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About this Course

About this Course

This Instructor-led Training (ILT) course introduces the Sandata Electronic Visit Verification (EVV)
system and is meant to show a user how to access and use the different modules of the system.
The instructor will use this guide to lead each lesson with an overview of the topic followed by a
demonstration and hands-on practice (where possible) of the activities within Sandata EVV.

Course Duration

The estimated time for this course is 1 day.

Performance Objectives

¢ Navigate Sandata EVV
e Use the Security module to:
Create and modify users
Assign and modify roles/privileges to users
Delete/Reactivate users
Reset user passwords
Create roles and assign privileges
Change a password

e Use Data Entry to:
View/Enter clients
View employees

e Explain the purpose and basic functionality of Sandata Mobile Connect (SMC),
Telephonic Visit Verification (TVV) and Fixed Visit Verification (FVV)

e Use the Dashboard module to view real-time exceptions

e Use the Visit Maintenance module to manage, correct visit issues as necessary

e Know the difference between Daily and Date Range reports

e Run both Daily and Date Range reports

7/15/2020 Provider Agency Training Guide Page i
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About this Course

Conventions Used in this Document

Convention Description

Bold Text Used to alert a selection to be made or name of a field.

Used to indicate an external tool or support (e.g. reference information) for
instructors or participants.

— <L
é%j? Used to indicate workflow.
SR
!& Use to highlight any risk management points.

Used to highlight a key point of which the user should take notice.

Used to indicate a tip and/or shortcut.

Used to indicate instructor demonstration.

Used to indicate participant should follow along with the instructor.

Used to indicate participant should perform exercise independently.

Page ii Provider Agency Training Guide 7/15/2020



€y Sandata

TECHNOLOGIES

About this Course

Course Agenda

Minutes Module

10 Course Introduction
15 Program Overview
System Overview
15 e Loginto Sandata EVV
e Navigation
e Common Functionality
Security (User Set Up)
40 e Manage Users
e Creating Users
30 Client Module
e C(Client Entry and Edit
10 Employee Module
e Employee View
SMC/TVV /FW
60 e Device Call-In/Call-Out
e Telephony Call-In/Call-Out
e Fixed Visit Call
Visit Maintenance
e Accessing Visit Maintenance
75 e Understanding Filter and Sort Options
e Understanding Visit Exceptions
e Reviewing and Resolving Visit Exceptions
Group Visits
45 e Starting a Group Visit
e Completing a Group Visit
e Create and Edit Group Visits in Visit Maintenance
20
Reports
e Accessing Reports
e Reviewing Report Types
e Exporting Report Types
7/15/2020 Provider Agency Training Guide Page iii
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About this Course

Wrap-up

Assessment & Evaluation
Wrap-up Assessment
Training Evaluation

Next Steps

30
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About this Course

Overview/Objectives

This training is an in-depth review of the Sandata EVV system, pointing out features and
requirements. In this session, we will cover the following topics:

e Accessing and Logging on and off Sandata EVV

e Using features and functions to navigate Sandata EVV
e User Set-up and Security

e Data Input into Sandata EVV — Clients

e SMC, TVV and FVV

e Digital Dashboard and Visit Maintenance

e Accessing reports

The goal of this training is to present the functionality of Sandata EVV and to focus on the
concepts of how Sandata EVV lends support in doing visit activities.

This class will be a combination of classroom instruction, handouts and practice exercises. At the
end of the session, you will be asked to complete a Training Assessment exercise to reinforce the
skills learned today, as well as an online training evaluation.

For the training exercises, we’ll use an account that is designed specifically for training. We will
not use real clients; therefore, the data cannot be harmed. The training account is a close copy
of the live system, but clients and examples have been added to use during classes.

7/15/2020 Provider Agency Training Guide Page v
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1 Program Overview

Module Time

15 minutes
This lesson introduces the Electronic Visit Verification (EVV) program. It
provides an overview of the benefits and its main functionality.

Module Objectives
After completing this lesson, you will be able to:
e describe the 21%t Century Cures Act; and
e describe the program objectives and the services under the
program.

7/15/2020 Provider Agency Training Guide Page 1-1
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Program Overview

Key Terminology

Term/Acronym Definition

EVV Electronic Visit Verification

Page 1-2 Provider Agency Training Guide 7/15/2020
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Program Overview

Introduction

Congress established a January 1°7, 2021 requirement for all states to use an EVV system, in
accordance with the 215 Century Cures Act.

EVV is an electronic system that verifies when provider visits occur and documents the precise
time services begin and end.
Program Objectives

e Promote quality outcomes for clients (Quality of Care)
Ensure the health and welfare of clients choosing to receive long-term services and support
where they live, or otherwise receive care in the community

e Reduce billing errors and contain costs (Program Integrity)
Improved payment accuracy by using technology to match data on claims with data in service
documentation (e.g., time and duration of visit)

7/15/2020 Provider Agency Training Guide Page 1-3
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2 System Overview

Module Time
15 minutes
This lesson demonstrates how to log in to Sandata EVV.

Module Objectives
After completing this lesson, you will be able to:
e access and log in to Sandata EVV;
e reset passwords;
e navigate Sandata EVV (with/without Americans Disabilities Act
(ADA) support); and
e define common functions within Sandata EVV.

7/15/2020 Provider Agency Training Guide Page 2-1
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System Overview

Key Terminology

Term Definition

Americans with The Americans with Disabilities Act of 1990 is a civil rights law that

Disabilities Act (ADA) prohibits discrimination based on disability.

Job Access With Speech  Job Access With Speech is a computer screen reader program for

(JAWS) Microsoft Windows that allows blind and visually impaired users to read
the screen either with a text-to-speech output or by a refreshable Braille
display

Page 2-2 Provider Agency Training Guide 7/15/2020
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System Overview

Introduction

This document details the functionality of the Sandata EVV system. It is a web-based system
accessed via Mozilla Firefox, Google Chrome or Microsoft Edge web browsers. It allows for
client/employee data entry, paperless review/approval of visits and reporting.

Browser Requirements

Sandata supports the current and prior major releases of Mozilla Firefox, Google Chrome or
Microsoft Edge on a rolling basis. This policy to support modern browsers allows us to take
advantage of the most recent efficiencies in the browsers to maximize the user experience and
also ensure our solutions are running on the most recent security and performance updates.

Overview
The Sandata EVV system consists of the following modules.

¢ Navigate Modules
e Dashboard

e Clients

e Employees

e Visit Maintenance
e Reports

e Security

e Online Manual

7/15/2020 Provider Agency Training Guide Page 2-3
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Log-in Screen

How to Log In

System security requires that you log on using the URL provided in the Welcome Kit. The
Welcome Kit is provided upon completion of training.

Follow the steps below to log in to Sandata EVV for the first time:

e Agency EVV Security Administrator — use the credentials received in the Welcome Kit
and click LOGIN

e All other Users — enter the credentials provided by the Agency EVV Security
Administrator and click LOGIN

1. AGENCY — Example: STX#### (H### =

account number) S d t
2. USERNAME — The username is the al ] a a

email address used when creating a

system user (username is not case
sensitive). AGENCY o

3. PASSWORD - Must be at least twelve STX
characters long, have at least one e
upper case, one lower case letter, one EERBASE
numeric character and one “special” Enter Username
character (@#5%"). The password is
case sensitive. Bl e

4. REMEMBER ME — When enabled, this Enter Password ®
checkbox will preserve the last Agency
and Username entered. FEMEMEER o

5. LOGIN — gain access to Sandata EVV. w

Forgot Password?

2 2017 S5andata Technologies, LLC

v REMEMBER ME — When checked, preserves the last username entered.

Page 24 Provider Agency Training Guide 7/15/2020
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How to Reset a Forgotten Password

Passwords need to be reset at regular intervals, based on program requirements. A user will
begin receiving prompts 10 days before their password expiration date to reset the password.

There can be times when a password is forgotten and it is necessary to reset the password (e.g.,
a new user forgets what they set as their password during the initial login process).

1. Click Forgot Password? A window opens to enter the email address to receive a

temporary password.
Sandata

AGENCY

STX

USERMAME

Enter Username

PASSWORD

Enter Password @&

REMEMEER ME

Forgot Password?

® 2017 Sandata Technolagies, LLC

2. Enter the EMAIL ADDRESS (username) used to log in.

Sandata

EMAIL ADDRESS

Enter Email Address

RESET PASSWORD

Back to Login

© 2017 Sandata Technologies, LLC

7/15/2020 Provider Agency Training Guide Page 2-5
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System Overview

3. Click RESET PASSWORD. The system sends an email with a temporary password.
4. Click Back to Login. The Login screen displays.

Sandata

Change Password

OLD PASSWORD™

Enter Old Password -

MEW PASSWORD™

Enter New Password -

COMFIRM NEW PASSWORD™

Confirm Mew Password -

Note: Password is case sensitive

® 2017 Sandata Technologies, LLC

Enter the temporary password in the OLD PASSWORD#* field.
Create and enter a new password in the NEW PASSWORD* field.
Re-enter the password in the CONFIRM NEW PASSWORD* field.
Click SAVE.

© N o WU
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Navigating Sandata EVV

After successful login, the Dashboard screen displays.

Sandala L] Dashboard pashboard Account: | 1 | Enter agency - | @ LOGOUT
Evv
Filter Options
Q Navigate Modules
W Clients
No Shows Unknown Clients Unknown Employees Unscheduled Visits

9 Online Manual

ADA Navigation Support
Sandata EVV can be navigated using only the keyboard. It is also Job Access With Speech (JAWS)
Reader compliant. Below is the Visit Maintenance screen.

1. Using the <Tab> key to move through the system, the links below display individually.
They allow you to skip the navigation options and begin with the main content.

Skip navigation and go to Main Conten
Sandata VSILMaIntenance visit Maintenance Manage Visits Account: 10108 - aso@sandata.com ~ @ LOG OUT
& EE=
Select a Visit CREATE CALL
Q Navigate Modules
T DATE RANGE MM/DDVIVY cuenT EupLovEs
1241202017 B to 12122017 = Enter Client Enter Employee
o Visit Maintenance
CATEGORY pavER VISIT STATUS
lal Reports & Exports Select Category . Select Payer . Select Visit Status *
&3 Data Entry FlrER e
All Exceptions N Show advanced filter options +
4, security
Go to top of Main Content

2. Clicking Navigate Modules on the Navigation panel opens the Navigate Modules field.
This allows users to jump between screens by typing the name of the screen in the field.
A link to the screen displays below the field. Click the link to navigate to the page.

Sandata

EVV

Q, Mavigate Modules man

Manage Users
Manage User Roles

Online Manual

7/15/2020 Provider Agency Training Guide Page 2-7
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3. To accommodate users that require more time, when a user remains idle for specified
period of time, the system displays a warning message asking if they require more time.
If the user does not respond to the prompt within 2 (two) minutes, Sandata EVV
automatically times out.

Info
o Your session is expiring.

CLICK TO EXTEND SESSION.

Common Functions of Sandata EVV

This section describes common functions within Sandata EVV. Here is an example with the
different items that are typically displayed.

Visit Maintenance VisitMaintenance - Manage Visits o eA[munL 10060 - alayne@sandata.com 0 LoG ouT

Select a Visit CREATE CALL

10/02/2017 g to 10/06/2017 =] Enter Client Enter Employee
CATEGORY pavER visITSTATUS
Select Category v Select Payer M Select Visit Status

FILTERVISITS BY

All Exceptions

caLTYRE SUPERVISOR DEPARTMENT

Select Call Type v Al M Select Department

SA@E'ITIMES RESET 0
Q SEARCH CLEAR @

@ Show: 50 v  perpage Show Display Options +

Jela]s]» 0 @Show\ng‘\\oSofSenmes

ClientName &  Employee Nanw; Service ¢ VisitDate $ Callln  $ cCallout $ CallHours & Adjustedin  AdjustedOut  AdjustedHours  BillHours  VisitStatus & DoNotBill  Actions

Kellerman, Jayden 000-12-3456 ° @ 100062017 0332 B0 ° (-1 Incomplete @ Vs
° .

Kellerman, Jayden 000-12:3456 . 10/06/2017  03:30 PM . -1 Incomplete 4
2 2

Page 2-8 Provider Agency Training Guide 7/15/2020
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Common Functions in Sandata EVV

Here is a list of items commonly found in Sandata EVV.

Item Name Description
Navigation . -
1 | L System and which screen is displayed.
Path
Displays the account the user is logged
Account into and the username/email address of
2. PRI, 2ezraz=com - | @nd User the user currently logged in. For more
Display about these fields, see the section
Sandata Header.
Log Out Logs the user out of the system and
3. ® LOG ouT Button displays the log-in screen.
Clicking this icon displays a calendar
from which the user selects a date.
Calendar _—
4 g Ilcon von Tue veo @
1 s
Located in list fields, clicking this icon
displays the list.
Show List US/Eastern
5. v I TR
lcon Select Time Zone -
US/East-Indiana T
US/Central
US/Arizona
US/Aleutian
US/Alazks =
Save When advanced filter settings are
Settings displayed, this button will save selected
6. ST Tas & search fields so that they will be
Button . . .
displayed again at the next user login.
Reset If search settings have been saved, this
7. i Button button will clear them.
7/15/2020 Provider Agency Training Guide Page 2-9
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Item
8 Hds Agvances Fiter Optonsa
9. Q SEARCH
10. CLEAR
11. 1(2]|3|a 5
12. Show: 10 ¥ perpage
13 Showing 1 to 10 of 89 entries
14, >
15. @

Name

Show/Hide
Advanced
Filter
Options

Search
Button

Clear
Button

Page Listing

Number of
Items per
Page Setting

Page
Contents

List Sorting

Icon

Exception
Indicator

Edit Button

Description

On screens enabled for searches,
clicking this link shows or hides any
advanced filters that are available.

Executes a search.

Clears a search field or series of search
fields.

This provides a button to go to the start
and end of a list, along with the ability
to display any individual page of the list.

This setting allows users to select how
many rows of a list are displayed on
each page.

This results display is shown on pages
on which there are either lists or search
results. Located at the top and bottom
of each page, the results display shows
the list entries displayed on each page,
as well as the total number of rows in
the list.

Located in lists and reports, users can
sort the contents of a list by any column
that has this icon in its header. Click to
sort in ascending or descending order.

When viewing search results for visits,
any field marked by a red dot indicates
data that is missing.

Opens an individual record with its
fields in an editable state.

Page 2-10
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Additional Buttons and Icons
The following buttons are frequently displayed throughout the Sandata system:

Button

CANCEL

CREATE

=

®

Employee ID

Employee Name

Select

[o]

Function

Add Button

Cancel Button

Check Box

Clock Icon

Create Button

Delete/Terminate
Button

Finish Button

Lock Icon

Play Icon

Radio Button

Reactivate Button

Record Button

Refresh Button

Description

Clicking this button adds another row to a listing.

Cancels an operation and closes the screen.

Filling a check box enables a feature, clearing it
disables it.

In fields that require a time to be entered,
clicking this icon allows the user to select a time.

Creates a new item in any list.

Moves an item/user to “Inactive” status. The
User is prompted to confirm.

Completes and terminates a task.

Displays the password to help with log-in and
password entry.

Starts a playback of the client Voice Verification
recording.

Radio buttons allow the user to select one or
more items from a list.

Moves and item/user to “Active’ status. User is
prompted to confirm.

Pressing this button begins the client voice
recording during the SMC call-out process.

Refreshes one or several fields on a screen,
usually search fields.

7/15/2020
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System Overview

Button

SAVE

Function

Save Button

Description

Located in Data Entry fields, this button saves
the information that has been entered.

Show Information
Icon

Clicking this icon displays additional information
about a system field. For example, at the login
screen clicking this icon displays a password
being typed in.

TR

NEW PASSWOR

1970MonteCarlo@| @

Stop recording
Button

Pressing this button stops the client voice
recording during the SMC call-out process.

TERMINATE

Terminate Button

This button moves either a client record or an
employee record to “Terminated” status.

Page 2-12
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Sandata Header

This header is located at the top of every screen in the Sandata EVV. It displays key information
about each screen along with functionality to navigate between modules or to log out of the

system.

Visit Maintenance Visit Maintenance | Manage Visits

Account: 10010 - Dsandata.com | Enter agency | = LOGOUT

g - g

2198

9999

Function Description

1. Navigation Path

This field shows a user the exact location in the system and
the current screen.

2. Account and User Display

Displays the account the user is logged into and the
username/email of the user currently logged in.

Moving Between Multiple Accounts

Click the small arrow pointer in the ‘Enter agency’ field to
display a list of accounts the user is authorized to access.
Selecting the account number moves the user to that account
without having to log out and log in again.

A user must have permissions to log into more
than one account and the username must be
the same across all accounts

3. Log Out

Logs the user out of the system and goes back to the login
screen.
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Confirmation and Error Messages
Confirmation and error messages are displayed at the top, center of the screen.

Please select/enter at least one of
the following fields:
Agency

Client
Medicald ID#
Employee
Employee SSN

Success
v

Client was successfully created.

Assignment Buttons

These buttons are displayed whenever a screen has settings that require moving items between
Available and Assigned fields, for example in the Security settings. The buttons allow single or
multiple items to be added or removed.

Button Function Description

This button moves all items from the Available field to the

» Add Al Assigned field.

R — This button moves single or multiple items from the Available
> Add Item(s) field to the Assigned field. Click on multiple items to add them
together, if necessary.

= This button moves single or multiple items from the Assigned
4 Remove Item(s) field to the Available field. Click on multiple items to add them
together, if necessary.

This button moves all Items from the Assigned field to the

» | | Remove All Available field.
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3 Security (User
Set-up)

Module Time
40 minutes
This lesson teaches how to set-up, create and maintain system users.

Module Objectives
After completing this lesson, you will be able to:
e define key terminology;
e access the security module;
e create and manage users;
e create and manage user roles; and
e change your password.
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Key Terminology

Term ‘ Definition

Administrator The person at the agency with the ability to create new users, assign
roles, system privileges and reset passwords.

Client A person who receives services through the Medicaid program.

Privilege A single permission.

Role A group of privileges (permissions) assigned to the user which allows the
user to perform visit activities in Sandata EVV.

Security The module in Sandata EVV where users (office staff) are set up to use
the system.

User A person with a unique login and password to Sandata EVV.

Username The user’s email address.
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Introduction

Sandata EVV Security Settings

The Security settings in Sandata EVV allow administrators to:

assign user roles to specific users;

create user roles and assign system privileges to those roles;
assign system privileges;

grant and revoke system privileges;

reset user passwords; and

reset own password.

Accessing Sandata EVV Security

From the Sandata EVV Main Menu click Security. The Security panel expands and displays three
sections of security settings.

Sandata & Security -

EVV

Q. Navigate Modules
s Manage Users

=2 Dashboard

Manage User Roles

o Visit Maintenance

|l Reports & Exports

Change Password 3

= Data Entry

8, Security

E Online Manual

The security settings of Sandata EVV are divided into three sections:

1. Manage Users — This section allows the user to create and maintain users.

2. Manage User Roles — Roles allow the system administrator to group privileges and
assign them to users of the EVV system.

3. Change Password — This section allows the logged in user to change his/her password.
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Manage Users Screen Overview

This function includes the ability to search for users who can log in to the Sandata EVV system,
view and update a user’s assigned permissions within the system, reset a user’s password, create
new users, lock user accounts and delete user accounts.

User Managemem Security /| Manage Users Account: 10060 - alayne@sandata.com ~ @ LOG OUT
Select a User o CREATE USER
USERNAME e FIRST NAME LAST NAME

Enter Username Enter First Name Enter Last Name

Show: 10 v perpage
« < 1 2 3 4 5 > » e Showing 1 to 10 of 50 entries
Username % Account Status First Name # Last Name b Actions
ABAGGA@SANDATA.COM OPEN Ajay Bagga 0 / ‘ie
ADAVYDOV@SANDATA.COM OPEN Arushan Davydov ra
ALAYNE@SANDATA.COM OPEN Andrea Layne 7’
ASO@SANDATA.COM OPEN Angel so /s w
BFOX@SANDATA.COM OPEN Bob Fox /W
BHAUMIK.SHAH@PIVOTPOINTSECURITY.COM LOCKED bhaumik shah e
BRENDA.DANGER@SANDATA.COM OPEN Brenda Danger ra
CACCONSULTING@HOTMAIL.COM OPEN Amy Salinas ra
DAVE@AKFPARTNERS.COM OPEN Berard Dave '
DCOLON@SANDATA.COM OPEN Devika Colon /W
« < 1 2 3 4 5 > » e eshowmg1 to 10 of 50 entries

1. CREATE USER — Used to create a new user profile.

2. Filters — Allows for a search by either USERNAME, FIRST NAME or LAST NAME or a
combination of the three.

3. SEARCH — Retrieves the related information based upon the filters used.

4. CLEAR - Deletes the information from the filter fields to allow for additional searches
with new criteria.

5. Page Navigation — Allows for navigating through the list using page numbers or arrows.
The number of pages displayed is dependent upon the number of results.

6. Show — Allows for input of how many entries are shown per page and displays the total
number of results returned.

7. Edit — Edit a user.

8. Delete — Inactivate a user.
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Searching for Users

Search for users from the Manage Users screen.

Sandastic;i

== Dashboard

o Visit Maintenance

sl Reports & Exports

E Data Entry

@ Security

Manage Users o
Manage User Roles
Change Password

= Online Manual

User Management Security / Manage Users Q Account: & LOGOUT
Select a User 9 CREATE USER
USERNAME FIRST NAME LAST NAME

Enter Username Enter First Name Enter Last Name
Q SEARCH CLEAR
e Show: 10 per page
« < 1 > » Showing 1 to 2 of 2 entries
Username Account Status First Name % Last Name E Actions
OPEN Fran Fregosi Fa )
OPEN Ford simpkins Fa )
« < 1> »

Showing 1 to 2 of 2 entries

1. Click Security>Manage Users.

2. Input the appropriate criteria (user name, first name or their last name) in the appropriate
fields to filter the results.
3. Press <Enter> (on the keyboard) or click SEARCH.

If the user is found, their information displays. Depending on the criteria entered, multiple entries

can display.

A search can be conducted with no criteria added, resulting in a complete list of users. Press
<Enter> (on the keyboard) or click SEARCH.

