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About this Course

About this Course

This Instructor-led Training (ILT) course introduces Sandata Electronic Visit Verification (EVV) and
is designed to facilitate training on the use of the system. The instructor will use this guide to lead
each lesson with an overview of the topic in question, followed by a demonstration and hands-
on practice of the skills required to execute activities within Sandata EVV.

Course Duration

The estimated time for this course is 1 day to cover the core EVV modules. Optional modules
such as Scheduling and Billing will be available as self-paced learning topics in Sandata’s Learning
Management System (LMS).

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:
- Manually input and maintain both clients and employees

- Delete/Reactivate clients and employees

e Manually input and maintain both clients and employees
e Delete/Reactivate clients and employees

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

e Use the Dashboard module to view real-time exceptions

e Use the Visit Maintenance module to manage, correct visit exceptions and add manual
visit, as necessary

e Know the difference between Daily and Date Range reports

e Run both Daily and Date Range reports

10/4/2019 Agency Provider Participant 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.

Oy <@
5@ Used to indicate workflow.
e S
!% Use to highlight any risk management points.
i

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.

1 Used to indicate participant should perform exercise independently.

Page ii Agency Provider Participant Guide 10/4/2019
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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 (Office Staff)
30 e Manage Users
e C(Creating Users
e Manage Roles
45 Client Module
e C(Client Entry and Edit
30 Employee Module
e Employee Entry and Edit
SMC/TVV
30 e Device Call-In/Call-Out
e Telephony Call-In/Call-Out
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
60 e SMC/TWV
e Visit Maintenance
Reports
20 e Accessing Reports
e Reviewing Report Types
e Exporting Report Types
Wrap-up
e Assessment & Evaluation
30 e Wrap-up Assessment
e Training Evaluation
o Next Steps
90 Lunch and Breaks
450 Total Course Time
10/4/2019 Agency Provider Participant Guide Page iii
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About this Course

Overview/Objectives

This training guide is an in-depth review of the Sandata EVV environment pointing out features,
structure and requirements. It covers 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 and Employees
e Scheduling — creating and editing schedules

e SMCand TV

e Digital Dashboard and Visit Maintenance

e Billing

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 a database that is designed specifically for training. We will
not use real clients; therefore, the data cannot be harmed. The training database is a close copy
of the production system, but clients and examples have been added to use during classes.

Page iv Agency Provider Participant Guide 10/4/2019
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Program Overview

Module Time

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

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

10/4/2019 Agency Provider Participant Guide Page 1-1
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Program Overview

Key Terminology

Term/Acronym

Definition

Aggregator

Central data store for Sandata EVV and alternate data collection EVV systems

Alternate EVV System

Any EVV system that is not Sandata’s

EVV

Electronic Visit Verification

Fee-for-Service (FFS)

A payment model under which a provider is paid for every Medicaid eligible
service rendered to the recipient.

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 1-2
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Program Overview

Introduction

Congress established a January 1°7, 2020 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. The Sandata EVV system is provided free-of-charge for all providers.

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)

10/4/2019 Agency Provider Participant 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.

10/4/2019 Agency Provider Participant Guide Page 2-1
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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 Agency Provider Participant Guide 10/4/2019
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Introduction

This document details the functionality of Sandata EVV. It is a web-based system accessed via
Internet Explorer, Mozilla Firefox or Google Chrome 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 Microsoft Internet Explorer, Mozilla
Firefox and Google Chrome on a rolling basis. We then discontinue support for the third-most
recent major release. 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

Sandata EVV consists of ten (10) sections. This document is divided into the following major
sections:

¢ Navigate Modules
e Security

e Clients

e Employees

e Scheduling

o SMC/TVV

e Dashboard

e Visit Maintenance
e Billing

® Reports

10/4/2019 Agency Provider Participant 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##### (#itH# =
account number)

2. USERNAME — The username is the
email address used when creating a
system user (username is not case
sensitive).

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

4, REMEMBER ME — When enabled, this
checkbox will preserve the last Agency
and Username entered.

5. LOGIN — gain access to Sandata EVV.

Sandata

Enter Username

PASSWORD e

Enter Password ®

o

Forgot Password?

© 2017 Sandata Technologies, LLC

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

Page 2-4

Agency Provider Participant Guide

10/4/2019



6 Sandata

System Overview

How to Reset a Forgotten Password

Passwords need to be reset at regular intervals, based on EVV 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

USERNAME

Enter Username

PASSWORD

Enter Password &

REMEMBER ME

Forgot Password?

© 2017 Sandata Technologies, 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

10/4/2019 Agency Provider Participant Guide Page 2-5
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3. Click RESET PASSWORD. The system sends an email with a temporary password.
4. Click Back to Login. The Login screen displays.

Sandata

Fanoe Basowmrd
Chai e Fassword
OLD PASSWORD™
Enter Old Password &
MEW PASSWORD*
Enter New Password -

CONFIRM NEW PASSWORD™

Confirm New Password -

Mote: Password iz case sensitive

& 2017 5andata 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 U

Page 2-6 Agency Provider Participant Guide 10/4/2019
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Navigating Sandata EVV

After successful login, the Dashboard screen displays.

Sandata = R

- | @ LOGouT

Q Mavigate Modubes

i No Shows Unknown Clients Unknown Employees Unscheduled Visits

£ Semesuling

€ Viait Maintenance 2 0 0 0
N Biling

|8d Reports and Exports

4 Security

B0 Oniine Maniual

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. The Visit Maintenance screen displays
immediately after log in.

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.

Ehip navigation and go to Main Conten|

Sandq{g = ;,_. vt Maetananc Ccount: 10108~ 30@sandatacom » [ LOG OUT
O Mavigate Modules ERLEVER

& Dathboard

of Visit Maintenance

W Reports & Experts

= Data Entry

Ihmlwﬂuintwml

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 Navigate Modules mad

Manage Users
Manage User Roles

Online Manual

10/4/2019 Agency Provider Participant Guide Page 2-7



€y Sandata

TECHNOLOGIES

System Overview

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.

ce | Manage Visits ° e«:o.n: 10060 - sliyne@sandsta.com -e LOG oUT

Al Exceptions.

@ Hide Advanged Fiter Options.«

Select Call Type

SﬂﬁTFIMES RESET e
9
e | [ | @

s & Callin ¢ CallOue & CallHeurs &  Adjustsd in Adjusted Out Asfjusted Haurs

03:30 PM L]

Page 2-8 Agency Provider Participant Guide 10/4/2019
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Common Functions in Sandata EVV

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

Item Name Description
Navigation . s
1. | Visit Maintenance VistMsintenance | Manage Visits SyStem and WhICh screen is dlsplayed'
Path
Displays the account the user is logged
Account into and the username/email address of
2. Accoun . 2eana==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. = LOGOoUT Button displays the log-in screen.
Clicking this icon displays a calendar
from which the user selects a date.
Calendar =
B Icon 2
s g
Located in list fields, clicking this icon
displays the list.
TIME TTME
Show List US/Eastern -
5. T z Ti o
\ lcon Select Time Zone "
|UsfEast-Indiana il
UsfCentral
UsfArizona
USfAleutian
USfAlaszks =
When advanced filter settings are
Save . . .
Settings displayed, this button will save selected
6. RN SHTRE Buttof search fields so that they will be
displayed again at the next user login.
Reset If search settings have been saved, this
7. oot Button button will clear them.
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Item Name Description
Show/Hide
/ On screens enabled for searches,
Advanced . . .
8. Hide Advanced Fiter Options a . clicking this link shows or hides any
Filter . .
. advanced filters that are available.
Options
Search
9. Q SEARCH Button Executes a search.
Clear Clears a search field or series of search
10. CLEAR Button fields.
This provides a button to go to the start
11. 3 " . Page Listing | and end of a list, along with the ability
to display any individual page of the list.
Number of | This setting allows users to select how
12. st “100 * | pags Items per many rows of a list are displayed on
Page Setting = each page.
This results display is shown on pages
on which there are either lists or search
Page results. Located at the top and bottom
Showing 1 to 10 of 2% entries & of each page, the results display shows
13. 2 Contents . . .
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
List Sorting | sort the contents of a list by any column
14. - Icon that has this icon in its header. Click to
sort in ascending or descending order.
. When viewing search results for visits,
Exception . .
15. . . any field marked by a red dot indicates
Indicator L
data that is missing.
. Opens an individual record with its
Edit Button . . .
16 f fields in an editable state.
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Additional Buttons and Icons
The following buttons are frequently displayed throughout the Sandata system:

Button

EmployeelD  Employee Name

Select

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.

Lu::: AM | e}

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.

10/4/2019
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Button Function Description

' ' Save Button Located in Data Entry fields, this button saves
_ SAVE . the information that has been entered.

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.

Show Information

= Icon
HEW FASSNORD
1970MonteCarlo@| )
Stop recording Pressing this button stops the client voice
. Button recording during the SMC call-out process.
Terminate Button This button moves either a client record or an
Wil employee record to “Terminated” status.
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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 - [ @sandata.com | Enter agency ® LOG OUT

2198

0099

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 icon alongside the user name to display
a list of accounts for which 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

The account the user is currently logged into is indicated by a
check box.

3. Log Out Logs the user out of the system and displays 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 |Dw
\/ Success Employee
Client was successfully created. Employee 55N

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.

— 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
< Remove ltem(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
Available field.

» Remove All
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Security (User Set-up)

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;

access the security module;

create and manage users;

create and manage user roles; and

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:

e assign user roles to specific users;

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

e grant and revoke system privileges;

e reset user passwords; and

e 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
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 Santrax 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.
Manage Users Screen Overview

This function allows the creation and management of users’ access to Sandata EVV. Users are
staff members that are authorized to use Sandata EVV. Their records can be searched, created
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and deactivated. Attributes—user information, roles and privileges—can be edited. User
accounts can also be locked and/or unlocked and, if necessary, a password can be reset.

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
= o

Show: 10 v perpage
« < 12 3 4 5 = » e Showing 1 to 10 of 50 entries
Username s Account Status First Name + Last Name > Actions
ABAGGA@SANDATA.COM OPEN Ajay Bagga e e | e
ADAVYDOV@SANDATA.COM OPEN Arushan Davydov ra
ALAYNE@SANDATA.COM OPEN Andrea Layne rd
ASO@SANDATA.COM OPEN Angel S0 I
BFOX@SANDATA.COM OPEN Bob Fox /W
BHAUMIK.SHAH@PIVOTPOINTSECURITY.COM LOCKED bhaumik shah /W
BRENDA.DANGER@SANDATA.COM OPEN Brenda Danger /W
CACCONSULTING@HOTMAIL.COM OPEN Amy Salinas ra
DAVE@AKFPARTNERS.COM OPEN Berard Dave '
DCOLON@SANDATA.COM OPEN Devika Colon '
« < 1/ 23| a/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.

Account: » LOGOUT

User Management Security Manage Users Q
Sandala 8
EVV

Select a User e CREATE USER

&= Dashboard

of Visit Maintenance
Enter Username st Name

|4l Reports & Exports

£3 Data Entry Q SEARCH CLEAR
2, Security 0 Show: 10 ¥ per page

Manage Users o - < 1 . Showing 1 to 2 of 2 entries

Manage User Roles

Username $ Account Status First Name ¢ Last Name $ Actions

Change Password e
OPEN Fran Fregosi e

OPEN Ford simpkins r'e |

Bl Online Manual

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 CREATE USER

LAST NAME

USERMAME FIRST NAME

Enter Username Enter First Name Enter Last Name

Show: 10 * perpage

Showing 1 to 10 of 50 entries

Username % Account Status First Name % Last Name s Actions

OPEN AJay Bagza e

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

Create Us

er Screen Overview

Create User

USERMAME/EMAIL =

Enter Username/Email

LAST NAME =

Enter Last Name
LOCKED e

ASST_COOR e

COORDINATOR

SECURITY_ADMIN

AVAILABLE ROLES

AVAILABLE PRIVILEGES @
Contract/Payer - Add tract

Dashboard - Access Module
Email Address - Add

Email Address - Delete
Email Address - Update
Exports - Access Module
Holiday - Add

Holiday - Delete

Heliday - Update

Password - Update Expiration Setting
Privilege - Assign Privilege
Privilege - Revoke Privilege

SEARCH SUPERVISORS,

Search Supervisors

AVAILABLE SUPERVISORS *

CONFIRM USERNAME/EMAIL =

Confirm Username/Email

FIRST NAME *

Enter First Name

ASSIGNED ROLES o

i@ ASSIGNED PRIVILEGES

Assign Supervisors ta

User
' v ALL
@ 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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& Follow along with the instructor to create a user.

Security (User Set-up)

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

displays.

&, Security

Manage Users

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

Select a User

CREATE USER
USERNAME FIRST NAME LAST NAME
Enter Username Enter First Name Enter Last Name

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

Create User

USERMAMESEMAIL * CONFIRM USERMNAME/EMAIL *

Enter Username/Email Confirm Username/Email

LAST NAME *

Enter Last Name

FIRST NAME *

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 -

VM_VIEW >

VM_UPDATE

AR_VIEW

AR_UPDATE
POC_VIEW

POC_UPDATE
EXPORT_REPORTS

EXPORT_A

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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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.

Page 3-10 Agency Provider Participant Guide 10/4/2019



€y Sandata

Security (User Set-up)

Open another web browser window and type in the URL: www.mailinator.com

a. 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)

I =

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

i. 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.

2. 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:

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 COORDINATOR role in the Available Roles box to highlight the role.
6. Click the right pointer ? to assign the role the user.

Click the button in upper or lower right corners of the screen.
7.

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

j.  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)

T o0 5 3

g. 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.
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Modify a User

‘;,_"f'd. ’* Follow along with the instructor to modify a user.
D

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.

- -
;‘f’ : ’* Follow along with the instructor to reset a user’s password.
DY

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. 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

- -
;L‘f' . ’* Follow along with the instructor to delete a user.
DY

1. Perform a user search.

2. Click Delete L®1in 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

f ‘ Remember that deleting does not remove the user from Sandata EVV,
but inactivates the record.
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3. Click Delete. A successful confirmation box displays.

Security (User Set-up)

User Management Security / Manag,

USERMAME

s Success
User was successfully deleted

FIRST MNAME

Enter First Name

Manage User Roles

The use of roles allows Administrators to tailor a set of system functions for each job title in the
organization 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:

ASST_COOR (Assistant Sandata EVV generalist that supports visit verification and visit
Coordinator) reporting.

COORDINATOR Intake/manage clients, intake/manage employees.
SECURITY_ADMIN Agency set up, create and manage all EVV users.

10/4/2019 Agency Provider Participant Guide
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Screen Overview

Manage User Roles

o CREATE USER ROLE
e Show: 10 ~ perpage

Showing 11 to 20 of 23 entries

Role Name

Role Description

Actions

ASST_COOR

Assigned users can run SCHEDULING application

/a8

SECURITY_VIEW

Assigned users can run SECURITY application

NS
L]

SECURITY_ADMIN Assigned users can run SECURITY application a

STAT_ADMIN Assigned users can run STAT application /&

VM_UPDATE Assigned users can run Visit Maintenance /W a

VM_VIEW Assigned users can run Visit Maintenance (view only) /Z¥a
z .

SV_EMP_ADMIN_ROLE Assigned users can start Employ Speaker Verification module /W a
=

ACTUALS_ADMIN_ROLE Assigned users can start Setup_Actuals module ' )

PW_ADMIN_ROLE Assigned users can start Setup_FOB module /9 a

GPS_ADMIN_ROLE Assigned users can start Setup_GPS_Phone module /79 a

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.

&, Security =

Manage User Roles

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

Security Security / Manage User Roles Q  Account: ~ @ LOGOUT

Manage User Roles S——- CREATE USER ROLE

Show: 10 v perpage

Showing 1 to 10 of 146 entries

Role Name * Role Description Ik e Actions

Create User Role

ROLE NAME * ROLE DESCRIPTION
Enter Role Name Enter Role Description
AVAILABLE PRIVILEGES ASSIGNED 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 v

«

CREATE USER ROLE
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3. Enter a name for the new role in the ROLE NAME* field.
ROLE MAME *

Enter Role Name

4. Enter a brief description in the ROLE DESCRIPTION field.
ROLE DESCRIPTIOM
knter Role Description
5. Click CREATE USER ROLE. A successful confirmation message displays.

Success

CREATE USER ROLE J Role Intake Group successfully
created

6. Click Manage User Roles from the Navigation panel.

N

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
~
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 S SR B b B P T

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

a M 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 v  perpage

Showing 1 to 4 of 4 entries

Role Name % Role Description s Actions
ASST_COOR Supports the coordinator Fa 1
COORDINATOR Administrative generalist supporting various Santrax activities |
REPORTER report access only 7w
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 £

e SRV AT i S S sy e L S e

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

MODIFY USER ROLE

Success
v

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

Showr:

: 10 v perpage

« | < | 1| = » Showing 1 to 3 of 3 entries
Role Name %+ Role Description * Actions
ASST_COOR Supports the coordinator Ve 1
COORDINATOR Administrative generalist supporting various Santrax activities P |
SECURITY_ADMIN Manage and administer the Santrax System Fa ]

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 ?

CANCEL

DELETE

3. Click DELETE. A successful confirmation box displays.

Page 3-20
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f Security (User Set-up)

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.

& Security Change Password =

OLD PASSWORD

Enter Old Password e @&

NEW PASSWORD

1 Enter New Password -

change password COMFIRM NEW PASSWORD e

Confirm New Password L

MNote: 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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Client Module

Client Module

Module Time

45 minutes

This lesson introduces the process of how clients and employees 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,;
e Discharging/Reactivating a client record;

10/4/2019 Agency Provider Participant Guide Page 4-1
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Client Module

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

Page 4-2 Agency Provider Participant Guide 10/4/2019
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Client Module

Introduction

The Clients module allows system users to maintain client records.

