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Overview Objectives

« Search for a client.
 Add a client record.
« Update a client record.
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Key Terminology

* Client—A member or participant
who receives services through
Wisconsin Medicaid

« Employee—A person (worker) who
IS providing care to one or more
clients
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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 e
client records. The Client/Program search screen EVY

WI” be dlSpIayed Q Navigate Modules

28 Dashboard
i Clients
B Employees

£ Visit Maintenance

lal Reports and Exports ¥

&, Security e

Online Manual
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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.

Clienis clients & LOG OUT

Select a Client / Program

LAST MAME FIRST NAME STATUS CREENT D

Enter Last Name Enter First Mame | | Solact Status w Enter Client ID |
CLIENT FaYER 10 MECICK G (B PROGREM LaANGUIAGE

Enter Client Payer ID Enter Medicaid ID | | Select Program b Selert Language w |

PRIMARY PAYER

Select Primary Payer ~
) cuean
Mg search performed yet
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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.

Selecta Client / Program  As of: 10:34 AM

LAST NAME FIRST HAME STATUS CLIENT ID

fourteen Enter First Mame Select Status Enter Client ID
CLIENT PAYER I MEDICAID ID PROGRAM LANGUAGE

Enter Client Payer 1D Enter Medicaid ID Select Program Select Language

PRIMARY PAYER

Select Primary Payer

- =3
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Search Results

* Results will be displayed.

Shew:| 10 W per page

|1z showing 1-2 of 2 entrles
Name A Pregram  Status Supervisor Medicaid |0 Client Payer D  As OF S0C EOC  Services
# TestMbrFourteen. andata | WIFFS i Active FhooneEe22 Qr2220 B2 220 T1Q148
# | WIMCO & Active 299666622 GI24/20 BI24720 55126
£ | = 1| x| = Showing 1-2 of 2 entries
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New Client Information: Fee-for-Service

« Aclient’s information will not be in the Sandata system in some
iInstances, 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.

Select a Cllent / Program  As of: 1017 AM ‘

LAST MAME EIRST MAME CTATUS OLIENT 1D
Enter Last Mame Enter First Mame ‘ [ Selact Status v Enter Client ID

CLIENT PAYER 1D MEDICAID ID PROGRAM LANGUAGE
Enter Client Payer 1D Enter Medicaid ID | | Select Program w Select Language hd

FRIMARY PAYER
Select Primary Payer ¥
C SEARCH CLEAR
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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.

New FFS Client
FIRET MAME ™ LAST NAME *
| Enter First Name Enter Last Name
PROGRAM * MEDICAID ID = CLIENT PAYER ID SSM
|| FFS- FFS v|| ‘ Enter Medicaid ID ‘ | Enter Client Payer ID ‘ ‘ o
PHONE
J_ -

‘ ‘ CREATE FFS CLIENT \ CANCEL
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Personal Information: Fee-for-Service

[ s
- Navigate through the fields personal ddresses
and enter reCIUII’ed data [serare v | e | 123 MainStH- Home Currt v|

AOOREEETRPE AOGREES LESEL
WIDOLE ML ILAST MAME ™ | 4 Hagme
T | wesore |

ADDREESUNET *
i L | 123 Main 5t |
l Selpct Sulfix v| [m-n-m ] | - Linknowm v|

ROQRLEE LNl 2 o A
EATH CATE FRMARF So0HEN LANFE [ | |53212- |
| ity & | ENG- English v|

O+ COIKTY
LICHONE | Mihwaukes | | Mitwaukes |
500082839 l

FTAE"

REQUEST DEVICE l Wisconsin '-"

Phane Mumbers, Bz

acci A Pageis 0 Peemld
[ (4125551212 | I L
FHOME 2 ERRAIL
o=
ACTIVE
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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.

Personal
TITLE FIRST NAME ™ MIDDLE BNITIAL

celect Title \-*| | Test |

LAST MAME ™ SUFFIX S5N
MREORNe | Select Suffix v| [m-xx-:m ]

GENDER ™ EIRTH DATE PRIMARY SPOKEN LANGUAGE
0- Unknown v | mm/dd/yyyy B3l | ENG- English v|

MEDICAID D™
e |

REQUEST DEVICE
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Address: Fee-for-Service

Enter client’s address: Address Type, Address Line 1, ZIP code, City, and State.

Addresses (1)
| 39 E 5tate Street H- Home (Current V| ADD NEW ADDRESS
ADDRESS TYPE* ADDREESS LAEBEL
H- Home b ‘
ADDRESS LIMNE 1 * ADDORESS LIME 2
39 E State Street ‘ ‘
ZIPCODE* CITY * COUNTY
43207- ‘ Columbus ‘ Franklin ‘
ETATE=*
Ohio b |
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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.

Prone Numbers, Etc

PHOKE * PHOKE 2 PHONE 2 PHORE 4

_J__- ‘f‘.l- ‘f‘l- ‘I{‘J-

—

EMAIL ACTIVE
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Client Status: Fee-for-Service

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

Client Status
STATUS * EFFECTIVE DATE * REASON FOR CHANG?