Select a User

USERNAME

Enter Username

FIRST NAME

Enter First Name

LAST NAME

Enter Last Name

CREATE USER

Show: 10 ¥  perpage

Showing 1 to 10 of 50 entries

Username

Account Status

First Name % Last

Name

s Actions

OPEN

Ajay

Bagga

/7w

Perform additional searches by clicking CLEAR and entering new search criteria.
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Creating

a New User

Create User Screen Overview

Create User

USERNAME/EMAIL =

Enter Username/Email

LAST NAME *

Enter Last Name

LOCKED o
ASST_COOR @ i
COORDINATOR

SECURITY_ADMIN

AVAILABLE ROLES

AVAILABLE PRIVILEGES @
Contract/Payer - Add Cohtract =
Dashboard - Access Module E
Email Address - Add
Email Address - Delete
Email Address - Update
Exports - Access Module
Holiday - Add
Holiday - Delete
Holiday - Update
Password - Update Expiration Setting
Privilege - Assign Privilege
Privilege - Revoke Privilege -

SEARCH SUPERVISORS

Search Supervisors Q

AVAILABLE SUPERVISORS *

CONFIRM USERMAME/EMAIL =

Confirm Username/Email

FIRST NAME *

Enter First Name

ASSIGMED ROLES e

i@ ASSIGMED PRIVILEGES

Assign Supervisors to

User
I W AL
@ ASSIGNED SUPERVISORS

o CREATE USER

Page 3—-6
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1. USERNAME/EMAIL - This field is to enter a user’s email address, which is also their
username.

2. LAST NAME — User’s last name.
3. FIRST NAME - User’s first name.

4. LOCKED - If selected, prevents the user from logging into the system. It is unchecked by
default.

5. AVAILABLE ROLES — The roles in this field are available for assignment.

6. Assignment Buttons — These buttons move items between the AVAILABLE and
ASSIGNED fields.

7. ASSIGNED ROLES — The roles in this field are assigned to the user.
8. AVAILABLE PRIVILEGES — The privileges in this field are available for assignment.
9. ASSIGNED PRIVILEGES — The privileges in this field are assigned to the user.

10. SUPERVISOR — This functionality is available if clients are grouped by
supervisor/coordinators.

11. CREATE USER — Creates the user and adds them in the system.
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- Jf‘:
Fph

& Follow along with the instructor to create a user.

1. Click Security>Manage Users from the Navigation panel. The Manage Users screen

displays.

S, Security

Manage Users

Click CREATE USER. The Create User screen opens.

Select a User

USERNAME

Enter Username

CREATE USER

|

FIRST NAME LAST NAME

Enter First Name Enter Last Name

3. Enter/Confirm the user’s email address and their LAST NAME and FIRST NAME.

Create User

USERMAMESEMAIL *

Enter Username/Email

LAST NAME *

Enter Last Name

CONFIRM USERMNAME/EMAIL *

Confirm Username/Email

FIRST MAME *

Enter First Name

Page 3-8
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4. The LOCKED checkbox prevents the user from logging into the system. Leave this field
unchecked to allow the user to log in.

5. Click the appropriate item in the AVAILABLE ROLES field and click the > button to move
it into the ASSIGNED ROLES field. All user privileges assigned to the roles selected are
granted to the user. Multiple roles can be assigned to a user, as necessary.

AVAILABLE ROLES ASSIGMED ROLES

DAILY = SECURITY_ADMIN

DATE RANGE u
VM_VIEW P>
VM_UPDATE
AR_VIEW
UPDATE

POC_UPDATE
EXPORT_REP

EXPORT_ALL

TRANSFER
SECURITY_VIEW

STAT ADMIN

6. Click the appropriate item in the AVAILABLE PRIVILEGES field and click the > button to
move it into the ASSIGNED PRIVILEGES field.

7. Click CREATE USER. A successful confirmation message displays.

¢ Success
‘ CREATE USER \ User was successfully created.

If a user also provides care to a client, they must be added as an
employee in Sandata EVV.

If any of the required fields are not filled out correctly or left blank, a
tool tip message displays above the field to be completed.

This field is required.

Enter Last Name I
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Creating A New User as a Security Admin

Security (User Set-up)

Task Description

Click the Security Module on the navigation panel and then click the Manage
Users.

2. Click the button in the upper-right corner of the screen.

Enter a username (Use the email extension of “@mailinator.com”. For example:

3 jsmith@mailinator.com). Re-enter the username to confirm.
4, Enter a Last Name and a First Name into the appropriate fields.
5. Click the SECURITY_ADMIN role in the Available Roles box to highlight the role.
6. . ) . > .
Click the right pointer to assign the Role the user.
. . . » . . .
7. Click the double right pointer under the Privileges section to assign all
privileges to the Security Admin user.
Click in upper or lower right corners of the screen.
8.

A success screen appears at the top of the screen indicating the user was
successfully created.
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Open another web browser window and type in the URL: www.mailinator.com

1. Click in the Check Any Inbox! field and enter the first part of the email
address you created (Using the example in step 3 above, you would
enter jsmith) for the new user and click GO.

Click on the Sandata.evv Temporary Password email displayed.
Copy the temporary password and click the Login button.
Enter your assigned training agency number

Enter the email address for your new user

Enter the temporary password you just copied and click LOGIN

Enter the temporary password in the OLD PASSWORD* field (click the
“eye” icon to display the password information)

N o v s wDN

Enter a new password and re-enter the password to confirm

. Click SAVE
You are now logged in to Sandata EVV under the user new account.

Creating A Second User as A Coordinator

Task Description

Click the Security Module on the navigation panel and then click the Manage
Users.

Click the button in the upper-right corner of the screen to create
another user.

Enter a username (Use the email extension of “@mailinator.com”. For example:
jsmith@mailinator.com). Re-enter the username to confirm.

Enter a Last Name and a First Name into the appropriate fields.

Click the COORDINATOR role in the Available Roles box to highlight the role.

>
Click the right pointer to assign the role the user.

. CREATE USER . .
Click the -button in upper or lower right corners of the screen.

A Success pop-up appears at the top of the screen indicating the user was
successfully created.
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Open another web browser window and type in the URL: www.mailinator.com

10

11.
12.
13.
14.
15.
16.

17.

18

You are now logged in to Sandata EVV under the user new account.

. Click in the Check Any Inbox! field and enter the first part of the email
address you created (Using the example in step 3 above, you would
enter jsmith) for the new user and click GO.

Click on the Sandata.evv Temporary Password email displayed.
Copy the temporary password and click the Login button.
Enter your assigned training agency number

Enter the email address for your new user

Enter the temporary password you just copied and click LOGIN

Enter the temporary password in the OLD PASSWORD* field (click the
“eye” icon to display the password information)

Enter a new password and re-enter the password to confirm
. Click SAVE
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Modify a User

s

ral ’& Follow along with the instructor to modify a user.
HA

Modify User Roles/Privileges

1. Perform a user search.

2. Click Edit in the Actions column on the right-hand side of the screen of the
appropriate user. The Modify User screen opens.

3. Add/Remove any of the roles/privileges to modify the user account.

4. Click MODIFY USER. A successful confirmation message displays.

, Success
m User was successfully modified.

Lock/Unlock a User

If a user attempts to log in three (3) times in sequence with an incorrect password, they will be
locked out. Follow these steps to unlock the user.

1. Perform a user search.

2. Click Edit in the Actions column on the right-hand side of the screen of the
appropriate user. The Modify User screen opens.

3. Check/Uncheck the LOCKED checkbox, as required.
4. Click MODIFY USER. A successful confirmation message displays.
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Resetting a User’s Password

In addition to the ability to modify a user’s information and privileges, the Administrator also has
the ability to reset a user’s password.

;_,'-‘.r‘f ’& Follow along with the instructor to reset a user’s password.
£

EF

1. Perform a user search.

2. Click Edit in the Actions column on the right-hand side of the screen of the
appropriate user. The Modify User screen opens.

Click RESET PASSWORD. A message displays indicating a temporary password has been
sent to the user.

Success

J Email with temporary password sent

RESET PASSWORD to user.

Deleting a User

;_,.-‘.r‘f ’& Follow along with the instructor to delete a user.
,_';.J.

1. Perform a user search.

2. Click Delete L&l in the Actions column on the right-hand side of the screen of the
appropriate user. The Delete User confirmation box displays.

Delete User X

Are you sure you want to delste

CANCEL DELETE

Remember that deleting does not remove the user from Sandata EVV,
but inactivates the record.

Page 3-14 Provider Agency Training Guide 7/15/2020



€y Sandata

TECHNOLOGIES

Security (User Set-up)

3. Click Delete. A successful confirmation box displays.

User Management Security / Manag

USERMAME

s Success
User was successfully deleted

FIRET NAME

Enter First Name

Manage User Roles

The use of roles allows administrators to define a set of system functions for each job title in
the agency to make maintenance of user access easier. Whenever a role is edited, it affects all
users who have been assigned to that role.

Sandata EVV includes a standard set of roles across all agencies. The roles are:

Default Role

Description

ASST_COOR (Assistant
Coordinator)

Sandata EVV generalist that supports visit verification and visit
reporting.

COORDINATOR

Intake/manage clients, intake/manage employees.

SECURITY_ADMIN

Agency set up, create and manage all EVV users.
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Screen Overview

Manage User Roles

o CREATE USER ROLE
e Show: 10 v perpage

Showing 11 to 20 of 23 entries

Role Name 4 Role Description 3 Actions
ASST_COOR Assigned users can run SCHEDULING application / %a
SECURITY_VIEW Assigned users can run SECURITY application /|
SECURITY_ADMIN Assigned users can run SECURITY application %
STAT_ADMIN Assigned users can run STAT application /7 §a
VM_UPDATE Assigned users can run Visit Maintenance e X
VM_VIEW Assigned users can run Visit Maintenance (view only) / ¥a
SV_EMP_ADMIN_ROLE Assigned users can start Employ Speaker Verification module /Z%a
ACTUALS_ADMIN_ROLE Assigned users can start Setup_Actuals module /%A
FVW_ADMIN_ROLE Assigned users can start Setup_FOB module ra X'
GPS_ADMIN_ROLE Assigned users can start Setup_GPS_Phone module P B

Showing 11 to 20 of 23 entries

1. Create User Role — Used to create a new user role.

2. Page Navigation — Dependent upon the number of results, there can be 1 or multiple

pages.

3. Show — Allows for input of how many entries are shown per page and displays the total
number of results returned.

4. Edit — Edit a user.

5. Delete icon — Delete a user.

6. Lock — Allows the user to lock a role so that no other users can modify the user role.
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Creating New User Role

1. Click Manage User Roles. The Manage User Roles screen displays.

2. Click CREATE USER ROLE. The Create User Role screen opens.

&, Security o

Manage User Roles

Security Security / Manage User Roles

Q  Account:

S— CREATE USER ROLE

- [® LOGOUT

Show: 10 ~ perpage

Showing 1 to 10 of 146 entries

Role Name

% Role Description I}

= Actions

Create User Role

ROLE MAME *

Enter Role Name

AVAILABLE PRIVILEGES

Exports - Access Module

Reports - Reporting

Reports - Run Corp Group Reports
Reports - Run Daily Reports
Reports - Run Export Reports
Reports - Run Plan of Care Reports
Reports - Run Scheduled Reports
Reports - Run Security Reports
Contract/Payer - Add Contract
Email Address - Add

Email Address - Delete

Email Address - Update

ROLE DESCRIPTION

Enter Role Description

ASSIGNED PRIVILEGES

»

«

CREATE USER ROLE

7/15/2020
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3. Enter a name for the new role in the ROLE NAME* field.
ROLE MAME *

Enter Role Name

B

Enter a brief description in the ROLE DESCRIPTION field.

ROLE DESCRIPTION

Fnter Role Description

5. Click CREATE USER ROLE. A successful confirmation message displays.

Success

CREATE USER ROLE \/ Role Intake Group successfully
created

6. Click Manage User Roles from the Navigation panel.

7. Click Edit on the newly created role.
8. Select the privilege(s) to be assigned to the new role in the AVAILABLE PRIVILEGES field.

AVAILABLE PRIVILEGES ASSIGNED PRIVILEGES
L)
Exports - Access Module Dashboard - Access Module

Reports - Reporting

Reports - Run Corp Group Reports
Reports - Run Daily Reports

Reports - Run Export Reports

Reports - Run Plan of Care Reports

Reports - Run Scheduled Reports
Reports - Run Security Reports

S A el B P o

9. Click MODIFY USER ROLE to save the assigned privileges.

~
e
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Modifying Roles

Making changes to a role impacts all users with that role assignment the next time they log in to
the system.

1. Scroll through the list of roles and find the role to be edited.

Manage User Roles CREATE USER ROLE

Show: 10 ¥ perpage

< 1| > » Showing 1 to 4 of 4 entries
Role Name % Role Description * Actions
ASST_COOR Supports the coordinator /7w
COORDINATOR Administrative generalist supporting various Santrax activities W
REPORTER report access only ra |
SECURITY_ADMIN Manage and administer the Santrax System /7w

Showing 1 to 4 of 4 entries

2. Click Edit in the Actions column on the right-hand side of the screen of the role to
be modified. The Modify User Role screen opens.

3. Add (AVAILABLE PRIVILEGES) or remove (ASSIGNED PRIVILEGES), as necessary.

AVAILABLE PRIVILEGES ASSIGNED PRIVILEGES

Exports - Access Module = Dashboard - Access Module

Reports - Reporting
Reports - Run Corp Group Reports >
Reports - Run Daily Reports
Reports - Run Export Reports >
Reports - Run Plan of Care Reports
Reports - Run Scheduled Reports

Reports - Run Security Reports 4

By LN D vy o

4. Click MODIFY USER ROLE. If successful, a confirmation message displays.

“ Success
MODIFY USER ROLE Successfully updated role ¢
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Deleting Roles

1. Scroll through the list of roles and find the role to be deleted.

Manage User Roles

CREATE USER ROLE

Show:

Showing 1 to 3 of 3 entries

10 ~* perpage

W

Actions

SECURITY_ADMIN

Manage and administer the Santrax System

Role Name # Role Description

ASST_COOR Supports the coordinator Va1

COORDINATOR Administrative generalist supporting various Santrax activities V|
/%

Showing 1 to 3 of 3 entries

2. Click DELETE in the Actions column on the right-hand side of the screen of the

appropriate role. The Delete User Role confirmation box displays.

Delete User Role

Are you sure you want to delete 7

| CANCEL

DELETE

3. Click DELETE. A successful confirmation box displays.

p Success
Role was successfully deleted

A Role cannot be deleted if it assigned to a user. The following message
display’s when trying to delete the role.

This role has been assigned to users.

Delete Role failed.
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Change Password

Resetting Your Own Password

Change Password allows the logged in user to change his/her password.

To change another user’s password, see the sub-section on this topic in the Modifying
a User section of this document.

4, Security Change Password %

OLD PASSWORD

Enter Old Password 9 @&

NEW PASSWORD

1 Enter New Password @

change Passwurd COMFIRM NEW PASSWORD e

Confirm New Password @

Note: Password is case sensitive

B

1. Click Change Password from the main Security menu. The Change Password panel
opens.

2. Enter your current password in the OLD PASSWORD field.

3. Enter your new password in the NEW PASSWORD field; type it again in the CONFIRM
NEW PASSWORD field.

4. Click SAVE.
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4 Client Module

Module Time

30 minutes

This lesson introduces the process of how clients are input and
maintained in Sandata EVV.

Module Objectives*

After completing this lesson, you will be able to:
e search for a client’s record;
e add aclient record;
e update a client record.

*Note — Functionality may not apply based on program configuration and requirements.
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Key Terminology

Term/Acronym Definition

Client A person who receives services through the Medicaid program

A person who is employed by an agency provider to provide care to one or

Employee .
ploy more clients
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Introduction

The Clients module allows system users to maintain client records.

Take note that ‘Clients’ is the term seen in the EVV system. This can translate to
Individual, Consumer, Member or however the person/people for whom care is
provided is termed for the program.

Accessing Clients

A system user with the appropriate permissions will see the Clients link listed in the Navigation
panel on the left side of the screen. Clicking on the link will bring you to the Select a
Client/Program screen.

Client Data

Search for a Client

Best practice is to perform a search to see if the client exists in the EVV system prior to
creating/adding a new client.

Clients client: Account: - ®LOGOUT
Sandalta o clents
EvV

Select a Client / Program CREATE CLIENT
Q Navigate Modules

LAST NAME FIRST NAME STATUS CLIENTID

L B Enter Last Name Enter First Name select Status - Enter Client ID

& Clients MEDICAID ID PROGRAM LANGUAGE PRIMARY PAYER

Enter Medicaid ID Select Program - Select Language - Select Primary Payer

B3 Employees

[eE7UTT | cLEAR
B Scheduling

No search performed yet

8§ Visit Maintenance

o Demonstration: How to search for a client
1.  Click Clients from the Navigation panel. The search screen displays

2.  Enter values either in the FIRST NAME, LAST NAME, or STATUS fields.
3.  Click SEARCH. Any matching results are displayed at the bottom of the screen.
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Create New Client(s)

*Note: Create New Client functionality only applies to Fee for Service

The first name, last name, program and Medicaid ID are the required fields to create a client
record. Once created, any known addresses at which the client can routinely receive services and
phone numbers used by the client, are also required fields. Enter the information into the Create
New Client screen. The required fields, are indicated with an asterisk (*), to the right of the field.

All other fields on the screen are optional and not necessary in order to save the new client
record.

1.  Click CREATE NEW CLIENT. The Create Client screen opens.

‘*\6 Demonstration: How to Create a Client

Clients clients Account: v [ LOGOUT
Select a Client / Program  As of: 1:04 PM CREATE CLIENT
LAST NAME FIRST NAME STATUS CLIENT ID

Enter Last Name Enter First Name Select Status v Enter Client 1D
MEDICAID ID PROGRAM LANGUAGE PRIMARY PAYER
Enter Medicaid ID Select Program Select Language v Select Primary Payer v
| Q SEARCH || CLEAR I
Show: 10 ¥ per page

2.  Enter the required fields: FIRST NAME, LAST NAME, PROGRAM, MEDICAID ID and click

CREATE CLIENT.
New Client
FIRST NAME * LAST NAME *
Enter First Name Enter Last Name
PROGRAM * MEDICAID ID *
Select Program |~ Enter Medicaid ID
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3. The new client record is created and the Personal screen is displayed for additional data
entry. Navigate through the tabs to enter necessary information.

€GoBACK Client: Leslie, Hopkins (670464) < HISTORY I NOTES
© Personal* 4 Program* 9 Diagnosis* @ Schedules B Recurring Schedule Templates [@ Invoices
Personal Addresses (1)
Select Title |~ Hopkins
NAME ADDRESS LINE 1 *
MIDDLE INITIAL LAST NAME *
Leslie
ADDRESS LINE 2 APT ZIPCODE *
SUFFIX SSN GENDER
Select Suffix v XXX-XX-XXXX ® Select Gender |~
any* COUNTY *
BIRTH DATE * PRIMARY SPOKEN LANGUAGE
mm/ddryyyy B3 ENG- English v
O Personal
Personal
Personal
TITLE FIRST MAME * MIDDLE INITIAL
Select Title |~ Denna
LAST NAME = SUFFIX S5M
Moss Select Suffix |~ KOHH-HH-XHKK @
GEMDER EIRTH DATE * BRIMARY SPOKEM LANGUAGE
0- Unknown < 12/25/1965 ENG- English

7/15/2020

TITLE: Select from the drop-down.

FIRST NAME*: Populated when creating the client (required).

MIDDLE INITIAL: Enter if necessary.

LAST NAME*: Populated when creating the client (required).

SUFFIX: Select from the drop-down list.

SSN: Click the “eye” icon to display the field for entry.

GENDER: Select from the drop-down.

BIRTH DATE*: Type into the field (including slashes) or click on calendar icon to select

(required).

PRIMARY SPOKEN LANGUAGE: Select from the drop-down list.

Provider Agency Training Guide

Page 4-5



€ Sandata

TECHNOLOGIES

Client Module

During the telephony call process, you will be prompted to enter a client ID to identify
the client. This number can be found within the client record next to the client’s name

in parenthesis.

€GOoBACK Client: Leslie, Hopking|(670464)

Address

Addresses (1)

555 Main St HO- Home (Current) 4 ADD NEW ADDRESS
NAME ADDRESS LINE1 *

555 Main St
ADDRESS LINE 2 APT ZIPCODE *
11050-

CITY * COUNTY *

Port Washington Nassau
STATE* ADDRESS TYPE *

New York v HO- Home

NAME: Provide an identifier for your address (example: Daughter’s house, Sister’s,

etc.) (required).

ADDRESS LINE 1*: Type the street address (required).
ADDRESS LINE 2: Enter if additional space is needed.
APT: Type an apartment number if needed.

ZIP CODE*: Type in the address zip code (this automatically fills in the CITY, COUNTY

and STATE fields).
ADDRESS TYPE*: Select from the drop-down.

Page 4-6 Provider Agency Training Guide
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Phone Numbers, etc.

Agency

Phone Numbers, Etc

FPHONE 1 =

J_-

EMAIL

PHONE 2

-

PHONE 3

-

ACTIVE

PHONE 4

-

ouewWNRE

HOME: Type the telephone number.
MOBILE: Type the telephone number.
WORK: Type the telephone number.
FAX: Type the telephone number.
EMAIL: Type the email address.
Active: Uncheck if the address is no longer valid.

Agency
OTHER ID

380214

1. OTHER ID: Unique system assigned ID number.

Contacts

7/15/2020

Contacts

Name Home Phone

Mobile Phone

Work Phone

Actions

2.  Click the plus (+) sign to add a contact.
i. FIRST NAME, LAST NAME, ADDRESS NAME, ADDRESS LINE 1, ZIP CODE,

CITY, COUNTY and STATE are required.