Take note that ‘Clients’ is what is seen in the EVV system. This can translate to
Individual, Consumer 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.

Sanda!‘g ENLS Clients rrse— - @ L0GOUT

Select a Client / Program CREATE CLIENT E]
Q Navigate Modules
LAST MAME E CLENT I

B2 Dashboard

8 Employees

nter Medicaud 1D
& scheduling

Mo search performed yet
o Visit Maintenance

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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Viewing a Client Record

Clients and authorization information will be received into Sandata EVV via an inbound data file
from PA-DHS. Most client information will be view only but users will have the ability to add
additional phone numbers and address information.

: \i Demonstration: How to view a Client Record

1.  Click the EDIT icon to the left of a client record. The client record screen opens.

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

MEDICAID 1D PROGRAM LANGUAGE PRIMARY PAYER

Enter Medicaid 1D Select Program = Select Language = Select Primary Payer i
Casor

Show: 10 ~| per page

= < ]| > = Showing 1-1 of 1 entries

Name -~ Program Status Supervisor Medicaid ID As of soc EOC Services

+ 2 P1 ® Active 6/19/19 6119119 10212

« | < B0 = | » Showing 1-1 of 1 entries

2.  Theclient record screen displays the Personal screen for review and data entry of other
address information and other phone numbers to associated with the client. Navigate
through the tabs to review the necessary information.

€cosack  Client: Leslie, Hopkins (670464) 2 HISTORY I NOTES
| © Personal* (4 Program* % Diagnosis™ @ Schedules {2 Recurring Schedule Templates @ Invoices |
Personal Addresses (1)
TITLE FIRST NAME * [Current: !
Select Title | Hopkins
NAME ADDRESS LINE1*
MIDDLE INITIAL LAST MAME *
Leslie
ADDRESS LINE 2 APT ZIPCODE *
SUFFIX. SSN GENDER
Select Suffix |« HOOL-MN000L - Select Gender |~
Ty * COUNTY *
BIRTH DATE * PRIMARY SPOKEN LANGUAGE
mm/ddtyyyy 8 ENG- English =
Page 4-4 Agency Provider Participant Guide 10/4/2019
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Client Module

) Personal

Personal

Personal

TITLE FIRST NAME *

Select Title |v Donna

LAST NAME SUFFIX

Moss

GENDER BIRTH DATE =

12/25/1965

0- Unknown ~

Select Suffix |v

PRIMARY SPOKEMN LANGUAGE

ENG- English

MIDDLE INITIAL

SSN

HOOK-XH-XXXX

Here is the information that can be found in the Personal section:

e TITLE

e  FIRST NAME*: First name will be entered from Member Feed

e MIDDLE INITIAL

e LAST NAME*: Last name will be entered from Member Feed

e  SUFFIX
e SSN
e GENDER

e BIRTH DATE*: Birth Date will be entered from Member Feed
e PRIMARY SPOKEN LANGUAGE: Primary Language will be filled in from Member Feed

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.

€ GO BACK

Client: Leslie, Hopkins

(670464)

Address

10/4/2019

Agency Provider Participant Guide

Page 4-5



5

Sandala

Client Module

Addresses (1)

555 Main St HO- Home (Current) & 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 v

Here is the information that can be found in the Addresses section:

e NAME (Name for the address)

e ADDRESS LINE 1*: Address Line 1 will be entered from Member Feed
e ADDRESS LINE 2 (Optional)

e APT (Optional)

e ZIP CODE*: Zip code will be entered from Member Feed

e ADDRESS TYPE*: Address type will be entered from Member Feed

Phone Numbers, etc.

Page 4—6

Phone Numbers, Etc

PHONE 1+ PHONE 2 PHONE 3 PHONE 4
- ) - - )
EMAIL M ACTIVE

Here is the information that displays in the Phone Numbers section

e PHONE 1: Phone 1 will be entered from Member Feed

e PHONE 2: Enter any additional phone number associated with the client
e PHONE 3: Enter any additional phone number associated with the client
e PHONE 4: Enter any additional phone number associated with the client
e EMAIL: Personal email address

e Active (This checkbox will be checked if the address is Active)

Agency Provider Participant Guide
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Agency

Agency
OTHER ID

380214

e OTHER ID: Unique system assigned ID number.

Contacts

Contacts

Name Home Phone Mobile Phone Work Phone Actions

e  Click the plus (+) sign to add a contact.
O FIRST NAME, LAST NAME, ADDRESS NAME, ADDRESS LINE 1, ZIP CODE, CITY,
COUNTY and STATE are required.

e  Repeat the above step to add additional contacts for the client

Contact for client Alterations, Evelyn *
Persona Addresses (1)

Tme ~ ADD NEW ADDRESS

Select Title |~

NAME
FIRST NAME *
ADDRESS LINE1 =
MIDDLE INITIAL
ADDRESS LINE 2 APT
LAST NAME *
JIPCODE " =
SUFFIX GENDER
Select Suffix |~ Select Gender |+
COUNTY =
BIRTH DATE
mmvddiyyyy B3

PRIMARY SPOKEN LANGUAGE

-
Select Primary Spoken Language w
r Infor 1
Other Information ess Type S
RELATION
t Rel = Phone Numbers, Etc
PHONE 1 PHONE 2
TYPE [ G T [ S R S
Select Type S
PHONE 3 PHONE &
= __ e =
EMtAIL

- [
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Client Module

ElPrﬂgram

Client Status

Client Status

STATUS = EFFECTIVE DATE * REASON FOR CHAMGE

02- Active he 11/05/2018 &

The Client Status section displays the following information:

e STATUS: New clients are Pending by default. Set status to Active.
e EFFECTIVE DATE: Effective date of the client
e REASON FOR CHANGE

Program Details

Program Details
PROGRAM * SUPERVISOR
P1- Program 1 R Select Supervisor v
CREATED DATE * SOC DATE
01/08/2019 4 01/08/2019 f&
EOC DATE
mnvddyyyy 3

e PROGRAM¥*: Program will be entered from Member Feed

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

e CREATED DATE*: Created Date will be entered from Member Feed

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
Click the Service link to view Service information.

Services *

Code £ Description Began Ended
w1724 COMPANION 13 8/14/19
W1793 PERSONAL ASSISTANCE SRVCS 8/14/19
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Click SAVE to save the Service information.
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Sandata

TECHNOLOGIE

Client Module

Service for client
SERVICE *
BEGAM DATE *

08/14/2019

ENDED DATE

mm/ddlyyyy 82

DELETE

W1724- Companion 13

SAVE CANCEL

e SERVICE*: Service will be entered from Member Feed

e BEGIN DATE*: Begin date of the service will be entered from Member Feed
e END DATE: End date of the service

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.

1. Click the MEDICAID ID link to review the payer information.

Payers

Rank

Payer

Medicaid ID

PAODP

789456123

10/4/2019
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General
PAYER *

PAQDP

RATE PLAN *

Default

Authorizations

[] Hide Outdated Auths

Payer Information for client:

Numbers, Etc.

CLIENT PAYER ID *

MEDICAID ID *

GROUP NO.

REFERRAL NO.

BEGINS DATE

mm/ddlyyyy £

ENDS DATE

mm/dd/iyyyy &

[w]Hide Voided Auths

Options
[] CAPPED RATES TRANSITION
TO NEXT PAYER

_—| SUPPRESS IN ELECTRONIC
FILE

[ ] RESPONSIBLE FOR COPAY
[[] REQUIRES PRE-DENIAL

MSP TYPE

Select MSP Type ot

Service

£ RefNo

Format Max

Begin  End

W1724- Companion 13

Hours 0.00

8119 9/30/19

e PAYER¥*: Payer name will be entered from Member Feed
e RATE PLAN¥*: Rate Plan will be entered from Member Feed
e RANK: 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 SEND BILL TO: Contact that will receive billing invoices for services for this payer.
For example, invoices can be sent to the address of client’s Guarantor contact.
e PERCENT: If there is cost share between two payers, it can be split by percentage.

Page 4-10

MEDICAID ID*: Unique ID number assigned to the client by Medicaid. Entered from
Member Feed.

GROUP NO.: Identification number used for invoicing. Entered from Member Feed.
REFERRAL NO.: Identification number used for invoicing. Entered from Member
Feed.

BEGIN DATE: Begin date of payer coverage. Entered from Member Feed.

END DATE: End date of payer coverage. Entered from Member Feed.

Capped Rates Transition to Next Payer: This checkbox may be checked to ensure if
bill hours extend past the rate’s Cap amount, to transition any other rates to the
Rank 2 payer.

Suppress in Electronic File

Agency Provider Participant Guide 10/4/2019
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e Responsible for Copay
e Requires Pre-Denial
e MSP TYPE: MSP (Medicare Secondary Payer) Code
2. Click SAVE to save the Payer information.
Authorizations
1. Click the Authorization link to view authorization details
Authorizations
[+ Hide Outdated Auths [»] Hide Voided Auths
Service A Ref No Begin End Source
W1724- Companion 13 A7845121 8/1/19  9/30/19  PAODP
Authorization Details x
General Info Modifiers
W1724- Companion 13 =
DEF- Default e
;?8‘45121
Hours w
DVOIDED?
o = 0 = Unlimited Used: 15.00 Missed: 0
Date Range
BEGIN DATE * END DATE =
08/01/2019 ':l 09/30/2019 El
AUTHORIZATION COMMENTS
Limitations
I MNone e
2. The Authorization Details screen shows the following information:
e SERVICE*: Service will be selected from Member Feed
e EVENT CODE*: Event Code will be selected from Member Feed
10/4/2019 Agency Provider Participant Guide Page 4-11
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Client Module

o FORMAT*: Format will be selected from Member Feed
e VOIDED?: This checkbox will be checked if the authorization has been voided.
e  MAXIMUM: Maximum amount of units, hours, visits that the auth can be used for. 0 =
Unlimited.
e BEGIN DATE*: Begin date will be entered from Member Feed
e END DATE*: Begin date will be entered from Member Feed
e AUTHORIZATION COMMENTS: Enter any applicable comments for the authorization here.
e LIMIT BY: Entered by Member Feed
0 None: no limitations on service.
0 Day: this option indicates that service can only be provided on selected days of the
week.
0 Week: this option indicates that service can be only be provided within a specific
number of weeks.

3. Click SAVE when done.

Diagnosis

Diagnosis n

No diagnosis

Click the (+) sign to add a Diagnosis.

Diagnosis x

CODE *
(7] ADMITTING DIAGNOSES

DESCRIFTION

ONSET DATE *

mmiddryyyy 8 [] EXACERBATION

RANK *
P v

SEVERITY

0

VERSION *

ICD-10 o

© Go to ICD10Data.com

1. Enter the necessary information
e CODE: Enter or search for the diagnosis code
e DESCRIPTION: Shows the description of the diagnosis
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o 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.

e VERSION: Indicates the ICD version used.

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

ICD-CM Code Search
CODE
SEARCH {4 LONG DESCRIPTIONS

DESCRIPTION

VERSION =

ICD-10 -

@ Schedules

Select a Schedule

FROM DATE TO DATE

01/24/2019 01/24/2019

Q SEARCH CLEAR

] HIDE CANCELLED SCHEDULES

10/4/2019 Agency Provider Participant Guide Page 4-13



€y Sandata

TECHNOLOGIES
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Viewing Client Schedules
1. Toview a client’s schedule, specify the dates of service (From Date, To Date).

2. Uncheck the Hide Cancelled Schedules check box, if applicable. This will include
cancelled schedules in your results.

3. Click SEARCH.

4. The schedules matching the search criteria entered will appear in the Results area.

Select a Schedule

FROM DATE TonATE = ¢ W HIDE CANCELLED SCHEDULESQ

01/24/2019 8 01/24/2019

Show: 10 v per page

Showing 1-1 of 1 entries

Schedule Employee . Event  Sch Sch Schedule

Actions .  FProgram Employee Supervisor Service . .o In out Hrs In Out Hrs 0 Comments
1200 04:00 01- o
Testy, Fi A .
£ 112419 P1 esty, Firsty 1021Z  DEF PM PM 4.00 4.00 pending

Showing 1-1 of 1 entries

£ Recurring Schedule Templates

Schedule Templates

A recurring schedule template is a template that will be copied over from week to week. It is particularly
useful given that it allows you to schedule staff members to a particular case according to the
authorizations received.

Schedule Templates @ SHOW ACTIONS

Generated through: Never generated

GENERATE THROUGH DATE GENERATE

02/09/2019 Ju:]

Week Sun Mon Tue Wed Thu Fri Sat
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Invoices

Invoices

Show: 10 ~  perpage

Showing 1-4 of 4 entries

Invoice Date A Program Medicaid 1D Invoice No Items Amount Balance status Comments
& /819 P1 256642 2 2 $0.00 $0.00 07- Bill Paid
& 1/8/19 P1 256642 4 1 $80.00 $80.00 06- Bill Sent
£ 111119 P1 256642 8 1 $40.00 $40.00 06- Bill Sent
& 32619 P1 256642 15 1 $50.00 $50.00 06- Bill Sent
2 < N = | Showing 1-4 of 4 entries

Sent and Paid invoices for the client can be found here. To edit an Invoice, click the

10/4/2019

&

icon.
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«coeack Edit Billing Invoice

Client Info
CLIENT | PROGRAM (MEDICAID 10)

Thawne, Edward | P1(256642)

PAYER

Payer P

RATE PLAN

Dates and Status

Dates of Service
FROM DATE TO DATE

01/01/2019 B3 01/08/2019

INVDICED ON DATE

01/08/2019 B

STATUS

07- Bill Paid ~

ORIG AMOUNT

$0.00

Reference Codes
AUTH# REF#

953999

PROVIDERS BILL CODE

121
Mark Invoice As

[JADIUSTMENT DEFALLT CODE

B

Select Default Code

[JLATE CHARGES

[JRESUBMITTED
[Jvoin

Payments & Credits Line ltems

€5 CODE

30

Supplemental Codes

Exports

Mo Payments and Credits found

Admission Payer History

Enter additional phone numbers if the individual has more than one phone line
(home, mobile or phone at additional address) with which the employee can
clock-in and clock-out from.

Page 4-16
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& Exercise: Viewing a Client Record

Task Description

Use the filters on the Search a Client screen to locate the clients you want to
view.

P oo |

L

3. In the search results, click the icon to the left of the client’s record.

Review the information within the client record and navigate to the different
tabs

. G SAVE & CLOSE  ~
SN G seveeciose |
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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.

1. Search for the Client
2. Click the EDIT icon

Select a Client / Program  As of: 10:06 AM CREATE CLIENT E

LAST NAME FIRST NAME o STATUS CUENT ID
Select Status 2 Enter Client ID
MEDICAID 1D PROGRAM LANGUAGE PRIMARY PAYER
Enter Medicaid 1D Select Program 1 Select Language H Select Primary Payer ™

Show: 10 ~| per page

€| = 1 2| Showing 1-1 of 1 entries
Name & Program Status Supervisor Medicaid ID As Of s0C EOC Services

+ 2 P @ Active 6/19/19 6/19/19 10212

= | £ N 2 |

Showing 1-1 of 1 entries

3. Make all necessary updates to the address and phone number information.

Opersonal  MProgram  YDiagnoss  OSchedules B Recurring Schedule Templates [linvokes
Personal Addresses (1)
e T ARZOLE L -
Title v
o ACORESS N 1+ acoegss Lo 2
T ot s 53 e
- 000N | -
e zecood e enunTr =
BT = SEMARY PO LANGUAGH 11080 Port Washington Massa
("] ENG- English £
FTATE* ACCRESS TYRE ¢
New York A HO- Home l
Phone Numbers, Etc
wonst oLt W nax o
(516 111-2222 [ - [ [
M ACTVE
SAVE & CLOSE ~ CANCEL
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Deactivating Clients

Use the Inactive status when provider services are no longer required. Deactivating a client really
does not delete them from the system but rather prevents the client from being scheduled for
services going forward. Any information already captured will continue to reference the client’s

information. However, any new activity will not use any clients that were discharged. In other
words, discharge is not retroactive.

.

Demonstration: How to deactivate a client

1. Click the Program tab in the client record

2. Inthe STATUS menu, change the status to 04- Inactive

Note that the effective date will default in automatically when you make a
O ’ status change.

3. From the Reason for Change menu, select a Reason for Change.

O Personal* | Prog@b 1 Diagnosis* @ Schedules 4 Recurring Schedule Templates [@ Invoices

Client Status

STATUS = EFFECTIVE DATE * REASON FOR CHANGE *
04- Inactive Ve 08/16/2019 e Select Reason For Change 4

4. Enter the EOC (End of Care) Date.

Program Details

PROGRAM *

OLT- PAOLTL

CREATED DATE *

08/16/2019

EOCDATE *

mm/dd/yyyy

SUPERVISOR

Select Supervisor

SOC DATE

08/01/2019

10/4/2019
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_ Note that when clicking into the EOC DATE field, a pop up will display
ﬂ ’ confirming that you want to change the EOC date.

Change Date

<>

Are you sure that you want to change date?

