn
520000 Per Visit Ext | Delute
$100.00 P& 1500 At | Deluls
§$250.00 Per 1580 Edt | Daletn

ep dets Fee Schedule

4. Summary - The last step will show a summary of all previously entered
information at-a-glance.

Slep1afs Ssep 204 Seplola
| | Wuarance iPayer Detals  Bieg Wotmaten | Fee Schosuw
|

Contract Details =
D yore Rirver & CONMISET wills (i Motarancs |
Payer?
v
Furst Rame WA
Lasl N A
Emal NA
Contract toctiew Date (Optonst) NA
| Cuontract Expiration Oate (Opdons) A
Payer Detalls =z
Clmannghouss nNa
Insursece Payer Nane NA
Dinplay Rame NA
| Insursscefayer 10 A
Insuramce Payer Type A
Provider INCode A

Step dofe
Gummary

Insurance Contact Person®

First Hasme WA
Last Name L
il wa
Phons Mumber A
Fax Number WA
Biller Provider Information
4
Reopient's Mame wa
Address Line 1 NA
Addrens Line 2 na
Recipinnt's Phone WA
Cay WA
Paymant Addiess Stame Code oA
Payment Address 2ig Code WA

This manual is for training purposes only and should not be used for official
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Once completed, select the Complete button at the bottom of the page. A green
notification will state that the payer has been saved successfully.

47

EDITING AN EXISTING PAYER
Admin/Lists/Insurances_Payers

W
Select the [ icon to the far right of the screen under the Actions column to make

edits. Select the Il icon to delete. Select the three-dot icon under Actions to
View Activity Log that lists which users have made any changes to the payer
and when they were made. To search for a payer, use the search box and list
any part of the insurance name, display name, payer class, type of bill, bill type,
payer id, invoice type, phone or contact person. Payers can also be added here
by selecting the New Insurance button.

st wFayw Lidt

Insurance/Payer List

Qa A NOW isurance
P
Inmurence Name < Doplay Nome Puyer Clme Type of BN Bill Type Payer D Inwwice Type Fhane Conmact Persen Actmne
SEOAYAD TEST Exsosc netet) e — s oo - LE- DL HEA re |
Prare imurance b s  r ey e b

WELURANCE Perva Profesnoms 150

Nadizere
TEST SEDAYAG (TEST SEDAFAD RO 08 20000 (280 e
MO mareged care|
AA]] Awesiirme Add Meodcere (
Per\te Irzietyr o 23483 LB 04 L)
A aged care)
Wedcae : 8
QOC00000 Cuervhar tnyrmanosel Q000200000 Le-04

HMOWanaged care)

DMINASTAR BLUE Redhcar
Sy igniie '_ pron Insienors Aiehine 2am V-4 C
OF KENTUCKY HMO maraged care)
Mesare = . -
‘ - 2 3 B 5> 6 7 8 g ¢ 1009 total results Show n entries

PAYROLL EXPORT CENTER
Admin/Payroll Export Center

Oaredt Fxport Cardes

Payroll Export Center @ s
taurmece P g e - Teak Slatus . - Employes Credentials - Empicymant Type - Vil Pay Trpe 4 & - Lale Tasas ’ -

The following are the filter options at the top of the window:
e Date Range — Enter or select the calendar icon.
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e Employees — Search and/or choose specific employee. More than one can
be selected. Once selected, employees will be bolded.

e Branch — Choose from dropdown menu (if more than one).

e Task Type - Search and/or choose specific task type. More than one can
be selected. Once selected, types will be bolded.

To see additional filters, select the + More Filters button:

e Insurance/Payer — Search and/or choose specific payer. More than one
can be selected. Once selected, payers will be bolded.

e Task Status — Search and/or choose task statuses. More than one can be
selected. Once selected, statuses will be bolded.

e Employee Credentials - Search and/or choose credentials. More than one
can be selected. Once selected, credentials will be bolded.

e Employment Type — Choose from Contractor, Employee and
Student/Trainee or Volunteer and All. More than one can be selected.
Once selected, employment types will be bolded.

e Visit Pay Type - Choose from all, none, per hour, per visit and single
payment. More than one can be selected. Once selected, pay types will be
bolded.

e Late Tasks — Decide to include results or not.

Once criteria have been chosen, select Generate. A summary will display on the
screen.

Change from a summary (All) view to look at just Pending Approval, Pending
Export or Exported/Paid entries by selecting the respective tab.

Under the payroll parameter filters, the Additional Columns drop-down menu

enables users to generate more robust payroll data. Users can select any or all
the 18 additional column options:
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Additional
Columns

Associated Mileage

Auto-Calculated
Mileage

Auto-Calculated
Mileage Amount

Auto-Calculated
Travel Hours

Employee
Credentials

EVV Hours

EVV Time
Employment Pay
Type

Employment Type

Insurance/Payor

Patient MRN

Pay Rate

Payroll File
#/Worker ID

Travel Hours
Visit Hours

Visit Pay Type
Visit Status
Visit Units

Description

Generates the value noted in the visit documentation.