3. Repeat the above step to add additional contacts for the client

Provider Agency Training Guide

Page 4-7



€y Sandata

TECHNOLOGIES

Client Module

Program

Client Status

Page 4-8

Personal
TITLE

Select Title |+

FIRST NAME *

MIDDLE INITIAL

LAST NAME *

SUFFIX GENDER

Select suffix [+ Select Gender |~

EIRTH DATE

mm/ddiyyyy B2

PRIMARY SPOKEN LANGUAGE

Select Primary Spoken Language ~

Other Information

RELATION

Contact for client Alterations, Evelyn

Addresses (1)

NAME

ADDRESS LINE 1+

ADDRESS LINE 2

TIPCODE *

COUNTY =

STATE =

Select State

ADDRESS TYPE #

Select Address Type

Phone Numbers, Etc

~ ADD NEW ADDRESS

Ty *

Select Relation ~
PHONE 1 PHONE 2
e - -
Select Type ~
PHOMNE 3 PHONE 4
[ T, -
EMAIL
Client Status
STATUS = EFFECTIVE DATE * REASON FOR CHAMNGE
02- Active b 11/05/2018 2

4. STATUS: New clients are Pending by default. Set status to Active.

5. EFFECTIVE DATE: Defaults to date the client record is created.

6. REASON FOR CHANGE: N/A.

Provider Agency Training Guide
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Program Details

Program Details
PROGRAM * SURERVISOR
P1- Program 1 o Select Supervisor e
CREATED DATE * SOC DATE
01/08/2019 01/08/2019 £2
EOC DATE
mm/ddayyyy B

e PROGRAM¥*: Populated when creating the client (required). Select from drop-down list to
change.

e SUPERVISOR: Select from the drop-down. Used to group clients to supervising office
staff.

e CREATED DATE*: Defaults to date the client record is added in the system (required).
Click into the field to change if necessary.

e SOC DATE: Start of Care date. This field is disabled if the client status is Pending.

e EOC DATE: End of Care date. This field is disabled if the client status is Pending or Active.

Services

Services * n

Code A Description Start End
Click the (+) sign to add a Service.
Service for client x
SERVICE *
Select Service ~

BEGAN DATE*

01/26/2019

EMDED DATE

mm/ddfyyyy

£ (o

e SERVICE*: Select a Service from the drop-down

e BEGIN DATE*: Type into the field (including slashes) or click on calendar icon to
select (required)

e END DATE: Type into the field (including slashes) or click on calendar icon to select

Click SAVE to save the Service information. Repeat the steps above to add additional services.
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Payers

This section indicates who is paying for the client visits. If there are multiple payers, the payers should
be listed (ranked) in the order of responsibility.

Payers

Rank

Payer Medicaid ID

Click the (+) sign to add a Payer.

Enter the necessary information.

General
PAYER *

WIFFS

BILL RATE *

Default

RANK

1

Payer Information for client: TestMbrOne, Sandata

Numbers, Etc.
MEDICAID ID *

v 8888555533

CLIENT PAYER ID

GROUP NO.

BEGINS DATE

mm/ddryyyy B

ENDS DATE

mm/ddryyyy B

e PAYER*: Select a Payer name from the drop-down list

e BILL RATE*: Select a Rate Plan that is assocated to the Payer selected

e RANK: The rank will automatically be set in the order that the client payers are entered. The first
payer added is rank 1 and the second payer added is rank 2.
e MEDICAID ID*: Enter the unique ID number assigned to the client by Medicaid

e CLIENT PAYER ID: Enter the unique ID number assigned by the payer.
e GROUP NO.: This is an identification number used for invoicing.

e BEGIN DATE: Select the begin date of payer coverage.
e END DATE: Select the end date of payer coverage.

Authorizations

e C(Click on the Medicaid ID link to open the Payer Information screen.

Page 4-10
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Payers

Rank Payer Medicaid ID

1 Payer P 7894 1‘0

e Click the (+) sign within the Authorizations panel to add an authorization. (Note: adding
authorizations is disabled if authorization data is sent to Sandata EVV using a data feed)

Payer Information for client: X
General Numbers, Etc. Options
PAYER * MEDICAID ID = [] CAPPED RATES TRANSITION
Payer P - 7894100 TO NEXT PAYER
[ SUPPRESS IN ELECTRONIC
RATE PLAN * GROUP NO. FILE
Default b

[ RESPONSIBLE FOR COPAY

RANK REFERRAL NO- ] REQUIRES PRE-DENIAL
'I V
MSP TYPE
SEND BILLTO BEGINS DATE Select MSP Type A
v mm/ddryyyy B
PERCENT ENDS DATE
100 $ mm/ddryyyy £

Authorizations

Authorizations n

Hide Outdated Auths Hide Voided Auths /

SAVE CLOSE

e Complete the necessary fields.
e SERVICE*: Select the service the authorization is associated with from the drop-down list.
e EVENT CODE*: The value defaults to DEF Default.
e FORMAT*: Select the appropriate format from the drop-down list.
e VOIDED?: Select this checkbox if the authorization has been voided.

o  MAXIMUM: Enter the allowed amount.

e BEGIN DATE*: Enter the first date of the authorization.

o END DATE*: Enter the last date of the authorization.

e AUTHORIZATION COMMENTS: Enter any applicable comments for the authorization here.

e LIMIT BY: Select from the drop-down if the authorization has limitations of service.
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o None: no limitations on service.
o Day: this option indicates that service can only be provided on selected days of the

week.

o Week: this option indicates that service can be only be provided within a specific

number of weeks.
e Click SAVE when done.

Authorization Details

General Info
SERVICE *

Select Service

EVENT CODE *

DEF- Default

REF. NO.

FORMAT *

Hours

[] VOIDED?

MAXIMUM

0 3

Date Range
BEGIN DATE *

01/07/2019 BB

AUTHORIZATION COMMENTS

Limitations
LIMIT BY

None

0 = Unlimited

Modifiers

1

Used: 0

END DATE *

mm/ddryyyy 3

SAVE CLOSE

Diagnosis

Diagnosis

No diagnosis

Click the (+) sign to add a Diagnosis.
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Diagnosis

CODE*

DESCRIPTION

ONSET DATE *

mm/dd/yyyy £

RANK *

P

SEVERITY

0

VERSION *

ICD-10

[] ADMITTING DIAGNOSES

SEARCH

[[] EXACERBATION

v

@ Go to ICD10Data.com

B

Enter the necessary information

e CODE: Enter or search for the diagnosis code

e DESCRIPTION: Shows the description of the diagnosis

e ONSET DATE: Enter the date when the condition was diagnosed. If the diagnosis is an
exacerbation of the condition, click the Exacerbation check box.

e RANK: This field will indicate the level or status of the diagnosis.

e SEVERITY: Enter the severity of the diagnosis.

o VERSION: Indicates the ICD version used.

To search for an ICD Code, click the SEARCH button.

ICD-CM Code Search

CODE

DESCRIPTION

VERSION *

ICD-10

LONG DESCRIPTIONS

SEARCH

CLOSE

7/15/2020

Provider Agency Training Guide

Page 4-13



Sandalta

TECHNOLOGIES

S

Client Module

Modifying Client Data

Modifying a client’s data will allow you to update their information as necessary.

Any updates made for the client will be effective from the time the change was made. The
information previously available will continue to be in effect for all calls and visits prior to the
change. In other words, changes are not retroactive.

e Search for the Client

e Click the EDIT icon

Select a Client/ Program  As of: 10:06 AM
LAST NAME FIRST NAME o STATUS CLIENTID
Select Status v Enter Client ID

IMEDICAID ID PROGRAM LANGUAGE PRIMARY PAYER

Enter Medicaid ID Select Program i Select Language v Select Primary Payer e
Casoer

Show: 10 v per page

« < 1 > » Showing 1-1 of 1 entries

Name A Program Status Supervisor Medicaid ID As Of SoC EOC Services

+ P1 @ Active 6/19/19 6/19/19 10212

« < 1 =2 » Showing 1-1 of 1 entries

e Make all necessary updates to the client data

QOpersonal ~ MProgram  @Diagnosis  @Schedules  BARecurring Schedule Templates  @invoices
Personal Addresses (1)
e FRST NAME MIDDLE AL -
Select Title V'
NAE ADDRESSLNE 1 = ADDRESS LINE 2
LASTINAME suFrx s GenDER
Select Suffix v X000 @ M
wor awcove ans oy
aRTHDATE® PRIMARY SPOKEN LANGUAGE 11050- Port washington Naseau
[ ENG- English v
STaTE ADDRESS TYPE *
New Yark v HO- Horme v
Phone Numbers, Etc
HomE wosLE woRk A AL
(516) 1112222 [ P [ [ ——
B4 ACTIVE
e SAVE & CLOSE
-
SAVE & CLOSE ~ CAMCEL
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5 Employee Module

Module Time

10 minutes

This lesson introduces the process of how employees are input and
maintained in Sandata EVV.

Module Objectives*
After completing this lesson, you will be able to:
e Search for an employee record.

*Note — Functionality may not apply based on program configuration and requirements.
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Employee Data

The Employee module allows system users to maintain employee records.

Take note that ‘Employee’ is the term used in the EVV system. This can translate
to however the person for who is providing care is termed for the program.

Search for an Employee

Sandata

EVV
Select an Empl
Q Navigata Modules

LAST NAME
&8 Dashboard

& Clients

B Employees

4 Scheduling

Enter Last Name

Q SEARCH CLEAR

No search performed yet

Employees employees

oyes

FIRST NAME

Enter First Name

STATUS

Select Status

uuuuu t: 269999(SAM 269998) - aso@sandata.com ~ @ LOG OUT

CREATE EMPLOYEE

Show advanced filter options =

1. Click Employees from the Navigation panel. The Search screen displays.

2. Enter the values either in LAST NAME, FIRST NAME or STATUS field.

3. Click SEARCH. Any matching results are displayed at the bottom of the screen.
4. Click the pencil icon on any results line to view the employee details.

Employees employees

Select an Employee  Asof:12:32PM

LAST NAME

Enter Last Name

« = 1 2 3 4 53 =z =2

FIRST NAME

Enter First Name

STATUS

Account: 269999(SAM 269999) - aso@sandata.com ~ [ LOG OUT

Select Status

CREATE EMPLOYEE

Show advanced filter options *

show: 10 |¥| perpage

Showing 1-10 of 50 entries

Status Name A Employee |D Position Hired Date Released Date Update as of
&£ @ Active Abercrombie, Rose 000051576 Home Health Aide 12/19/2017 12/19/2018
&£ @ Active Adams, Summer 000012760 Office Staff 12/19/2018 12/19/2018
£ @ Active Adeoye, Sidney 000051577 Home Health Aide 12/19/2018 12/19/2018
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6 EVV-SMC/TVV/FVV

7/15/2020

Module Time

60 minutes
This lesson introduces the module device call-in/call-out process and
the telephone call process which employees utilize for every visit.

Module Objectives
After completing this lesson, you will be able to:

e Explain the purpose and basic functionality of Sandata Mobile
Connect (SMC);

e access and log on to Sandata Mobile Connect;

e |dentify the SMC window elements and explain how to navigate
within the SMC App;

e describe the back-up process of using the client’s telephone or
phone associated with the client;

e describe the Fixed Visit Verification (FVV) option, used when a
client does not have a phone, does not allow the use of their
phone and the caregiver cannot use SMC

e explain the different Call Reference Guides (CRG) available for
use.
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Key Terminology

Term/Acronym Definition

Fixed Visit Verification
(FVV)

Sandata’s alternate call process for a client when mobile and telephone are
not available

Sandata Mobile
Connect (SMC)

Sandata’s mobile visit verification application

Sandata EVV

Sandata Technologies Electronic Visit Verification system

Telephonic Visit
Verification (TVV)

System used to record visit data and verification when SMC is not available

Page 6-2
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Introduction

Sandata Mobile Connect allows an employee to start and end a visit without requiring the use of
the client’s home telephone.

SMC is the primary and preferred method of calling in and out for client visits.

An employee can start a visit using SMC and complete the visit using TVV and
vice versa, if required.

Set Up and Credentialing

SMC user credentials for employees are generated when the caregiver is created as an Employee
in Sandata EVV.

When an agency provider creates an employee, the following information must be specified in
the employee profile in order for SMC to create login credentials.

e First and Last name
e Valid email address
o Check the MOBILE User checkbox in the Agency section

Note: Additional fields may be required based on program requirements.

When these values are captured and the employee record is saved, Sandata EVV generates a
temporary SMC password and emails it to the employee at the email address entered.
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Initial Set-up

When the employee logs in to SMC for the first time, he
or she will need to enter the following data elements:

S

e Company ID: 2-Sandata account # (always the
number 2 plus a dash and the agency provider’s
assigned Sandata account #)

e Username: employee’s email address

e Password: the temporary password emailed to
the employee’s email address entered when

Sandata creating the employee

MOBILE CONNECT™
Tapping the lock icon in the PASSWORD

COMPANY ID* field displays the password. Displaying the
password can help with inital log-in and

temporary password entry.

= 12:19 PM T % 77% @)

USERNAME*

PASSWORD*

*denotes required field

FORGOT PASSWORD?

v1.0.123
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Upon logging in to SMC for the first time, the employee is asked to select and define answers to
a set of security questions. The security questions are:

il Verizon = 12:40 PM T % 70% ) ull Verizon 12:40 PM 7 3 70% wm)

SECURITY SETUP

Please fill out the following security
questions for your account

Please select a security question Please select a security
question
Select Security Question -
What is the name of your best
Please enter your answer childhood friend?
Answer In what city did your mother and
father meet?
Please select a security question What is the name of your favorite
. ) movie?
Select Security Question -

What is the name of your favorite

sports team?
Please enter your answer p

Answer What was the name of the
hospital where you were born?

Please select a security question What is the last name of your
third grade teacher?

Select Security Question -

In what city was your first job?

Pl nter r answer
) ease enter your answe What was the name of the

company you had your first job?

Answer

What is your favorite food?

car?

Cancel OK

After answering the required security questions, the next screen prompts the employee to create
a new password.

To verify the reset of a password later, SMC requires the security questions
selected at set-up to be answered.
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wl Verizon & 12:41 PM < % 69% wm |
PASSWORD SETUP

Please type in your password and re-
enter it for confirmation

PASSWORD

Password @

CONFIRM PASSWORD

Confirm Password @

CANCEL SUBMIT

1. Enter the New Password.

Passwords are case sensitive. They
must be at least eight characters long,
have at least one upper case, one
lower case letter, one numeric
character and one “special” character
(i.e. @#S%M).

wll Verizon % 1:51 PM 7 % 99% () #

Sandalta

MOBILE CONNECT™

COMPANY |D*

2-9634

USERNAME=*

Dross@mailinator.com

PASSWORD*

*denotes required field

LOG IN

FORGOT PASSWORD?

v1.0.123

2. Confirm Password.
3. Click SUBMIT after entering the new
password.

The Login screen displays. The employee uses the
new password at the next login.
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Resetting a Forgotten Password

If an employee forgets their password, they can simply tap the FORGOT PASSWORD? link on the

login screen. The employee is prompted to choose which method they wish to use to reset their
password.

1. Security Questions: This option displays the security questions the employee chose
during the initial set up.

2. Email Temporary Password: This option prompts the employee to enter their email to
receive a temporary password to use to set new permanent password.

Reset Password By:

i i Email Temporary
Security questions Password
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After successfully logging in with the new password, the next screen prompts the employee to
confirm the language preference from a drop-down list on the screen.

wll Verizon = 1:51 PM 9 3 99% [ +

English

Espariol

pycckmia

Somali

| |

Cancel

Confirm Language

Please confirm that you would like to select
english as your language.

CANCEL CONFIRM

After confirming the language preference on the device, the Home screen displays.

The preferred language must be selected the first time the employee logs in
to a new device.
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Navigating the Home screen

Upon successfully logging in to SMC, the user is presented with the Home screen. From this
screen, the user is able to:

e Search for a client to start a visit — tap
'ZI into the ENTER CLIENT IDENTIFIER field
and enter the ID to search for the client.

CLIENTS SEARCH CLIENT

e Start an unknown visit —tap the START
UNKNOWN VISIT to enter the client’s
name and Medicaid ID in order to start

SEARCH CLIENT the visit.

Enter Client Identifier

Don't have your client's information?

START UNKNOWN VISIT

The user can also tap the menu icon in the upper-left corner of the screen to access:

e My Visits -
e C(Clients — to perform a client search.

e Settings — to change language preference and password. All other options on the
settings screen are disabled.

e Help —to open the SMC help guide.

e Sign Out —to exit SMC (The user can also tap the Sign Out icon in the upper-right
corner of the screen to log out of SMC).

Johns@mailinator.com

3 myvisits

2 Clients

{C:i} Settings .

WU cps map

@ Help

-] signout

Enter C
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Starting a Visit
When the employee arrives to provide care to the client, he or she will:
1. LogintoSMC.
2. Tapinthe ENTER CLIENT IDENTIFIER search field and enter the ID of the client.

Starting an Unknown Visit

If the ID entered is not found, the employee can still call-in and out by
starting an unknown visit.

This will be covered after the known client call-in/call-out process.

3. Tap the SEARCH CLIENT button. (If ID entered does not match to any client, a “no results
found” message displays).

2]

CLIENTS SEARCH CLIENT

Enter Client Identifier

‘ 466467883424

SEARCH CLIENT

No results found!

Don't have your client's information?

START UNKNOWN VISIT
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4. Tap the CONTINUE button when the search results display.

CLIENTS SEARCH CLIENT

Enter Client Identifier

112782100111

PETER ADAMS

Client ID #: 996093
Medicaid ID #: 112782100111
9999999999

CONTINUE

5. Select the Service from the drop-down list

Please select the service you
are providing

LT

CANCEL

e ]
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Service Selection Note

A service must be selected in order to start a visit. If a service is not
chosen and the employee taps the START VISIT button, a pop-up appears
indicating “no service selected”.

2]

Friday, September 14, 2018

PETER ADAMS
Please select the service you are providing (Required)
Select Service -

START VISIT

6. Tap the START VISIT button. A pop-up screen appears asking the employee to confirm
the start of the visit.

START VISIT

Sensice:

Clock-In; 12:47 PM

Are you sure you want to start the visit?

7. Log out of SMC and proceed with providing care.

To ensure security, after a configured period of inactivity, the employee is
automatically logged out of SMC.
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Completing a Visit
1. Loginto SMC. The Home screen shows the visit is in progress. Tap RESUME VISIT.

3]

VISIT IN PROGRESS

Tuesday, January 29, 2019
PETER ADAMS
Clock-In: 11:19 AM
seroe
ABANDON VISIT RESUME VISIT
CLIENTS SEARCH CLIENT

Enter Client ldentifier

ABANDON VISIT button

The ABANDON VISIT button allows the in-progress visit to be stopped so that
a new visit can be started. This is used in cases when the visit was completed
but the employee forgot to call-out. An abandoned visit appears in Sandata
EVV as an incomplete visit and must be verified in Visit Maintenance.

" Please be aware that notes are not required. This Visit Note field should not
.f be used to satisfy documentation requirements. This Visit Note field should
i

not be used to capture any clinical data.
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2. Tap COMPLETE VISIT.

= 3

Thursday, February 14, 2019
SCOTT SUMMERS

Clock-In: 02:05 PM
Service:

ABANDON VISIT COMPLETE VISIT |

TASKS VISIT MOTE

3. The Visit Summary screen displays. Tap CONFIRM.

= 3

Monday, November 19, 2018
PETER ADAMS

Service:

VISIT SUMMARY

Clock-In: 01:10 PM
Clock-Out: 01:24 PM

Visit Note:

GO BACK ‘ CONFIRM \
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4. The Client Verify screen displays. Tap CONTINUE and pass the device to the client or tap
SKIP.

Client Verify

Please pass the device to the client to verify
the visit

SKIP button

The SKIP button allows the in-progress visit to be completed when the client is
not willing or able to verify the visit. This visit appears in Sandata EVV as an
exception and must be verified in Visit Maintenance.

The following steps are completed by the client.
5. Tap on alanguage in the drop-down field then tap CONTINUE.

Monday, November 19, 2018

PETER ADAMS

Service: SPHH Aide (G0156)

Please select your preferred language

English -

CONTINUE
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6. The Client Confirmation screen displays. The client must tap CONFIRM or DENY for the
Service and Visit Time, then tap CONTINUE.

Monday, November 19, 2018

PETER ADAMS
Service:
Service:
— e . - -
Visit Time:

01:10 PM - 01:26 PM

GO BACK CONTINUE

Client Confirmation

The client cannot bypass the confirmation screen; they must choose CONFIRM
or DENY for each item before the CONTINUE button is enabled.

If the client taps DENY for either item on the visit, a Visit Verification exception
is created for the visit in Sandata EVV Visit Maintenance.
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7. The Confirmation Summary screen displays. Tap CONFIRM (Tapping GO BACK returns
the user to the previous screen).

Monday, November 19, 2018
PETER ADAMS

Service: SPHH Aide (G0156)

CONFIRMATION SUMMARY

Service: Confirmed
Visit Time: Confirmed

GO BACK CONFIRM
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8. The SIGNATURE/VOICE RECORDING screen displays.

@ The preferred method of confirmation is to use voice recording.

e SIGNATURE: Sign in the box

| SIGNATURE | VOICE RECORDING

Sign by using your finger on the
device

. S
o

CONTINUE
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e VOICE RECORDING: Tap the circle to record your name and the date. Tap the circle
again to end the recording.

Monday, November 19, 2018
PETER ADAMS
Service: SPHH Aide (G0156)

SIGNATURE VOICE RECORDING

Press the record button to start
recording and press again to stop.
Please say your name and the date.

Nt

115

To review the recording, simply tap the Play icon.

'
Nt

9. After signing or recording the voice, tap CONTINUE.

If both voice recording and signature exists, SMC prompts the user to choose
which confirmation to associate to the visit.
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10. The Identification Summary screen displays. Tap SUBMIT.

IDENTIFICATION SUMMARY

F/%ﬁs

GO BACK SUBMIT

11. Tap CONTINUE. The visit is successfully submitted and the Login screen displays.

Client Verification Submitted

9

(e.g. Monday — Thursday), the caregiver must check in and out every 24 hours.

Visits that are in progress for more than 24 hours are automatically closed by
SMC after the 25™ hour.

@ If a caregiver provides continuous care to a client for multiple days in a row
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Starting and Completing an Unknown Visit

If the Client Identifier entered to search for a client is not found when trying to start a visit, the

employee can start an unknown visit. Unknown visits appear in the system as visits that require
further review.

When the employee is unable to select the client by entering the Medicaid ID, he or she will:

1. Loginto SMC.
2. Tap START UNKNOWN VISIT.

2]

CLIENTS SEARCH CLIENT

Enter Client Identifier

SEARCH CLIENT

Don't have your client's information?