01- Pending | |v 04/15/2020 (& Select Reason For Chan;]

01- Pending
s | 02- Active

03- On Hold
04- Discharged
05- Cancelled

T T T RaWFT T IF VLAY TR Y

SUPERVISOR

’:I Select Supervisor I:I
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Client Services: Fee-for-Service

 Click the + sign to add a service. | —) ﬂ]
» Select the Service from the drop-down list and add a Begin Date.
« Click Save.

Service for client MEBOne, Test X

TI019-T1019 v

BEGIN DATE *
07/20/2020 B

END DATE

mmsddayy E

) [BRY [ e
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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).

Payers ‘
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Client Authorization: Fee-for-Service

Add Authorization. Authorization Details

Click the + box.
. _ . General Info Modifiers
Complete authorization details. - :

. WIFFS ¥
 Click Save and close.
T1018-T1D19 b
DEE- Dhefailt wr

AMP000720T122612849

FORMAT =

Hiours "
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Create New Fee-for-
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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.

Show:| 10 v | perpage

showing 21-26 of 26 entries

® = 1 2 3 = ®
. Medicaid Client Payer .
Name #  Program Status Supervisor —ID —ID Yer As Of 50C EOC Services
- ‘ £ \ TestMbrTen, Sandata WIFFS @ Active GLELERERZ2 Bf22/20 Bf22/20 T1019
i TestMbrThirteen, sandata WIFFS @ Active 99499555533 BS22/20 B/22/20 T10149
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Modifying Client Data (Cont.)

« Select the Add New Address button to add an additional address.

@ Personal [ Program tr Diagnosis
Personal Addresses (1)
T o RSTRAMET : Home:2 E Main St H- Home | v ADD NEW ADDRESS ‘ _
Select Title V‘ Sandata ‘

.n'-".DD RE=5 TYPE * ) .n'-".DD RE=5 LAEBEL

MIDDLE INITIAL LAST NAME * _ T v| T |

| | TestMbrFourteen |

.nf-".DDFtESS- LIMNE 1 *

SUFFIX §5I"1I ) 'lt_’nEhIDEH* ) 2 E Main St |

‘ Select Suffix V| ‘ HOOK-XOH- KKK | ‘ 0- Unknown V‘
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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.

: WISCONSIN DEPARTMENT
AN of HEALTH SERVICES

Addresses [2)

w | ADD NEW ADDRESS

ADDRESS TYPE * ADDRESS LAEEL

Select Address Type | |

E- Business
H- Home
O- Other |

ADDOREZE LINE 2 ZPCO0E*

STATE~

Select State *-*|

Phone Mumbers, Ete

PHOME 1 PHOKE 2 PHOKE 3
PHONE S ERLAIL
) e
ACTIVE
B REMOVE ADDRESS
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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.

Addresses (2)

‘ Select Address Type *-*‘ ‘
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Modifying Client Data (Cont.)

Addresses (2}

| updated phone numbenz --| Anuumnnnnsss
« Manually re-type the current address, even — i
if there is not an address change, in order [ears d |t ey |
to be able to save changes. ) (e |
* Add the phone number or other additional s | Fao
information. - e
| mihwaukes | iwaukee
| Wiscansin '~*|
Fhone Murmbsers, EiC
r:;:;ms&mm m:'j___ | rﬂtj_—_
i‘-\‘ht:_-_ ErcarL
B ALTIVE
B REMOVE ADDRESS
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Modifying Client Data (Cont.)

‘ Addresses 2)

| Home:2 E Main 5t H- Home | vl ADD NEW ADDRESS
* Addresses (2) will be displayed, meaning R S T
there are two addresses in Sandata. il Mo

ADDRESTLIME D =

2 E Main 5t
ADDRESE LIKE 2 TIPCODE *
MAIL STOP 13005 53703000
:' LI e COU™NTY I
MADISOMN Crane
STATE *
Wisconsin -

Phane Mumbers, EIC

FHONE1 = PHONE 2 PRONEE
= e e
FHOME 3 Bt

(555) 111-2233

ACTIVE
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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.

Client Status
STATUS *

01- Pending

01- Pending

) | [ o02- Active

03- On Hold
04- Discharged
05- Cancelled

AFT AN T TAT AN

WISCONSIN DEPARTMENT
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EFFECTIVE DATE * REASON FOR CHANGE

04/15/2020 (8 Select Reason For Changzl

SUPERVISOR

Select Supervisor |:|
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Modifying Client Data (Cont.)

 (Click Save & Close.

‘ SAVE & CLOSE ~ ‘ CANCEL
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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
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of HEALTH SERVICES



Modify Clients
Demonstration



Resources



Resources

« 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 hitps://www.dhs.wisconsin.gov/evv/index.htm
for information about:

o Training Resources
o EVV in Wisconsin
o The ForwardHealth Portal

< WISCONSIN DEPARTMENT
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