5. SAVE & CLOSE.

SAVE & CLOSE ~ CANCEL
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Reactivating Clients

A client can also be reactivated. Search for the status of Inactive and click the Edit button to the

left of the client’s program and status.

e

L Demonstration: How to Reactivate a Client

1. Search for the status of 04- Inactive

Select a Client / Program  As of: 7:26 PM [E
LAST NAME FIRST NAME STATUS CLIENT ID

Enter Last Name Enter First Name 04- Inactive hd Enter Client ID
MEDICAID 1D PROGRAM LANGUAGE PRIMARY PAYER

Enter Medicaid 1D Select Program e Select Language e Select Primary Payer o
2. Click the Edit icon to the left of the client’s program and status

Name A Program Status
& + Pierce, Sebastian oDP @ Inactive

3. Click the Program tab and change status from 04- Inactive to 02- Active

O Personal () Program % Diagnosis @ Schedules 4 Recurring Schedule Té

Client Status
STATUS * EFFECTIVE DATE * REASON FOR CHANGE

02- Active v 01/22/2019 3 Select Reason For C| vV

4. SAVE & CLOSE

SAVE & CLOSE ~ CANCEL
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& Exercise: Deactivating/Reactivate a Client

Deactivating A Client

Task Description

1 Use the filters on the Search a Client screen to locate the clients you just
' created.

2| oo

3. In the search results, click the £ icon to the left of your client’s record.

4, Click the Program tab and change the STATUS* field to 04- Inactive.

5. From the Reason for Change menu, select a Reason for Change.

6. Enter the EOC (End of Care)* Date.

Reactivating a client

Task Description

Use the STATUS filter to search for the client you just deactivated by setting the
status to 04- Inactive.

e o |

3. In the search results, click the

£

icon to the left of your client record.

Click the Program tab and change the STATUS* field from 04- Inactive to 02-
Active.

. SAVE & CLOSE  ~
P & cueeciose |
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5 Employee Module

Module Time

30 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;
e Add an employee record;
e Update an employee record;
e Terminate/Reactivate an employee record

10/4/2019 Agency Provider Participant Guide Page 5-1
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Employee Data

The Employee module allows system users to maintain employee records.

©)

for the program.

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

Search for an Employee

Sénd@g

Q Navigate Modules

T NAME

52 Dashboard

& Clients

m CLeas
M8 employees

No search performed yet

8 scheduling

Aceaun 1= JEUGUHSAM FEICUY] - acofandata.com *

@ LOG OUT

CREATE EMPLOYEE

o aebvanicid filter aptions =

Demonstration: Search for an Employee

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.

Employees Employees

Select an Employee  Asof:12:32PM

LAST NAME FIRST NAME

Enter Last Name

Q SEARCH CLEAR

Enter First Name

==l 2| 3|42z

STATUS

Select Status

Account: 269999(SAM 269989 -

data.com ~ B LOGOUT

CREATE EMPLOYEE

Show advanced filter options *

Show: 10 |~ perpage

Showing 1-10 of 50 entries

Status Name #  Employee ID 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

Page 5-2
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Create New Employee(s)

To create a new employee, at a minimum, the last name, first name and position are required to
start. Required fields are indicated with an asterisk (*), to the right of the field.

Wkt

Demonstration: How to Create a New Employee

The employee record is made up of the following sections.
1. Click Employees>CREATE EMPLOYEE

2. Enter the employee FIRST NAME, LAST NAME, and POSITION.
3. Click CREATE EMPLOYEE.

New Employee

FIRST NAME * LAST NAME *

Enter First Name Enter Last Name

[0 SUPERVISOR?

Associations
POSITION =

Select Position v

creATE mpLOVEE [V

4. Personal
e Enter the last 5 digits of the employee Social Security Number.

10/4/2019 Agency Provider Participant Guide Page 5-3



Sandata

TECHNOLOGIES

Employee Module

O Personal @ Schedules
Personal Address
TME FIRST NAME * MIDOLE INITIAL NAME ADDRESS UINE 1
Select Title |~ Tiffary
LAST NAME * SIUFFIX ADORESS LINE 2 APT ZIPCODE
Brown Select Suffix |~ -
S5M LAST 5 DIGITS * GENDER BIRTH DATE <y COUNTY
o Select Gender |~ mm/ddlyyyy 68
PRIMARY SPOKEN LANGUAGE STATE ADDRESS TYPE
ENG- English i Select State H Select Address Type =
Phone Numbers, Etc EMAIL
HOME MOBILE WORK FAX
[ B (S P ) )
5. Phone Numbers, etc. (Optional)
Phone Numbers, Etc
HOME MOEBILE WORK
- J)_- -
FAX
-
6. Address

Enter the Address and choose the appropriate Address Type (Optional).

Address

NAME

ADDRESS LINE 2

ary

STATE

Select State

EMAIL

ADDRESS LINE 1

APT 2IPCODE
COUNTY
ADDRESS TYPE
B Select Address Type

Page 5-4
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7. Contacts (Optional)

a. Click the (+) sign the Contacts section

Contacts
Name Phone 1 Phone 2 Phone 3 Actions
b. Fill in the necessary information for the employee contact. Required fields
include: FIRST NAME, LAST NAME, ADDRESS LINE 1, ADDRESS TYPE and ZIP
CODE (entering a valid zip code automatically populates the City, County and
State).
c. Click the ADD NEW ADDRESS button to add additional address for the contact.
d. Click SAVE to employee contact
Contact for employee Adams, Summer x
Personal Addresses (1)
e Home: HO- Home [ v
BIRTH DATE ;aSSaU
mm/ddfyyyy E'
PRIMARY SPOKEN LANGUAGE .HNW York =
ENG- English v
Other Information Hw::::;e v
e ] o
GEN- General v
PHONE 3 PHONE 4
il [
o [
8. Agency
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TECHNOLOGIES

Employee Module

Fill in the necessary agency information. Required fields include: STATUS, POSITION,
and EMPLOYEE ID (System generated).

Agency
STATUS = EFFECTIVE DATE IS REHIRE POSITION *

01- Recruit v 02/10/2019 | OFC- Office Staff =
[0 SUPERVISOR? EMPLOYEEID *
HIRE DATE SUPERVISOR

mm/dd/yyyy Select Supervisor w
[0 MOBILE USER

‘ ’ During the telephony call process, you will be prompted to enter a Santrax ID to
identify the employee. The EMPLOYEE ID is the number that needs to be entered.

@ The MOBILE USER checkbox must be checked in order for the system to create a
temporary password for employees to use the mobile app to call-in/call-out.

@ Schedules

Select a Schedule

FROM DATE TO DATE

05/14/2019 05/14/2019

No search performed yet

i HIDE CANCELLED SCHEDULES
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Employee Module

Viewing Employee Schedules
1. Toview an employee’s schedule, specify the dates of service (From Date, To Date).

2. Uncheck the Hide Cancelled Schedules checkbox, if applicable. This will include
cancelled schedules in your results.

3. Click SEARCH.

4. The schedules matching the search criteria entered will appear in the Results area.

Schedule Date - Employee N N Schedule
Clignt Brogram Supervisor Service EC  Schin SchOut  HrsP  INP OUTP  Hrs  Supplies Status PRN  Comments

01:00 02:00
57 4 K K -Peny
F AU E L] M 12142 DEF M M 1.00 1.00 01-Pending

9. SAVE & CLOSE / Cancel

SAVE & CLOSE -~ CAMNCEL

Al ’& Follow Me: How to Create a New Employee

1. Click CREATE NEW EMPLOYEE. The Create Employee screen opens.

2. Inthe Personal section, enter FIRST NAME, LAST NAME, and SOCIAL SECURITY #
3. Enter employee’s phone numbers (optional)
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Personal
TITLE FIRST NAME +
Select Title |~ Tim
LAST NAME *
Caldwell e
GENDER BIRTH DATE
1- Male v 01/01/1945
Phone Numbers, Etc
HOME MOBILE
) )

MIDOLE INITIAL

SUFFIX SSM LAST SDIGITS *

9-8975 e

Select Suffix

w

PRIMARY SPOKEN LANGUAGE

ENG- English

WORK FAX

-

)

4. Enter the required values for the

address and choose the appropriate Address Type.

Address
NAME ADDRESS LINE 1
ADDRESS LINE 2 APT
COUNTY STATE

New York
EMAIL

ZIPCODE Ty

ADDRESS TYPE

Select Address Type

5.
EFFECTIVE DATE.

6. Check the MOBILE USER box.

In the Agency section, enter STATUS, POSITION, EMPLOYEE ID, HIRE DATE, and

mm/ddAnyyy

Agency
STATUS * EFFECTIVE DATE o IS REHIRE POSITION *
01- Recruit v 06/10/2019 A HMEK- Homemaker v
[0 SUPERVISOR? EMPLOYEE ID *
527186705
HIRE DATE SUPERVISOR

Select Supervisor

O] MOBILE USER e

7. Click SAVE & CLOSE. The Save Confirmation dialog box displays.

Your changes have been saved successfully.
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8. Click OK. The employee is added to the system.
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Employee Module

& Exercise: Create a New Employee

Creating A New Employee

Task Description

1. Click the Employee Module on the navigation panel.

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

Enter a First Name, Last Name, and Position into the appropriate FIRST

3 NAME*, LAST NAME*, and POSITION* fields. Click CREATE EMPLOYEE.
4 Enter the last 5 digits of the social security number into the SSN LAST 5
' DIGITS* field (do not use a real Social Security number).
5 Enter and confirm an email address (use the @mailinator email extension for
' the email address).
6. Change the STATUS* field from 01- Recruit to 02- Active.
Check the MOBILE USER  checkbox in the Agency section of the screen
7. Note: If the box is not checked, a temporary password is not created for the

employee to log in to the Sandata Mobile Connect app. If the box is checked,
an email address must be entered in order for Sandata EVV to send the
temporary password.

. SAVE & CLOSE  ~
SR & sacceciose |

Go back to the Select an Employee screen and use the filters to search for
the employee you just created.
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TECHNOLOGIES

Modifying Employee Data

1. Search for the employee

2. Click the EDIT icon

Employee Module

Modifying an employee's data will allow you to update all their information, as necessary.

Any updates made for the employee 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.

Select an Employee  Asof: 11:38 AM

LAST NAME

jntest

o FIRST NAME

Enter First Name

STATUS

Select 5t

« [ = MW 2 |2

Status Name £ Employee ID Position
e @ Active Jntest. john 78112 Home Health Aide
3. Make all necessary updates to the employee data
) Personal @ Schedules
Personal Address
TITLE FIRST NAME * MMDOLE INITIAL NAME ADDRESS LINE 1
Select Title |~ Tiffany
LAST NAME SUFF ADDRESS LINE 2 APT 2PCO0E
Brown Select Suffix |~ N
55N LAST 5 DIGITS = GENDER BIRTH DATE Y COUNTY
R Select Gender mmiddiyyyy B8
PRIMARY SPOKEN LANGUAGE STATE ADDRESS TYPE
ENG- English Select State e Select Address Type =
Phone Numbers, Etc EMAIL
HOME MOBILE WORK FAX
- - [ -

4. SAVE & CLOSE.
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Employee Module

Terminating Employees

Use the Terminate option to remove employee data from Sandata EVV going forward.
Terminating an employee doesn’t remove them from the system but rather closes the record as
of the date of the action. Employees are terminated as of the date of the action.

Any information already captured will continue to reference the employee's information.
However, any new activity will not use any employees that were deleted. In other words,
termination is not retroactive.

; \“ Demonstration: How to Terminate an Employee

1. Search for the employee and click EDIT.

« < 1 2 >

Status Name A Employee ID
7 ® Active
« <= 1 =2 »

2. Inthe Agency section, change the status from 02- Active to 04- Terminated.
3. Select the effective date of the termination.

4. SAVE & CLOSE.

Agency
STATUS * EFFECTIVE DATE * I5 REHIRE POSITH
04- Terminate. v o 01/22/2019 9 9 HH
[] SUPERVISOR? TELEPH
78
HIRE DATE * SUPERY
o1/22/2019 8 Se
LOGIN USERNAME [ mp
u
e G SAVE & CLOSE  ~
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Employee Module

& Exercise: Terminate an Employee

Task Description

1 Use the filters on the Select an Employee screen to locate the employee you
' created.

P o seoncr |

3. In the search results, click the £ icon to the left of the employee’s record

4 In the Agency section, change the STATUS* field from 02-Active to 04-
' Terminated.

5. Select the effective date of the termination.
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Employee Module

Reactivating Employees

A direct care worker can also be reactivated. Search for the status of Terminated and click EDIT,
to the left of the employee’s status and name.

%”%\i Demonstration: How to Reactivate an Employee

1. Search for the status of 04- Terminated

LAST NAME FIRST NAME STATUS
Enter Last Name Enter First Name 04- Terminated v
Q, SEARCH | CLEAR I

There are no records matching the provided search criteria

« <= 1 =2 »

Status Name A Employee ID
£ @® Terminated Intest, John 78112
« < 1 = »

2. Change status from 04- Terminated to 02- Active.
3. Click the IS REHIRE checkbox if the employee is a rehire.

Agency
STATUS * EFFECTIVE DATE IS REHIRE
02- Active v 01/22/2019 4

[] SUPERVISOR?
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4. SAVE & CLOSE
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Employee Module

ﬁ Exercise: Delete/Reactivate a Direct Care Worker

Task Description

Use the filters on the Select an Employee screen to locate the employee you

1. created. Remember to change the STATUS filter so terminated records are
included.

P scevc |

3. d

In the search results, click the icon to the left of the employee’s record.

Change status from 04- Terminated to 02- Active. Click the IS REHIRE checkbox if
the employee is a rehire.

. SAVE & CLOSE  ~
P swveeciose |
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6 Scheduling Module

Q Module Time
17 45 minutes
P This lesson introduces the process of how visits are scheduled and

maintained in Sandata EVV.

Module Objectives

After completing this lesson, you will be able to:
e Search for a schedule;

Create a schedule;

Rescheduling the time of a visit;

Replacing an employee on schedules

Replacing a client on schedules;

Cancelling a schedule.
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TECHNOLOGIES

Scheduling Module

Introduction
The Scheduling module allows system users to create client schedules.
Accessing Scheduling Module

A system user with the appropriate permissions will see the Scheduling link listed in the
Navigation panel on the left side of the screen. Clicking on the link will launch the Select a
Schedule screen.

Searching for Schedules

To perform a search for schedules, enter partial of a client’s last name, partial of an employee’s
last name, select a program, or enter a From Date, and To Date.

Note that a search can be conducted with no criteria entered by clicking SEARCH
’ or pressing ENTER on the keyboard. This will result in a complete list of
schedules.

Hﬁ\i Demonstration: How to search for a schedule

1. Click Scheduling from the Navigation panel. The Select a Schedule screen displays.

2. Enter values in the appropriate fields.

3. Click SEARCH. Any matching results are displayed at the bottom of the screen.

Sandata Scheduling scheduling
EVV

Select a Schedule
Q, Navigate Modules

CLIENT FROGRAM e FROM DATE
E2 Dashboard Type 3 letters of the Client's name Select Program e 05/14/2019 3
& Clients EMPLOYEE SCHEDULE STATUS

Type 3 letters of the Employee’s name Select Schedule Status ~

B Employees

@} Visit Maintenance

@ Billing > x| = MW =

Total Scheduled Hours: 1.00

l#d Reports and Exports ™

Schedule i Client Employee : Event

@, Security - Date ¥ Supervisor Program - Employes Supervisor Sarvice o4,
¢ L ” smith, : 0
B Transfer Files £ 5149 L;'_T';ii;a Kraig, Eric Pl ;:::.r‘_cea o KeigEc 12147 DEF ;-

[# Fixed Visit Verification ~

Bl Online Manual
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Scheduling Module

Create a New Schedule

To create a schedule, enter the Client, Service, date, In Time and Out Time, Bill and Pay Unit
Types, and the Payer. Schedules can be created without assigning an employee.

%ﬁ%\’ Demonstration: Create a New Schedule

1. Click Scheduling > CREATE SCHEDULE

Sandata -

Q rrvigate Modles a m
o ¥ f o !

2. Input the appropriate criteria for the schedule

€GO BACK  (Create Schedule

Select a client to begin
CLIENT | PROGRAM = PAYER (MEDICAID ID} *

Type 3 letters of the Client Select Payer (Medicaid ID)

Schedule Visit(s)
SERVICE * [J BY WEEKDAY

Select Service

DATE = IN TIME HH:MM AM/PM * OUT TIME HH:MM AM/PM =

07/30/2019 A e ——

AUTHORIZATION BILL UNIT TYPE *

Select Authorization Bill Unit Type ¥

EVENT CODE *

DEF- Default v
STATUS * EMPLOYEE
01 - Pending & Type 3 letters of the Employee's name

Authorizations

No authorizations found

e CLIENT|PROGRAM*: Shows the client for who will be provided services.
e PAYER (MEDICAID ID)*: Automatically populates with client’s Medicaid ID.
e SERVICE*: The type or classification of the service provided.
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Scheduling Module

e BY WEEKDAY: Select whether the service will be scheduled by weekday.
e DATE*: Shows the date of the schedule. Always defaults to today’s date.
e IN TIME*: Indicates the time when the visit will be scheduled to occur.
e OUT TIME*: Indicates the time when the visit will be scheduled to end.

e AUTHORIZATION BILL UNIT TYPE*: This defines how the service time (quantity)
is calculated and billed

0 Hourly: A service is billed for the length of the service (8 hrs. x rate).
0 \Visit: A service is billed per visit, regardless of the time spent

O Units: The standard calculation is to bill/pay by 15-minute increments.
For some special events such as Travel Time and Mileage, rates calculate
at a 1-minute or mile increment.

O Per Diem: A service is billed for the length of the day.

e PAY UNIT TYPE*: This defines how the service time (quantity) is calculated and
paid. Same types as the Bill Unit Types.

e EVENT CODE*: This agency-defined code that determines if the visit is billable,
and/or payable includes payment codes and includes the following
characteristics, a Live-In, In-Service Travel Time, or Mileage.

e STATUS*: Indicates the scheduled status of the visit

0 Pending: Schedules will have the status ‘Pending’ automatically, when a
schedule is created. This status indicates that the schedule time has not
yet passed, or the schedule has not been manually confirmed

0 Confirmed: The scheduled visit occurred and is ready for billing. This
status indicates either the scheduled visit was confirmed by Sandata EVV
when the field staff completed the calling process and the scheduled visit
had no exceptions or the scheduled visit was manually confirmed by a
user with the appropriate security permissions.