START UNKNOWN VISIT

3. Enter the following information for the client and tap CONTINUE (this information is
available on the Memo screen of the Visit Details in the Visit Maintenance module).
e FIRST NAME (Required)
e LAST NAME (Required)
e MEDICAID ID # (Optional — if available)
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START UNKNOWN VISIT

Please enter the client's name before
continuing

FIRST NAME *

First Name

LAST NAME *

Last Name

MEDICAID ID #

Medicaid Id #

*denotes required field

CANCEL CONTINUE

4. Select the Service from the drop-down list and tap START VISIT.

= 3

Monday, November 19, 2018

SUSAN SWEET

START VISIT ‘
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5. Tap YES to confirm the start of the visit. A pop-up displays asking the employee to
confirm the start of visit.

START VISIT

Service:

Clock-In: 05:20 PM

Are you sure you want to start the visit?

1. The visit is completed following the same process used when completing a visit
for a known client.

6. Log out of the SMC app.
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Using SMC in an Offline Mode

When an employee provides care in an area that does not have cellular or wi-fi service, the
employee can still use Sandata Mobile Connect in an offline mode to check-in/check-out for their
visits.

A red banner appears across the top of the screen when SMC is running in
offline mode.

Logging in to SMC Offline

When opening SMC without a cellular or wi-fi connection, the login screen shows in red at the
top of the screen that the app is Offline.

»- 4:27 PM 7 ()

Sandata

MOBILE CONNECT™

COMPANY ID*
USERNAME*

PASSWORD*

®

*denotes required field

LOGIN

FORGOT PASSWORD?

Privacy Policy
1.1.170
© 2018 Sandata Technologies, LLC
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Starting an Unknown Visit Offline

- Tap START UNKNOWN VISIT.

Offline

SEARCH CLIENT

Enter Client Identifier

Don't have your client's information?

START UNKNOWN VISIT

- Enter the following information for the client and tap CONTINUE (this information is
available on the Memo screen of the Visit Details in the Visit Maintenance module).
e FIRST NAME (Required)
e LAST NAME (Required)
e MEDICAID ID # (Optional — if available)
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START UNKNOWN VISIT

Please enter the client's name before
continuing

FIRST NAME *

LAST NAME *

MEDICAID ID #

* denotes required field

CANCEL

CONTINUE VISIT

The visit is started and completed following the same process as an Unknown Visit in an online
connected mode.

Note that start and end times captured for a visit while SMC is in Offline
mode are encrypted and stored on the device. The times are automatically
sent to Sandata EVV the next time the employee signs in to SMC in an
online/connected mode.
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TV

TVV is available as an alternative to the SMC call-in/call-out process. TVV should be utilized in
cases where SMC is not available (e.g., the device has not been charged, connectivity issues,
because the device has not yet been delivered, etc.).

An employee can start a visit using SMC and complete the visit using TVV and

vice versa, if required.

When using TVV, employees can call-in/call-out from a phone associated to the client.

Call Reference Guide SAMPLE

Calling Instructions STX«ACCOUNT»

= [f you made a mistake entering Tasks, press “00", the system will confirm by saying:
“Starting Over, Enter number of tasks”. Enter all task ID's again. Important: "00”
can neither be used when selecting to enter a single task nor after the last task entry
of o multi-task visit. Contact your agency to correct any errors/exceptions.
m Santrax will say: “You entered (NUMBER) task(s). To record the client's voice
‘ please press "1" and hand the phone to the client, or press "2" if the client is
unable to participate

15. g 5 Press '1' to record the client's voice.
OR

g 5 Press '2' if the client is unable to participate then skip to step @

16. Hand the phone to the client and the client will be asked to state their first and
last name and today's date.

Q‘D Santrax will say: “Please say your first, last name and today's date.”

17. b’}) The client should say their first, last name and today’s date.
NOTE:
The system may skip the following prompts. If the prompt is skipped, please
continue with the next prompt, or hang up if done.

) Santrax will say: “In call received at (TIME). Out call received at (TIME]. Total
n visit length (NUMBER) minutes. Press one to confirm, two to deny, 3 to
replay.”
18. '\@J The client should press the appropriate option.
‘% Santrax will say: “The service performed was (SERVICE). Press one to confirm,
‘ two to deny.”

19. g 5 The client should press the appropriate option.

@ Santrax will say: "Please enter second client ID or hang up if done."

20. @J Enter the ID for the second dient receiving service.
21. Follow the prompts to enter client 1Ds until all clients that share this call time have
been entered.
NOTE: If you enter the maximum number of clients allowed by Santrax, after entries
are finished, the system will say: "Thank you, bye."
Ll
22, * Hang up.

¢, san

Call Reference Guide:
«COMPANY_NAME»

Agency Account Number: STX« ACCOUNT»

Write your Santrax ID number above for easy reference.

Dial:
1-«Primary_Phone»
Or
1-«Secondary_Phone»

Features:
Select Language Call In/Out Prompting
Select Service Multi - Client
Task Client Verification - Recording
Client Verification - Visit Client Verification - Service

7/15/2020 Provider Agency Training Guide Page 6-27




€ Sandata

TECHNOLOGIES

EVV-SMC/TVV/FVV

Calling Instructions STX«ACCOUNT»

Calling Instructions STX«ACCOUNT»

Calling In: When arriving at the client's home, make sure you have the following
information:

*  Your Santrax ID.
Remember: When speaking to Santrax on any toll-free line, speak in English, slowly and
clearly one digit at a time (1075 = ane, zero, seven, five).

1. Dial any of the toll-free numbers assigned to your agency.
If you are experiencing difficulties with the first toll- free number, please use the second
toll-free number.

The Santrax system will say: “For English, please press one (1). For Spanish,
’i’ please press two (2). For Somali, please press three (3). For Chinese Mandarin,
k please press four (4). For Arabic, please press five (5). For Russian, please
press six (6).
These prompts are heard in their respective languages.

2. @ Press the ber that corr ds to the | you wish to hear.
All prompts for the remainder of the call will be heard in that language.

Y

Santrax will say: “Welcome, please enter your Santrax ID."

3. Press the numbers of your Santrax ID on the touch tone phone.

b)
Q Santrax will say: “Please select “1” to call in or "2" to call out."

4. g 5 Press the one (1) key to "Call In".

)
‘ Santrax will say: "Received at (TIME) Please enter first client ID or hang up."

5. g " Enter the ID for the first client receiving service.

D)
‘ Santrax will say: "Please enter second client 1D or hang up if done.”

6. g 5 Enter the ID for the second client receiving service.

Follow the prompts to enter client IDs until all clients that share this call time have
been entered.
NOTE:
If you enter the maximum number of clients allowed by Santrax, after eniries are
finished, the system will say: "Thank you, bye."
[m ]

8. v Hang up.

Calling Out: When leaving the client's home, make sure you have the following
information:

*  Your Santrax ID.

®  The Service ID.

+  The Client is available to verify the visit.
9. Follow steps ) — €, and then continue.

@ Santrax will say: “Please select “1” to call in or "2" to call out.”

10. @) Press the two (2) key to "Call Out".

Q) Santrax will say: “Received at (TIME). Please enter first client ID or hang up if
done.”

11. Enter the ID for the first client receiving service.

b)
Q Santrax will say: “Please enter the Service ID.”

12. @) Press the Service ID Number you performed.
Refer to your agency's Service list.
‘.'n Santrax will say: “You entered (SERVICE). Please press "1" to accept, "2" to
Qo
Once the service has been entered, the system will repeat it back to you. If the
service is incorrect, press "2" to re-enter the service. When the service is correct,
press "1" to accept.

13. Press the one (1) key to accept, or press the two (2) key to retry.
@ Santrax will say: “Enter number of tasks.”

14. @, Press the total number of tasks performed for the client.

t“) Santrax will say: “Entered task 1D.”

'(\ﬁ)) Press the Task Number you preformed.

NOTES:

* Refer to your agency’s task list.

» [f you performed mere than one task, wait for the system to confirm the task and
then enter the next task number until you have entered all tasks performed during
the visit.
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Santrax TVV prompts callers up to three times to input information.

( \ If a caller receives a busy signal, try the alternate number.

calls extraneous.

Two or more calls made within one minute of another will make one of the

For each prompt, Santrax allows a caller three attempts to enter the
information correctly. After three unsuccesful attempts, the call is terminated.
If the call is terminated, the caregiver should call and inform the agency. The
agency will fix the call in Visit Maintenance.
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Call Process

Call-In

1

Dial the toll-free number.

Santrax will prompt for to select a language. Each prompt will be heard in its respective
language followed by a selection number. (i.e. “For English, press 1; for Spanish, press 2,
etc.)

Press the number that corresponds to the desired language.
Santrax will say: “Welcome, please enter your Santrax ID.”
Press the numbers of your Santrax ID on the touch tone phone.
Santrax will say: “Press 1 to call-in or 2 to call-out.”

Press the one (1) key to “call-in.” **

Santrax will say: “Received at [Time]. Thank you, bye.” (if the phone number the call is
coming from is only associated to one (1) client, otherwise Santrax will give the time then
prompt for a client ID)

** When a phone is associated to more than one client in Sandata EVV, you will be
prompted to provide the Client ID to identify the client for whom care is being provided.

Santrax will say: “Please enter first client ID or hang up if done.”

Enter the client ID for the client receiving care.

Hang up.

Santrax IDs and Client IDs

e The Santrax ID is a unique system-generated number identifier for the
employee and is used by the employee to identify themselves on a TVV
call.

e The Client ID is a unique system-generated number identifier for the client,
used by the employee on a TVV call to identify the client.
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Call-Out

1

Dial the toll-free number.

Santrax will prompt for to select a language. Each prompt will be heard in its respective
language followed by a selection number. (i.e. “For English, press 1; for Spanish, press 2,
etc.)

Press the number that corresponds to the desired language.

Santrax will say: “Welcome, please enter your Santrax ID.”

Press the numbers of your Santrax ID on the touch tone phone.

Santrax will say: “Press 1 to call-in or 2 to call-out.”

Press the two (2) key to “call-out.”

Santrax will say: “Received at [Time].” (if the phone number the call is coming from is only
associated to one (1) client, otherwise Santrax will give the time then prompt for a client
ID)

Santrax will say: “Please enter the Service ID.”

Press the service ID performed (Service IDs and Tasks are listed on a separate sheet)

Santrax will say: “You entered [Service]. Please press 1 to accept, 2 to retry.”

Please press 1 to accept, 2 to re-enter

Santrax will say: “Enter number of tasks.”

Enter the total number of tasks performed for the client.

Santrax will say: “Enter task ID.”

Enter the ID of the task performed. Santrax will playback the task description.

(If more than one task was entered as the total, Santrax will prompt for the next task ID.
Repeat this step until all tasks are entered.
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After the tasks, Santrax will say: “To record the client’s voice please press 1 and hand the
phone to the client or press 2 if the client is unable to participate.

Press (1) to record client’s voice (hand phone to client):
Santrax will say: “Please say your first and last name and today’s date.”
The client will say their name and the date

Santrax will say: “In call received at [Time]. Out call received at [Time]. Total visit length
[number] minutes. Press one to confirm, two to deny.”

Client will press appropriate choice.

Santrax will say: “The service performed was [service]. Press one to confirm, two to deny.”
Client will press appropriate choice.

Santrax will say: “Thank you, bye.”

Hang up.

Press (2) if the client is unable to participate.

Santrax will say: “Thank you, bye.”

Hang up.
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Visit Scenarios (SMC and Telephone)

Multiple clients in the same home

e If a provider cares for more than one client in the same home (e.g. husband and wife),
but not at the same time:
- SMC —the employee calls in and out for the client receiving care at that time.
- Telephone —the employee calls in and out and enters the Client ID of the client

receiving care at that time.

e If both clients in the home are receiving care, back to back:

-  SMC —the employee calls in and out for each client receiving care.

- Telephone —the employee calls in and out for each client receiving care. The
employee enters the Client ID for each client’s calls. A total of four calls are made for
this type of visit.

The Client ID can be found by looking up the client’s record in the Sandata EVV
Data Entry module or running an Active Clients Report in the Reports module.

Providing multiple services for a client during a single visit

If an employee provides care for a single client under multiple services during a visit:

- SMC — the employee calls in and out for each visit and service. There will be a total
of four calls made for the entire visit.

- Telephone — the employee calls in and out for each visit and service. There will be a
total of four calls made for the entire visit.

After calling out for the first service, wait one minute before calling in to start
the visit for the second service. If it's within the same minute, the call is
treated as an extraneous call for the end-call of the first visit.

Provider providing care multiple times for a single client in one day

If an employee cares for a single client multiple times in one day:

- SMC —the employee calls in and out for each visit, capturing the visit hours and
service performed.

- Telephone —the employee calls in and out for each visit, capturing the visit hours
and service performed.
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Visit that starts and/or ends away from the client’s home

If an employee delivers care to the client outside the home, or picks up/drops off the client
outside the home:

- SMC —the employee calls in and out from the client’s location outside the home.

- Telephone —the employee calls in and out. Manual adjustments will be made in Visit
Maintenance.

If neither SMC nor TVV are available, the agency provider enters the visit
manually in Visit Maintenance.

Multiple providers caring for a single client at the same time

If multiple providers deliver care to a single client at the same time:

- SMC - each provider calls in and out for their visit, capturing the visit hours and
service performed.

- Telephone —each provider calls in and out for their visit, capturing the visit hours
and service performed.

Overnight Visits

If an employee provides care to a client that starts before midnight one day and ends after
midnight the following day:

- SMC —the employee will call in upon arriving and call out when leaving.

- Telephone — the employee will call in upon arriving and call out when leaving.

Consecutive Days Visits

If a caregiver provides continuous care to a client for multiple days in a row (e.g. Monday —
Thursday), the caregiver must check in and out every 24 hours.

A visit that is in progress for more than 24 hours is automatically closed by SMC after the 25t
hour.
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FVV

Fixed Visit Verification (FVV) is a process that allows a caregiver to clock-in and clock out for a
visit in instances when a client does not have a phone or is unwilling to allow the caregiver to
use their phone, and the caregiver does not have the ability to download the mobile App.

The process uses a small device that is requested by the provider agency, registered to a client
and shipped to the client’s home. The device remains in the client’s home for use by all
caregivers who provide care to that client.

The FVV device generates a 6-digit value each time it is pressed. The value represents the date
and time at that instance. When a caregiver arrives at a client’s home which has an FVV device
registered, the caregiver locates the device, presses the button and makes note of the 6-digit
value displayed. The value represents the date and start time of the visit. At the end of the visit,
the caregiver presses the button again and makes note of the new 6-digit value. The second
value represents the date and end time of the visit. At the end of the day, when the caregiver
has access to a telephone, he/she dials into the provider agency’s assigned toll-free number
and enters the FVV values for that day’s client visit(s).

Call Reference Guide SAMPLE

FVV information:
Fixed Visit Verification (FVV) acts as a proof of work system. It allows the user to check in
and check out from the client's home (like a time clock) without the use of the dlient's
home telephone. This is done through the use of an FVV Device. ; @
Common Phrases Related to FVV Usage: [ c 3 I l
Visit Verification Number - This is the six-digit number that is displayed on the FvV Device's b 4 =
screen when either FWW button is pushed. m
Visit Verification Value — This is the actual date and time represented by the six-digit visit
verification number.
The FVV Device: .
e s assigned to a specific agency and client C I I R G d []
Is placed in the client's home. a e' \rer -'e u I e'

.
® s not a recording device.
.

Is used by the attendant to check in and check out. « co M PA.1Y NAM E »
@/ <> Stiiana \@ -
‘}_n Display Scraan
Whera the shedigit
- numbar appears,
B [evs) Agency Account Number: STX« ACCOUNT»

Device buttons.
Press one burton to display the

) AR agy; pie. Write your Santrax ID number above for easy reference.
Important Information:
® \Wait at least 15 minutes after the FVV Device button is pushed D aking a call
into Santrax for that visit.
&  Both of the six-digit visit verification numbers obtained from the FVv rice wil
entered during one Santrax call -
s« If you think you have made a mistake entering the it visit verification numbers Dia I :
during the Santrax call, contact your supervisor. Do not atic o call again for this .
vist. 1-«Primary_Phone»
*  When servicing two clients in the same household (a mutual cas2), eachi ¢ Lwill
be assigned their own FVV Device. This means that the ficld staif will need to check or
in and check out for each client separately (two devices, two sets of visit verification
numbers and two calls into Santrax). -
The Visit Verification Number Refercice Chart: 1 « Seco n d a ry—P h one»
Use the "Visit Verification Number Referance C documient (provided to your agency's
administrator) to write down the six-dig erification nuimbers you obtained from the

FVV Device's display screen during the visit. Below is an example:

Features:
8/1 9:00
15768 Eﬁ 1030 Fixed Visit Verification Tasks
(Fwv)
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FVV Calling Instructions STX«ACCOUNT»

FVV Calling Instructions STX«ACCOUNT»

Upon Arrival:
When you arrive at the client's home, press and release either of the buttons on the FWW Device and
write down the First six-digit visit verification number displayed on the device's sereen, as you will
use this number later to make your Santrax call. Note the date and time you pushed the button.
Before Departing:
At the end of the visit, press and release either of the buttons on the FVV Device and write down the
Second six-digit visit verification number displayed on the device's sereen, as you will use this
nurmber later to make your Santrax call. Note the date and time you pushed the button.
NOTE: If you need to see the number again right away, you may press and release the button one
more time to display the reading. If you get a different number, that's ok, use the new number.
Do not hold the button down, always press and release.
Before calling into Santrax, make sure you have the following information:
¥ Your Santrax 1D
«  The Client's ID
~ First Six-digit visit verification number representing the date and tirme of arrival
{obtained at the beginning of the visit).
+  Second Six-digit visit verification number representing the date and time of departure
{obtained at the end of the visit).
Once you have this infarmation, you are ready to call inte Santrax!

=
El
&

* Do not coll into Santrax until gt least 15 minutes after you receive the second six-dig !
number at the end of your visit.

You must call into Santrax within seven days of the start of the visit.

You do not need to wait at the dlient’s location to make the call.

Both of the six-digit visit verification numbers will be entered on o sinals Santrax call.

1. @ Dial any of the toll-free numbers assigned to your agency.

,ﬁ Santrax will say: "Welcome, please enter your Santrax ID."”
If you are experiencing difficulties with the first toll- free number, please use (e second
toll-free number.

2. Press the numbers of your Santrax 1D on the touch tor e phone.

')) digit at a time.

m Santrax will say: “Received at {TIMC) if Lhis is a Fixed Vicit Verification visit using the
‘ FVV device, press the star (*) |y to enter the visit verificat on numbers. Otherwise,
press the pound (#) key to continue.”

E You also have the option to speak your Santrax 1D in Loglish, slowly and cearly one

3. Press the star (*) key.

Cb Santrax will say: "Please enter first Client 1D."

4. @ Enter the Client ID.
If the Client ID is entered incorrectly, the Santrax system will prompt: “No FVV registered,
please re-enter the client 1D or press the pound (#) key to continue.”

e Onee the Client ID is entered correctly, Santrax will say: "Please enter your first visit
verification number or press the pound (#) key to continue.”

5. @) Enter the first visit verification number.
This is the first six-digit number yo: lained from the FVV Device when you arrived at the
ciient’s home and will represent your time in.

9 When the visit verilicalion number = sntered correctly Santrax will confirm it by saying:
‘ “The first visit vorilcation numbe: 5 (DATE/TIME). If this is incorrect, press 1 to retry
or press the pound [#) key to continue.”
NOTE: Listen to check that the date and time provided aoe the same as the date and time the
button on the device was pushed | they don't match an incorrect visit verification number may
have been entered. Press 1 to re-enter the numbier

6. @ Press the pound (#) key to continue.

@ Santrax v || say: "Please enter your second visit verification number or press pound (#)
to continue.

7. @ £rter the second vis © verification number,
This s the six-digit number you obtained from the FVV Device at the end of the visit. it will
répresent your time out.
B ‘When the visit verification number is entered Santrax will confirm it by saying: “The
k second visit verification number is (DATE/TIME). If this is incorrect, press 1 to retry or
press the pound (#) key to continue.”

8. @’ Press the pound (#) key to continue.
@ Santrax will say, “Enter number of tasks™

a. g ] Press the total number of tasks performed for the client.
)
“) Santrax will say, “Enter task ID”

10. @ Press the Task Number you performed.

NOTES:

= Refer to your agency's task list.

= If you performed more than one task, walt for the system to confirm the task and then enter
the next task number until you have entered all tasks performed during the visit.

= If you are performing a task with a reading, Sentrax will pause after receiving the Task 1D,
During the pause, press the appropriate reading for this task using the amount of digits
indicated on the task list.

= If you made a mistake entering Tasks, press “00%, the system will confirm by saying: “Starting
Owver, Enter number of tasks”. Enter all task ID's again.

@ Santrax will say: “You entered {NUMBER) task(s).”

-~
11, L Hang up
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1

Dial the toll-free number.

Santrax will prompt for to select a language. Each prompt will be heard in its respective
language followed by a selection number. (i.e. “For English, press 1; for Spanish, press 2,
etc.)

Press the number that corresponds to the desired language.
Santrax will say: “Welcome, please enter your Santrax ID.”

Press the numbers of your Santrax ID on the touch tone phone.

Santrax will say: “Received at [Time]. If this is a Fixed Visit Verification visit, press the star
key to enter the visit verification numbers; otherwise, press the pound key to continue” (if
the phone number the call is coming from is only associated to one (1) client, otherwise
Santrax will give the time then prompt for a client ID)

Press the star (*) key.
Santrax will say: “Please enter first client ID.”
Enter the client ID.

Santrax will say: “Please enter your first visit verification number or press the pound (#)
key to continue.”

Enter the 6-digit value noted at the start of the visit.

Santrax will say: “The first visit verification number is (Date/Time). If this is incorrect, press
1 to retry or press the pound (#) key to continue.”

Press the pound (#) key.

Santrax will say: “Please enter your second visit verification number or press the pound (#)
key to continue.”

Enter the 6-digit value noted at the end of the visit.

Santrax will say: “The second visit verification number is (Date/Time). If this is incorrect,
press 1 to retry or press the pound (#) key to continue.”

Press the pound (#) key.

Santrax will say: “Enter the Service ID.”

Press the service ID performed (Service IDs and Tasks are listed on a separate sheet)
Santrax will say: “You entered [Service]. Please press 1 to accept, 2 to retry.”

Please press 1 to accept, 2 to re-enter

Santrax will say: “Enter number of tasks.”
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12 Enter the total number of tasks performed for the client.
Santrax will say: “Enter task ID.”

