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• Define key terminology
• Create and manage portal users
• Create and manage portal user 

roles
• Change a user’s password

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

• Client—A member/participant who 
receives services through 
Wisconsin Medicaid

• Privilege—A single permission 
within the Sandata EVV Portal

Key TerminologyKey Terminology
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• Role—A group of privileges 
(permissions) assigned to the user 
that allows the user to perform visit 
activities in Sandata EVV Portal

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

Key TerminologyKey Terminology (Cont.)

4



• User—A person with a unique login 
and password to Sandata EVV 
Portal

• Username—The user’s email 
address

Key TerminologyKey Terminology (Cont.)
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EVV Portal Security

• The provider agency’s lead contact listed on the secure ForwardHealth Portal 
should be the first individual to take the EVV training. 

• This person will be assigned the role of security administrator for the Sandata 
EVV Portal.  

• The provider agency administrator listed in the ForwardHealth portal will receive 
the Sandata Welcome e-mail with information to access Sandata EVV Portal. 

• At least two portal security administrators are recommended per provider agency 
to maintain coverage if the administrator is unavailable or to prevent being locked 
out of the Sandata EVV Portal.
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EVV Portal Security (Cont.)

• The security administrator should assign other administrative 
employees to Sandata EVV Portal user roles. This is done within an 
employee profile on the Sandata EVV Portal. 

• When deleting or editing any data within the Manage User Roles 
option, keep in mind any changes may affect user access throughout 
the provider agency. 
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EVV Portal Security Settings

The security settings allow security administrators to:
• Assign roles to specific users.
• Create user roles.
• Assign system privileges to roles.
• Grant and revoke system privileges.
• Reset user passwords.
• Reset own password.
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Accessing Portal Security Settings

• Log in to the Sandata EVV Portal.
• Locate the navigation panel on the right side of 

the screen.
• Select Security. The security panel will expand 

and display three sections of security settings.
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Accessing Portal Security Settings 
(Cont.)

1. Manage Users—Allows the user to create and 
maintain users.

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

3. Change Password—Allows the logged in user to 
change their own password.



Creating an EVV 
Portal User 



Creating an EVV Portal User: Searching 
for User

• Click Security.
• Select Manage Users from the drop-down menu.
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Creating an EVV Portal User: Searching 
for User (Cont.)

• Enter the appropriate criteria 
(user name, first name, or last 
name).

• Click Search.
• Select Create User button if 

User Not Found message 
displays.
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Creating an EVV Portal User:  Creating a 
New User
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Creating an EVV Portal User: Creating a 
New User (Cont.)

• Enter the user’s email address; this will become their username.
• Enter user’s first and last name.
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Creating an EVV Portal User: Creating a 
New User (Cont.)

• Assign a role for the user to have functionality in the EVV Portal. There 
are pre-configured roles available.

• Highlight the selected role and click the > button to move it into the 
Assigned Roles box. 
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Creating an EVV Portal User: Creating a 
New User (Cont.)

• Click Create User. A successful confirmation dialog will be displayed.
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Creating an EVV Portal User: Creating a 
New User (Cont.)

• Use the temporary password that 
Sandata EVV will send to the email 
address entered during the user set up.

• Click Login and set the permanent 
password.



Creating a New 
User Demonstration



Modifying a 
Portal User 
Security
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Modifying a Portal User Security: 
Unlocking a User Account

• Perform a user search. (Refer to slides 12–13 to review steps.)
• Click Edit      in the Actions column on the right-hand side of the 

screen of the appropriate user. The Modify User screen will be 
displayed.
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Modifying a Portal User Security: 
Unlocking a User Account (Cont.)

• When the Locked box is 
checked, the user is locked out 
of the EVV Portal.

• To unlock the account, uncheck 
the Locked box.

• Click Modify User. A successful 
confirmation message will be 
displayed.
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Modifying a Portal User Security: 
Resetting a Password

• Perform a user search. 
• Click Edit in the Actions column on the right-hand side of the 

screen of the appropriate user. The Modify User screen will be 
displayed.
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Modifying a Portal User Security: 
Resetting a Password (Cont.)

• Click the Reset Password button.
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Modifying a Portal User Security: Adding 
or Removing User Roles

• Perform a user search.
• Click Edit  in the Actions column on the right-hand side of the 

screen of the appropriate user. The Modify User screen will be 
displayed.
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Modifying a Portal User Security: Adding 
or Removing User Roles (Cont.)

• Add/remove roles to 
the assigned roles box 
using arrows < or >.

• Click Modify User. A 
successful 
confirmation message 
will be displayed.



