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Completing Visit

Log In

Axxess 
Planner

Dashboard

My 
Scheduled 

Tasks
Client Chart

Schedule 
Activity

Mobile

Complete 
Visit

Quality 
Assurance

Five Ways to Start Visit

Completed 
Visit in Chart

Choose Home Care 
organization on the left. 

Select View All Tasks 
to see a calendar view 

of scheduled tasks 
which users can also 

start visit from.

My Schedule

Home/My Schedule

Clients/Client Center

Schedule/Schedule Center



Writing Orders

New Order

Create/Order

Enter 
Regarding 

and 
Physician

Enter Order 
Text

Enter the summary/title and 
order description. Templates 
can be used by selecting 
from the drop-down menu. 
Confirm if order read back 
and verified.

Choose the client name, 
care period, date, time and 
physician.

Select 
Complete

Or Save and Exit to finish later.

Can also be accessed from 
Clients/Client Center/Create/Order.

Enter 
Signature

Enter the clinician s 
signature, signature 
date and signature 
time.



Scheduling Tasks*

Schedule/Schedule Center**

Schedule Task(s)

Choose 
Client

Enter 
Details

Recurrence

Schedule multiple tasks at once 
by choosing recurrence.

Choose 
Caregiver/
Employee

Choose the shift length, 
confirm the date, enter the 
time and select the payment 
source and task.

*Permissions Based **Or Schedule Center/New/Client Task

Or Save and Add 
Another if more than one 
task is being added.

Select 
Calendar 

Date

Filter by branch, status, type, 
payer, tags or find (search).

Select 
Save and 

Close

Select Find a Match hyperlink 
to choose based on criteria. 
Enter comments.



Help Center

Help/Help Center

This center will provide 
step-by-step instructions 
on areas of the software, 
as well as instructional 

videos.

Help Center
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