0 Hold: These schedulesd cannot be billed or paid, but the status can be
confirmed later. This status is automatically assigned when a schedule
has an exception, or it can be manually assigned.

e EMPLOYEE: Shows the care giver who will be providing services to the client

@ If you are setting up a schedule or schedule template for a service that requires

a specific bill rate, make sure to select the appropriate Event Code from the
drop-down menu. Refer to the Supplemental Training Guide for a description of
the event codes for the Program.
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3. Click CREATE PREVIEW.

Schedule Review gives you the ability to review the created schedule prior to
saving to the client and employee records. The benefit of this feature is that it
will minimize user error and will indicate if there are any conflicts with the
schedule. For example, payer authorization is missing.

Schedule Review
(=4=] Date Client Employee service EC IN out Duraticn Status PRN DF Comments
Conficts 172319 112 DEF- Default 12:00 PM 04:00 PM 400 Pending
Canfices 124ns 1wz DEF- Default 12:00 FM 04:00 FM 4.00 Pending
Conficts 172519 1212 DEF- Default 12:00 PM 04:00 PM 400 Pending
Canmicts 128N9 1wz DEF- Default 12:00 PM 02:00 PM 4.00 Pending
Conficts 172919 o212 DEF- Default 12:00 PM 04:00 PM 400 Pending
Conficts 173019 112 DEF- Default 12:00 PM 04:00 PM 400 Pending
Schedule Review
[S4=] Date Client Employes Service EC IN out Duration Status FRN DF Comments
= Canfiits 26N89 Ford, jessie Simpking. Ford oz DEF- Default 12:00 PM 04:00 PM 4.00 Pending

m SAVE A5 RECURRING 5CHEDULE

CANCEL

4. Click SAVE or SAVE AS RECURRING SCHEDULE.

When you click Save, the Schedule Preview Validation dialog box will display.
Based on user privileges if there are any conflicts, the override checkbox will be
enabled to continue saving the schedules. Without the user privileges, only
cancel will be enabled.

10/4/2019
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Schedule Preview Validation %

Summary

Authorization Violations 5 [] OVERRIDE
Time Conflicts
Overtime Warnings

SAVE SCHEDULES .\ [¢W

When you click SAVE AS RECURRING SCHEDULE, a message will display stating
0 ' that existing recurring schedules on the client record will be deleted. Click OK to
Continue or Cancel to Discontinue this process.

Confirm Recurring Save

Existing Recurring Schedules will be deleted.

Click "OK' to Continue or

'Cancel’ to Discontinue this process.

m CANCEL

5. Click SAVE SCHEDULES.
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Scheduling Module

&

Exercise: Create a New Schedule

Task Description

1. Click the Scheduling Module on the navigation panel.

2. Click the button in the upper-right corner of the screen.
Enter the CLIENT|PROGRAM, PAYER (MEDICAID ID), SERVICE, TYPE, DATE, IN

3. TIME, OUT TIME, AUTHORIZATION BILL TYPE, PAY UNIT TYPE, EVENT CODE,
and STATUS into their respective fields.

4, Enter an employee.

5 Click . Review the preview for any possible mistakes or
conflicts.

6. Click m
At the Schedule Preview Validation screen, click .

8. A screen displays stating the listed schedules have been saved. Click oK

9 Back at the Select a Schedule screen, use the filters to search for the schedule

' you just created.
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Reschedule a Visit

Scheduling Module

To reschedule a visit, enter the new date if necessary, times in the times proposed fields, and the

bill rate.

T Follow Me:

P,
1. Search for a schedule.

2. Under Actions, click Ed

How to reschedule a visit

it Schedule ( £).

Select a Schedule

CLIENT

Type 3 letters of the Client's name

EMPLOYEE

CLEAR

| £ BN = | 2

Total Scheduled Hours: 4.00

Type 3 letters of the Employee’s name

PROGRAM

Select Program

SCHEDULE STATUS

Select Schedule Status

Actions  Schedule Date ¥  Client Client Supervisor Program Employee  Ef
e 1/23N19 Intest, Arianna P1 Testy, Firsty
| £ BT > | 2
3. Enter the new date if necessary and proposed times.
€GOBACK  Edit Schedule
Schedule Details
STATUS DATE * SERVICE *
01-Pending Vv o1/29/2019 2 1021Z- Personal Care Services v
Times
N TIME HH:MM AMPM * OUT TIME HHMM AM/PM *
Proposed 12:00 PM 04:00 PM = 4.00 hrs
IN TIME HH:MM AM/PM OQUT TIME HHMM AMPM
Actual S === =4.00 hrs
1N TIME HHMM AMPM OUT TIME HH:MM AM/PM
Adjusted 12:00 PM 04:00 PM =400 hrs
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Scheduling Module

4. Click SAVE.

LAY CLOSE

& Exercise: Reschedule a Visit

Task Description
1. Use the filters on the Select a Schedule screen to locate the schedule you created.
P oscenc |
3. In the search results, click the 4 icon to the left of the schedule that you want
to edit.
4, Enter the new date if necessary and proposed times.
> | Click m
At the Schedule Preview Validation screen, click .
7. A screen displays stating the listed schedules have been saved. Click oK
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Removing and Replacing a Client on Schedules

Use this feature to remove or replace a client on a scheduled visit.

l.-."',}f &

Scheduling Module

1. Inthe Client section, click the X icon to remove the existing client.

- - -
I A d— Follow Me: How to remove or replace a client on schedules

Client %

Intest, Arianna | P1(78941212)

CLIENT | PROGRAM (MEDICAID ID) *

Jntest, Arianna | P1(78941212)

Auith.

BILLAS *

05- Unit

2. Click the +icon to add a new client

Client o

3. Search for the client by entering in three letters of the client’s name

4. From the Bill As menu, select the Bill Rate.

Client ®

2,

CLIENT | PROGRAM (MEDICAID ID) *

BILL AS *

Type 3 letters of the Client's name Select Bill As v [ OVERRIDE
5. Click SAVE.
Y\ CLOSE
Page 6-10 Agency Provider Participant Guide

10/4/2019




6 Sandata
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& Exercise: Removing and Replacing a Client on Schedules

Task Description

Use the filters on the Select a Schedule screen to locate the schedule you

created.
R o |
3. In the search results, click the £ icon to the left of the schedule that you
want to edit.
4. . . . X . .
In the Client section, click the icon to remove the existing client.
5. . L+ I .
Click the icon to add a new client.
6. Search for the client by entering in three letters of the client’s name.
7. From the Bill As menu, click the Bill Rate.

& | Click m
9. . . . . SAVE SCHEDULE
At the Schedule Preview Validation screen, click .

10. A screen displays stating the listed schedules have been saved. Click oK
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Removing and Replacing an Employee on Schedules

Use this feature to remove or replace an employee on a scheduled visit.

AP
!_“_.I

Fox l& Follow Me: How to remove and replace an employee on schedules
DY

1. Inthe Employee section, click the X icon to remove the existing employee.

Employee x

|Intest, John - 78112-HHA

EMPLOYEE *

Jntest, John - 78112-HHA

L\ CLOSE

2. Click the +icon to add a new employee

Employee ©

s

3. Search for the employee by entering in three letters of the employee’s name

4. Click SAVE.

Employee x

EMPLOYEE *

Type 3 letters of the Employee's name o

£ -
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& Exercise: Removing and Replacing an Employee on Schedules

Task Description

Use the filters on the Select a Schedule screen to locate the schedule you

1.
created.
P scunc |
3. In the search results, click the 4 icon to the left of the schedule that you want
to edit.
4, . . x .
In the Employee section, click the icon to remove the existing employee.
5. . o
Click the icon to add a new employee.
6. Search for the employee by entering in three letters of the employee’s name.

P - |
8. . . . . SAVE SCHEDULE
At the Schedule Preview Validation screen, click .

3. A screen displays stating the listed schedules have been saved. Click oK
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Cancelling a Scheduled Visit

Use this feature to cancel a scheduled visit.

.".‘,,.'j Follow Me: How to cancel a scheduled visit
FHA,

1. To cancel a scheduled visit, change the status from 01- Pending to 10- Cancelled

Schedule Details
STATUS DATE * SERVICE *
10- Cancelled V 01/30/2019 4 1021Z- Personal Care Servig
Times
IN TIME HH:MM AM/PM * QUT TIME HH:N
Proposed 01:00 PM 05:00 PM
2. Click SAVE.

L\ CLOSE

3. The Schedule Preview Validation dialog box appears.

4. Click SAVE SCHEDULE.

Schedule Preview Validation x

Summary

Authorization Violations
Time Conflicts
Overtime Warnings

SAVE SCHEDULE jgie:\\[«3R

Page 6-14 Agency Provider Participant Guide 10/4/2019



) Sandata

TECHNOLOGIES
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5. The Cancel Schedule dialog box appears.
6. Select a cancellation reason

7. Click SAVE.

Cancel Schedule *®

Select a Cancellation Reason

CLIENT M EMPLOYEE AGENCY PAYER
NAME
1 OTHER
Lo
Code Name Initiated By A
@] 09 Duplicate Entry Agency
® 03 Scheduling Error Agency
O 29 Client at MD appointment Client
v
R.ES:]I.UTDDN
Select Resolution b

NOTE

o CANCEL

8. Click OK.

<>

Your changes have been saved successfully.
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& Exercise: Cancelling a Visit

Task Description
1 Use the filters on the Select a Schedule screen to locate the schedule you
' created.

PN sconc |

3. In the search results, click the Z con to the left of the schedule that you want
to edit.

4. Change status from 01- Pending to 10- Cancelled

| o
At the Schedule Preview Validation screen, click .

7. The Cancel Schedule dialog box appears.

8. Select a cancellation reason

o D
Click .

10. . . . oK
A screen displays stating the changes have been saved successfully. Click
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Recurring Schedule Templates

To reiterate, a recurring schedule template is a template that will be copied over from week to
week. This can be very useful given that it allows you to schedule staff members to a particular
case according to the authorizations received.

Create a Recurring Schedule Template

Best practice is to create a recurring schedule pattern that last for two weeks
0 and that a pattern last no longer than four weeks. A recurring schedule pattern
can be pushed forward for as long as needed.

%ﬂ%\i Demonstration: How to create a recurring schedule template

1. Search for the client and click EDIT.

Clients clients
Sandagg ‘
Select a Client  Asof:3:34PM

Q Navigate Modules

LAST NAME FIRST NAME STATUS

B8 Dashboard Select §

& Clients

B8 Employees

£# Scheduling

o Visit Maintenance

m Billing
| ra | P1 @ Active

|& Reports and Exports ¥

2. Within the client record, navigate to the Recurring Schedule Templates tab.
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¥ Scheduling Module

Sanda£§

€coeack (lient:

Q, Navigate Modules 3 .

O Personal [“1 Program % Diagnosis @ Schedules Recurring Schedule Templates Invoi

88 Dashboard

Schedule Templates
Generated through: Never generated

B Employees GENERATE THROUGH DATE GENERATE

02/09/2019
B Scheduling

€5 Visit Maintenance Week sun Mon Tue

@ Bgilling

3. Click SHOW ACTIONS to display executable actions on the days of the week.

Opersonal  MProgram  9iDiagnosis  @chedules  MRecurring Schedule Templates  (Elinvoices

Schedule Templates ® SHOW ACTIONS
Generated through: Never generated

0210972019 =]

Week Sun Mon Tue Wed Thu Fri Sat

Note that the Show Actions button will become Hide Actions when clicked.

4. Click the ADD button on the day that the recurring schedule will start.

Schedule Templates m

Generated through: Never generated

GENERATE THRCLGH DATE
020NTNG =]

Week

GENERATE
Sun
_—
] o

5. Enter the info for the new recurring template and click ADD NEW.
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New Recurring Template
SERVICE = o EMPLOYEE

10212- Personal Care Services ~

TIME IN TIME HH:MM AM/PM TEME OUT TIME HH:MM AMPM

EVENT CODE *

DEF- Default
BILLTYPE * COMMENTS
01- Hourly o
2 W ACTIVE
ADD NEW
If you are setting up a schedule or schedule template for a service that requires
a specific bill rate, make sure to select the appropriate Event Code from the
drop-down menu. Refer to the Supplemental Training Guide for a description of
the event codes for the Program.
Schedule Templates
Generated through: Never generated
GENERATE THROUGH DATE m
02/09/2019 [z
Week Sun Mon Tue
o =
10212: 16:00 - 20:00
Jntest, John
(][ 2][3)
6. Click SAVE.
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& Exercise: Create a Recurring Schedule Template

Task Description

Search for your client that you created and click £

£ Recurring Schedule Templates
tab.

Within the client record, navigate to the

. @ SHOW ACTIONS . .
3. Click _ to display executable actions on the days of the

week.

+ ADD
Click the - button on the day that the recurring schedule will start.

>. Enter the info for the new recurring template and click m
® | Click m

A screen displays stating the changes have been saved successfully. Click
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Copying Recurring Schedule Templates

Scheduling Module

If you wish to apply a previously created template to additional days, clicking the Copy Template
icon will display Paste buttons. Clicking any of the paste buttons will paste the template to the

days that are selected.

w -
v -
1:{"

1. Click the COPY TEMPLATE Icon.

54 ld- Follow Me: How to copy a recurring schedule template
D\

Schedule Templates

Generated through: Never generated

GEMERATE THROUGH DATE m

02/09/2019

Week

Sun Mon
E
1021Z: 16:00 - 20:00

Jntest Jaho,
Active

Tue

10/4/2019 Agency Provider Participant Guide
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Scheduling Module

2. Click the PASTE Button on any of the days that the template needs to be applied to.

Schedule Templates
Generated through: Never generated

GEMERATE THROUGH DATE

02/09/2019 s}

Week

Sun Mon Tue
n + PASTE 4+ PASTE + PASTE

Wed

1021Z: 16:00 - 20:00

Jntest, john
Active

DONE COPYING

SAVE

3. Click DONE COPYING
4. Click SAVE.
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Scheduling Module

& Exercise: Copying a Recurring Schedule Template

Copying Recurring Schedule Templates

Task Description

Search for your client that you created and click 4

2. Within the client record, navigate to the £ Recurring Schedule Templates tab.
. SHOW ACTIONS . .
3. Click to display executable actions on the days of the week.
4. : & |.
Click the icon to copy the template.
. + PASTE
5. Click the button on ny of the days that the template needs to be
applied to.

7o | Click m
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Generate Recurring Schedule Template

Scheduling Module

Use this feature when you want to generate schedules past the normal pattern to capture

changes. For example:

“The regular caregiver for a client will be away for a month and the schedules need to be updated
with the replacement. There are only schedules for the next 2 weeks so you need to generate the
schedules for the client for the month then make the necessary updates”.

J",_g-..a A

S ld- Follow Me: Generate recurring schedule template

1. From the Schedule Templates screen, specify the Generate Through date.

Schedule Templates

Generated through: Never generated

GENERATE THROUGH DATE

02/09/2019

s

GENERATE

(2

2. Click GENERATE. When the schedules are generated, a pop up window will appear
stating the schedule generation has been completed.

3. Click OK.

Schedule Generation for this client has been completed.

<>

OK
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7 EVV-SMC/TVV

Module Time

30 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 utilizing the client’s telephone or
any phone associated with the client; and
e explain the different Call Reference Guides (CRG) available for
use.
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EVV-SMC/TVV

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 employee 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

e Social Security Number

e Check the MOBILE User checkbox in the Employment section
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

5

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

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

al =

COMPANY ID*

USERNAME*

PASSWORD*

12:19 PM 7% 77% ..

Sandalta

MOBILE CONNECT™

*denotes required field

LOG IN

FORGOT PASSWORD?

v1.0.123

the employee’s email address entered when
creating the employee

Tapping the lock icon in the PASSWORD
field displays the password. Displaying the
password can help with inital log-in and

temporary password entry.

@

10/4/2019

Agency Provider Participant Guide Page 7-3



Sandata

TECHNOLOGIES

EVV-SMC/TVV

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 % 70% mm )

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 - s

What is the name of your favorite
7

Please enter your answer SHUESEaTL:

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?
Please enter your answer T P T

Answer company you had your first job?

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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all Verizon = 12:41 PM + % 69%
PASSWORD SETUP

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

PASSWORD

CONFIRM PASSWORD

Confirm Password @

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%N).

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.

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

o 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:

5 Email Temporary
R
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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 = 7 3 99% (=) +

English

Espafiol

pycckunii

Somali

Lo yall & puall

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
'E' into the ENTER CLIENT IDENTIFIER field
and enter the ID to search for the client.

CLIENTS SEARCH CLIENT

¢ 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 Clients — to perform a client search.

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

ﬁ My Visits

Enter CJ

2 clients

{C}} Settings .

W eps map

® Help

-—E] Sign Out

1
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Starting an Unscheduled 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

SEARCH CLIENT

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

A L ]
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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)

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

Senice:

Clock-In; 12:47 BM

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 an Unscheduled Visit
1. Loginto SMC. The Home screen shows the visit is in progress. Tap RESUME VISIT.

2]

VISIT IN PROGRESS

Tuesday, January 29, 2013
PETER ADAMS

Clock-In: 11:19 A
SErOE

CLIENTS SEARCH CLIENT

Enter Client Identifer

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.

's Please be aware that notes are not required. This Visit Note field should not
'{""- be used to satisfy documentation requirements. This Visit Note field should
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 NOTE

3. The Visit Summary screen displays. Tap CONFIRM.

2]

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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Starting a Scheduled Visit
When the employee arrives to provide care to the client, he or she will:
1. LogintoSMC.