Modifying a Portal 
User Account 
Demonstration



Deleting an 
EVV Portal 
User Account 
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Deleting an EVV Portal User Account

• Perform a user search.
• Click Delete under the Actions column on the right-hand side of the 

screen of the appropriate user. The Delete User confirmation box will be 
displayed.
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Deleting a Portal User Account (Cont.)

• Click Delete. A successful confirmation message will be displayed.



Deleting a User 
Demonstration



Managing EVV 
Portal Security 
Roles
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Managing EVV Portal Security Roles

• Roles allow security administrators to tailor a set of system functions 
for each job title in the organization.

• Editing a role will affect all users who have been assigned that role.
• Sandata has pre-configured roles that cover all functions of the 

system.
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Managing EVV Portal Security Roles 
(Cont.)

• Sandata EVV includes the following standard set of roles across all 
agencies.


Sheet1

		INDIVIDUAL PROVIDER		Limited access view Authorizations from feed, Visit Maintenance(View only) and Reports. 

		ASST_COORDINATOR		Sandata EVV Portal generalist that supports visit verification and visit reporting

		COORDINATOR		Asst_Coor role, plus Intake/manage clients, intake/manage employees.

		SECURITY_ADMIN		Coordinator role, plus Agency set up, create and manage all EVV portal users.







Creating a New 
Security User 
Role
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Creating a New Security User Role

• Click Security.
• Select Manage User Roles from the 

drop-down menu. The Manage User 
Roles screen will be displayed.
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Creating a New Security User Role 
(Cont.)

• Click the Create User Role button.
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Creating a New Security User Role 
(Cont.)

• Enter a role name. 
• Enter role description (optional).
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Creating a New Security User Role 
(Cont.)

• Highlight the privilege(s) 
to be assigned to the new 
role in the Available 
Privileges box.

• Use arrows to move 
available privileges to the 
assigned privileges box. 

• Click Create User Role.
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Creating a New Security User Role 
(Cont.)

• A successful confirmation message will be displayed.



Creating a New 
Security User Role 
Demonstration



Modifying EVV 
Portal Security 
User Roles
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Modifying EVV Portal Security User 
Roles 

• Click Security.
• Select Manage User Roles from the 

drop-down menu.
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Modifying EVV Portal Security User 
Roles (Cont.)

• Scroll through the list of roles and select the role to be edited.
• Click Edit in the Actions column on the right-hand side of the screen of 

the appropriate role. 
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Modifying EVV Portal Security User 
Roles (Cont.)

• Add available privileges or remove assigned privileges as necessary. 
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Modifying EVV Portal Security User 
Roles (Cont.)

• Click Modify User Role. If successful, a confirmation message will be 
displayed. 



Modifying EVV Portal 
Security User Roles 
Demonstration



Deleting EVV 
Portal Security 
User Roles
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Deleting EVV Portal Security User Roles

• Click Security.
• Select Manage User Roles from the 

drop-down menu.
• Select Security Role to make 

changes.
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Deleting EVV Portal Security User Roles 
(Cont.)

• Scroll through the list of roles and select the role to be deleted.
• Click Delete in the Actions column on the right-hand side of the 

screen of the appropriate role. The Delete User Role confirmation 
message will be displayed.



51

Deleting EVV Portal Security User Roles 
(Cont.)

• Click Delete. A successful confirmation message will be displayed.



Deleting EVV Portal 
Security User Roles 
Demonstration



Resetting a 
User’s Own EVV 
Portal Password
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Resetting a User’s Own EVV Portal 
Password 

• Click Security.
• Select Change Password from the drop-down 

menu. The Change Password panel will be 
displayed.
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Resetting a User’s Own EVV Portal 
Password (Cont.)

• Enter the current password in the Old 
Password field. Passwords are case 
sensitive.

• Enter the new password in the New 
Password field; enter it again in the 
Confirm New Password field.

• Click Save.



Resetting a User’s 
Own EVV Portal 
Password 
Demonstration



Resources



Resources
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• EVV Customer Care at 833-931-2035​
o Hours prior to September 14, 2020: Monday–Friday, 8 a.m. – 5 p.m.​
o Hours after September 14, 2020: Monday–Friday, 7 a.m. – 6 p.m.​

• Email support at VDXC.ContactEVV@wisconsin.gov
• EVV webpage at https://www.dhs.wisconsin.gov/evv/index.htm

for information about:​
o Training Resources​
o EVV in Wisconsin​
o The ForwardHealth Portal​

mailto:VDXC.ContactEVV@wisconsin.gov
https://www.dhs.wisconsin.gov/evv/index.htm


Questions



Thank
You
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