Enter the ID of the task performed. Santrax will playback the task description.

13 (If more than one task was entered as the total, Santrax will prompt for the next task ID.
Repeat this step until all tasks are entered.

Requesting a Device in EVV

An EVV Device can also be requested from the client record in Sandata EVV simply by clicking the
REQUEST MOBILE DEVICE button on the client record screen.

1. Search for and locate the client record.
2. Click the Edit icon to open the client record.

3. Click the REQUEST DEVICE button.

Q Navigate Modules

O Personal 4 Program & Diagnosis ©Schedules B8 Recurring Schedule Templates

88 Dashboard
. Persona
& Clients
Tl FIRST NAME * MIDDLE INITIAL
B8 Employees Select Title ¥ Test XYZ ...
% Scheduling LAST NAME * SUFFIX S5
Regex-"'. Select Suffix ¥ XXAXEXKXK | @
& Visit Maintenance
GENDER * BIRTH DATE = PRIMARY SPOKEN LANGUAGE

@ Billing 0-Unknown ¥ 01/01/1990 23 ENG- English v

MEDICAID ID

878787878

i Reports and Exports

Data Entry

A Scheduling

@, Security

4. Select or confirm the Shipping address (If the client has multiple addresses, the primary
address is selected by default). Enter special shipping instructions into the text box if
needed (e.g. please go to side door).
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Select Shipping Information for Device Request

ss for Shipping Device

PO Box addresses cannot be used for shipping and thus may not be displayed below.

Select Address Type Address Line 1 Address Line 2 City

State

Zip Code

® H 567865 New York
Special Shipping Instructions

label.

New York

Please do not include any PHI in the shipping instruction field, as what you type here will appear on the shipping

10001

255 characters remaining.

COMPLETE DEVICE REQUEST CLOSE

5. Click COMPLETE DEVICE REQUEST.

6. A request confirmation screen appears. Click OK to complete the order.

CANCEL I

7. A success message appears at the top of the screen.

Device successfully requested.
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7 Visit Maintenance

Module Time

75 minutes

This lesson explains how to use the Sandata EVV Dashboard to view
current day visits. The lesson also reviews the Visit Maintenance
modaule, explaining how to navigate the screens, understand the
information presented on the screen for selected visits, and how to
resolve exceptions that may be linked with a visit.

Module Objectives
After completing this lesson, you will be able to:
e use the Sandata EVV Dashboard to monitor current day visit
exceptions;
e search and review visit exceptions; and
e resolve visit exceptions.
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Term/Acronym

Visit Maintenance

Definition

Client A person who receives services through the Medicaid program.
Dashboard Real-time status of the current day’s visit exceptions.

A person who is employed by an agency provider to provide care to one or
Employee p ‘ ploy y gency p p

more clients
GPS Global Positioning System

Corrective action for the visit exception Visit Without In-Call/Visit Without
Manual Call

Out-Call.

Reason Code

A pre-defined list of reasons/explanations for the various correction
scenarios. A reason code must be selected when making a change to data
in Visit Maintenance.

Visit

A "visit" is the electronic service provided during an in-person encounter
to aclient in a home and community-based setting.

Visit Maintenance

The module within Sandata EVV where visits can be reviewed, corrected
and/or acknowledged to clear issues.
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Introduction

The Sandata EVV Dashboard and Visit Maintenance module gives users with the appropriate
permissions, the ability to monitor visit activity in real-time. It allows visits with system identified
issues to be updated, ensuring that all necessary information is included.

A visit includes an employee, a client, a service, GPS location for SMC or the telephone number
for TVV, the client verification information, as well as call-in and call-out times (date and time)
from a client’s location.

If a visit is missing any of the information mentioned above or if a visit does not meet the program
rules, it appears in Visit Maintenance with one or more exceptions. An exception on a visit, such
as ‘Visit without Out-Calls’, would be applied if a check-in was received but there is no check-out.

Exceptions are grouped by those that must be fixed and those that must be acknowledged. An
exception that needs to be fixed means information must be entered to clear the exception. An
exception that needs to be acknowledged means the user must accept the exception occurred.

Agencies should review Visit Maintenance daily, looking at the previous day’s visits and clear
exceptions as appropriate. Once all exceptions are cleared from a visit, the visit has a status of
verified. A verified visit means that it has all required information and the information meets the
program rules.

Visit maintenance should not be done while a visit is in process.
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Sandata EVV Dashboard

The Sandata EVV Dashboard monitors current day’s visits, identifying when a client could not
be identified (Unknown Client) or the employee could not be identified (Unknown Employee).

The data defaults to refresh every five minutes but can be changed to refresh between 2 — 30
minutes. All exception types can be viewed in Visit Maintenance.

Sandata = Dashboard pashboard Account: - santrax | Enteragency v | G LOG OUT
EW

Filter Options

Q Navigate Modules

22 Dashboard A .

esnhoar Rermesr 5 3 Minutes (2min - 30max) SUPERVISORS All m

EVERY

©f Visit Maintenance

Ll Reports & Exports .
Unknown Clients Unknown Employees

£ Data Entry

% XREF

Click the exception category total to display a listing of the visit exception details for that
specific exception.

Unknown Clients Unknown Employees

2

Urinowm Plone Employes Nama = Date Calll Tima H
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Click the exception category name to link to
visits for that exception.

the Visit Maintenance module to view and edit the

Sandata Dashboard pashboard
EVV
Filter Options
Q Navigate Modules
22 Dashboard
Roa REFRESH 5 = Minutes (2min - 30max)

EVERY

€4 Visit Maintenance

L4 Reports & Exports

Unknown Clients

E3 Data Entry

0

@, Security

&3 Online Manual

Account: 9631 - santrax | Enter agency *| @ LOGOUT

Select Supervisors v

Unknown Employees

4

Visit Maintenance visit Maintenance / Manage Visits

CREATE CALL

Select a Visit
DATE RANGE MM/DD/YYYY CLIENT EMPLOYEE
01/05/2019 B to 05/05/2019 =] Enter Client Enter Employee
CATEGORY PAYER VISIT STATUS CLIENT MEDICAID ID
Select Category v Select Payer v Select Visit Status  ~ Enter Client Medicaid
FILTER VISITS BY EXCEPTION TYPES
Exception Types v Unknown Employees - Show advanced filter options +
EXPORT ~
Show: 50 v perpage Show Display Options =
« < 1 = » Showing 1 to 3 of 3 entries
Client , Employee Service & Visit call call call . Adjusted Adjusted Adjusted Bill Vvisit &  DoNotBill
Name Name 7 ¥ Date In Out Hours In Out Hours Hours Status
Woods, 10:58
Kayla ovs38367 . osiot201s o ) 10:58 AM [—~1  Incomplete
® L]
woods, 009996108 10:56
Kayla [ ] 04/29/2019 P.M L ] 10:56 PM [—1 Incomplete
® L ]
Woods, .
Kayla 000009922 . 04/27/2019 1;;'8 . 11:18 PM [—1 Incomplete
) L
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Visit Maintenance — Main Screen

Sandata = Visit Maintenance visit Maintenance / Manage Visits Account: 10010 - @sandata.com | Enter agency ~| @ LOGOUT
Evv

Select a Visit CREATE CALL
Q Navigate Modules

28 Dashboard DATE RANGE MM/DDAYYY o CcLENT EMPLOYEE

3 Visit Maintenance

lal Reports and Exports . v

) Data Entry

2 Security

Online Manual Q SEARCH CLEAR

02/19/2019 B to 02/19/2019 ] Enter Client Enter Employee

Select Category Select Payer Select Visit Status v Enter Client Medicaid Il

FILTER VISITS BY

All Exceptions Show advanced filter options

Search Filters

In Visit

Maintenance, search filters are used to set up parameters to find visits to review and are

located on the top half of the Visit Maintenance screen. The search results include all data that
falls within the specified parameters.

1.

DATE RANGE: The date fields default to the current date and can be changed by clicking
in the date field and typing the date or clicking on the calendar icon to select a date
using the pop-up calendar.

CLIENT: Enter all or part of client’s last name to filter the visit data for that client.

EMPLOYEE: Enter all or part of employee’s last name to filter the visit data for that
employee.

CATEGORY: Displays a list payer groups if appropriate for configuration. Otherwise,
drop-down will be blank.

PAYER: Displays the list of payers when multiple payers exist.

VISIT STATUS: This filter allows a user to filter the visits by their status. The options
include:

VISIT STATUS Status Description
Select Visit Status ¥ In Process | A visit that has started and not yet completed.

EECNERSIAE Incomplete | A visit that has exceeded a 24-hr. period and is

In Process . I .
still missing a call-in/call-out.

Incomplete

Verified Verified A visit that does not contain any exceptions

Processed and is eligible for billing.

Omit — . .

Processed | A visit that does not contain any exceptions

and has been returned to the claim’s validation
engine at least once.
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Omit A visit that is marked ‘Do Not Bill’

7. CLIENT MEDICAID ID: Enter the client’s Medicaid ID.

8. FILTER VISITS BY:

All Exceptions: This default setting displays all visits containing one or more exceptions
within a specified time period.

Exception Types: This option selects visits based on the exceptions which apply to the visit.
When selected, an additional field appears prompting the user to choose the specific
exception type(s) from the additional drop-down field.

FILTER ¥IZIT= BY EXCERTION TYREZ

Exception Types ¥ Select Exception Type ol

»

D CLIEMT ZIGMATURE EXCEFTION —

m CLEAR [ GP=DISTANCE EXCEFTION

D MIZEING SERVICE

D SERVICE VERIFICATION EXCERFTION

m

D UHENOWH CLIEWT=

D UMEMOWH EMPLOYEES

D UHMATCHED CLIEMTID S FHOME —
D VISITVERIFICATION EXCEFTION
D VIZITZWITHOUT IN-CALLS

D VIZITZWITHOUT OUT-CALLS

Exception ‘ Description

CLIENT

SIGNATURE Client’s digital signature or voice recording is missing.
EXCEPTION

INVALID SERVICE @ Service selected on TVV call does not match service for the client.

Identifies when the service provided for the visit is not specified during

MISSING SERVICE the SMC call-in or Telephony call-out.

SERVICE

VERIFICATION Client did not confirm the selected service.
EXCEPTION

7/15/2020 Provider Agency Training Guide Page 7-7



€ San

data

TECHNOLOGIES

Visit Maintenance

Exception ‘ Description
Identifies when a visit occurs where the client is not known to the
UNKNOWN system. This can occur when the Medicaid ID entered does not match to
CLIENTS an existing client or the phone number entered does not match to a
known client.
UNKNOWN Identifies when the Santrax ID entered during a telephone call does not
EMPLOYEES match to any known employee.
UNMATCHED Identifies when a client ID is entered during a telephone call, but the

phone number the call was made from is not a number listed for the

CLIENT PHONE/ID .
client.

VISIT Identifies when the start and/or end time have not been verified by the
VERIFICATION client at the end of the visit, either by confirming during the SMC call-out
EXCEPTION or verifying the times during the Telephony call-out.

VISIT WITHOUT - - . .

IN-CALLS Identifies a visit which does not have a call-in.

VISIT WITHOUT - - .

OUT-CALLS Identifies a visit which does not have a call-out.

All Visits: Sandata EVV will show all visits (including those with exceptions) in the search results
for a specified time period.

9. Show Advanced Filter Options: Displays additional filters such as Call Type, Supervisor
and Department.

FILTER VISITS BY

All Exceptions

| Show Advanced Filter Options «

FLTER VISITS BY

All Exceptions Hide Advanced Filter Options =

| CALL TYPE SUPERVISOR DEPARTMENT

select Call Type - All Select Department

Call Type: Filter visits to show only MVV or Manual calls.
Supervisor: This filter is available if clients are grouped by supervisor/coordinators.
Department: This filter is available if employees are grouped by departments.

Search Results — Understanding the Visit Grid

When the filters are applied and a search is performed, the results are displayed in the visit grid
at the bottom portion of the screen.
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eshow: 50 ¥ perpage Show Display Options v

Showing 1 to 50 of 404 entries

Client . Employee s service < Visit . call . call . call . Adjusted Adjusted Adjusted Bill Visit + Do Not Bill Actions
Name ¥ Name M T Date T on T out T Hours T In out Hours Hours Status T
[ ] 10/09/2017 8:55 AM [ ] [—1 Incomplete V4
® L
GO0156 10/09/2017 L 8:47 AM [—1] Incomplete rd
L L]
L] L] 10/09/2017 8:46 AM L] [—1 Incomplete rd

The top of the visit grid displays the following options:

1. Pagination arrows are used to move forward/backward a page, jump to a specific page
or first/last page.
2. Lines per page setting to adjust the number of lines per page (default = 50).
3. AShow Display Options link allows the user to select additional data elements to
display in the visit grid.
Show: 50 ¥ perpage Hide Display Options
X
Client ID Client Medicaid ID Client Primary Phone Number
v Client Name v/ Employee Name Employee ID
Employee Contact Phone Number Payer Program
v Service Supervisor Vv Visit Date
Visit Location v callin v/ callout
v/ Call Hours v Adjusted In v/ Adjusted Out
v/ Adjusted Hours v/ Bill Hours v/ Visit Status
Tasks Memo Client Verified
Claims Verification Status /Do NotBill
Any additional data element selected from the Display Options link is only
available during the current session. Upon logging out and logging back in to
Sandata EVV, the visit grid returns to the default display.
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The data within the visit grid can be sorted by clicking on any of the following column headers:

e C(Client Name

e Employee Name
e Service

e Visit Date

e Call-In

e (Call-Out

e Call-Hours

e Visit Status

Hovering the mouse over an exception indicator displays a tool tip for that

7 exception detail.

Reviewing a Visit

To view the details of a visit, either click on the visit line or click Edit to the right of the line
to display the Visit Details screen.

When clicking on a data element on the visit line, the Visit Details screen
opens directly to that section of the visit.

The top of Visit Details screen contains the CLIENT NAME, CLIENT ID, MEDICAID ID, EMPLOYEE
NAME and EMPLOYEE ID information. There are also tabs on the left which display various details
of the visit.

Visit Details -
CLIENT NAME CLIENT ID # MEDICAID ID # EMPLOYEE NAME
Carter, John 59647013 990888555101 Young, Charles EMPLOYEEID #

e GENERAL: contains the CLIENT NAME, CLIENT ID, MEDICAID ID, EMPLOYEE NAME,
EMPLOYEE ID, VISIT START DATE, VISIT END DATE, VISIT TIME ZONE, VISIT STATUS, CALL
IN, CALL OUT, CALL HOURS, DO NOT BILL, ADJUSTED TIMES, BILL HOURS, PAY HOURS,
AGENCY ID, AGENCY NAME, PAYER, PROGRAM, SERVICE, BILL CODE, client verification
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results (CLIENT VERIFIED TIME, CLIENT VERIFIED SERVICE), CLIENT SIGNATURE (signature
or voice recording) and VISIT SOURCE.

Visit Details X
CLIENT MAME CLIENT ID & MEDICAID ID # EMPLOYEE NAME
Carzer, John Lk SEASRRSES101 Yeamg, Charles Stz 2l

VISIT START DATE VT ENID DATE VISIT TIME ZOME VISIT STATLSS
GRM 42017 oardr20:7 America/New_Yo Incomplete
CLIENT
EMPLOYEE CALL CALLOAT CALL HO4 RS
10:24 AM 10:26 AM 00:02 aetell
CALL LOG
- ADIUSTED I HHAMALE AL ADSUISTED OUT HHEMM AM/PA BILL HOLES PAY HOLRS
EXCEPTIONS
10060
m PANER PROGRAM SERVICE BILL COCE
Mone Meone v Mone
CLIENT VERFEED TIME CLIENT VERIFSED SERVICE CLENT SGHATURE
Mo MO Yas ™

WISIT SOURCE

SAMDATA,

CANCEL
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e CLIENT: This screen displays the client’s details such as ADDRESS, PHONE NUMBER and

LANGUAGE PREFERENCE.
ADURESS LINE T ALCRESS LINE 2 LIy
GENERAL
_ Marshall Street Mone Elnruoant
CLIENT
STATE TP CODE PRIBAARY PHONE & TIME ZONE
EMPLOYEE WY 11003-0000 LIS/Eastern
CALL LOG GENDER LANGUAGE PREFERENCE SUPERVIZOR
m Kale Russian MNorne
Fing Client
m Enter Last Name Enter First Name Enter Client ID # Q
|

The screen also includes an option to change the client for the visit, in instances when the
client is unknown or was entered incorrectly.

Find Client

LAST Masf FIRST MAME CLUENTID 8

c Enter First Name Enter Client ID # Q

Last Mame = FirstMame = ClientID# = Primary Phone#® = MedicaidlD =

3
:

Callaghan Alexandra 13895412 164844200 FIBETTHE5544
Care Kelly 49025929 432432432432
Carzer John 59647013 999888555101
Christopheer Stephen TAFEIFC] 1220571 22057

Shoewing 1 to 4 of 4 entries

| 2| 1| =

REASOH CODE = RESOLUTION CODE FEASDN MOTE

Select Reason Co Select Resolution = Reason MNote
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e EMPLOYEE: This screen displays the employee details such as: EMPLOYEE EMAIL,
SANTRAX ID, ADDRESS and PHONE.

m EMPLOYEE EMAIL SANTRAX ID
dmoss@mailinator.com 000046258
CLIENT
ADDRESS ADDRESS LIME 2 ary STATE
EMPLOYEE None Nane None None
CALL LOG ZIP CODE DISCIPLINE PHOME
None Nane None
MERGE CALLS

The screen also includes an option to change the employee for the visit, in instances when
an incorrect Santrax ID was entered for the visit.

[T—
Find Employee
W LAST NAME FIRST NAME EMPLOYEE ID # DISCIPLINE
“ r First Name Employee ID # Select Discipline ~ Q
Actions Last Name <+ FirstName < EmployeelD + SantraxID <+ Discipline =
CLAIMS
Renoit Vivian 0990043211 000735512 HHA
HISTORY
E' Richardson Jamie 000697339
Rose Robert 6667778884 000208334 LPN
Rass Judith 000246743
Ross Doug 000621693

Showing 1 to 5 of 7 entries

REASON CODE = RESOLUTION CODE REASON NOTE

Select Reason Cor Select Resolution * Reason Mote SAVE
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e CALL LOG: This screen shows the details of the call-in/call-out times and the type of call
(Mobile, Telephony, FVV and Manual). If a visit is missing a call, a call can be manually
added from this screen.

GEMNERAL CALL N CLINT 0D
i o & i
13 PM Pl [ vl A
g OEIGINATING PHONE # CALL SOUBCE
0000558 SANDATA
CALL LOG - -
CALL 0T CLIENT 104 SO

MERGE CALLS

"
i

=

d

=

2
7

2

Z

0005158 SANDATA

e MERGE CALLS: This screen only displays when calls are available that may be merged to
the visit when the visit is missing a call time. Calls can be merged if they are within time
proximity and not associated with any other visit.

m Below is a list of all calls that are close to the scheduled time,

m PHONE # CALL TIME CALL DATE CLIENT NAME EMPLOYEE MAME
m 202 PM BNARM7 Carter, John 001-06-6825

247 PM BMAR20MT Carter, Jahn Young, Charles

l MERGE CALLS I 338 PM BA&72017 Carter, John 000-44-6253

Showing 1 1o 3 of 3 entries

. i =

e TASKS: This screen shows the tasks that were entered by the employee during the visit. A
user with the appropriate permissions can add additional tasks to the visit or delete
existing tasks if needed.

GENERAL
Task ID “  Description % Reading Manually Added Status Actions
CLIENT
0010 Bathing Yes Completed o
EMPLOYEE
CALL LOG Showing 1 to 1 of 1 entries
MERGE CALLS « | < 1| = =
el
|l
I |
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e EXCEPTIONS: This screen lists all the visit exceptions for the visit, along with the available

option to resolve each exception.

@ Visits Without In-Calls

CLIENT @ Missing Service

EMPLOYEE
CALL LOG
REASON CODE *

MERGE CALLS

Select Reason 7

REASOM CODE *

CLAIMS
Select Reason v

HISTORY

@ Visit Verification Exception

RESOLUTION CODE

Select Resoluti ™

@ Client Signature Exception

RESOLUTION CODE

Select Resoluti *

This exception needs

This exception needs

ACKNOWLEDGE THIS EXCEPTION

REASON NOTE

Enter Reason Mote

ACKNOWLEDGE THIS EXCEPTION

REASON NOTE

Enter Reason Mote

to be fixed

to be fixed

| SAVE |

| SAVE |

e GPS: This screen shows the location of the SMC call-in/call-out times relative to the

client’s home.

Qf.i‘en:

9 No GPS Exception

LIOYD FIaTes
EE . ..
@ Oyster Bay H
m Pelham G -
BRON Bay Park G54 -~ (e
CALLLOG o & )’
LR Syosset Woodbury
w :
s | Y
! 5 _glar D
L rOWN e J‘
o
oo o 7 b
-4 Hicksvilie G
A festbury d
(D)
m G e P
33 o e 8 (e Fneorer
WEEN Garden City Go) Levittown ]
it ; " -
U ® S )
L5 () Hempstead % - UED RS
2 £
4 0oy | -
Derm Srane Fad &
Google v " 17 oo ' 1
ke E ap daca 02077 Google  Teema of Use  Report & map eesce

9 GPS Exception

e MEMO: This screen allows the user to make a note and display notes previously entered
related to the visit. It also includes a Visit Note screen which displays notes entered into

SMC during call-out.
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This information should not be used to fulfill documentation requirement.

L =

MEMO

Memo
CLIENT

EMPLOYEE
CALLLOG
EXCEPTIONS

1024 characters remaining.

CLAIMS VISIT NOTE

HISTORY Visit Note

e CLAIMS: This screen shows the batch, transaction and date/time each time the visit was
returned to the adjudication system (if applicable based on program requirements).

