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Overview Objectives

 Identify Employees for
ForwardHealth

* Perform an Employee Search
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Key Terminology

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

« Employee—A person (worker) who
provides care to one or more clients
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Key Terminology (Cont.)

« System User—A person with a
unique login and access to the
Sandata EVV Portal.
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Obtaining a
Worker ID



Obtaining a Worker ID

» Each worker providing care to one or more clients will need a unique
worker ID.

« Obtaining a unique worker ID is done through the secure
ForwardHealth Portal.
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Obtaining a Worker ID (Cont.)

« An instructional video with detailed information about obtaining a Worker ID on the
secure ForwardHealth Portal will be posted to the training page after 9/15/2020.
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Obtaining a Worker ID (Cont.)

- The provider agency or Fiscal Employer Agency (FEA) will need to
enter the following worker information on the secure ForwardHealth
Portal:

— Legal first and last name

— Date of birth

— Social Security number (SSN)
— Email address

— Worker start date (optional)

— Gender (optional)

WISCONSIN DEPARTMENT 8
of HEALTH SERVICES



Obtaining a Worker ID (Cont.)

 The SSN and date of birth confirms the workers exists and prevents
duplicate entries.

« The Wisconsin Department of Health Services (DHS) worker file is

used to populate the employee information within the Sandata EVV
Portal.

 The worker ID obtained from the ForwardHealth Portal will also be
used as the employee ID in the Sandata system.

: WISCONSIN DEPARTMENT
AN of HEALTH SERVICES



Accessing the
SELLEICRATAY
Portal
Employees
Module



Accessing the Employees Module

* The Employees module allows system users with
. Sandala
proper permission to search for employees. EVV
 Clicking the link will expand the section to show the Q Navigate Modules
user’s options. S

& Clients

‘ B8 Employees

#9 Scheduling v

££ Visit Maintenance

@ Billing e

lm Reports and Exports ¥
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Searching for an
Employee




Searching for an Employee

« Click Employees from the Navigation panel. The Employee search screen

will be displayed.

Sandata Employees employees

EVV
Select an Employee

Q Navigate Modules
LAST NAME

Account: 91027 - vicky.murphy@dxc.com @ LOG QUT

FIRST NAME STATUS

B Dashboard | Enter Last Name

‘ ‘EnterFirstName | | Select Status A

& Clients

B Employees
No search perfarmed yet

£ Visit Maintenance

|&l Reports and Exports ~
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Searching for an Employee (Cont.)

 Enter values either in the Last Name, First Name, Status field, or a

combination of the three.
« Click Search. Any matching results are displayed at the bottom of the screen.

Account: 91027 - vicky.murphy@dxc.com @ LOG OUT

Sandata =9l Erployees employees

EVV
Select an Employee

@, Navigate Modules
STATUS

LAST NAME

| ‘ Select Status

ER Dashboard ‘ Enter Last Name

No search performed yet

Show advanced filter options =

& Clients

= Employees

# Visit Maintenance

|al Reports and Exports ¥

2, Security
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Searching for an Employee (Cont.)

« All empty search fields will result in a list of all employee. View an
employee file by clicking on the Edit icon.

Sandata Employees Employees
EVV
Select an Employee  As of: 11:24 AM
Q. Navigate Modules
L&asST MAME FIRST MARE STATLS
EX Dashboard | Enter Last Name | Enter First Name | | Select Status

B Clients

B Employees

& Visit Maintenance

® = 1 2 = ®

&l Reports and Exports s

Status Name <  Employee ID Position Hir
G, Security e
il & Active TestEmpEight, Sandata 999955554 Caregiver os/
Online Manual
F & Active TestEmpEleven, Sandata 999955557 Caregiver 0B/
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Searching for an Employee (Cont.)

- Grayed out areas Coniscs
cannot be changed. Mame Contact Type

 Users can use the
Reset Mobile User

Password function. Agency
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Search for a
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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
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Thank
You
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