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• Search for a client. 
• Add a client record.  
• Update a client record. 

Overview Objectives
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• Client—A member or participant 
who receives services through  
Wisconsin Medicaid 

• Employee—A person (worker) who 
is providing care to one or more 
clients

Key Terminology
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Client Information Exchange

• Client information is populated in the Sandata system based on the  
DHS member file and authorization file.

• Both files are part of the nightly file transfer to Sandata. 
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Accessing EVV Portal Clients Module

• Click Clients from the navigation panel to access 
client records. The Client/Program search screen 
will be displayed. 
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Search for a Client

• There are two ways to perform a client search. 
• The first way is by clicking the Search button without entering any 

data. This will bring up the entire list of clients for the agency.  



Search for a Client (Cont.)

• The second way is to enter values in the search criteria fields. 
• Complete one of the fields or a combination of fields.  
• Click Search. All matching results are displayed at the bottom of the 

screen.
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Search Results

• Results will be displayed.



Search for a Client 
Demonstration 



Create a Fee-
for-Service 
Client



New Client Information: Fee-for-Service

• A client’s information will not be in the Sandata system in some 
instances, including:
– The client’s Medicaid eligibility is not on file yet. This is resolved 

when the client’s member file is transferred from DHS.
– A fee-for-service client doesn’t have an authorization on file due to 

having under 50 hours of personal care. This is resolved by 
manually adding a client to the Sandata electronic visit verification 
(EVV) client module. 
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New Client Information: Fee-for-Service 
(Cont.)
– The authorization has not been sent to Sandata yet. This is 

resolved when the authorization is received within the Sandata 
system.  
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New Client Information: Fee-for-Service 
(Cont.)

• Creating a FFS client can only be done in the Sandata EVV Portal.
• Search for client.
• Click Create FFS Client button if client is not found. 
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New Client Information: Fee-for-Service 
(Cont.)

• Enter required data and click Create FFS Client. The new fee-for-
service client record is created, and the personal screen is displayed 
for additional data entry. 
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Personal Information: Fee-for-Service

• Navigate through the fields 
and enter required data.
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Personal Information: Fee-for-Service 
(Cont.)

• Enter information in the optional fields that make sense for your 
business’ use of the Sandata EVV Portal. 
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Address: Fee-for-Service

Enter client’s address: Address Type, Address Line 1, ZIP code, City, and State.
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Contact Information: Fee-for-Service

Enter any other phone numbers, if any, for EVV use with the client. 
Set as Billing is not used in the DHS EVV system. 



20

Client Status: Fee-for-Service

Search

• Change the Client Status field from 01- Pending to 02- Active.
• The Effective Date field defaults to the date the client record is created.
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Client Services: Fee-for-Service

• Click the + sign to add a service. 
• Select the Service from the drop-down list and add a Begin Date. 
• Click Save.
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Client Payers: Fee-for-Service 

• Click the + sign to add a payer. 
The Payer field will be auto-
populated with Wisconsin Fee 
For Service (WIFFS).
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Client Authorization: Fee-for-Service

• Add Authorization.
• Click the + box.
• Complete authorization details.
• Click Save and close.



Create New Fee-for-
Service Client 
Demonstration 



Modify 
Clients
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Modifying Client Data

• Modifying client data in the Sandata EVV Portal is limited to:
– Additional address
– Additional phone number
– Additional email address
– Client status
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Modifying Client Data (Cont.)

• Updates to client information must be reported by the client to the 
client’s local income maintenance agency or tribe, online through the 
client’s ACCESS account, or by using the Medicaid Change Report 
(F-10137).

• Changes within the Sandata EVV Portal are not retroactive. The 
previously available client information continues to be in effect for all 
calls and visits prior to the change.
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Modifying Client Data (Cont.)

• Search for client.
• Click Edit next to the desired client name.
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Modifying Client Data (Cont.)

• Select the Add New Address button to add an additional address.
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Modifying Client Data (Cont.)

• Select Address Type ‘O’-Other from the drop-
down menu.

• Enter Address Label. This should be a 
reference that will help you identify this new 
address type. (For example, Secondary phone 
number.)

• Click Save and Close.



31

Modifying Client Data (Cont.)

To add an additional phone number or email:
• Make note of the client’s home address to manually enter later.
• Click Add New Address. 
• Do not select the current address from the drop-down menu. 



Modifying Client Data (Cont.)

• Manually re-type the current address, even 
if there is not an address change, in order 
to be able to save changes. 

• Add the phone number or other additional 
information.
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Modifying Client Data (Cont.)

• Addresses (2) will be displayed, meaning 
there are two addresses in Sandata.
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Modifying Client Data (Cont.)

• Change the Status field from 01- Pending to 02- Active.
• The Effective Date field defaults to the date the client record is created.

Search
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Modifying Client Data (Cont.)

• Click Save & Close.
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Modifying Client Data (Cont.)

• The following data cannot be changed in the Sandata Portal:
– Client first and last name
– Medicaid ID
– Authorized services
– Current home address
– Current home phone number
– Current home email address



Modify Clients 
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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