GENERAL DATE INTERNAL DETAIL
BATCH TRANSACTION RETURNED BILLEC
$ +~ CONTROL LINE MODIFIER
CLIENT D D FOR CLAIMS NUMBER NUMDER UNITS
PROCESSING
EMPLOYEE
12/12/2018 ... 05 32
CALLLOG
12/12/2018 ... 05 32
EXCEPTIONS
12/12/2018 .. 05 32

Showing 1 to 3 of 3 entries
CLAIMS o 1

HISTORY

e HISTORY: This screen contains the audit history for the visit. Any change made to the visit
is tracked and listed on this screen with the most recent change at the top.
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EMCEPTIONS

+RURDd0ND

HISTORY

REASON CODE ITEM DATE CHANGED BY
:._-1:3::\-:' 05) VirsitT « Uipdate Sendce 10207 12=45:52
Call O P
Forgotto  Vish - Update Adjusied 1002 T 12:45:52
Call Qnit Hours M
Showing 1 1o 2 of 2 entrig

Identifying Exceptions

Visit exceptions are indicated by a colored circle under one or more columns where the exception
exists. The columns are: Client Name, Employee Name, Service, Call In or Call Out.

e An exception indicates the visit is missing information or the information captured does
not meet program requirements.
e A visit may have one or more exception(s).
e Hovering over an indicator displays a pop-up showing the description of the
exception(s).
Client , Employee _ Service & Visit _, Call . Call , Call _ Adjusted Adjusted Adjusted
MName ~ MName T oemiee = Date -~ In -~ Out~ Hours ~ In Out Hours
Carter, . .
John gf::: ® 08142017 @ ZF,::
L]
Carter, . .
John EE::;: . 08142017 ® zpif
[ ] Exceptions:
Carter, Visis
John 000446238 . oar14201 MM ©
. . .
e Visit exceptions can be reviewed by clicking the Exceptions link when viewing the Visit
Details screen.
e Certain exceptions (Visit Verification, Service Verification, Signature Verification,
Unmatched Client Phone/ID and GPS Distance) can also be cleared from this screen.
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Visit Details
CLIENT NAME CLIENT ID #
Carter, John 50647013

GENERAL @ Unknown Employees

CLIENT @ Visits Without Out-Calls

EMPLOYEE
@ Missing Service
CALL LOG

MERGE CALLS @ Visit Verification Exception

Select Reason

@ Client Signature Exception
CLAIMS

HISTORY

Select Reason

REASOM CODE * RESOLUTION CODE

Select Resoluti ¥

REASON CODE * RESOLUTION CODE

Select Resoluti *

EMPLOYEE NAME
EMPLOYEE ID #

000-44-6258
This exception needs to be fixed
This exception needs to be fixed
This exception needs to be fixed
ACKNOWLEDGE THIS EXCEPTION
REASON NOTE

Enter Reason Note SAVE

ACKNOWLEDGE THIS EXCEPTION

REASON NOTE

Enter Reason Note SAVE
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Correcting Exceptions

The condition causing the exceptions must be fixed or where it is not possible, acknowledged
before a visit is matched to a claim. Every visit adjustment or correction requires the user to
select a reason code, resolution code and in some cases, additional notes. The list of reason codes
is configured based on the EVV Program requirements.

Missing Service Exception

Identifies when the service provided for the visits is not specified during the SMC call-in or
Telephony call-out. This type of exception must be fixed for the visit to be in a verified state and
eligible to be matched to a submitted claim.

1. Click the exception indicator under the Service column.

Cliemt » Employee _ Sarvies = Visit _, Call . Call Call , Adjusted Adjusted
Mame ~ MName - T Date T In T Out = Hours In Out
Carter, Young .47
John Char E": ¢ 81412017 o BN
L]

2. Select the correct service from the SERVICE field drop-down list.

GEMERAL

h e R AR It i Al el

8
JagAnGaaE

bl e

3. Select a REASON CODE that best explains why the service was not selected at the time
of visit.

Some reason codes require a REASON NOTE before clicking SAVE.
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4. Select a RESOLUTION CODE from the list.

MNone Mone GO1S . Mone

Mone Mone Yes 0

-'é'-_"e-tt Reason Cc " Select Resolutior * Reason Note SAVE
5. Click SAVE.

Client Signature Exception

Identifies when the client signature or voice recording is not captured during the SMC call-out or
the client voice recording is not captured during the Telephony call-out. This exception type must
be acknowledged for the visit to be in a verified state and eligible to be matched to a submitted
claim.

1. Click the exception indicator under the Client Name column.

Client _ Employee Sarvice & Visit , Call . Call , Call , Adjusted Adjusted
Name = Name - - Date -~ In - ©Out ™ Hours ~ In Out
Carter,

"'f_u.l"_.'_

ohin . » QEMA2017 L
E -

2. Check the ACKNOWLEDGE THIS EXCEPTION checkbox on the Client Signature Exception
line.

@ Client Signature Exception o ACKNOWLEDGE THIS EXCEPTION

3. Select a REASON CODE from the list.

Some reason codes require a REASON NOTE before clicking SAVE.
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4. Select a RESOLUTION CODE from the list.

REASON CODE *

Select Reason -

RESCLUTION CODE REASON NOTE

Select Resoluti + Enter Reason Note

SAVE

5. Click SAVE.

Unknown Client Exception

Identifies when a visit occurs where the client is not known. This can occur when the Medicaid
ID entered does not match to an existing client or the phone number entered does not match to
a known client. This exception type must be fixed for the visit to be in a verified state and eligible
to be matched to a submitted claim.

1. Click the exception indicator under the unknown ID under the Client Name column.

CALLLOG

Client Employee Servi - Visit Call _ Call Call Adjusted
* rvice = = = 2

Mame Mame Date In Out Hours In

ATEI3-5017 11:27 11:33

ﬁ Moss, Donna . oens2m7 L 00:06
2. Use the search fields to search for the client.
GENERAL Mo Client has been assigned to this wisit,
LAST MAME FIRET HAME CLIEWNT 1D #

EMPLOYEE

_ Enter Last Mame Enter First Mame Enter Client D # g

7/15/2020
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3. Select the client from the search results.

REASOM CO0E * FESOLLTION C00E * REASON MOTE

CLIENT Find Client
Br Enter First Manmse Eniter Client 1D # Q
m Actions  LastMame = FirstName %= ClientID# 2= PrimaryPhone® = Medicaid D =
“ Green Greg 0321170 5161234567 S55566667290
m (] Greene Mark 2687272 090959599 745748740748

" | * Reason Note SAVE

4. Select a REASON CODE from the list.

Some reason codes require a REASON NOTE before clicking SAVE.

5. Select a RESOLUTION CODE from the list.

REASOM CODE * RESOLUTION CODE REASOMN MOTE
Select Reason Select Resoluti - Enter Reason Note SAVE
6. Click SAVE.
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Unknown Employee Exception

Visit Maintenance

Identifies when the Santrax ID entered during a Telephony call-in/call-out does not match to any
known employee. The ID entered is displayed instead of the employee name. This exception type
must be fixed for the visit to be in a verified state and eligible to be matched to a submitted claim.

1. Click the exception indicator under the unknown ID in under the Employee Name

column.
Client o Employee Service = Visit ., Call . Call _ Call _, Adjusted
Name Name T oemvies = Date In ~ Out - Hours In
Carter, John 000-44-6258 ° 084017 o8 °
. ® PM

2. Use the search fields to search for the employee.

3. Select an employee from the search results.

Find Employee

LAST NAME FIRST NAME EMPLOVYEE ID # DISCIPLINE
EMPLOYEE
v First Name Employee ID # Select Discipline ¥ Q
CALL LOG
Actions Last N\ame % FirstName =+ EmployeelD * SantraxID = Discipline =+
EXCEPTIONS [ ] Vi Michael 986532 000027419 HCA

vera vera 88882388888 000278215

4. Select a REASON CODE from the list.

©

Some reason codes require a REASON NOTE before clicking SAVE.

5. Select a RESOLUTION CODE from the list.

REASON CODE * RESCLUTION CODE REASON NOTE

Select Reason - Select Resoluti - Enter Reason Note

SAVE

6. Click SAVE.
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Unmatched Client Phone/ID

Identifies when a client ID is entered during a telephone call, but the phone number the call was
made from is not a number listed for the client. This exception type must be acknowledged for
the visit to be in a verified state and eligible to be matched to a submitted claim.

1. Check the ACKNOWLEDGE THIS EXCEPTION checkbox on the Unmatched Client ID /
Phone exception line.

@ Unmatched Client ID / Phone

2. Select a REASON CODE from the list.

Some reason codes require a REASON NOTE before clicking SAVE.

3. Select a RESOLUTION CODE from the list.

REASON CODE * RESOLUTION CODE REASON NOTE

Select Reason - Select Resoluti ~ Enter Reason Note SAVE

4. Click SAVE. The Call Log screen shows the originating phone number for the call.

CALLIN

CLIEMT 1Dk DOSi-ATO Y

A
m

CALL LOG — R SANDATA
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Visit Verification Exception

Identifies when the start and end time has not been verified by the client at the end of the visit,
either by confirming during the SMC call-out or the client verifying time during the Telephony

call-out. This exception type must be acknowledged for the visit to be in a verified state and
eligible to be matched to a submitted claim.

1. Click the exception indicator under the Client Name column.

Client _ Employee _ Carvice & Visit , Call . Call , Call , Adjusted Adjusted
Name ~ Name - - Date In 7 Out = Hours ~ In Out
I.Fnr'.-.-'_ T a7
r c L] BEMA2017 - o
Ot Charles M

2. Check the ACKNOWLEDGE THIS EXCEPTION checkbox on the Visit Verification Exception
line.

@ Visit Verification Exception

REASOM CODE *

RESOLUTION CODE

P.CKMOWLEDGE THIS EXCEPTION

REASOMN NOTE

Select Reason Select Resoluti ~ Enter Reason Note | SAVE |

3. Select a REASON CODE from the list.

Some reason codes require a REASON NOTE before clicking SAVE.

4, Select a RESOLUTION CODE from the list.

@ Visit Verification Exception

eeaermaranee T TR mrar mAnE R —
REASDON CODE * HE E 1 NOTE

| Enter Reason Note | SAVE

5. Click SAVE.
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Visit Without In-Call/Visit Without Out-Call

Identifies a visit which does not have a call-in or call-out time. This exception type must be fixed
for the visit to be in a verified state and eligible to be matched to a submitted claim.

Client , Employes N Visit _ Call Client . Employee Lo, Visit | call | call |
MName =~ MName £ Service 2 Date Im 7 Name ¥  Name & Service ¢ Date ¥ In T Out
Carter, o 8:58
TOung e AP L] 08/11/2017 [ ]
_IG;"‘ I'_--_1-I::. GO 5 0EMA2017 L] ° AM

When a user clicks the exception indicator under the call time column, the
@ Visit Details screen automatically opens to the Call Log screen.

It is recommended to go to the Merge Calls screen first to see if there are any

available calls that can be merged. If there are none, the user can go back to
the Call Log to manually add a call time.

Merge Calls

The Merge Calls screen only displays when there are calls the can be merged to the visit.

) 839- 12:52 PM aneam?z [631)839

| MERGE CA LL#

NPT
-------

Select Reason Cov * Select Resolution = Reason Note a

1. Click the MERGE CALLS link to see if there are any available calls that can be merged to
the visit.

2. Click the radio button next to the line to select the call, if there is a call to merge.

3.

Select the REASON CODE, RESOLUTION CODE and REASON NOTE, if needed.
4. Click SAVE.
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Add Manual Call

When a manual call is added, call hours are calculated for the visit. There may be additional
exceptions associated with the visit that need to be fixed or acknowledged for the visit to be
matched to a claim.

CALLIN CLIENT ID# 0013199752
CALL DATE CALL TIME CALL TYPE SERVICE
08/17/2017 1.00 AM Manual Call N/A
USER CALL SOURCE
SANDATA

CALLLOG

Add Manual Call

CALL DATE * MM/DDAYYYY CALL TIME * HH:MM AM/PM REASON CODE *
MM/DD/YYYY = 01:45 PM Select Reason Code
RESOLUTION CODE SERVICE REASON NOTE

Select Resolutio * Select Service ¥ Reason Note

Click CALL LOG.

Enter the appropriate information into the fields.
Select the REASON CODE, RESOLUTION CODE, SERVICE and REASON NOTE, if needed.
Click ADD.

P wnN PR

Users have the ability go back 365 days to add a manual call to a visit.
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Entering Adjusted Times

If the call times for a visit do not reflect the actual start and/or end times of an employee’s visit
(i.e. the employee had to do something for the client immediately upon arriving and could not
call-in or the client was using the telephone), a user can enter an ADJUSTED IN and/or ADJUSTED
OUT on the General screen to update the visit duration. Sandata EVV will add the adjusted time

entered and actual call time to recalculate the visit duration.

SCHEDULE IN SCHEDULE OUT SCHEDULE HOURS HH:MM AM/PM
None None
CLIENT
VISIT START DATE VISIT END DATE VISIT TIME ZONE VISIT STATUS
EMPLOYEE
03/04/2019 03/04/2019 US/Eastern Verified
CALL LOG
CALLIN CALL OUT CALL HOURS UNITS
TASKS
02:00 AM 03:00 AM 01:00 1
EXCEPTIONS
ADJUSTED IN DATE ADJUSTED IN HH:MM AM/PM ADJUSTED OUT DATE ADJUSTED OUT HH:MM AM/PM
“ 03/04/2019 s 02:00 AM 03/04/2019 03:00 AM

From the Visit Details screen:

1. Click GENERAL.

2. Enter the appropriate information into the Adjusted Date(s) and/or Time(s) fields.
3. Select the REASON CODE, RESOLUTION CODE, SERVICE and REASON NOTE, if needed.
4. Click ADD.
Users have the ability go back 365 days to add adjusted times.
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Create Call

The Create Call feature allows the user to create a call in Sandata EVV for instances when a visit
occurred but the employee did not call-in or call-out.

1. Click CREATE CALL on the Visit Maintenance screen.

Visit Maintenance Vvisit Maintenance © Manage Visits Q  Account: 10060 - aso@sandata.com ~ @ LOG OUT
Select a Visit o CREATE CALL
DATE SELECT MM/DDIY¥YY CUENT EMPLOVEE

08/14/2017 B to 08/16/2017 =] Enter Client Enter Employee

2. Search for and select a client.

Select Client
CLIENT FIRST NAME CLIENT LAST NAME CATEGORY

Enter Client First Name Enter Client Last Name Select Category
SUPERVISOR PAYER

All v Select Payer

LAST ACTIVE DATE

Q SEARCH CLEAR

Client ID ¥ Client Name ¥ Supervisor + Select

13895412 Callaghan. Alexandra

23632316 Chapman, Arnold

[]

2

1598878 Feld, Frank

3. Click Next.

Previous Next Cancel
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4. Search for and select an employee.

Select Employee

EMPLOVYEE FIRST NAME EMPLOYEE LAST NAME
Enter Employee First Name Enter Employee Last Name LAST ACTIVE DATE
Q, SEARCH CLEAR |
Employee ID + Employee Name + Select
109046 Abrams, Al

August, Joe

6667778882 Keller, Kevin QB

5. Click Next.

6. Enter the DATE*, TIME* and SERVICE details.

ATH + WD

7. Click FINISH.
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8 Group Visits

Module Time

45 minutes

This lesson shows how to use the Group Visit functionality in SMC, TVV
and EVV to capture visits when one or more employees are providing to
one or more clients at the same time.

Module Objectives*
After completing this lesson, you will be able to:
e start, join and end a group visit using SMC;
e start, join and end a group visit using TVV;
e search for group visits in EVV Visit Maintenance;
e create a group visit call in EVV Visit Maintenance; and
e edit/enter a group visit code for a visit.

*Note — Functionality may not apply based on program configuration and requirements.
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The Group Visit option allows one employee to call-in and call-out for one or more client visits at
the same time, or multiple employees to call-in and call-out for one or more client visits at the
same time. Group visits can be captured via SMC, TVV and EVV Visit Maintenance.

Sandata Mobile Connect (SMC)

Starting a new Group Visit

When the employee arrives to provide care to the client(s), he or she will:
1. Locate the EVV Device or the employee’s personal device.
2. LogintoSMC.

3. Tapinthe ENTER CLIENT IDENTIFIER search field and enter the 12-digit Medicaid ID or
the system generated client ID of the client.

4. Tap the SEARCH CLIENT button. (If the ID entered does not match to any client, a “No
results found” message displays).

2]

CLIENTS SEARCH CLIENT

Enter Client Identifier

‘ 466467883424

SEARCH CLIENT

No results found!

Don't have your client's information?

START UNKNOWN VISIT
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When the client details display, there are options to CONTINUE VISIT, START GROUP VISIT
or JOIN GROUP VISIT.

e CONTINUE VISIT: this option allows the employee to start a single client visit.

e START GROUP VISIT: this option allows an employee to start a new group visit and

add clients to the group visit.

e JOIN GROUP VISIT*: this option allows an employee to join an existing group visit
started by another employee who is also providing care at the same location. The

employee can add their clients to that group.

*Note: Join Group Visit option is not applicable to WI program.

= 3

CLIENTS SEARCH CLIENT

Enter Client Identifier

0111

SEARCH CLIENT

A01 A01

Client ID #: 579302
Medicaid ID #: 0111
4784374837
356235 long island B810
California, CA 94952-0000

CONTINUE VISIT

START GROUP VISIT

JOIN GROUP VISIT

Provider Agency Training Guide
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5. Tap START GROUP VISIT.

A01 A01

Client ID #: 579302
Medicaid ID #: 0111
4784374837
356235 long island B810
California, CA 94952-0000

CONTINUE VISIT

START GROUP VISIT

JOIN GROUP VISIT

R b

Group Visits

6. Select the appropriate Service from the drop-down list then tap START GROUP VISIT.

2]

Tuesday, February 26, 2019

A01 A01

Please select the service you are providing

4

Select Service

START GROUP VISIT

Page 8—4

Provider Agency Training Guide

7/15/2020



€y Sandata

ECHNOLOGIES

Group Visits

7. A confirmation screen displays asking the employee to confirm the start of the group

visit. Tap YES.

START GROUP VISIT

®

Service: SPHH Nsg - RN (G0299)
Clock-In: 02:07 PM

Are you sure you want to start the group visit?

The visit is in progress and a Group Visit code is generated. This 6-digit code is used to identify
all clients at a location who are receiving care from one or more employees from the same

provider agency.

The employee may add additional clients they are providing care for during the group visit.

The employee may also give the Group Visit code to other employees arriving to provide care to
the same clients or different clients at the location. Group visit codes are only valid for use

within a provider agency.

GROUP VISIT: 000017

A01 AO01
Service: G0299

Tuesday, February 26

ADD CLIENT

COMPLETE GROUP VISIT
ABANDON GROUP VISIT
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8. Tap ADD CLIENT to search for additional clients to add to the group. Once added, the
clients will appear on the Group Visit screen.

2]

GROUP VISIT: 000017

Joe W

Service: GO300 ° ‘

Tuesday, February 26

A01 A01

Service: G0299 ° ’

Tuesday, February 26

ADD CLIENT

COMPLETE GROUP VISIT

ABANDON GROUP VISIT

An employee will only see the clients he or she added to the group visit, even
if other employees join the group and add clients.

There is no limit to the number of known clients an employee can add to a
group visit, or the number of employees who can join a group visit. However,
an employee can only add one unknown client to a group visit.

A group visit code is only valid for a maximum of 24 hours. Within the 24 hour
period, once the last visit in group ends, the code is closed. The same code
cannot be re-generated within 72 hours.
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Joining a Group Visit

If an employee needs to join an existing group visit upon arriving at a location, the employee will:

1.
2.
3.

7/15/2020

Locate the EVV Device or the employee’s personal device.

Log in to SMC.

Tap in the ENTER CLIENT IDENTIFIER search field and enter the 12-digit Medicaid ID of

the client.

Tap the SEARCH CLIENT button. (If the ID entered does not match to any client, a “No

results found” message displays).

When the client details display, tap JOIN GROUP VISIT.

CLIENTS SEARCH CLIENT

Enter Client Identifier

0111 1

SEARCH CLIENT

A01 A01

Client ID #: 579302
Medicaid ID #: 0111
4784374837
356235 long island B810
California, CA 94952-0000

CONTINUE VISIT

START GROUP VISIT

JOIN GROUP VISIT

Provider Agency Training Guide
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6. Enter the 6-digit group visit code and tap JOIN GROUP VISIT.

CLIENTS SEARCH CLIENT

Enter Client Identifier
1 )

SEARCH CLIENT

TESTVU@TEST01$ KMSVU@TEST001$

Client ID #: 878778
Medicaid ID #: 1
8888888888
KMSVu@Test001$
KMSVu@Test001$
New York, NY 90000-1234

CONTINUE VISIT

START GROUP VISIT

JOIN GROUP
VISIT

e The Group Visit code must be 6-digits in length.
e The code is only valid for use within the same agency.

e If aninvalid code is entered, the following message is displayed.

START GROUP VISIT

Enter group visit code* Group visit doesn't
exist

JOIN GROUP
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7. A confirmation screen displays asking the employee to confirm the start of the group
visit. Tap YES.

START GROUP VISIT

®

Service: PDN (T1000)
Clock-In: 02:25 PM

Are you sure you want (o start the group visit?

The client is added to the existing in progress Group Visit. The employee may add additional
clients or log out of SMC.

2]

GROUP VISIT: 000017

TestVu@Test01$
KMSVu@Test001$

Service: T1000 ° g

Tuesday, February 26

ADD CLIENT
COMPLETE GROUP VISIT

ABANDON GROUP VISIT
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Adding an Unknown Client to a Group Visit

If the Medicaid ID or Client ID entered when searching for a client does not return any results,

the employee can add an unknown client to the group visit. An employee can only add a
maximum of one unknown client to a group visit.

1. From the home screen, Tap START UNKNOWN VISIT.

= 3

CLIENTS SEARCH CLIENT

Enter Client Identifier

SEARCH CLIENT

Don't hane your client's information?

[ START UNKNOWRM VISIT ]

2. Enter the required information and tap CONTINUE VISIT.
e FIRST NAME (Required)
e LAST NAME (Required)
e MEDICAID ID # (Optional — if available)
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START UNKNOWN VISIT

Please enter the client's name before continuing

FIRST NAME *

Fire

LAST NAME *

MEDICAID ID #

Medic

*denotes required field

CANCEL

CONTINUE VISIT

3. Select the Service from the drop-down list and tap START GROUP VISIT.

2]

Monday, March 4, 2019

JOE SMITH

Please select the service you are providing

Select Service “ ¥

START GROUP VISIT
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4. Tap START GROUP VISIT again.