2. Tap on the menu icon in the upper-left corner and tap My Visits to view the scheduled
visits.

= 3

SEARCH CLIENT

Enter Client Identifier

SEARCH CLIENT

Don't have your client's information?

START UNKNOWN VISIT

frankm@mailinator.com

E My Visits h

® Clients

{c‘)} Settings [

Il“ GPS Map

® Help

—ﬂ Sign Out

3. Tap the upcoming schedule to start the visit.
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MY VISITS

UPCOMING PAST

Donna Moss

Home Health - Basic

26 Harbor Park Drive o
Port Washington NY 11050

Today, 03:30 PM - 04:00 PM

Donna Moss

Home Health - Basic

26 Harbor Park Drive
Port Washington NY 11050

Wednesday, August 14, 03:30 PM -
04:00 PM

4. Tap the CONTINUE button.

MY VISITS

< My Visits

Donna Moss

° 26 Harbor Park Drive,
Port Washington NY, 11050

. 9179729773

Time: 03:30 PM - 04:00 PM

CONTINUE

Agency Provider Participant Guide
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5. A Start Visit pop-up screen appears asking the employee to tap YES to confirm the start
of the visit.

= 3

MY VISITS

< My Visits

Donna Moss

START VISIT

O

Service: Home Health - Basic
Clock-In: 11:33 AM

Are you sure you want to start the visit?

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

@)

automatically logged out of SMC.

To ensure security, after a configured period of inactivity, the employee is

Page 7-16
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Completing a Scheduled Visit

1. Loginto SMC. The Home screen shows the visit is in progress. Tap RESUME VISIT.

VISIT IN PROGRESS

Tuesday, August 13, 2019
DONNA MOSS

Visit Time
11:33 AM = ==:=-
Service(s)
Home Health - Basic

2]

‘ RESUME VISIT

SEARCH CLIENT

Enter Client Identifier

2. Tap COMPLETE VISIT.

Tuesday, August 13, 2019
DONNA MOSS

Clock-In: 11:33 AM
Service: Home Health - Basic

TASKS VISIT NOTE

(] Alternate Location

10/4/2019 Agency Provider Participant Guide
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If a visit is conducted away from the client’s home, the Alternate Location task
should be selected for the visit.

'?‘- Please be aware that a Visit Note is not required to complete a visit.

3. The Visit Summary screen displays. Tap CONFIRM.

= 3

Tuesday, August 13, 2019

DONNA MOSS

Service: Home Health - Basic

VISIT SUMMARY

Clock-In: 11:33 AM
Clock-Out: 11:44 AM

Visit Note:
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Starting and Completing an Unknown Visit

If the Medicaid ID entered is not found when trying to start a visit, the employee can start an

unknown visit. Unknown visits appear in Sandata EVV as an unknown Client Visit exception and
must be fixed in Visit Maintenance.

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.

)

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 *

LAST NAME *

MEDICAID ID #

Medicaid Id #

*denotes required field

CANCEL CONTINUE

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

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?

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
scheduled visit or start an Unknown Visit.

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 < =

Sandalta

MOBILE CONNECT™

COMPANY ID*
USERNAME*

PASSWORD*

@

*denotes required field

FORGOT PASSWORD?

Privacy Policy
1.1.170
® 2018 Sandata Technologies, LLC
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Starting a Scheduled Visit Offline

1. Tap onthe menu icon in the upper-left corner of the home screen and tap My Visits to start
a scheduled visit.
2]

Offline

SEARCH CLIENT

Enter Client Identifier

Don't have your client's information?

START UNKNOWN VISIT

[F] My visits &

9 cClients
@ Settings

II“ GPS Map

® Help

—Zl Sign Out '

The scheduled visits displayed are as of the last time the employee logged
in to SMC in a connected mode. Changes to schedules or new schedules for
the employee are not available when SMC is offline.
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2. Tap on the schedule to check-in and start the visit.

Offline

MY VISITS

UPCOMING PAST

Donna Moss

Home Health - Basic

26 Harbor Park Drive o
Port Washington NY 11050

Today, 03:30 PM - 04:00 PM

Donna Moss

Home Health - Basic

26 Harbor Park Drive
Port Washington NY 11050

Wednesday, August 14, 03:30 PM -
04:00 PM

EVV-SMC/TVV

The visit is started and completed following the same process as a scheduled 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 SMCin an

online/connected mode.
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Starting an Unknown Visit Offline
1. Tap START UNKNOWN VISIT.

Offline

SEARCH CLIENT

Enter Client Identifier

Don't have your dlient's information?

START UNKNOWN VISIT

2. 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

e The visit is started and completed following the same process as a 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 any phone associated to the client (i.e.

client’s home landline phone or cell phone).

Call Reference Guide SAMPLE

Calling Instructions STX«ACCOUNT»

“Starting Over, Enter number of tasks". Enter all task ID's again. Important: "00"”

of @ multi-task visit. Contact your ogency to correct any errors/exceptions.
h Santrax will say: “You entered {(NUMBER) task(s). To record the client's voice

unable to participate

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

@ Press '2' if the client is unable to participate then skip to step €.

last name and today's date.

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

17. bﬂ) 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, er 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. '\@) The client should press the appropriate option.

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. g 5 Enter the ID for the second dlient receiving service.
21. Follow the prompts to enter client I1Ds until all clients that share this call time have
been entered.

are finished, the system will say: "Thank you, bye."

Ll
22, * Hang up.

« [f you made a mistake entering Tasks, press “00", the system will confirm by saying:

can neither be used when selecting to enter a single task nor after the last task entry

Q please press "1" and hand the phone to the client, or press "2" if the client is

16. Hand the phone to the client and the client will be asked to state their first and

@ Santrax will say: “The service performed was (SERVICE). Press one to confirm,

NOTE: If you enter the maximum number of clients allowed by Santrax, after entries

@

€y SaANi

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
Select Service
Task
Client Verification - Visit

Call In/Out Prompting

Multi - Client

Client Verification - Recording
Client Verification - Service
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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.

)

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, S 5 Press the one (1) key to "call In".

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

5. s 5 Enter the ID for the first client receiving service.

)
n Santrax will say: "Please enter second client ID 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 entries are
finished, the system will say: "Thank you, bye."

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. @J 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.

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

12. @) Press the Service ID Number you performed.
Refer to your agency’s Service list.
‘:.) Santrax will say: “You entered (SERVICE). Please press "1" to accept, "2" to
Qi
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.

Page 7-28

Santrax TVV prompts callers up to three times to input information.

calls extraneous.

If a caller receives a busy signal, try the alternate number.
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 say the available language prompts.

*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 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

a 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 say the available language prompts.

*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.”

3 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.”

4 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.”

5 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.”

6 Please press 1 to accept, 2 to re-enter

If prompted for the Client ID, enter the Client’s ID number.

7 Santrax will say: “Thank you, bye.”

Hang up.
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Visit Scenarios (SMC and Telephony)

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.
- Telephony —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.

- Telephony —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

e 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.

- Telephony — 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

e 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.

- Telephony —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
e 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.

- Telephony —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

e [f 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.

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

Overnight Visits

e 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.

- Telephony —the employee will call in upon arriving and call out when leaving.
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8 Visit Maintenance

Module Time

75 minutes

This lesson explains how to use the Sandata EVV Dashboard to monitor
current day visits to view exceptions. The lesson also reviews the Visit
Maintenance module, 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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Key Terminology

Definition

Term/Acronym

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

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

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 a
client in a home and community-based setting.

Visit Maintenance

The module within Sandata EVV where visits can be corrected and/or
acknowledged.

Page 8-2
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Introduction

The Sandata EVV Dashboard and Visit Maintenance module is designed to give users the ability
to review, modify and correct Sandata EVV visits. It allows agency personnel with appropriate
access the ability to monitor the current day’s visit activity in real-time. It allows visits to be
updated to ensure that all necessary information is included and any exceptions are corrected or
acknowledged.

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

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.

As call-in/call-out times are received by Sandata EVV, exceptions are applied based on the
business rules for the specific exception. For example, ‘Visit without an In Call’ exception would
be applied if an out call is received in the absence of an in call. Exceptions are grouped by those
that must be fixed and those that must be acknowledged (e.g. GPS Distance Exception). Visit
Maintenance allows you to correct/acknowledge the exceptions on a visit so that it can be
matched to the claim submitted for the visit.

!;"- Sandata EVV is not used for billing and does not guarantee payment for a visit.
il
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Sandata EVV Dashboard

The Sandata EVV Dashboard monitors current day’s visits to identify four specific exceptions.
These exceptions fall into four categories— No Shows, Unknown Clients, Unknown Employees,
and Unscheduled Visits. 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.

Sanda!a = Dashboard pashboard Account Enter agency * @ LOGOuT

Q Navigate Modules

o Clients
8 Employees

No Shows Unknown Clients Unknown Employees Unscheduled Visits
B Scheduling

o Visit Maintenance

1 Billing

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

Sanda:tg = dashboard pashboard Ageount: Enter agency * & LOGOUT |

Q Navigate Modules

i 5 & Minutes (2min - Hmax B - ' m
EVERY .

W Clients

8 Employees . »
No Shows Unknown Clients Unknown Employees Unscheduled Visits

4 Scheduling

of Visit Maintenance O 0 0

® Billing >

sl Reports and Exports =

ko Client Name $ Employee Name $ Date Start Time

B Online Manual Lt 12:00 PM
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Click the exception category name to link to the Visit Maintenance module to view and edit the
visits for that exception.

Sandata M Dashboard Dashboard
EVV

Filter Options

Q, Navigate Modules

REFRESH EVERY 5 I Minutes (2min - 30max)
@ Cliemts
! .
B No Shows Unknown Clients

£} Scheduling

©f Visit Maintenance 3 O
@ Billing

l#l Reports and Exports

@, Security

Online Manual

T OCTTU T TETTE ARy
Visit Maintenance Wisic Mantenance © Manage Visits

Select a Visit
CATE BANGE MMWDOMYY cutNT

072019 ® o 002019 ] Enter Client
CATIGORY PR

Select Category . Select Payer . Select Visit Status
PILTER VTS BY ERCERTION TYos

Exception Types . No Show Exception

(] (e
EXPORT -

Show: 50 per o
1(=|» Show Legend
Client . Employee . o L Visit . Scheduled . . Call _ Call _  Call , Adjusted  Adjusted  Adjusted Pay . psen Bill visic
: ¢ Service : : 3 s s s : $  Pays :
Name Name Date Time In Time Out Hours In Out Hours In Out Heurs  Hours v Hours  Status
Ankszonn, Personal
Jernifer Tester, joe Care 07012019 12:00 PM 01:00 PM 0100 L] 1 [=]  Incomplece
. Services
Fisher, Personal
Mary Sevith, Fred Care 00208 12:00PM 05:00 PM 05:00 . -1 [~]  Incomplete
[ ] Services
Winema Chardonnay
Dougla o Kally ¥ Homemaker  07/01/2019 12:00 PM 05:00 PM 0500 L] [-=1 [=]  Incomplete
» y
Toual
11:00
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Visit Maintenance — Main Screen

Sanda£§

Q Navigate Modules

B pashboard

| Reports and Exports ¥

B3 Data Entry

8, Security

Bl Online Manual

enance | Manage Visits

Account: 10010 -1 @sandata.com | Enter agendy - B LOGOUT
CREATE CALL

=] Enter Client Enter Employee

Select Vist Status = Enter Client Medicald |

Show advanced filter options »

o

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.

A visit has started and not yet completed

A visit has exceeded a 24-hr. period and is

A visit that does not contain any exceptions

A visit that does not contain any exceptions
and has been returned to the claims
validation engine at least once

A visit that is marked ‘Do Not Bill’

2. CLIENT: Enter all or part of client’s last name to filter the visit data for that client.
3. EMPLOYEE: Enter all or part of employee’s last name to filter the visit data for that
employee.
4. CATEGORY:
5. PAYER: Displays the list of payers when multiple payers exist.
6. VISIT STATUS: This filter allows a user to filter the visits by their status. The options
include:
VISIT STATUS Status ‘ Description
| Select Visit Status v In Process
Incomplete
In Process . . .
still missing a call-in/call-out
Incomplete
Verified Verified
Processed
Omit Processed
Omit
Page 8-6
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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 WIZIT= BY EXCERTION TYREZ

Exception Types v Select Exception Type o

»

D CLIENTSIGHATURE EXCEFTION —

m CLEAR [ GFSDISTANCE EXCERTION

D MIZEING ZERVICE

D SERVICE VERIFICATION EXCERTION

m

D UHENOWHN CLIENT=

D UHEHOWHN EMFPLOYEES

D UHMATCHED CLIENTID S FHOME —
D VISITVERIFICATION EXCEFTION
D VISITSWITHOUT IN-CALLE

D VISITSWITHOUT QUT-CALLE

Exception ‘ Description

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

MISSING SERVICE | 1 ¢ smc call-in or Telephony call-out.
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Exception

UNAUTHORIZED

SERVICE

NO SHOW

UNKNOWN
CLIENTS

UNKNOWN
EMPLOYEES

UNMATCHED

CLIENT PHONE/ID

VISIT WITHOUT

IN-CALLS

VISIT WITHOUT

OUT-CALLS

‘ Description

This exception occurs when an employee selects a service for a visit that
does not match to the service the client receives. The exception must be
fixed in the Visit Details screen.

Occurs when Sandata EVV has not received a clock-in from the
scheduled caregiver for a visit and the start time of visit has already
passed.

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.

Identifies when the Santrax ID entered during a Telephony call does not
match to any known employee.

Identifies when a client ID is entered during a Telephony call, but the
phone number the call was made from is not a number listed for the
client.

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

Identifies a visit which does not have a call-out or when a scheduled visit
does not have any call times associated.

- 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.

Page 8-8

FILTER VISITS BY

All Exceptions

| Show Advanced Filter Options =

All Exceptions

Hide Advanced Filter Options =

- 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 by departments Search
Results — Understanding the Visit Grid

Agency Provider Participant Guide 10/4/2019



€y Sandata

Visit Maintenance

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.

o esmm: 50 T | perpag Show Display Options =
client a Employes s garvice & Visit a call s call s call . Adjusted Adjusted Adjusted Bill Visit . Danat el acthans
Mame Mame Date in Out Hours n out Hours Hours Status

. 355 AM . =1 Incomplete s
. L
. ] Incomplete 7
L L
. . WOS/2017 846 AM . 1 Incomplate i
L

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. A Show 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/ Sservice Supervisor V' Visit Date
Visit Location v callin v callout
v Call Hours v/ Adjusted In /' Adjusted Out
V' Adjusted Hours V' Bill Hours V' Visit Status
Tasks Memo Client Verified
Claims Verification Status v/ Do Not Bill

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

v‘ 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 e
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 *
CLIENT MAME CLIENT ID & MEDICAIDID # EMPLOYEE MAME
¥ ]
Carter, jobn SEE4T013 OEaERSEEE10 Young, Charies EMPLOYEE ID
WESIT START DMTE WD) DVATE T TIME TOME VISIT STATLE,
CENART oafazom? AmericalMNew Yo Incomplete
CALL T CALL HOUR
10:24 AM 10:26 AM 0002 T e R,
ADHUESTER 41 HH LA ALLPA ADYLISTED 4T HH W ARLFS BELL LSS HOURS
002 0002
MGEMCY 1D MG Pk
10060
AYER PROGRAA CERACE L CO0E
MNones Meone Mone
VERFIED Tial CLIENT VERIFSED SERVICE CLIENT SGiaTisg
Mo Mo Vs
SAMDATA
CANCEL
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e CLIENT: This screen displays the client’s details such as ADDRESS, PHONE NUMBER and

LANGUAGE PREFERENCE.
ADDRESS LINE 1 ADDRESS LME 2 CITY
GEMERAL
_ Marshall Sorewt MNone Elrrunant
CLIENT
STATE I CODE PRIBAARY PHONE & TiME ZONE
m WY 11003-0000 UsEastern
CALL LOG GENDER LANGUIAGE PREFEREMCE SUPERVISOR
m Male Russzian Maone
Find Client
m Enter Last Name Enter First Name Enter Client ID # =1
-

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

Fimd Client

LAST baaisf FIRET KR CLIEMT D #

c Enter First Name Enter Client ID # Q

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

8
g

Callaghan Alewandra 13855412 164844200 9IEETTHE5544
Care Kelly 49025929 4324332432432
Carmer Jehn 59647013 999888555101
Christopleer Seephen 7173124 12205 22057

Shoewing 1 to 4 of 4 entries
& < 1 = »

REASOM CODE = RESOLUTION CODE FEASDON MOTE

Select Reason Co Select Resolution Reason Note
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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 LINE 2 ary STATE
EMPLOYEE None None None None
CALL LOG ZIP CODE DISCIPLINE PHOME
MNone MNaone 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.

Find Employee

[ T—
m LAST NAME FIRST NAME EMPLOYEEID # DISCIPLINE
“ r First Name Employee ID # Select Discipline ~ Q
Actions Last Name <+ FirstName < EmployeelD = SantraxID % Discipline =<
CLAIMS
Renoit Vivian 0990043211 000735512 HHA
HISTORY
Izl Richardson Jamie 000697339
Raose Robert 6667778884 000909334 LPN
Raoss Judith 000246743
Ross Doug 000621693

Showing 1 to 5 of 7 entries

REASON CODE* RESOLUTION CODE REASON NOTE

Select Reason Cor ¥ Select Resolution Reason Note 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, Manual). If a visit is missing a call, a call can be manually added from
this screen.