Displays the number of miles driven, as determined by the
system’s automated calculation of the distance between the
starting and ending visit address. (This calculation only
populates for visits with completed statuses.)

Displays the mileage reimbursement amount, as
determined by the auto-calculated mileage above and the
reimbursement rate entered in the user/company profile.

Displays the average travel time to and from the point of
care, based on the user and patient addresses in the
system. (This calculation only populates for visits with
completed statuses.)

Displays employee credentials entered in the user profile.

Displays the total number of EVV hours.
Displays total EVV time.

Displays employment type entered in the user profile.

Displays employment type entered in the user profile.

Displays insurance/payer affiliated with the episode and
visit information.

Displays patient Medical Record Number (MRN) entered in
the patient profile.

Displays pay rate entered in the user profile.
Displays payroll file/worker ID entered in the user profile.

Generates the value noted in the visit documentation.

Payroll hours calculated based on the visit time in and visit
time out components entered in the visit documentation.

Displays pay type entered in the payer profile.
Displays the visit’s status in the Schedule Center.
Displays the total number of visits.

Payroll Functionality
Edit functionality enables the payroll processor to change values in specific fields
as needed. Modifications can be made in the following four fields:
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Editable Field Description

Displays the visit time in and visit time out as noted in the
visit. Any edits made to these times in the Payroll Export

Visit Time Center will automatically update the visit time information in
the visit and visit log (both of which can be accessed
through the Schedule Center).

Displays the number of miles driven, as determined by the
system’s automated calculation of the distance between the
starting and ending visit address. This calculation only
populates for visits with completed statuses.

Displays the mileage reimbursement amount, as determined
Associated Mileage by the auto-calculated mileage above and the
reimbursement rate entered in the user/company profile.

Displays the average travel time to and from the point of
care, based on the user and patient addresses in the
system. This calculation only populates for visits with
completed statuses.

50

Travel Time

Surcharge Amount

Select the pencil icon to edit a field and the save icon to save changes.

Employee Name Visit Time Travel Time Mileage Amount

Gonzalez, Martha 02:00 AM - 02:30 All ra |02:0-D AM to |03:30 AM 0.00

EDIT , SAVE,,

Hirpara, Divyesh

Reports can be generated in the Payroll Export Center by using the following
buttons:

- Generates an Excel file with basic payroll information for the
selected time frame. This report provides a summary overview, rather than a
detailed report. It does not include any information from the Additional Columns
menu.

- Generates an Excel file with over 25 columns of data, including
items selected from the Additional Columns menu. Organizations that do not use
ADP or Paychex as a payroll vendor can use this report to manually create an
export file that meets their vendor’s specific requirements.

— Generates a .csv or .txt file as applicable to the vendor for
processing payroll.

This manual is for training purposes only and should not be used for official
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Select the checkbox(es) of individual payroll entries and select an export button
or select the select all checkbox in the blue header to export all pending entries.

Export Generated Export Details ADP Payroll Export 0

b o o W

Branch Patient Name Visit Date Visit/NVA Task Type

Gonzalez, Martha Locatien 2 | Jones, Mary 121872019 | Skilled Nurse Visit

STEP-1

Hirpara, Divyesh Location 2 | HIRPARA ROCK 12M8/2019 | Skilled Nurse Visit
[]] Caudell Jeremiah Location 2 | Pressure, Blood 121712019 | 0ASIS-D1 Start of Care
[]! caudell Jeremiah Locatien 2 | Check, Admi 12172019 | 0ASIS-D1 Discharge

REPORT CENTER
Reports/Report Center

This is the place all Axxess Home Health reports are found. They are separated
into eight categories (with two additional for Missouri and California) and listed
alphabetically. The categories are Patient, Billing/Financial, Statistical, Clinical,
Payroll, Employee, Schedule Reports and Electronic Visit Verification. Hovering
over the report will show what the report entails, its description, parameters and
what the report includes.

Report Center . o x

ATTENTION: Updated versions of several reparts are now avelable, To acceds the sid reporm, N here. To find te laest version of an odd repart, apen the oid repors and
look far the barmer at the top of the screen

Patient Reports Biling/Financial Reports Statistical Reports
60 Day Surnmary By Patiers MONTH-END CLOSE Admission
AR Holl Farward

Cersus By Primary Insurance

Clairm Acstaty Reporn Empioryee Visit Mestory

Earned Reversoe (1 over X Dalty Method) HEVED b 4 Cara P
ol AdvanCe Ae Mlar

Earned Reverue (Completed Vst Method) ”
HHVEP Influenza Vaccine for Employees

Earned Recerae Final Bl Method) = - =
HHVEP Shingles Vaccine for Pasients

HMRG/LUPA Report
- P Infecticun Divease Screarmg

Managed Care Earmed Revenue {Complesed Visit Q
- Megicars Cass
Meshod)]
~ Pavert Admissans By Ircernal Heferral Source
Manth [ng AR o

A Patent by Discipline Duplcated Ang
Payment/Agusonent Acthdty
Unduplicated

Fapenm By Prysican Listing

Davmamribts rvenars Arin: Cimemnar

Most of the reports function the same way. In the example report below, Average
Length of Stay parameters must be chosen, then select the Generate Report
button to the right. The results will display below with a grand total at the very
bottom. Selecting the Export to Excel will load the information into an Excel

This manual is for training purposes only and should not be used for official
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spreadsheet. Selecting the Reports Home button at the very top of the page will
return to the list of all reports.