Monday, March 4, 2019

JOE SMITH

Please select the service you are providing

START GROUP VISIT

5. Tap YES to confirm adding the unknown client to the group visit.

Monday, March 4, 2019

JOE SMITH

Please select the service you are providing

AHC\N WA (CE19RY Y.l

START GROUP VISIT
Service:

Clock-In: 11:13 AM

Are you sure you want to start the group visit?
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Completing a Group Visit

An employee can complete his or her visits within a group individually or complete all visits
within a group together.

Completing all visits within a group at the same time requires that the visit
process is the same for all the clients (e.g. all visits do not require client
confirmation during the call-out process). If one or more clients have a
different call-out process, the employee must complete the visits individually.

Completing a visit within a Group Visit Individually
1. Log backinto SMC.

2. Tap RESUME GROUP VISIT.

= 3

GROUP VISIT IN PROGRESS

Monday, March 4, 2019
GROUP VISIT: 000050

ABANDON GROUP RESUME GROUP
VISIT VISIT

CLIENTS SEARCH CLIENT

Enter Client Identifier

SEARCH CLIENT

3. Tapthe ‘Play’ icon (°) on a visit to complete.
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= -

GROUP VISIT: 000050

Joe Smith

Service: S5125 °|‘

Monday, March 4

TestVu@Test01$
KMSVu@Test001$

Service: G0299 ° ‘

Monday, March 4

4. Complete the visit following the individual visit process.

©

Tapping the ‘dash’ icon (e) allows the employee to abandon the individual
visit. An abandoned visit appears in Sandata EVV as an incomplete visit and
must be verified in Visit Maintenance.
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Completing all visits within a Group Visit Together

1. Log backin to SMC.
2. Tap RESUME GROUP VISIT.

1
LYy

GROUP VISIT IN PROGRESS

Monday, March 4, 2019
GROUP VISIT: 000050

ABANDON GROUP RESUME GROUP
VISIT VISIT

CLIENTS SEARCH CLIENT

Enter Client Identifier

SEARCH CLIENT

3. Tap COMPLETE GROUP VISIT.

GROUP VISIT: 000050

Joe Smith

Service: S5125 ° 6

Monday, March 4

TestVu@Test01$
KMSVu@Test001$

Service: G0299 ° ‘

Monday, March 4

ADD CLIENT

COMPLETE GROUP VISIT

ABANDON GROUP VISIT

7/15/2020
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4. Tap YES to confirm completion of the group visit.

Information

Are you sure you want to complete your group
visit?

When completing a group visit, the employee is completing his or her client’s
visits.

Abandoning a Group Visit

1. Log backinto SMC.
2. Tap ABANDON GROUP VISIT.

Il
by

GROUP VISIT IN PROGRESS

Tuesday, February 26, 2019
GROUP VISIT: 000019

ABANDON GROUP RESUME GROUP
VISIT VISIT

CLIENTS SEARCH CLIENT

Enter Client Identifier

SEARCH CLIENT

Don't have your client's information?

START UNKNOWN VISIT
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3. Tap YES to confirm abandoning the group visit.

Abandon Group Visit

Are you sure you want to abandon the group visit?

When abandoning a group visit, all of the employee’s visits within the group
appear in Sandata EVV as an incomplete visit and must be verified in Visit
Maintenance.
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Telephonic Visit Verification

Group Visit Call Reference Guide Sample

balling Instructions STXCACCOUNT®

Calling In: When arriving at the client’s home, make sure you have the following information:
*  Your Santrax ID.

{ @ *  Your Client{s) ID.
'/ /? *  Group visit code if available.

1 '3 Dial any of the toll-free numbers assigned to your agency.
If you are experiencing difficuities with the first toll- free number, piease use the second toll-free
number.

Call Reference Guide:

«COMPANY_NAME»

i)
‘ Santrax will say: "Welcome, please inler your Santrax ID.”

2. @ Press the numbers of your Santrax ID on the touch tone phone.

L]
k Santrax will say: “You entered (SANTRAX 1D). Press (1) for Yes, (2) for No.”

Agency Account Number: STX«ACCOUNT»

3. ‘@ Press (1) to confirm your Santrax ID or press (2) to retry.

i)
!. Santrax will say: “Is this a group visit? Press (1) for Yes or {2) for No.”

Write your Santrax ID number above for easy reference.

4, ‘@ Press (1) for group visit.

& Santrax will say: “Press (1) to start a new group visit, (2) to continue 1o your group visit,
‘ {3) to join a group visit, or [4) to exit group visit menu.”

Dial:

1-«Prima ry Phone» (1) To start @ new group visit: (3) To join an existing group visit:
or ® ) T
5. Press (1) to start a new group 5 Press (3) to join an existing group visit.
visit.
1 « Secondary_P hone)} ) Santrax will say: “Please enter the
Santrax will say: “You will stort a !. group visit code.”
A new group visit with visit code
(GROUP CODE)." '@,
6. Press the numbers of the group visit
Features: 6. Continue to step o code.
STX ID Verification / Playback  Group Visit — Yes g Santrax will say: “You will join the
R ‘ group visit with visit code (GROUP
ClOP Select Service CODE)."
Client Voice Recording Client Verification: Visit
H i TN q “... Please press (1) to add a client to the group visit, {2) to complete a visit for a client,
Client Verification: Service a9
‘. (3) to hear the group visit code, (4) to abandon this whole group visit or hang up if you

would like to end this call.”
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Calling Instructions STXCACCOUNT»

Calling Instructions

STX«ACCOUNT»

7. @J Press (1) to add a client.

@ Santrax will say: “Please select (1) to call in or 2) to call out.”

B. @] Press the (1) key to “Call In*".

‘:’ Santrax will say: “Received at (TIME). Please enter first client ID or hang up if done.”

g @] Press the numbers of the client’s 1D.
‘i‘ Santrax will say: “Please enter second client 1D or hang up if done.”

10. Repeat step e for each additional client beyond the first.
Or

-
v Hang up if done.

Calling Out: When leaving the dient’s home, make sure you have the following information
*  Your Santrax ID.
=  The Service ID.
*  The group visit code.
#+  The Client is available to verify the visit.

11. Follow steps €9 thru €) to and then continue.
) Santrax will say: “Press (1) to start a new group visit, (2) to continue to your group visit,
k (3) to join a group visit, or (4) to exit group visit menu.”
12 @ Press (2) to continue your group visit.

".“ Santrax will say: "Please enter the group visit code.”

13. @] Press the numbers of the group visit code.

Santrax will s3y: “You will continue group visit with visit code (GROUP CODE). Please
‘:l press (1) to add a client to the group visit, (2) to complete a visit for a client, {3) to hear

the group visit code, (4) to abandon this whole group visit or hang up if you would like

to end this call.”

NOTE: If you mode o mistake and need to discord all dato you have previsusly entered for

il visits in this group, press (4) to abandon the whole group visit.

14. @ Press the (2) key to complete the visit for a client.

@ Santrax will say: “Please select (1) to call in or (2) to call out.”

15.

19

21

22,

23,

24,

3 @J Press the (2) key to “Call Qut”.

@ Santrax will say: “Received at (TIME). Please enter first client ID or hang up if done.”

@3 Press the numbers of the client’s ID.

Q Santrax will say: “Please enter the Service ID.”

@3 Press the Service ID Number you performed.
Refer to your agency’s service list.

Q‘ Santrax will say: “You entered (SERVICE). Please press (1) to accept, (2) to retry.”

. @] Press the one (1) key to accept, or press the two (2) key to retry.
Q‘l Santrax will say: “To record the client's voice please press (1) and hand the phone to the
client, or press (2) if the client is unable to participate.”
@ Press '1" to record the client's voice.
OR
'@] Press "2' if the client is unable to participate.
if the client is unabie to porticipate, skip to step 0
[}
. * Hand the phone to the client and the client will be asked to state their name and today's
date.

ﬂ Santrax will say: “Please say your first and last name and today's date.”

. !‘9 The client should say their first and last name and today's date.
@ Santrax will say: “In call received at (TIME). Out call received at (TIME). Total visit length
k (MUMBER) minutes. Press (1) to confirm, (2) to deny, (3) to replay.”
A @ The client should press the appropriate option.
el Santrax will say: *The service performed was [SERVICE). Press (1) to confirm, (2) to
deny, (3) to replay.”
3 @ The client should press the appropriate option.

Q‘ Santrax will say: “Please enter second client ID or hang up if done.”

Repeat steps @ thru @for each additional client beyond the first.
or

-
+ Hang up if done.

Group Visit Call Process — Multi-Language Line

Call-In

1 Dial the toll-free number.

Spanish, press 2, etc.)

Santrax will prompt for to select a language. Each prompt will be heard in its
respective language followed by a selection number. (i.e. “For English, press 1, for

*Each prompt will be heard in its respective language.

2 Press the number that corresponds to the desired language.

Santrax will say: “Welcome, please enter your Santrax ID.”

employee record in Sandata EVV).

Press the numbers of the Santrax ID (this is system generated and can be found in the

7/15/2020
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Santrax will say: “You entered [repeats the Santrax ID entered], press 1 for Yes, press 2 for
No.”

If the Santrax ID entered does not match to an employee record, Santrax will say: “You have
entered an invalid Santrax ID, please try again.”

4 Press 1 for Yes.
Santrax will say: “Is this a Group Visit, press 1 for Yes or 2 for No.”
5 Press 1 for Yes.

Santrax will say: “Press 1 to start a new group visit, 2 to continue to your group visit, 3 to
join a group visit, 4 to exit group visit menu.”

6 Press 1 to start a new group visit.

Santrax will say: “You will start a new group visit with group visit code [XXXXXX]. Please
press 1 to add a client to the group visit, 2 to complete a visit for a client, 3 to hear the group
visit code, 4 to abandon this whole group visit or hang up if you would like to end this call.”

7 Press 1 to add a client.

Santrax will say: “Press 1 to call-in or 2 to call-out.”
8 Press 1 to call-in.

Santrax will say: “Received at [Time]. Please enter first client ID or hang up if done.”
9 Enter the client ID for the first client being added to the group visit.

Santrax will say: “Enter second client ID or hang up if done.” *

*Repeat step 9 for each client being added to the group visit.

10 Hang up.
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Call-Out

1

Dial the toll-free number.

Santrax will prompt for to select a language. Each prompt will be heard in its
respective language followed by a selection number. (i.e. “For English, press 1; for
Spanish, press 2, etc.)

*Each prompt will be heard in its respective language.

Press the number that corresponds to the desired language.
Santrax will say: “Welcome, please enter your Santrax ID.”

Press the numbers of the Santrax ID (this is system generated and can be found in the
employee record in Sandata EVV).

Santrax will say: “You entered [repeats the Santrax ID entered], press 1 for Yes, press 2 for
No.”

If the Santrax ID entered does not match to an employee record, Santrax will say: “You have
entered an invalid Santrax ID, please try again.”

Press 1 for Yes.
Santrax will say: “Is this a Group Visit, press 1 for Yes or 2 for No.”
Press 1 for Yes.

Santrax will say: “Press 1 to start a new group visit, 2 to continue to your group visit, 3 to
join a group visit, 4 to exit group menu.”

Press 2 to continue the group visit.
Santrax will say: “Please enter the group visit code.” *

*If the code entered is not valid, Santrax will say: “You have entered an invalid visit code.
Please try again.”

Enter the 6-digit group visit code.

Santrax will say: “You will continue the group visit with visit code [XXXXX]. Please press 1 to
add a client to the group visit, 2 to complete visit for a client, 3 to hear the group visit code,
4 to abandon this whole group visit or hang up if you would like to end this call.”

Press 2 to complete the visit.

Santrax will say: “Please select 1 to call-in or 2 to call out.”

Press 2 to call-out.

Santrax will say: “Received at [Time]. Please enter first client ID or hang up if done.”
Enter the client ID number.

Santrax will say: “Please enter the Service ID.”
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Press the three-digit ID of the care performed (Service IDs are listed on the back of the Call

11 Reference Guide).

Santrax will say: “You entered [Service]. Please press 1 to accept, 2 to retry.”

12 Press the 1 to accept.
After the service, Santrax will say: “To record the client’s voice please press 1 and hand the
phone to the client or press 2 if the client is unable to participate.
Press 1 to record client’s voice (hand phone to client):
Santrax will say: “Please say your name and today’s date.”
The client will say their name and the date.

Santrax will say: “In call received at [Time]. Out call received at [Time]. Total visit length
[number] minutes. Press one to confirm, two to deny.”

Client will press appropriate choice.

Santrax will say: “The service performed was [service]. Press one to confirm, two to deny.”
Client will press appropriate choice.

Santrax will say: “Enter second client ID or hang up if done.”

Enter the next client ID to complete from the group visit.

(repeat steps 10 — 12 for each additional client in the group)

Hang up when the last client has been entered.
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Visit Maintenance - Generating/Editing Group Visit Codes

A group visit code is only valid for a maximum of 24 hours. Within the 24 hour
period, once the last visit in group ends, the code is closed. The same code
cannot be re-generated within 72 hours.

Adding a Code

If a visit that took place should have been captured as a group visit, a user can create a group
visit code after the fact in Visit Maintenance. The group visit code can be generated from the
General screen of the Visit Details by clicking the GENERATE GROUP VISIT button. This creates a
6-digit code and adds it to the GROUP VISIT CODE field.

To apply a generated group visit code to other visits, use the search filters to find the visits. Once
the visit is found, click on the visit line to view the General screen and type the code into the
GROUP VISIT CODE field of the visit and save the record.

AGENCY ID AGENCY NAME PAY HOURS
CLAIMS 10010 01:00
HISTORY
PAYER PROGRAM SERVICE GROUP VISIT CODE
CLIENT VERIFIED TIME CLIENT VERIFIED SERVICE CLIENT SIGNATURE
No No No
VISIT SOURCE SCHEDULE ID
TestingQM 23 GENERATE GROUP VISIT CODE

Editing a Code

If a visit is linked to an incorrect group visit or was supposed to be part of an existing group
visit, a user can edit the existing code in the GROUP VISIT CODE field on the General screen of
the Visit Details.

m 10010 OHIO QA Template Agency 1
CLAIMS
PAYER PROGRAM SERVICE GROUP VISIT CODE
HISTORY ODM OHC OHCW HCA (551 * 000184
CLIENT VERIFIED TIME CLIENT VERIFIED SERVICE CLIENT SIGNATURE
Yes Yes Yes ™Mo
VISIT SOURCE SCHEDULE ID
TestingQA123
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If the code entered is not a valid group visit code, an invalid group visit code message displays.

v Invalid Group Visit Code.

Create Call

The Create Call feature allows the user to create a call in Sandata EVV for instances when a visit
occurred but the employee did not call-in or call-out.

1. Click CREATE CALL on the Visit Maintenance screen.

Visit Maintenance visit Maintenance /| Manage Visits Q  Account: 10060 - aso@sandata.com ~ B LOG OUT
Select a Visit o CREATE CALL
DATE SELECT MM/DDIY¥YY CUENT EMPLOVEE

08/1472017 2] to 08/16/2017 2] Enter Client Enter Employee

2. Search for and select a client.

Select Client
CLIENT FIRST NAME CLIENT LAST NAME CATEGORY

Enter Client First Name Enter Client Last Name Select Category
SUPERVISOR PAYER

All v Select Payer

LAST ACTIVE DATE

Q SEARCH CLEAR

Client ID + Client Name + Supervisor + Select

13895412 Callaghan. Alexandra

23632316 Chapman, Arnold E
1598878 Feld, Frank E

3. Click Next.

Previous Next Cancel
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4. Search for and select an employee.

Select Employee

EMPLOYEE FIRST NAME EMPLOYEE LAST NAME

Enter Employee First Name Enter Employee Last Name LAST ACTIVE DATE

Q SEARCH CLEAR |

Employee ID + Employee Name + Select
109046 Abrams, Al
August, Joe

6667778882 Keller, Kevin QB

5. Click Next.

6. Enter the DATE*, TIME* and SERVICE details.

Creating new Call

Set Date and Time

DATE = MM/DDAYYYY

TIME = HH:MM AM/PM

08/16/2017 =] 11:00 AM
TIME ZONE @ SERVICE
US/Eastern M G0299
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If creating a group visit call, click the GENERATE GROUP VISIT CODE button to obtain a

group visit number.

Create New Call

1. Find Client 2. Find Employee [ 3. Set Date and Time

Set Date and Time

DATE * MM/DDIYYYY

TIME * HH:MM AM/PM
02/18/2019 iz Enter Time
TIME ZONE SERVICE
US/Eastern

Select Service

GENERATE GROUP VISIT CODE

PREVIOUS FINISH CANCEL

1. Find Client 2. Find Employee [ 3. Set Date and Time

Set Date and Time

DATE * MM/DDAYVYY

TIME * HH:MM AM/PM
02/18/2019 [i2] Enter Time
TIVE ZONE SERVICE
US/Eastern

Select Service

GROUP VISIT CODE: 000059

PREVIOUS FINISH CANCEL

7. Click FINISH.
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9 Reports

Module Time

20 minutes
This lesson demonstrates how to generate Sandata EVV reports. At the
end of the lesson there are report descriptions.

Module Objectives

After completing this lesson, you will be able to:
® access reports;
e use Daily and Date Range reports; and
e sort and filter reports.
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Introduction

There are multiple reports available within Sandata EVV. Different users may have access to
different reports. When reports are generated, they can either be saved as a portable document
file (.pdf), Excel (.xIs) or a comma delimited file (.csv).

There are multiple filters that enable the user to retrieve only the data they want to see.

Access Reports

Click Reports & Exports>Reports on the Navigation panel.

Ll Reports & Exports

Reports

Reports — Main Window Elements

1. Select Report Select the REPORT TYPE and REPORT NAME of the report being
run.

.. __ The reports listed in the REPORT NAME field change
v based on the REPORT TYPE category selected.

e Daily: These reports display results for a selected single date.
e Date Range: These reports display results for a selected date

range.
Select Report o
REPORT TYPE REPORT NAME
Daily Reports v Active Clients v
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2. Select Timeframe

Select the time and/or date range of the reports being run.

FROM DATE Enter the beginning date of the date range
TO DATE Enter the ending date of the date range
FROM TIME Enter the beginning time of the timeframe
TO TIME Enter the ending time of the timeframe

FROM DATE MM/DD/YYYY

09/02/2017

FROM TIME HH:MM AM/PM

12:00 AM

Select Timeframe 9

TO DATE MM/DD/YYYY

] 09/02/2017 £

TO TIME HH:MM AM/PM

¢ 11:59 PM

©

3. Select Parameters

Various search options are made available for the user to
further limit the report results. Depending on the report
selected, the parameters can differ. Common filters include,
but are not limited to:

Filter Description

PAYER List of payers

PROGRAM List of programs

CLIENT Search for the client by last name or client ID
CLIENT Enter the client’s Medicaid ID number
MEDICAID ID

Select Parameters e

PAYER

All selected (1)

CLIENT

Enter Client

SUPERVISOR

All

PROGRAM

hd All selected (3) hd

CLIENT MEDICAID ID

Enter Client Medicaid ID

o RUN REPORT

4. Run Report

7/15/2020

Runs the report based upon the selected criteria.
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Running a report

- .pl‘f.l
l& Follow along with the instructor to run a report.

1. Click Reports & Exports>Reports from the Navigation panel. The Reports screen
displays.

Ll Reports & Exports

Reports

2. Select the REPORT TYPE and REPORT NAME.

REPORT TYPE

REPORT NAME

Daily Reports -

Active Clients v

Select Report Type Select Report Name

Daily Reports
Date Range Reports Active Employees
Call Listing

Call Summary
Visit Verification

@ Available reports differ depending upon which report type is selected.
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3. Enter Select Timeframe information.

Select Timeframe

FROM DATE MM/DD/YYYY TO DATE MM/DD/AYYYY
09/02/2017 = 09/02/2017 =
FROM TIME HH:MM AM/PM TO TIME HH:MM AM/PM
09:00 AM © 03:00 PM ©

For Daily reports, the default is always the current day’s date. For Date Range
reports, the default is the past two (2) weeks. Both types of reports can be
filtered further by entering time constraints.

Maximum date range is 730 days.

4. Set the desired search Parameters.

Select Parameters

All selected (1) - All selected (3) N

' FLIERT MERIE R 15
CLIEMT LIENT MEDICAID 1D

Enter Client

PROGRAM nor SUPERVISOR fields are necessary to run the report. CLIENT or

@ If there is more than one Payer, select from the drop-down list. Neither the
CLIENT MEDICAID ID narrows the results to just that client.

Parameters vary based on the report selected.

) To reduce the size of the report and ensure efficiency when running reports
v with longer date ranges or containing lots of data, it is best to select other
parameters such as: CLIENT or CLIENT MEDICAID ID.

5. Click Run Report. The Preview Report screen opens.

‘ RUN REPORT \
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Navigating a Report

€GO BACK“ 5
For an accessible version of this report, click "EXPORT TO EXCEL" to open report in Excel.

q.l 1 of3 b Pl a Find | Next (O]

1. Go Back: This links closes the Preview Report screen and re-displays the report search
parameters.

2. EXPORT TO EXCEL: This button produces an accessible version of the report in Microsoft
Excel.

3. Page Navigation: This section will display the current page vs. the total number of
pages. Navigate to a specific page by typing a number into the current page field and
pressing <Enter>. The arrows can be used to navigate to the first, next, previous and last
page.

4. Search Functionality: Allows you to find data on any page in the report. The Next button
jumps to the next instance of the search criteria within the document.

5. Export: The report can be exported into several formats:
4@ &

I XML file with report data |

CSV (comma delimited)
PDF

MHTML (web archive)
Excel

TIFF file

Word

If all report data is to be in a single table, export as CSV (comma delimited)
and open in MS Excel.

6. Refresh: Re-runs the report and renews the displayed data.

7. Print: Use this button to print the report.

Firefox and Chrome users should export the report to PDF and use the PDF
print tools.
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Sor

ting a Report

Account: N | |
Payer: ODM
Program: None

CALL

e EMPLOYEE
SPY *  SERVICE CLIENTID =  MEDICAIDID  CLIENT NAME = PHONE # NAME = EMAIL + SANTRAXID * TYPE~ TIME =

CALL

INDICATOR S

1. Report Grouping Tab: This tab displays general information pertaining to the report as

well as the sections for grouped reports.

2. Column Header: Clicking a column's header will sort the results in either ascending or

descending order based on that column's content.

.
If the column header has no arrow ( ™) next to it, the column cannot be

sorted.