CALYL N CLEUNT a0
A ATH A, g s
Flg =1} ey ~
- . Al SO
T CAMDATA
CALL LOG i -

CALL DU CLIDWT 100 DOrssairen
< ATE W A 4
CRAL0T £:05 P B {relepharsy] GO 5

iz A - - i
DOO0A258 SAKDATA

o MERGE CALLS: This screen shows a list of available calls that may be merged to the visit
when the visit is missing a call time. Calls can be merged if there are within time proximity
and not associated with any other visit.

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

CLIENT PHONE # CALL TIME CALL DATE CLIENT NAME EMPLOYEE NAME

202 PM ananm?z Carter, john 001-06-6825

Young, Charles

3:38 PM 8M42017 Carter, john 000-44-6258

EXCEPTIONS

Showing 1 to 3 of 3 entries

1.

z
gs
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 > =
[ ocornon: [
I
(N 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.

m @ Visits Without In-Calls This exception needs to be fixed
CLIENT @ Missing Service This exception needs to be fixed
EMPLOYEE
@ Visit Verification Exception ACKNOWLEDGE THIS EXCEPTION
CALL LOG
MERGE CALLS REASON CODE * RESOLUTION CODE REASON NOTE
select Reason 7 Select Resoluti ~ Enter Reason Note | SAVE |
“ @ Client Signature Exception ACKNOWLEDGE THIS EXCEFTION
m REASON CODE * RESOLUTION CODE REASON NOTE
CLAIMS
_ Select Reason 7 Select Resoluti ~ Enter Reason Mote | SAVE |
HISTORY

e GPS: This screen shows the location of the SMC call-in/call-out times relative to the
client’s home.

LD Mo
EEE ...
o oy
[ Dywter Bay H
m Palhai S5y .
: Bay Park P = )
CALL LOG Lvs ) & Yy
=1 1 Wioodtur
"y e el
EXCEPTIONS roimn i (o)
GPS -
FEVII T L
L
o
oo | @ A
|_aaws | = RN
i —
(5%
HEEE -
(_ w . ( Fraireiry
QUEENS Flor 'ng Garden City E £l Lwittomwn o
L ! % —
@ ... 1) (3 Hempstead % faes) ({8 4
! B
G | o Srane P b ]
aogle ke F Mg ducs B2077 Google  Teema of Use  (Repeort & mag sevee
9 Clent 9 Ma GPS Baeption g GPS Exception

o 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.

&
— "

MEMD

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.

DATE INTERNAL DETAIL

BATCH a TRANSACTION RETURNED . CONTROL LINE MODIFIER BILLELC
CLIENT [[+] D FOR CLAIMS NUMBER NUMBER UNITS
PROCESSING
EMPLOYEE
1211272018 ... 05 32
CALL LOG
12112/2018 ... 05 32
EXCEPTIONS
12112/2018 ... 05 32

Showing 1 to 3 of 3 entries

»

CLAIMS | < [5Gl s

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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' RURDdRND

HISTORY

CHANGED BY

Fours

ITEM
orgorto  Wisit - Update Sendoe
Forgotto  Visit - Update Adjusted

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 Avisit 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 a Call . Call a Call a Adjusted Adjusted Adjusted
Name Name Date In Out Hours In Out Hours
Carter,
’ Young, 247
John Charles ® osn4r2:7 [ ] M
[ ]
Carter,
’ Young, 2:46
John Charles ] 084207 ! P
[ ]
c Visits
arter, . )
: -625 without in-
John 000-44-6258 . 08147201 S ©
e L ]

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.

10/4/2019
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Visit Details x
CLIENT NAME CLIENT ID # MEDICAID ID # EMPLOYEE NAME
EMPLOYEE ID #
Carter, John 50647013 900888555101 000-44-6258
GENERAL @ Unknown Employees This exception needs to be fixed
CLIENT @ Visits Without Out-Calls This exception needs to be fixed
EMPLOYEE
@ Missing Service This exception needs to be fixed
CALL LOG
MERGE CALLS @ Visit Verification Exception ACKNOWLEDGE THIS EXCEPTION
REASON CODE * RESOLUTION CODE REASON NOTE
“ Select Reason ¥ Select Resoluti ¥ Enter Reason Note SAVE
% @ Client Signature Exception ACKNOWLEDGE THIS EXCEPTION
HISTORY REASOM CODE * RESOLUTION CODE REASOMN NOTE
Select Reason ¥ Select Resoluti Enter Reason Mote SAVE

Page 8-18
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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 areason 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.

Client _, Employee _ Carvice & Visit . Call ., Call , Call _, Adjusted Adjusted
Mame ~ MName - T Date T In T Out ™ Hours In Out
Carter, Young 3,47
Jahn I ° 08142017 @ o
s 5

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

GEMERAL

i AL i i A el B

J4RR0ARGE

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.

PAYER FROCGRAM SERVILE BILL CU0E
Mone Mone GO15 v MNone
CLENT WERIFIELF TIME: CLIENT VERIHED SERVILE CLENT SHaNATURE
MNone Mone Yes (]

VISIT S0URCE

SAMDATA

REASOH CODE # RESOLUTION CODE REASOM MOTE

Select Reason Cc " Select Resolutior " Reason Note

5. Click SAVE.
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Unauthorized Service Exception

Identifies when the service selected is not valid for the client. Valid services are based on the
client’s association to one or more payers and their associated services. The user will need to

1. Click the exception indicator under the Service column.

Client ,  Client . Employee Servi . Visit call Call call
ID M Name Name ervice T  Date In T out Hours
i 10:00
Steve, SMith |5 nes, Frank 01/09/2019 °
P AM
02:01 02:28 00:27
- PM PM

2. Select the appropriate service from the drop-down list. Note that the authorized services
for the client must be received in order to fix this exception.

GENERAL

CLIENT

EMPLOYEE

CALL LOG

MERGE CALLS

TASKS

EXCEPTIONS

CLIENT ID #

VISIT START DATE

01/09/2019

CALLIN

10:00 AM

ADJUSTED IN DATE

01/09/2019 £

AGENCY ID

PAYER

CLIENT VERIFIED TIME

MEDICAID ID #

VISIT END DATE

None

CALL OUT

None

ADJUSTED IN HH:MM AM/PM

10:00 AM

AGENCY NAME

PROGRAM

CLIENT VERIFIED SERVICE

Visit Start Date: 01/09/2019

EMPLOYEE NAME

Jones, Frank

VISIT TIME ZONE

US/Eastern

CALL HOURS

None

ADJUSTED QUT DATE

MM/DD/YYYY  #8

EMPLOYEE ID #

VISIT STATUS

Incomplete

ADJUSTED OUT HH:MM AM/EPM

BILL HOURS

SERVICE

[— |

CLIENT SIGNATURE

X

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.

10/4/2019
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4. Select a RESOLUTION CODE from the list.

PAYES

Mone

CLIENT VERIFIEL) ThRaE

FROGEAM

Mone

CLIENT VERIFIED SERVILE

Select Reason Cc *

MNone MNone
IT SOURCE
SAMDATA

REASON CODE * AT T

Select Resolutior *

feason Note

(e

5. Click SAVE.
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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.

Client o Employee _ Service = Visit _ Call , Call _ Call _ Adjusted
Name T Name - T Date In T Out ™~ Hours ~ In
eSS0 11:27 11:33
(47632901 oce, Donna L] 081572017 | 00:06
—E AM AM
2. Use the search fields to search for the client.
Mo Client has been assigned to this wisit,
LAST HAME FIRST HAME CLIENT ID #
EMPLOYEE
Enter Last Mame Enter First Mame Enter Client D # g
CALLLOG
3. Select the client from the search results.
| CLIENT |
Br E =t M er Chient 1D # Q
Actions Lust Name = FirstName = ClientlD#® < Primary Phone® = MedicaidID =
Greer Greg, 76321170 5161234567 55 556G6E TR0
L ] e Mark MEETITE O JaRTARTARTAS
EESOLLIT RE b
. | xsomn Node SAVE

4. Select a REASON CODE from the list.

’ Some reason codes require a REASON NOTE before clicking SAVE.

10/4/2019
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5. Select a RESOLUTION CODE from the list.

REASON CODE = RESOLUTION CODE REASON NOTE
Select Reason ~ Select Resoluti Enter Reason Note SAVE
6. Click SAVE.
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Unknown Employee Exception

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 » Employee Savicn Visit . Call ., Call _ Call _ Adjusted
Name ¥ Name ¥ kt Date ~ In ¥ Out © Hours ~ In
A4 3:38
Carter, John 000-44-6258 ° 08/14/2017 P
P ° PM

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

3. Select an employee from the search results.

LAST NAME FIRST NAME EMPLOYEE ID # DISCIPLINE
EMPLOYEE
v First Name Employee ID # Select Discipling ¥ Q
CALL LOG
m Actions Last N\ame = FirstName =+ EmployeelD <+ SantraxID = Discipline =<
EXCEPTIONS L] Vi Michael 986532 000027419 HCA
“ vera vera 8888588888 000278215
b ...

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 * RESOLUTION 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 Telephony 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 o ACKMOWLEDGE THIS EXCEPTION

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

CLIENT 109 0039447013

CALL LOG

@ Location Required ' ACKNOWLEDGE THIS EXCEPTION

REASON CODE * ENTER LOCATION *

Select Reason Cot

Enter Location SAVE
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Visit Without Calls

Identifies when a scheduled visit does not have any calls times. 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 Client Name column.

Client , Employee . . Visit . Scheduled | Scheduled | Scheduled Call , call , call
v ¥ Service ¥ ¥ . ¥ . L b L L
Name Name Date Time In Time Qut Hours In Qut Hours
Greene, Personal
oung, Charlie : : K
A Charl 081272019 04:00 PM 06:00 PM 02:00 L ]
Mark Care

2. Click on the visit to open the Visit Details and go the Exception screen. The exception
appears indicating that it needs to be fixed.

@ No Show Exception ACKNOWLEDGE THIS EXCEFTION

@ Visits Without Any Calls This exception needs to be fixed

3. Click on the Call Log screen to manually add call times to the visit.

GENERAL Add Manual Call
CLIENT
CALL DATE * MM/DDMYYYY CALL TIME * HH:MM AM/PM SERVICE TIME ZONE
EMPLOYEE MM/DD/YYYY s 03:17 PM Select Service v US/Eastern
CALLLOG REASOM CODE * REASON NOTE

MERGE CALLS Select Reason Coi v Reason Note

4. Select a REASON CODE from the list.

' ’ Some reason codes require a REASON NOTE before clicking 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 , Employee Service * Visit . Call Client . Employee = IServiciia Visit " ttall= call=
Name =~ Name - - Date -~ In ~ Name Name Date In Out

Carter a 8:58
- Youn 08/11/

Jokin l'_"d'lf: G5 ORMA201T . o ® 081172017 AM L ]

L

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

0 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

MERGE """-'-# (631) 239 12:52 PM BI16/2017 [631)839

{3l T) 591 Liod P anarzony (34765

aMa2017 (S16)626 D09-03-5444

------

I | ¥4
_ Showing 1 to 5 of & entries

Select Reason Cov ™ Select Resclution = Reason Note e

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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No Show Exception

Identifies when an employee did not call in for a scheduled visit before a configurable time
threshold passed. This exception type must be fixed for the visit to be in a verified state and

eligible to be matched to a submitted claim.

Scheduled . Scheduled . Scheduled . Call . Ccall . call
Time In ¥ Time Out v Hours Y In Out ~ Hours

4

Adjusted Adjusted

In Out

02:00 PM 03:00 PM 01:00

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

0 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. See steps to add a manual call.

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.

CLIENT ID# 0013199752

CALLIN
CALL DATE CALL TIME CALL TYPE SERVICE
08/17/2017 1:00 AM Manual Call N/A
USER CALL SOURCE
SANDATA
CALL LOG

Add Manual Call

CALL DATE * MMW/DD/YYYY 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.

A W N e

Click ADD.

10/4/2019 Agency Provider Participant Guide
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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 visit Maintenance = Manage Visits Q  Account: 10060 - aso@sandata.com ~ @ LOG OUT
ct a Visit o CREATE CALL
DOMYYY
17 = to ogne20m7 =] 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

[]

12

1598878 Feld, Frank

3. Click Next.
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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 GE

5. Click Next.

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

TH # AT Y Tkl + bt i il Pl

7. Click FINISH.

7

PREVIOUS FINISH
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9 Group Visits

Module Time

60 minutes

This lesson demonstrates how to utilize 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.
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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. Loginto SMC.

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.

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

10/4/2019

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

add clients to the group visit.

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.

CLIENTS SEARCH CLIENT

Enter Client Identifier

0111 l

SEARCH CLIENT

A01 AD1

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

CONTINUE VISIT

START GROUP VISIT

JOIN GROUP VISIT

Agency Provider Participant Guide
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1. 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

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

3]

Tuesday, February 26, 2019

A01 A01

Please select the service you are providing

lect Service

START GROUP VISIT

Page 94
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1. 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 Lo 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 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 AD01

Service: G0299 ° e

Tuesday, February 26

ADD CLIENT

COMPLETE GROUP VISIT

ABANDON GROUP VISIT
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1. 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 o e

Tuesday, February 26

A01 AO01

Service: G0299 ° e

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

2. Loginto SMC.

3. Tapinthe ENTER CLIENT IDENTIFIER search field and enter the 12-digit Medicaid 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).

5. When the client details display, tap JOIN GROUP VISIT.

= 3

10/4/2019

CLIENTS SEARCH CLIENT

Enter Client Identifier

0111

SEARCH CLIENT

A01T AD1
Client ID #: 579302
Medicaid ID #: 0111

4784374837

356235 long island B810
California, CA 94952-0000

CONTINUE VISIT

START GROUP VISIT

JOIN GROUP VISIT

Agency Provider Participant 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 l

SEARCH CLIENT

TESTVU@TESTO01S 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 [Ifaninvalid 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: PDM (T1000)
Clack-In: 02:25 PM

Are you sure you want Lo start the group wisit?

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 ° e

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 ldentifier

SEARCH CLIENT

Don't hanve your client’s information?

[ START UMKENOWRM 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 *

LAST NAME *

MEDICAID ID #

*denotes required field

CANCEL

CONTINUE VISIT

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

: 3

Monday, March 4, 2019

JOE SMITH

Please select the service you are providing

Select Service * -

START GROUP VISIT

10/4/2019
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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

AL HC A (CE198) >_.

START GROUP VISIT
Service:

Clock-In: 11:13 AM

Are you sure you want to start the group visit?

Page 9-12 Agency Provider Participant Guide 10/4/2019



A

9 Sandata

TECHNOLOGIES

Group Visits

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. 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 backin to 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. Tap the ‘Play’ icon (°) on a visit to complete.
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GROUP VISIT: 000050

Joe Smith
Service: $5125

Monday, March 4

TestVu@Test01$
KMSVu@Test001$

Service: G0299

Monday, March 4

0

4. Complete the visit following the individual visit process.

Group Visits

©)

Tapping the ‘dash’ icon (0) 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.

Page 9-14
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Completing all visits within a Group Visit Together
1. Log backin to 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. Tap COMPLETE GROUP VISIT.

GROUP VISIT: 000050

Joe Smith

Service: 55125 ° °

Monday, March 4

TestVu@Test01$
KMSVu@Test001$

Service: G0299 ° e

Monday, March 4

ADD CLIENT

COMPLETE GROUP VISIT

ABANDON GROUP VISIT
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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?

visits.

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

Abandoning a Group Visit

1. Logbackin to SMC.

2. Tap ABANDON GROUP VISIT.

GROUP VISIT IN PROGRESS

Tuesday, February 26, 2019
GROUP VISIT: 000019

Enter Client Identifier

Don't have your client’s information?

ABANDON GROUP RESUME GROUP
VISIT VISIT

CLIENTS SEARCH CLIENT

SEARCH CLIENT

START UNKNOWN VISIT

2]
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§

Group Visits

1. 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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Group Visits

Telephonic Visit Verification

Group Visit Call Reference Guide Sample

k:alling Instructions STX&ACCOUNT»®

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

Call Reference Guide:

«COMPANY_NAME»

)
!. Santrax will say: “Welcome, please {nler your Santrax 1D.”

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

ol
L Santrax will say: “You entered (SANTRAX ID). Press (1) for Yes, (2) for Mo.”

Agency Account Number: STX«ACCOUNT»

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

Ul
‘. 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 to your group visit,
D ia I - n {3) to join a group visit, or (4) to exit group visit menu.”
.
.
1-« P rima ry‘ Phone » (1) To start a new group visit: {3) To join an existing group visit:
Or ! f o
5. Press (1) to start a new group 5. Press (3) to join an existing group visit.
visit.
1-«Secondary_Phone»

d) Santrax will say: “Please enter the
Santrax will say- “You will start a ‘ group visit code.”

‘i‘ new group visit with visit code

{GROUP CODE).” @J
6. Press the numbers of the group visit
Features: 6. Continue to step ). code.
STX ID Verification / Playback  Group Visit — Yes g Santrax will say: “You will join the
: group visit with visit code (GROUP

CloP Select Service CODE).”
Client Voice Recording Client Verification: Visit

H i Hirlny 3 5 - Please press (1) to add a client to the group visit. (2) to complete a visit for a client,
Client Verification: Service C’ (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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Group Visits

Calling Instructions STX«ACCOUNT®

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 our.”

B. @J Press the (1) key to “Call In".

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

9. @J Press the numbers of the client's 1D.
t'.“ Santrax will say: “Please enter second client 1D or hang up if done.”

10. Repeat step Q for each additional client beyond the first.
or

L]
v Hang up if done.

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

11. Follow steps €3 thru @) to and then continue.

) Santrax will say: “Press (1) to start 8 new group visit, (2) to continue to your group visit,
'. {3) to join a group visit, or (4) to exit group visit menu.”