Raport Cemtor o® x
Aversge Longth of Stay 3
ot = C
Paysr Q20 solectac o Expar: oo Excel
Dace Range a12/2021 £ onovzozt o)
Branch ManN Firat Naine Last Name Poyer Admission Date
i OFf :’:."’ ) ) 200
d TS S, Ton :' - 204 -]
Toe 31
Some reports do not generate instantaneously. For example, the CAHPS report
must be requested. To do this, select the parameters then select the Request
Report button to the right.
CAHPS 7
Branch: Main Office v oe nsdi ol
Sample Month: January v
Sample Year: 2021 v
Payment Seurce: - Select Payment Source(s) - -
The request will then go to a different window. It can be found in
Reports/Completed Reports. Here, users can retrieve a copy of the finished
report and see who ran the report and when. Search through the completed
reports by typing the name, format, requested by, started and completed date in
the text space at the top of the screen. To view the report, select the hyperlink
text listed under the name column. To remove the report, select the Delete
hyperlink to the far right, under the Action column. The refresh button is available
in the bottom left of the window.
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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List of Reports

Format Statues Requested By Startes

ExcellCSY Comploted Ci Flerson KN 0602021 102231 FM

Esce| Falleg C) Plerson RN [T 021094035 P

Excel Completed C| Paerson RN ANTROZA0GI43IPM  03NTR02102:AT 43PN Lainte
Excel Compisted Ci Prerson RN 0372021 021353 P 02MTR202102:2102PM  Calnle

ADDING TEMPLATES
Admin/New/Template

The window below will appear. Create a Name for the template then write the
template inside the Text section. The section is limited to 5,000 characters. Once
completed, select the Save button.

Mame

Tunr

N

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

LICENSES/RECORDS MANAGER
Admin/Licenses_Records Manager

A window will open that will list all current user licenses and records. Select the
Refresh button in the top right to ensure the list is completely up to date.

This manual is for training purposes only and should not be used for official
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LceesesRacons Managor o® x
et
First Name Last Namse Licentes/Receads Type ssue Date Expire Date Scfrware Uses Actiers

Select the Add Non-User Licenses/Records button in the top left and a New
License window opens. Enter the first name, last name, choose the license type,
enter the initiation date and expiration date. Add a File Attachment by selecting
the Choose File button. Select the Add button when complete.

New License
First Name
Last Name
Licanse Typo — Select Licanse Type — v
Initiation Date =]
Eapirabon Dase :

Pl Mtachmes Browse.. Mo fie selected

2 ED

Select the Edit hyperlink on the far right under the Action column to edit the
information from the previous screenshot or Delete to remove the non-user
license/record altogether.

CUSTOM NOTE MANAGER
Admin/Custom Note Manger

A window will open that lists all active custom notes. To make changes to any
currently listed notes, select the Edit hyperlink to the right under the Action
column. To remove any notes, select the Delete hyperlink under the same
column.

This manual is for training purposes only and should not be used for official
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List of Custom Notes
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Driginal Task Name

HHA Supenssory Visi
Fivaician Oros
Communicaton Nole
MHA VISl
DiverTranspertaton Log
Prysician Oroes
Prypsician Ordes
Cummunicabon Nate
HHA Vian

HHA Vsl Walver

Coordmaten of Caxe

10-Cay Summarp'Case Corderance

Cusiom Nams

Hokday Pay S

PT Order

Thotapy Refarat form

HHA Vigh- Private Pay

Tost

TEST Craer

Recert Order

S0C Dr Update

Mary - HHA Vise

KESHIA HHA T1010 151 VISIT
Mid Episode Case Conference

Coorgnagon of care dialysis

Note Descripton

Pay Rate 100 HMA Sty

A Viss- Prvats Pay

Tast
Inst
Maxy - HHA CE2MT 125855 PM

BAN2017 105604 AM
MaEpisoce Case Confersnce BENNZ201T L1008 PM

Caaiysis MZC1T 192450 AN

Select the Create New Custom Note button in the top left to add a new note. In
the New Custom Note window, select the task from the drop-down menu and
enter the desired name and a description. Indicate whether the note will be
billable or payable. When complete, select the Save button.

Task — Salect Task — v
Task Name
Task Description
Billable Payable
This manual is for training purposes only and should not be used for official e Bls
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HELP CENTER

A great resource available any time, any day is our Help Center. Get answers to
frequently asked questions and watch tutorial videos on all our Axxess products.

Our Help Center can be accessed by going to Help/Help Center or
https://www.axxess.com/help/

axXXesSS.Ccom

Home Heal

Reveros
Cyde
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