. . . o) ) .
When a column is sorted, a visual indicator (**/ /=) reveals which column

and in which order it is sorted.

Export a Report

d.

7/1

.;).4.‘ Ii‘ Follow along with the instructor to export a report.

Click EXPORT TO EXCEL. The Opening Order Report.xls dialog box opens.

Opening Order Report.xls

You have chosen to open:
Ed Order Report.xls

which is: Microsoft Excel 97-2003 Worksheet

from: http://evv-vE-ga.sandata.com

What should Firefox do with this file?

() Sawve File

[ ] Do this automatically for files like this from now on.

OK

Cancel

5/2020 Provider Agency Training Guide
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Click OK to export the file. The report opens in Microsoft Excel.

Reports

-1 = Order Report [Read-Only] [Compatibility Mode] - Excel
Insert  Pagelayout  Formulas  Data  Review  View @ Tell mewhat you want to do

=2 Cut

% Cu Arial e £+ EWrapText General -'- 4 | Normal Bad Good Neutrd

E@ Copy ~ o
Paste ~ B I U- - = Merge & Center - | $ - % » | %8 8 | Conditional Formatas | Calculation Check Cell Explanatory ... |Input

- Format Painter Fermsimge THH==

Clipboard m Fant m Alignment Humber [} Styles

Al - fe || Account: OH UAT Acct 1 {10060)
B c | o | E | F - 1 J | K | L
1 [Account: OH UAT Acct 1 (10060}
o [COERTD “WEDICAID ID  CLIENT NAME PHONE % ADDRESS ciy s P LATITUDE LONGITUDE RDDR  CUSTOM 1D
AL

3 fostzzrz Fia0215271042  Adsms, John 215N 4th Street Columbus. OH 432150000 393872788 2ROl v
4 Mas20azes Fiossaranions  Adier, Jane 1239 Clentangy River Re Columbus. OH 432120000 393883358 sl028TIIZ Y
5 [Eescoss Tie2eeeTioNee  Adsel Jemy 1452 Grandview Ave Columbus oH 432120000 38547428 ELE T
6 [Erasess TOISI0ZT01  Aherations, Evelyn (BINETSBIN 1288 South Smrest Knaevile ™ 278010000 383322018 ISTET Y KODM0NFT
7 [itesssis F11222732488  Augusthy, Jovise (B31)742-2088 175 Tr County Parkwsy Cincinnati OH 452480000 39.282293 B44TEIETS Y
8 Meeszm TiI440TTEESS B, Toni (G1E)7ES4581 25 Warbor Fark B Fert Washinglon  NY 110500000 408107248 TagmsTs Y
9 TieosesT R Booker, Garry (516)326.9435 25 Harbor Drive Fort Washinglon  NY 110500000 405107248 TaemsTs Y
10 fBasrast F4si23789777  Bronner, Barsars 1684 Aschinger Blvd Columbus. OH 432120000 39.9858324 810288177 Y
11 5D W Toan St Columbus. OH 422150000 19.969109 820010812 Y
12 [Essz20027 7555754321588 Brown, Dolores (6162331412 55 Queens Ave Eimant Wy 116030000 405803085 TaTOR0EAT Y
=) r vy

r— -

ahanh

1
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Sample Available Reports

Role and security level determine the reports available. The reports support monitoring of visits

in the field to ensure that clients are receiving the services as required. The reports also help put
together the missing pieces in Visit Maintenance.

Daily Reports

Active Client Report: This report lists all active clients as of the date selected.

@

Use this report to view all client’s phone numbers, active addresses, identify
whether or not an address was verified by GPS, the Medicaid ID (for SMC).
Client ID (for TVV) and the custom ID field for cross reference.

Report Parameters
Account: 10060
For: 9/1/2017 - 9/1/2017 11:59:59 PM

ACTIVE CLIENTS

Account: OH UAT Acct 1 (10060)

CLIENTID % MEDICAID D CLIENT NAME 3 PHONE # ADDRESS 2

CITY 2 &r - P 2 LATITUDE LONGITUDE ADDR CUSTOM ID
VAL

Active Employees Report: This report displays all active employees for the

selected date. The report displays the employee ID, employee name, employee
email address, phone number and Santrax ID.

@

Use this report to view current employee information and review the
employee email address (for SMC) and Santrax ID (for TVV).

Report Parameters
Account: 10060
OH UAT Acct1

ACTIVE E M P LOYE ES For: 9/1/2017 - 9/1/2017 11:59-59 PM

Account:

OH UAT Acct 1 {10060) |

EMPLOYEE ID -

EMPLOYEE NAME = EMAIL - SANTRAX ID = PHONE ~ DEP +

7/15/2020
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e (Call Listing Report: This report displays all call activity from all available call

methods for the selected day and time range specified. The calls are listed one
after another individually with the beginning pages listing calls with missing data.

Use this report to review call activity for the day and time selected. This
report allows users to monitor trends in call activity and identify calls that
require editing, verification or exception handling.

Report Parameters

.:.;[coﬂ:uré:‘:‘:c_l_._; 2412017 11:50:50 PM
Call Listing
Account:
Payer: None
Program: Nong
EMPLOYEE CALL CALL
SPV +  SERvICE CLIENTID *  MEDICAID ID CLIENT NAME + PHONE # NAME > EMAIL ¥ SANTRAXID + Type  TIME + INDICATORS
Grand Total of Actual Calls: 2
G Sandata 8I24/2017 10:59:43 AM Page 1 of 2
e Call Summary Report: This report pairs the Start and End calls and calculates the
hours worked.
Use this report to review current visit information on a daily basis and
identify the incomplete visits from the previous day that need correction or
follow up. This report allows users to monitor trends in call activity and
exception handling.
Report Parameters
Account:
Call Summary For: 8152017 - 815/2017 11:50:50 PM
Account:
Payer:
Program: None
CLIENT EMPLOYEE CALLS BILL
SERVICE = CLIENTID = MEDICAID ID NAME = NAME = EMAIL SANTRAXID = START END HOURS HRS =
G0156 0131 PM 14400 @
soise 1524w [ 1zarem & 900 Q@
G0156 01:08 FM D 0:13FPM # 0.08 300
G0156 Q17 PM D 01:20PM # 0.05 130
60158 1222FM D 12:20PM # 12 20
vt
Grand Total of Billed Hours: 14.47
Grand Total of Visits: 27
Grand Total of Completed Visits: 22
€y Sandala 6/24/2017 12:58:30 PM Page 11 of 12
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e Visit Verification Report: This report provides information for visits on a given
date. Reported information for each visit includes all call, adjusted and client
verification information.

Use this report to view all information about a visit.

Report Parameters
s
Visit Verification Report
Account:
Payer:
Program: None
Service: None
ACTUAL ADJUSTED BILL CLIENT VERIFIED
MEDICAID ID CLIENT EMPLOYEE START END HOURS| START END HOURS| HOURS|SERVICE TIME SIGNATURE
Montgomery, Julist Smythe, Sylvester 5207 D 11:52 AM D 12:07 PM 025 0285 N
Rzazon Codas
21 (test)
Montgomery, Julist Smythe, Sylvester 7 0 1zzzem [ 1220em 012 g1z Yes Ye:
Montgomery, Juist 17 0 mozrm O o1arm 0.0s npg  Yes  Yes N
Montgomery, Julist r O marem O or20pm 003 pog e Yes e
Montgomery, Julist Smythe, Sylvester T D 01:31 PM 01:30 PM  05:30 PM 400 400 N
Reason Codes
21 (test)
€ Sandata 8/24/2017 1:43:58 PM Page 10f2
e Expiring Authorizations Report: This report allows you to review all
authorizations that are ending on a given date.
Use this report to determine whether new authorizations need to be
requested for client care.
REEDI"t Parameters
Account: 60110
Expiring For: 04/01/2019 12:00 AM - 06/12/2019 11:59
PM
Fayer: All
Authorizations
CLIENT PROGRAM MEDICAID ID SOC  PRIOR AUTHENDDATE SERVICEID EVENTID REF NUM
Dyer, Mike G. P1 123456789 21412019 43012019 59124 DEF 55555
Total: 1
6 Sandala 61212019 12:35:17 PM Page 1 of 1
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e Clients/Members Without Authorizations Report: This report allows you to
review all clients that are missing authorizations or have expired authorizations
within the specified date. The report details include the client name, Medicaid
Payor ID and authorization expiration date.

Use this report to review all clients who are missing authorizations or who
have authorizations that have expired.

Report Parameters
Members Without Authorizations - A& ofDats 412020
Agency

Account: S SR & — ‘

HOME § (€377)

CLIENT NAME 1D TYPE MEDICAID | PAYER ID & AUTHORE 2RO =
M
M 1018/2018
M 06/30i2019
M 061302019
M 1217/2019
M 0812212019
M 112612018
M 09/30/2019

Page 9-12 Provider Agency Training Guide 7/15/2020
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Date Range Reports

These reports should be run after Visit Maintenance is completed. The corrections made in Visit
Maintenance are reflected in these reports.

1. Client Visit Summary: This report shows all visits for the selected date range sorted by
client, with each client on their own page. Results are sorted per visit, per service. The
report includes basic information such as: visit date, Santrax ID, employee name,
number of visits, visit start and end time and visit hours.

Use this report to review visit hours and information by client. It is a useful
@ tool to review what services were provided to a client for a given time. It also
assists in monitoring trends in the services clients are receiving.

Report Parameters
Account:
For: Q282017 - 10/12/2017 11:59:50 PM
ACCOUNT: L |
PAYER:
SPV:imm
CLIENT 1D: 0 e
MEDICAID ID: SR
CLIENT NAME 00 =0
o s # VISIT s = s
PROGRAM SERVICE ~ SANTRAX ID ~ EMAIL EMPLOYEE = = + SHRT+ END - ZOFVISITS HOURS
1070217 137 AM 11:30 AM 0.03
1000217 42 AN 1144 AN 003
Client/Date Sub-Total: 2 007
Client Totals: 2 007
() Sandata 101 2/2017 8:00:57 AM Page 10of3
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2. Detail Visit Status Report: This report is a detailed view of all visits based on the
selected date range and parameters. The report groups the client and employee
information pertaining to the visit with the visit details such as, exceptions, services,
date, time and the actual/adjusted call-in and call-out times.

Use this report to review a detailed overview of all visits within a selected
date range. It assists in easily identifying visits that have statuses that need to
be corrected. The report can also be printed based on exceptions or visits

that need exception handling in order to get them to a verified status for
claims validation.

Report Parameters
Account:
For: 8/1112017 - 8/11/2017 11:69:50 PM
Detail Visit Status R rt
Account:
Payer: None
Program: None
SPV: None
Status: Incomplete
Scheduled call Adjusted
VisitID v Medicaid ID + Client = Employee » Service v Date v Start  End n Out n Out Exneplions
1783805088 Doe. John 0811112017 10:22 AM Unknown Clients, Visits Without In-Cslis
Client Signatur n. Servics Verfication
1783808512 Doe. John 0811112017 10:25 AM Exception ent Jerfication
Excaption Vithout In
Client Signature Exception, Missing Service,
1783520812 Mir, Roman 081172017 11:30 AM Unknown Clients, Vist Verification Excaption, Visits
Without In-Calis
Sub Total # of Visits: 3
G Sandata 81112017 12:53:45 PM Page 3 of 4
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3. Summary Visit Status Report: This report is a summary view of the status of all visits
based on the selected date range and parameters. The results are grouped by the
duration of time each visit has remained in the same status. It shows visits in a 31 day or
monthly range.

Use this report to review the status of all visits within a selected date range at
a summary level. The report provides an easy way to quickly identify those
visits requiring exception handling. When visits are identified, users can run a
more detailed report for that specific visit to identify and correct exceptions.

Report Parameters
Account
For: 811/2017 - 8/14/2017 11:38:59 PM

Summary Visit Status Report

Account
Payer- ODM
Program: None

Age
Status <1 Days 1-5Days §-10 Days 11 -15 Days 16 - 21 Days Total
In Procsss 0 1] ] 1] ] (1]
Incomplste 0 12 ] 1] ] 12
Werified 0 15 ] 1] ] 15
Processed 0 o o o o o
Omit 0 o ] o ] [
Total # 0 a7 (1] (] (1] a7
€y Sandata 81412017 9:51:25 AM Page 1 of 2
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4. Authorization Summary Report: This report displays a summary of client authorizations
sorted by payer. Authorizations specify the number of units, visits, or hours for a service

and time period.

Use this report to review used and available units for authorizations in the
selected date range. This can be useful for requesting additional
authorizations.

Report Parameters

Account: 60110

For: 05/29/2019 12:00 AM - 06/12/2019 11:59 PM

= = Payer: All
Authorization Summary

Supenvisor: All
CLIENT PROGRAM MEDICAID ID CASE MGR SOC SERVICE EC REF NO TOTAL UNUSED FROM TO LIMITATION FORMAT
Payer: Medicaid Fee for Service
America, Captain FHH 01201991 06/05/2019 10212 DEF 123456789 0.00 000 06/052019 12/31/2019 None Hour
Arena, Susan FHH 564747575435353254 06/05/2019 10212 DEF Not present 0.00 000 06/052019 12/31/2019 None Hour
Arena, Susan FHH 564747575435353254 06/05/2019 12062 DEF Not present 0.00 000 06/052019 06/05/2019 None Hour
Arena, Susan FHH 564747575435353254 06/05/2019 10212 DEF Not present 0.00 000 06/05/2019 06/05/2019 Mone Hour
Arena, Susan FHH 564747575435353254 06/05/2019 12062 DEF Not present 0.00 000 06/05/2019 12/31/2019 Mone Hour
Crafto, Michael W. FHH 976312468 06/04/2019 10212 DEF MWC-2 0.00 000 06/05/2019 12/31/2019 Mone Hour
Freely, | P. FHH 1357908642 06/05/2019 12142 DEF MWC-1 0.00 000 06/05/2019 12/31/2019 None Hour
Jessup, Nathan FHH 999888777 06/05/2019 10212 DEF 212121 10.00 900 06/052019 12/31/2019 None Hour
Liguori, Linda FHH 456457456756 06/05/2019 10212 DEF Not present 0.00 000 06/05/2019 12/31/2019 None Hour
Liguori, Linda FHH 456457456756 06/05/2019 12062 DEF Not present 0.00 000 06/05/2019 12/31/2019 None Hour
Fitt, Brad FHH 987099123 10212 DEF B-0987 0.00 000 06/05/2019 08/15/2019 None Hour
QA_H_PI, Christinao FHH AMpijksd 118472893423 05/01/2019 12142 DEF Not present 0.00 000 05012019 01/31/2020 None Unit
Smith, Jehn FHH 234562378 06/05/2019 10212 DEF 56478 0.00 000 06/05/2019 12/06/2019 None Hour
Smith, Kawhi A FHH 582056578 04/01/2019 12102 DEF 000061258974 250.00 24025 06/05/2019 08/31/2019 None Hour
Snow, Phoebe FHH 5522331q 06/02/2019 10212 DEF 12345232423emefl 0.00 000 06/02/2019 12/06/2019 None Hour
Stark, Tony FHH 123456789012 10212 DEF Not present 0.00 000 06/052019 12/31/2019 None Hour
Wayne, Bruce FHH 1212123 06/06/2019 10212 DEF 35342554 0.00 000 06/05/2019 10/05/2019 None Hour
‘Wunder, Buster FHH 89721 06/05/2019 10212 DEF 90761 42000 42000 06/05/2019 01/31/2020 None: Hour
Sub Totals: Clients: 14 Auths: 18
6 Sandata 6/12/2019 12:28:44 PM Page 10f2
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5. Visit Log Report: All visits associated with each client within the selected date range are
listed with one client per page in this report.

Use this report to track your client's visits by monitoring call times, bill

information and reason codes applied.

Account:
Payer: ODM
Client Name:
Client Medicaid ID:

Visit Log Report

Report Parameters
Account #
Account Nam

e
For: 8/8/2017 - 8/14/2017 11:59:59 PM

call Actual Adjusted Bill
Program  Service  SPV  Priority Employee Name + Visit Date ~ in out Hours|Start  End Hours| Hours  Rate Reason Codes
None Wed 08/08 0223PM  0224PM 002 002 0O 10, 12,38 51
None Wed 08109 0215 AM  DE3ZAM 128 128 0 10,11, 12,35, 35,3
6 Sandata 8/14/2017 11:35:14 AM

Page 1 0f 35

6. Visit Verification Activity Summary Report: This report contains a list of modifications
for each visit. Only the modified visits are included in this report and the report is sorted
by the user who performed the Visit Maintenance.

Use this report to review visit modifications. It includes what change was
made, who made the change, when and why the change was made and the
reason code related to the change.

Visit Verification Activity

Report Parameters

-
For: 9/28/2017 - 10/12:2017 11:50:50 PM

Account: I |
Payer: N
Program:
ACTUAL ADJUSTED BILL
T cuewt ¥ EMPLOVEE ¥ SERVICE ¥ VISTOWE > START END HOURS| sTaRT  END HOURS |[HOURS *  ReasoncODE oMM

Visit Exception - Acknowledge Service Verification Exception - - 10342017 01:30 PM

won 1z (O 1142M 0 11eeam 002 003 18 N
Visit Excception - Acknawiedge Visit \erification Exception - A - 10//2017 01:30 PM

Moniomz (] 1142 AM O 1a4m oo oo 18 N
Vigit Extception - Acknowiedge GPS Distance Exception - F - 10/3/2017 01:30 P

mon 1002 ([ miazam 0 1aaam 002 002 18 N

Total Visit Updates: 3

() Sandata 101272017 8:15:01 AM Page 20of 5
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7. Visit Verification Exception Report: This report details the various exceptions found in

Visit Maintenance and lists each exception type page by page with all applicable visits.
Example: GPS Distance Exception.

Use this report to review the visit verification information and activity for a
date range. It lists currently applied exceptions.

v Visits with multiple exceptions appear on multiple pages.

Report Parameters

For: 9/28/2017 - 10/12/2017 11:58:58 PM

Visit Verification Exception

Account o — | L
Payer:

Program: B

Service: N

Ex ion Type: Client Sig Ex

ACTUAL ADJUSTED BILLED REASON
SPV T MEDICAIDID CLIENT EMPLOYEE * VISIT DATE * START END HOURS| SWRT END  HOURS HOURS - CODES TASKS EX
123455 Mon 10/08 €, 0827 AM
i Fri 10708 {* 1120 AM
g Fri 10708 \* 11:52 AM

Total of Actual Hours: N/A
Total of Adjusted Hours: N/
Total of Billed Hours: N/A

Total of Visits: 3

() Sandata 10M2/2017 8:20:29 AM Page 10f 23
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8. Visit Claims Verification Status Report: This report lists all visits within selected date
range regardless of the visit’s status and shows the last time each visit was returned to
the payer for validation.

Use this report to track what visits have been matched to the claim for a visit
or the remaining balance to reconcile outstanding claims.

Report Parameters
Account: 1
For: /282017 - 101122017 11:50:50 FM
= - - - - - Visit Status: In
Visits Claims Verification Status Prasas Incompite Vaafias Procassed Covit
Account: I |
Provider Medicaid 1D s
Visit
Payer Program Service HCPCS Client Name Medicaid 1D Visit Date Start End Visit Status Batch 1D Transaction |D Visit Verified Date
10002/2017 1142 AM 11:44 AM enfied
A0 2017 08:24 AM Incompiets
A0 2017 08:25 AM |Incomplete
A0S 2017 03:32 PM Incompiets
102017 0227 AM | Incomplets
102017 0228 AM | Incomplets
100092017 0847 AM |Incomplete
OB282007 05:18 PM Incompiets
10v0872017 11:28 AM Incompicts
A0 2017 08:45 AM Incompiets
AWO 2017 12:00 PM 1219 PM |Verified
10/ 2017 03:30 PM Incemplets
OW232017 04:50 PM Incemplets
10002/2017 11:33 AM 11:35 AM | Incompiete
10002/2017 11:37 AM 11:30 AM  |\enified
10V02017 08:55 AM Incompiets
Q232017 04:50 PM Incompiets
A0 2017 08:23 AM Incompiets
OW232017 05:16 PM Incemplets
10/ 2017 11:52 AM Incemplets
Sub Total # of Visits: 20
Total # of Visits: 20
() Sandala 10/12/2017 8:25:06 AM Page 10f1
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Glossary

A

Administrator

Aggregator

Alternate EVV System

C

Client

D
Dashboard

E

Employee

EVV
Exception

FVV

G

GPS

M

Manual Call

MVV

P

Privilege

Page 10-2

The person at the agency with the ability to create new users,
assign roles, system privileges and reset passwords.

A central data store for Sandata EVV and alternate data
collection EVV systems

Any EVV system that is not Sandata’s

A person who receives services through the Medicaid
program

Real-time status of the current day’s visit exceptions

A person who is employed by an agency provider to provide
care to one or more clients

Electronic Visit Verification

Indicates missing visit information or visit information that does
not meet the rules of the program

Fixed Visit Verification is the method of calling in and out for a
visit when a client does not have or allow the caregiver to use
their phone and the caregiver is unable to use the mobile App.

Global Positioning System

Corrective action for the visit exception Visit Without In-
Call/Visit Without Out-Call

Mobile Visit Verification, the process of using a mobile app to
capture the start and end of a visit

A single security permission that controls an action in the Sandata
EVV system

Provider Agency Training Guide 7/15/2020
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R
Reason Code A pre-defined list of reasons/explanations for the various
correction scenarios. A reason code must be selected when
making a change to data in Visit Maintenance
Role A group of privileges (permissions) assigned to the user which
allows the user to perform visit activities in Sandata EVV
S
Sandata EVV Sandata’s Electronic Visit Verification system
Santrax Sandata’s telephonic visit capture product name
Security The module in Sandata EVV where users (office staff) are set up

to use the system

Sandata Mobile Connect Sandata’s mobile visit verification application
(SmMcQ)

T
Telephonic The system used to record calls for visits.
Telephony (TVV) The use of a telephone to record visit data and verification
when SMC is not available
U
User A person with a unique login and password to the Sandata EVV
system
Username One of the fields required to log in to the Sandata EVV system or
to log in to the Sandata Mobile Connect App
\'}
Visit A "visit" is the electronic service provided during an in-person
encounter to a client in a home and community-based setting.
Visit Maintenance The module within Sandata EVV where visits can be corrected

and/or acknowledged
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