12 @J Press (2) to continue your group v

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

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

Santrax will say: “You will continue group visit with visit code (GROUP CODE). Please
!'."'F 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 made o mistoke and need to discord all dato you have previously 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.

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

15

17,

18

a

1

[

4,

@7 Press the (2) key to “Call Out”.

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

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

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

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

!‘j Santrax will s3y: “You entered (SERVICE). Please press (1) to accept, (2) to retry.”

@J Press the one (1) key to accept, or press the two (2) key to retry.

‘:ﬂ 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 ciient is unabie to porticipate, skip to step 9

[}
& Hand the phone to the client and the client will be asked to state their name and today's
date.

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

b"] The client should say their first and last name and today's date.
A Santrax will say: “In call received at (TIME). Out call received at (TIME). Total visit length
(NUMBER) minutes. Press (1) to confirm, (2) to deny, (3) to replay.”
'@J The client should press the appropriate option.
u‘?l Santrax will say: “The service performed was (SERVICE). Press (1) to confirm, (2) to
deny, (3) to replay.”
@l The client should press the appropriate option.

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

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

L]
v Hang up if done.
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Group Visits

Group Visit Call Process — Multi-Language Line

Call-In

1

Dial either toll-free number.

Santrax will say the available language prompts.

*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 visit menu.”

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.”

Press 1 to add a client.

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

Press 1 to call-in.

Santrax will say: “Received at [Time]. Please enter first client ID or hang up if done.”
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.

Hang up.
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Group Visits

Call-Out

1

Dial either toll-free number.

Santrax will say the available language prompts.

*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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Group Visits

Press the three-digit ID of the care performed (Service IDs are listed on the back of

11 the Call Reference Guide).

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

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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4 Group Visits

Visit Maintenance - Generating/Editing Group Visit Codes

A group visit code is only valid for a maximum of 24 hours. Within the 24 hour
0 ’ 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.

AGENCY ID AGENCY NAME PAY HOURS
CLAINS 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.

10010 OHIO QA Template Agency 1
PAYER PROGRAM SERVICE GROUP VISIT CODE
HISTORY ODM QOHC 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.
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Group Visits

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

DATE SELECT MMWDDYYYY

Manage Visits Q

EMPLOYEE

Account: 10060 - asof@sandata.com «

= LOGOuT

CREATE CALL

08/1420017 B to 08/16/2017 [} Enter Client Enter Employee
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 Select Payer
LAST ACTIVE DATE
Q, SEARCH CLEAR
Client ID % cClient Name * Supervisor * Select
13895412 Callaghan, Alexandra
23632316 Chapman, Arnold E
1598878 Feld, Frank E
Click Next.
Previous Next Cancel

10/4/2019
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Group Visits

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
Employee ID + Employee Name + Select
109046 Abrams, Al

August, Joe

6667778882 Keller, Kevin OE

5. Click Next.

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

Creating new Call

1. Find Client 2. Find Employee [ 3. Set Date and Time ]

Set Date and Time

DATE = MM/DDAYYYY TIME * HH:MM AM/PM
08/16/2017 = 11:00 AM

TIME ZONE @ SERVICE
Us/Eastern v 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 = MDDV TIME = HHMM AN/PM
02/18/2019 # Enter Time

TIME ZONE SERVICE

Us/Eastern Select Service

PREVIOUS FINISH CANCEL

1. Find Client 2. Find Employea [ 3. Set Date and Time

Set Date and Time

DATE * MM/DDAYYYY TIME * HH:MM AM/PM
02/18/2019 ] Enter Time

TIME ZONE SERVICE

US/Eastern Select Service

GROUP VISIT CODE: 000053

PREVIOUS FINISH CANCEL

7. Click FINISH.

7

PREVIOUS FINISH
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Billing Module

10 Billing Module

Module Time
30 minutes

This lesson teaches how billing is performed in Sandata EVV.

Module Objectives

After completing this lesson, you will be able to:
e Review the confirmed visits for billing
e (Create invoices
e Export invoices
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Billing Module

Introduction
The Billing Module allows system users to create and submit invoices.
Accessing Billing Module

A system user with the appropriate permissions will see the Billing link listed in the Navigation
panel on the left side of the screen. Clicking on the link will launch the Select a Visit screen.

Getting Ready to Bill

Beginning the Billing Process

Before preparing to bill, you need to make sure the items have the status of ‘OK to bill’, by
meeting the following criteria:

1. Valid authorization.
2. Schedule matches the authorization.
3. Service was provided according to the authorization.

4. Encounter (call in/call out) matches schedule or, if there was an exception, the
encounter was manually confirmed and documented.

Billing Workflow

Schedules are automatically confirmed in Sandata EVV as TVV or SMC calls come in.

. . . Submit
Schedule Review Confirm Review Create .
Visits . Visits . Visits . Billing . Invoices . Inggic:]:r

Page 10-2 Agency Provider Participant Guide 10/4/2019



€y Sandata

TECHNOLOGIES

Billing Module

Searching for items to bill

The Create Invoices screen displays all billable events that have been scheduled for the date
range selected. The search filters at the top of the screen allow you to narrow the Results area
to meet specific criteria.

1. Click BILLING > CREATE INVOICES.
2. Enter the appropriate search criteria.

3. Click SEARCH.

Sandata ST IRVORa Account: 60110(SAM 60110} - jnarcisse@sandata.com = & LOG OUT
EvyY
I e -
Q Navigate Modules
CLENT PROGRAM FROM DATE TO DATE
£2 Dashboard Type 3 letters of the Client's name Select Program - 060172019 8 06/03/2019 8
W Clients PAYER BILLING FREGUENCY SERVICE e

Select Payer - select Billing Frequency - Select Service
B Employees
DT VST STATUS HOT OK 10 HILL BEASON

£ Scheduling Select Event [1 SHOW ONLY ITEMS OK TO BILL

OT OK To Bill Reason

o Visit Maintenance O SHOW ONLY ITEMS NOT OK TO BILL O SHOW AS SUMMARY

Mo search performed yet

Create Invoices

Note that by default, the billable and non-billable events for the current
month will be displayed if you click SEARCH or press ENTER without entering
any other search criteria.

)
©)

"
To edit any of the schedules in the Results area, click the EDIT ( & ) icon.

. « Il 2 3 > % Showing 1-10 of 24 entrieq
Total: $2,750.00 As of: 3/26/19 12:40:16 PM
Date Client Program Medicaid Service: Amount  Auth # Status Payer Mot Ok To Bill Reason
- Frogram 1D Unit Type - - Fayer -
1021Z- Payer
& | 31119 P1 p $80.00 00130013-01 04- Billed y
Unit P
& | 3119 Pi E.!?'lft‘lz_ $80.00 00130012-01 04- Billed aner
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Creating an Invoice

To create an invoice, you need to filter your results to only show items OK to Bill, Payer, and a
date range/billing period. Selecting the Show Only Items Ok to Bill checkbox will only display visits
with a status of 02- Confirmed that have all required authorization information.

1. Select the SHOW ONLY ITEMS OK TO BILL checkbox.

2. Select the date range/billing period.
3. Filter by the appropriate payor and any other desired filter options.
4. Click SEARCH.
5. Click CREATE INVOICES.
Sanda;t? Billing silling # Create invoices
Select a Visit
Q Navigate Modules
CLIENT PROGRAM
ER Dashboard Type 3 letters of the Client's na Select Program
& clients PAYER 0 BILLING FREQUENCY
Payer P Select Billing Frequency
B Employees
TYPE EVENT
) Scheduling Select Type Select Event
of Visit Maintenance B SHOW ONLY ITEMS OK TO B'Lla O SHOW OMLY ITEMS NOT OK TO
BILL

@ Billing

Q) SEARCH CLEAR
E 4 :

Create Invoices

Submit Involces

< 1 =

Submitted Total: $690.00

Account:

& LOG OUT

5 CREATE INVOICES | E

FROM DATE e

03/01/2019

TO DATE

03/26/2019

FATE PLAN

Select Rate Plan

VISIT STATUS

Select Visit Status

O SHOW AS SUMMARY

SERVICE

Select Service

NOT OK TO BILL REASON

Select NOT OK To Bill Reasor

show: 10

~  per page

Showing 1-9 of 9 entries

As of: 3/26/19 11:04:48 AM

6. The Create Invoice screen displays. The invoice date defaults to the current day’s date.

Account:

GOBACK Create Invoice

Dates
INVOICE DATE
03/26/2019

Printing
O PRINT ALL INVOICES CREATED

O PRINT A SUMMARY REPORT

CREATE INVOICES CANCEL

= LOG OUT
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l. Print All Invoices Created: Selecting this check-box will display all invoices generated in
a printable PDF format after the creation process is completed.

oDP 53

HEALTH INSURANCE CLAIM FORM

OTHER 1a. INSURED'S |.D. Number (FOR PROGRAM IN ITEM 1
| oo 7894154
(Last Name, First E_ Middie Int) [ 4. INSURED'S NAME(Last Name, First Name, Middle Int)
Ford, Jessie ] Ford, Jessie

SADDRESS No.. Soreet)

IENTS ADDH

HONE iInclude Area Code!

OTHER INSURED'S NAMELast name. Frst name. Maddie intal)

OTHER INSURED'S POLICY OR GROUP NUMBER

| ¢ INSURANCE PLAN NAME OR P

OTHER ACC! GRAM NAME

c. EMPLOYER'S NAME OR SCHOOL NAME

PECRESANY 10 PrOCEsS | 3 3 o mysed L Ty who acepts
assgrment below

NFSS 8 PATIENT UNABLE TO WORK IN CURF

RELATED T

ERING PYSICIAN OR OT

JURY. (RELATED ITEMS 1, 2, 3 OR 4 TO ITEM 24E BY LINE -1

10212 1

Il. Print a Summary Report: Selecting this check-box will display a summary report of the
invoices created. This report can be used as a sales register.

10/4/2019 Agency Provider Participant Guide Page 10-5



6 Sandata

‘ Billing Module
Billing Entries
Date Client Chart ID Invoice Orig. Amount Amount Balance
ODP
06/13/19 Ford, Jessie PW0879350-P1 53 $105.00 $105.00 $105.00
ODP Totals: $105.00 $105.00 $105.00
Grand Totals : $105.00 $105.00 $105.00

7. Click CREATE INVOICES.

CREATE INVOICES

8. You will receive a message stating the invoice creating is running, you will be notified
when it completes.

9. Click OK.

Invoice creation is running, you will be natified when it completes.

oK
10. Another message displays stating invoice creation process is finished.
11. Click OK.
Invoice creation process finished.
9 completed of 9 processed.
oK
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Billing Module
& Exercise: Creating an Invoice
-Task Description
1. Click the Billing Module from the navigation panel and then click Create Invoices.
2. Select the SHOW OMLY ITEMS OK TO BILL checkbox.
3. Select the date range/billing period.
4, Filter by the appropriate payor and any other desired filter options.

5. O, SEARCH
Click -
6. Bl CREATE INVOICES _ _
Click . The Create Invoice screen displays.

7. Edit the invoice date if needed.

Bl CREATE INVOICES _ _ _ o
8. Click . You will receive a message stating the invoice

creation is running, you will be notified when it completes.

S. Click L%

OK

10. Another message displays stating invoice creation process is finished. Click
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Searching for Created Invoices

The Select an Invoice screen displays all invoices that will be submitted to the Payers for the
date range selected. The search filters at the top of the screen allow you to narrow the Results
area to meet specific criteria.

1. Click BILLING > SUBMIT INVOICES.

2. Enter the appropriate search criteria.

3. Click SEARCH.

Sandactvg

Q Navigate Modules
22 Dashboard

& Clients

B Employees
Scheduling

# Visit Maintenance

Create Invoices

Submit Invoices

Billing Billing / Submit Invoices Account: @ LOG OuUT
Select an Invoice 1 SUBMIT INVOICE(S) E]
CLIENT ADMISSION FROM DATE TO DATE PROGRAM

Type 3 letters of the Client's na 03/01/2019 B 03/31/2019 £ Select Program
PAYER STATUS PROVIDER ID

B SHOW ONLY BILLABLE ITEMS
Select Payer - Select Status . Select Provider ID

[l SEND AS TEST

=

No search performed yet

Note that by default, the created invoices for the current month will be
displayed if you click SEARCH or press ENTER without entering any other
search criteria.

" 3
To edit any of the invoices in the Results area, click the EDIT ( & ) icon.

e | < Il > | x Showing 1-3 of 3 entries
. Last
Invoice T
Date Client Program Medicaid  Inveice items Amount Balance Status Status Resubmitted Copay
e 1D No Change
o2 Date
£ | 32819 P1 15 1 £50.00 £50.00 % 3/26/19 No
i ! Billable
£ | 3269 P1 14 3 548000  $48000 O 3/26/19 No
. ' Billable
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Submitting Invoices

The purpose of submitting invoices is to create an electronic file that will be submitted to the
Payers on your behalf.

1. Click BILLING > SUBMIT INVOICES.

2. The Select an Invoice screen displays. Select a Date Range. This date range looks at the

invoice date.

ﬂ

Best practice is to leave the FROM DATE field blank. This will pick up any visits
that have been invoiced previously but not yet submitted.

3. Select a Payer. This will populate the FILENAME.

4. Click SEARCH.

Sandata A

EVV

Q Navigate Modules

cu
22 Dashboard

NE Billing /7 Submit Invoices

Select an Invoice

Account:

® LOG OUT

FILENAME
AM_MAP_837P_20190326125!

SUBMIT INVOICE(S)

IENT ADMISSION

Type 3 letters of the Client's na

FROM DATE

mm/ddlyyyy B8

24

TO DATE

03/31/2019

& Clients

B3 Employees

o

E4 Scheduling

& Visit Maintenance

31 Billing

PAYER

Payer P v

SEND AS TEST

Q SEARCH CLEAR

STATUS

Select Status

PROVIDER 1D

Select Provider 1D

PROGRAM

Select Program b

& SHOW ONLY BILLABLE ITEMS

Show: 10 ~ per page

Showing 1-3 of 3 entries

Create Invoices

Submit Invoices

Submitted

|4l Reports and Exports

5. Click SUBMIT

10/4/2019

= NI = | »

o Last

nvoice

Date Client Program Ih:edﬁ :::ﬁ Items Amount Balance Status ﬁe Resubmitted Copay

= : - pate
Thawne, &
& 3/26/19 Edward P1 256642 15: 1 $50.00 $50.00 Billable 3/26/19 No
INVOICE(S).
SUBMIT INVOICE(S)
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Billing Module

6. A message will display stating “Do you want to export the invoices matching searched

parameters?”. Click OK.

Confirm

Do you want to export the invoices matching searched parameters?

CANCEL

7. Another message will display stating “Download file?”. Click OK to download the file.

Click CANCEL for the invoice(s) to be submitted electronically.

Confirm

Download file?

CANCEL
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& Exercise: Submit an Invoice

Billing Module

Task Description
1 Click the Billing Module from the navigation panel and then click Submit
" | Invoices.
) The Select an Invoice screen displays. Select a Date Range. This date range

looks at the invoice date.

3. | Select a Payer. This will populate the FILENAME.

4. Q, SEARCH
Click )

5. ] SUBMIT INVOICE(S)
Click .

A message will display stating “Do you want to export the invoices matching

6. . oK
searched parameters?”. Click
oK
Another message will display stating “Download File?”. Click to
7. | download the file.
| canceL o _ _
Click for the invoice (s) to be submitted electronically.
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Billing Module

The Select a File Submission screen allows system users to view electronically submitted billing
exports within a specified date range.

1.

2
3.
4

Click BILLING > SUBMITTED.

Select a Payer.

Enter the Date Range, FROM DATE and TO DATE.

Click SEARCH.

Sandata Billing gilling / Submitted

Q Navigate Modules

Select a File Submission

Account: ® LOG OUT

PAYER e FROM DATE e

22 Dashboard Select Payer v 03/01/2019 i ]
& Clients Q SEARCH | I3

4
B Employees No sedfth performed yet

B Scheduling

TO DATE

03/26/2019 B

€ Visit Maintenance

=1 Billing

Create Invoices

Submit Invoices

Submitted [

5. Click on a Filename in the Results area.

Showing 1-7 of 7 entries

Filename Export Payer
AM_MAP_837P 20190326134726 064 6CT8 P.EDI 3/26/19 (64) Payer P

Page 10-12
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TECHNOLOGIES

Billing Module

6. A dialog box displays showing the invoice export date, the number of records, and the
invoice details such as invoice date, client name, invoice number, items, and amount.

7. Toreview the raw data of the export, click the RAW FILE tab.

AM_MAP_837P_20190326134726_064_6CT8_P.edi

e Date: 3/26/19

e Records: 2

Claims Raw File
Date A Client Program Invoice Items Amount
3/26/19 000000014 3 $480.00
3/26/19 000000016 4 $640.00

ROLLBACK CLOSE

AM_MAP_837P_20190326134726_064_6CT8_P.edi

« Date: 3/26/19
& Records: 2

Claims Raw File

ISA*Q0* *Q0* *ZZ*209123414 *ZZ*555558161 *190326*1347*,*00501*000000064*1*p*:~
GS*HC*ASC*555558161*20190326*1347*999908064*X*005010X223A2~
ST*837*19002613*005010X223A2~
BHT*0019*00*19002613*20190326*134726*CH~

NM1*41*2*COMPANY 1%***¥45%209123414~

PER*IC*IT SUPERVISOR*TE*5164844400~

NM1*40*2*PAYER P*****46*555558161~

HL*1**20%*1~

NM1*85*2*COMPANY 1%*%k)y%*1497123292~

N3*26 HARBOR PARK DRIVE~

N4*PORT WASHINGTON*NY*110500000~

REF*EI*99995999~

HL*2*1*22*0~

CRO*0Ok1Qkdkkkddrhdlr . v

ROLLBACK CLOSE

0~ O WU b W= N

- O W

b
o
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Billing Module

To cancel a previously submitted export file and change the invoice statuses
back to Billable, use the ROLLBACK button.

ROLLBACK CLOSE

Page 10-14 Agency Provider Participant Guide 10/4/2019
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Billing Module
& Exercise: Viewing Submitted Billing Exports
Task Description
1. Click the Billing Module from the navigation panel and then click Submitted.
2. The Select a File Submission screen displays. Enter the Payer and Date Range.
3. Q, SEARCH
4. Click the Filename hyperlink to view the data.
5. Click the Raw File tab to see the raw data of the claim.
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Reports

1 1 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.

10/4/2019 Agency Provider Participant Guide Page 11-1
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Reports

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

1. 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
based on the REPORT TYPE category selected.

e Daily: These reports display results for a selected single date
o Date Range: These reports display results for a selected date

range
Select Report o
REPORT TYPE REPORT NAME
Daily Reports v Active Clients v

Page 11-2 Agency Provider Participant Guide 10/4/2019
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2. Select Timeframe

Filter

Select the time and/or date range of the reports being run.

FROM DATE

Description

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

Select Timeframe 9

FROM DATE MM/DD/YYYY

09/02/2017

FROM TIME HH:MM AM/PM

TO DATE MM/DD/YYYY

09/02/2017 5]

TO TIME HH:MM AM/PM

12:00 AM

) 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

v All selected (3) v

CLIENT MEDICAID ID

Enter Client Medicaid ID

e RUN REPORT

4. Run Report

10/4/2019

Runs the report based upon the selected criteria.

Agency Provider Participant Guide Page 11-3
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Reports

Running a report

b W1
g r"‘ . .
PHA, 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 Active Clients
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.

Reports

Select Timeframe

FROM DATE MM/DD/YYYY

09/02/2017 = 09/02/2017 s
FROM TIME HH:MM AM/PM TO TIME HH:MM AM/PM
09:00 AM © 03:00 PM ©

TO DATE MM/DD/YYYY

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

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.
"TIP 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

10/4/2019
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Reports

Navigating a Report

€GO BACKc 5
For an accessible version of this report, click "EXPORT TO EXCEL" to open report in Excel. EXPORT TO EXCEL

q: I of3 b P 3

Find | Next

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.

Page 11-6 Agency Provider Participant Guide 10/4/2019
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Reports

Sorting a Report

Account: _ N | n )
Payer: ODM
Program: None

EMPLOYEE CALL CALL

SPV >  SERVICE CLIENTID =  MEDICAID 1D CLIENT NAME = PHONE # NAME ¥ EMAIL ¥ SANTRAXID = TYPE>  TIME =

INDICATOR §

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.

When a column is sorted, a visual indicator (‘::)/ ™) reveals which column

and in which order it is sorted.

Export a Report

o
FpA & Follow along with the instructor to export a report.

1. Click EXPORT TO EXCEL. The Opening Order Report.xls dialog box opens.

Opening Order Report.xds

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?

() Save File

[ ] Do this automatically for files like this from now on.

QK Cancel

10/4/2019 Agency Provider Participant Guide
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2. Click OK to export the file. The report opens in Microsoft Excel.

Order Report [Read-Only] [Compatibility Mode] - Excel

Bl B PP e o

Page 11-8

On Your Own: Run the Client Summary Report

Agency Provider Participant Guide
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Reports

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

1. 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: 912017 - 91/2017 11:59.59 PM

ACTIVE CLIENTS

Account: OH UAT Acct 1 (10060)

CLIENT ID 7 MEDICAID ID CLIENT NAME 7 PHONE & ADDRESS 7 cny 3 5T P LATITUDE LONGITUDE ADDR  CUSTOM ID
VAL

2. 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 Acct 1

ACTIVE EMPLOYEES

Account: OH UAT Acct 1 {10060)

EMPLOYEEID = EMPLOYEE NAME = EMAIL = SANTRAXID = PHONE =

For: W1/2017 - 2172017 11:59:59 PM

DEP *

10/4/2019 Agency Provider Participant Guide
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3. 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.

report allows users to monitor trends in call activity and identify call that

@ Use this report to review call activity for the day and time selected. This
require editing, verification or exception handling.

Report Parameters

Call Listing

Account:
Payer: None

Program: None
EMPLOYEE CALL  CALL
SPV S SERWICE CUENTID =  MEDICAIDID  CLIENT NAME = PHONE # NAME = EMAIL SANTRAXID > Type TIME - INDICATORS
‘Grand Total of Actual Calls: 2
6 Sandala S24/2017 10:5%:43 AM Pagetof 2

4. 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.

Beport Parameters
Account:
Payer:
Program: None
CLiENT EMPLOYEE CALLE BiLL
SERWICE = CLENTID MEDICAID 1D NAME * MAME Eman T SANTRAXID =  START END HOURS HRS =
L -]
0 [+
Total of Bl Hours: 830
Total of Visits: 4
Grand Total of Billed Hours: 14.47
Grand Total of Visits: 27
Grand Vel of Conpiried Vst 22 |
6 Sandaty 242017 12:58:30 PM Page 11 of 12

Page 11-10 Agency Provider Participant Guide 10/4/2019



A

9 Sandata

TECHNOLOGIES

Reports

5. 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.

Beport Parameters
Ascount
For: BN52017
Account:
Payer:
Program: None
Service:
ACTUAL ADJUSTED BiLL CLIENT VERIFIED
|MEDICAIDID CLIENT EMPLOYEE DATE START END HOURS| START END HOURS| HOURS|SERVICE TIME SIGNATURE
Manigomary. Jubst Smytha. Sylvester oansnT D 1152 AM D 12:0T PM 02s 025 Mo
Resson Codes
81 (est)
Montgomary. Julet Smythe. Sylvester 17 [ 1zzzem [ rz20em [XH piz Ve Yes
Montgomery. Juset Smythe. Sylvester 17 [0 oroerm O orazem 008 oo Ye Ye Ne
Mongomaery, Jubet Smytne. Sylvester 17 D 01:17 PM U 20PM 0o0s pos Ve s ey
Mentgomary. Jubst Smytha. Sylvester T D o131 PM 01:30PM 0530 PM 400 4m Mo
Fesson Codes
21 (est)
§ Sandata 812412017 1:43:58 PM Page10f2
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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 its 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 service were provided to a client for a given time. It also
assists in monitoring trends in the services clients are receiving.

Report Parameters
For: 8(28/2017 - 10/12/2017 11:5:50 PM
ACCOUNT: [
PAYER: Wl
SPV:im
CLIENT |D: o i
MEDICAID 1D: S
CLIENT NAME" =
PROGRAM SERVICE = SANTRAX ID + AL EMPLOYEE + ‘;:g T SWRT> END+ OTTYETD TTITE
1000217 137AM 1130 AM 0.08
1000217 1:42AM 1144 AM 0.03
Client/Date $ub-Total: 2 oo7
Client Totals: 2 o7
(, Sandala 10/12/2017 8:00:57 AM Page 1 of 3

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

Page 11-12 Agency Provider Participant Guide 10/4/2019
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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.

omplete

Detail Visit Status Report

Report Parameters

Account:
For: /1172017 - 8/11/2017 11:50:50 PM
Al

VisitID + Medicaid ID »  Client = Employee =

Scheduled

Service ¥ Date + Start  End

call ‘
!

Out

1763308080

1763808512

1763820813

08111/2017

08i11/2017

08/11:2017

10:22 AM

10:25 AM

11:30 AM

Sub Total # of Visits: 2

6 Sandata

8/11/2017 12:53:45 PM

Page Jof 4

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.

“Aecount
Payer OOM
am: hone

Total#

=1 ays

Age

1-50ays §-10 Days

BI4R0NT 9:51:25 AM

11-13 Days

Summary Visit Status Report

16 -31 Duys

Report Parameters

Pagetof2

10/4/2019
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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 05292019 12:00 AM - 06122019 11:50 PM

= . Payer. Al
Authorization Summary Frogam &1

Supenisor. All
CLIERT PROGRAM MEDICAID ID CASE MGR SOC SERVICE  EC REF RO TOTAL UNUSED FROM TO LIMITATION  FORMAT
Payer: Medicaid Fee for Service
America, Captain FHH 01201591 DGOS2019 10212 DEF 123456789 0.00 000 06052019 1273172019 None Houwr
Aena, Susan FHH 564747575435353254 06052019 10212 DEF Mot present 0.00 000 06052019 1273172019 None Houwr
Arena, Susan FHH 564747575435353254 0G052019 12062 DEF Mot present 0.00 000 06052019 06052019 None Houwr
Arena, Susan FHH SGATATST5435353254 06052019 10212 DEF Mok present 000 000 0S052019 06052019 None Hour
Arena, Susan FHH SGATATSTS435353254 6052019 12062 DEF Mok present 0.00 000 06052019 123172019 None Hour
Crafto, Michael W FHH ATEI2468 06042019 10212 DEF MWE-2 0.00 000 0S0S2019 122019 None Hour
Freedy, | P FHH 1357908642 06052019 12142 DEF MWC-1 000 000 0S0S2019 1IN0 None Hour
Jessup, Nathan FHH SGHRBATTT 0BS2019 10212 DEF 212121 10.00 00 O0GO52019 1273172019 None Houwr
Liguoei, Linda FHH 456457456756 0BS2019 10212 DEF ot present 0.00 000 06052019 123172019 None Houwr
Liguori, Linda FHH 456457456756 0GS2019 12062 DEF ot present 0.00 000 06052019 1273172019 None Houwr
Fitt, Brad FHH 9BTOH9123 0212 DEF B-0987 0.00 000 06052019 08152019 None Hour
QA_H_PI, Christinao FHH AMpHks118472803423 05012019 12142 DEF Mot present 0.00 000 05012019 0173172020 None Unit
Smim, John FHH 234562378 06052019 10212 DEF 56478 0.00 000 06052019 12062019 None Hour
Smith, Kawhi A FHH 552956576 04012019 12102 DEF D000S1258974 250,00 24025 0GNS2019 083112019 None Hour
Snow, Phosbe FHH 55223419 06022019 10212 DEF 1234523242 30med oo 000 0G02R019 12062019 None Hour
Stark. Tony FHH 123456789012 0212 DEF Mol present oo 000 0G0S2019 12INZ0NG None Hour
Wayne, Bruce FHH 1212123 DBOGZ019 10212 DEF 35342654 oo 000 0BOS2019 10052019 None Hour
Wunder, Buster FHH T 08052019 10212 DEF S0TE1 420,00 42000 0GNS2019 OUINZ020 None Hour
Sub Tatals: Clignts: 14 Auths: 18
9 Sandala /1212019 12:28:44 PM Page 1of2

5. Changed Authorizations Report: This report shows changes that have been made to
existing authorizations.

Use this report to review authorizations that have had changes within a
specific time and date range.

Page 11-14
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Repon Parameters
Account 60110
. . For 05292019 1200 AM - 06122019 1159
Changed Authorizations :.. .

Program: All
CLIENT PROGRAM MEDSCAID 1D SOC AUTH REF NO. SERVICE DATE CHANGE OCCURRED
Payer: Medicaid Fea for Sernvice
Arnenca, Cagtin FHH 01201991 DBO52019 123456780 10Nz 06082019
Amenca, Cagtan FHH o019 ORS00 123456789 wnz 0E052019
Arena, Susan FHH AELTATETE435383054 0A02019 12062 08082019
Arena, Susan FHH SE4T4TSTS435353254 06052019 101z 06082019
Craflo, Michael W FHH 975312468 DBOL4Z019 MWC-2 wnz 0E052019
Freelg | P FHH 1347908542 06042019 MWC-1 12142 08082019
Freelg 1P FHH 1357008542 OB0S2019 MWC-1 12142 06082019
Freelg IP. FHH 1357908542 06052019 MNC-1 12142 08082019
Freelg IP. FHM 1157008542 DROS2010 MWC-1 12142 06082019
Jessup. Nathan FHH 999888777 06052019 M2 nnz 05052019
Jessup, Nathan FHH 993888777 06082019 212121 1012 08082019
Jessup. Mathan FHH 999888777 OBOS2019 1211 10Nz 06082019
Jessup. Nathan FHH 999888777 0602019 M1 nnz 05052019
Jessup, Nathan FHH 993888777 08052019 212121 1012 08082019
P Brad FHK 987009123 B-0987 10Nz 06082019
QA_H_P1, Christnag FHH Aphksd 118472893423 050172019 12142 05302019
Smith, John FHH 234582378 06052019 54478 1012 08082019
Stark, Tony FHH 123456789012 0Nz 06082019
Wunder, Buster FHH a1 08052019 SOTE1 1012 05082019
Total Chents: 10 Totsl Auth Changes: 19
6 Sandata 122019 12:06:29 PM Page1of2

6. Expiring Authorizations Report: This report allows you to review all authorizations that

are ending within the specified date range.

Use this report to determine whether new authorizations need to be

requested for client care.

Expiring
Authorizations

Report Parameters

Account 60110

For. 04/01/2019 12:00 AM - 06/12/2019 11:59
PM

Payer. All

Program: All

CLIENT PROGRAM MEDICAID ID soC PRIOR AUTH END DATE SERVICEID  EVENTID REF NUM
Dyer, Mike G. P1 123456729 24412019 4/30/2019 59124 DEF 55555
Total: 1

g Sandata 612/2019 12:35:17 PM Page 1 0f 1

7. 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.

10/4/2019
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Visit Log Report

Account:
Payer: ODM
Client Name:
Client Medicaid 10:

Call Actual Adjusted Bl
Program  Service  SPV  Priority Employes Name © Visit Date = " ou Hours|Start  End Homsll Hoss
None Wed w@nP 0224 PM 0oz 002
None Wed 0808 B 0815 A 0832 Al ]
G Sandata B42017 11:35:14 AM

Rate | Reason Codes

L

n 10, 11

3.5

12353536

Page 1 of 35

8. 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.

Report Parameters
=
Visit Verification Activity For ST T s
Account: I W |
Payer: N
Program:
ACTUAL ADJUSTED BILL

MEDWCAIDID T CLENT ¥ EMPLOVEE + SERVICE ¥ WisTOWE ¥ START END HOURS| sTaRT  END HOURS |[HOURS *  ReasoncODE oM
Visit Excception - Acknowiedge Servics \erification Exception - - 10/342017 01:30 P

won oz (O 11:42M O 1100 am 0.03 002 18 N
Visit Exccaption - Acknowiedge Visit \ierification Exception - A - 1032017 01:30 P

Mon 002 [ 1142 AM O 11.4a8m 0.03 003 18 N
Vigit Extception - Acknowiedge GPS Distance Exception - F - 10/2/2017 01:30 P

Mon 100z ([ 1z am O 1n:4a am 0.03 0l 18 N

Total Visit Updates: 3

() Sandata 101272017 8:15:01 AM Page 2 of §
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9. 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
Acoount:
For: 8/28/2017 - 10M 22017 11:30:50 PM
Account: o 0 _-.
Payer: I
Program: B
Service:
E» ion Type: Client Sig Ex
ACTUAL ADJUSTED BILLED REASON
SPV T MEDICAIDID CLIENT * EMPLOYEE + VISIT DATE START END HOURS|$TiRT END  HOURS |[HOURS = CODES TASKS EX
123456 Mon 1008 , 02:27 AM
E Fri 10/06 8, 1128 AM
g Fii 10/05 R, 152 AM
Total of Actual Hours: NIA
Total of Adjusted Hours: NiA
Total of Billed Hours: NIA
Total of Visits: 3
© Sandata 10/12/2017 8:20:29 AM Page 10f 23
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Reports

10. 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: 9/28/2017 - 10/12/2017 11:58:58 PM
Wisit Status: In

Visits Claims Verification Status Fracase Irompite s Prosssed orst

Account: [T
Provider Medicaid ID: {mmm

Visit
Fayer Program Service HCPCS Client Name Medicaid 1D Visit Date Start End Visit Status Batch 1D Transaction 1D Visit Verified Date

10°02/2017 A2 AN 11:44 AM | Verified

1009/2017 08:24 AM Incompiste.
1009/2017 08:25 AM | Incompiste.
10/08/2017 0332 FM Incomplete
10/08/2017 08:27 AM |Incompiete
1010872017 08:28 AM |Incompiste
1010872017 08:47 AM |Incompiste
02872017 0516 FM Incompiste.
1006/2017 1:20 AM Incompiste.
10/08/2017 02.45 AM Incomplete

10/03/2017 1200 PM  12:10 PM |Verified

10/08/2017 03:30 PM Incompiete
08282017 |04:58 PM Incompiste.
100272017 N33 AM  19:35 AM | Incomplate
1002/2017 M7 AM 11:39 AM | Verified

1009/2017 08.55 AM Incompiste.
02872017 04.50 FM Incomplete
10/08/2017 08:23 AM Incomplete
09282017 |05:18 PM Incompiste.
100872017 | 11:52 AM Incompiste.

$Sub Total # of Visits: 20

Total # of Visits: 20

g Sandata 10/12/2017 5:25:06 AM Page 1 of 1
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Glossary

Glossary

A

Administrator

Aggregator

Alternate EVV System

C

Client

D
Dashboard

E

Employee

EVV
Exception

M
Manual Call

P
PDN
Privilege

R
Reason Code

Role

Page 12-2

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

Any visit data which Sandata EVV has denoted with a colored
circle because it is either missing information or does not meet
the rules established for the program

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

Private Duty Nursing
A single permission

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.

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

Agency Provider Participant Guide 10/4/2019
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Glossary
S
Sandata EVV Sandata’s Electronic Visit Verification system
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
(SMCQ)
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 Sandata EVV
Username The user’s email address
Vv
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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