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About this Course

Course Duration

This course is divided into modules. The estimated time to complete one module is listed at the
beginning of the module chapter. Modules vary in length, between twenty minutes and two
hours.

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 Describe how to order EVV devices for clients.

e Explain how to request the return of an EVV device for a client.
e Use Data Entry to:

- Manually input and maintain both clients and employees

- Delete/Reactivate clients and employees

e Explain the purpose and basic functionality of mobile visit verification using Sandata
Mobile Connect (SMC) and Telephonic Visit Verification (TVV).

e Use SMC and TVV to switch services during a visit.

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 Daily, Date Range, and Security reports.

9/10/2020 Agency Provider Participant Guide Page 7 of 217
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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 <
L o -
%ﬁ" Used to indicate workflow.
] L i
!% Use to highlight any risk management points.
qd

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.

Used to indicate participant should perform exercise independently.

9/10/2020
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Overview/Objectives

This training is an in-depth review of the Sandata EVV environment pointing out features,
structure, and requirements. In this guide, we will cover 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 (Individuals) and Employees (Direct Care
Workers)

e Device Order and Return processes

e SMCand TVV

e Digital Dashboard and Visit Maintenance

e Accessing Reports

The goal of this training is to present the functionality of Sandata EVV.

9/10/2020 Agency Provider Participant Guide Page 9 of 217
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Module Time

15 minutes

This lesson introduces the Ohio Department of Medicaid’s 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 ODM program objectives.

9/10/2020 Agency Provider Participant Guide Page 10 of 217
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Term/Acronym Definition

Aggregator

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

Alternate EVV

Any EVV system that is not Sandata’s.

System

BYOD Bring Your Own Device.

DAS Department of Administrative Services.
DODD Department of Developmental Disabilities.
DCW Direct Care Worker.

EVV Electronic Visit Verification.

Fee-for-Service
(FFS)

A payment model under which a provider is paid directly by ODM, ODA, or
DODD.

GPS Global Positioning System.
MCO Managed Care Organization.
MITS Medicaid Information Technology System — Ohio’s claims adjudication
system.
Sandata Mobile Visit Verification. The name of Sandata’s mobile application
MVV used at the start of Phase 1 of the EVV. Moving forward, this will be referred
to as Sandata Mobile Connect (SMC).
ODA Ohio Department of Aging.
ODM Ohio Department of Medicaid.
All parts of Sandata’s EVV solution for Ohio Department of Medicaid —
ODM EVV . .
provider portal, EVV technologies and Aggregator.
OHCW Ohio Home Care Waiver.
PDN Private Duty Nursing.
PIMS

PASSPORT Information Management System.

Sandata EVV

Sandata’s Electronic Visit Verification System.

Sandata Mobile
Connect (SMC)

Sandata’s Mobile Visit Verification application, formally known as MVV in
Phase 1.

Telephonic Visit
Verification (TVV)

System used to record visit data and verification when SMC is not available.

9/10/2020
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Introduction

Congress established a January 1°7, 2021 requirement for all states to use an EVV system, in
accordance with the 215t Century Cures Act.

EVV is an electronic system that verifies when provider visits occur and documents the precise
time services begin and end. ODM will provide the Sandata EVV system free-of-charge for all
providers.

ODM Program Obijectives

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)

Please visit the ODM'’s website at https://medicaid.ohio.gov/EVV for the most up to date
services subject to EVV requirements.

9/10/2020 Agency Provider Participant Guide Page 12 of 217
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2 System Overview

Module Time
40 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 with Disabilities
Act (ADA) support); and
e define common functions within Sandata EVV.
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Key Terminology
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.

9/10/2020 Agency Provider Participant Guide Page 14 of 217
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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 seven (7) sections. This document is divided into the following major
sections:

e Navigate Modules
e Security

e Data Entry

e Dashboard

e Visit Maintenance
® Reports & Exports
e Group Visits

9/10/2020 Agency Provider Participant Guide Page 15 of 217
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Log-in Screen

How to Log In

System Overview

System security requires that you log on using the URL (https://evv.sandata.com) provided in the
Welcome Kit. The Welcome Kit is provided upon completion of training through the eTRAC Portal.

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: STXH### (HiH#H =
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 12
characters long, have at least one upper
case, one lower case letter, one numeric
character and one “special” character
(@#S%"). The password is case sensitive.

Clicking the “eye” icon will
@ display/hide the password

information entered.

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

5. LOGIN - gain access to Sandata EVV.

Sandalta

Enter Username

PASSWORD o

Enter Password @

Forgot Password?

© 2017 Sandata Technologies, LLC

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

9/10/2020
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EVV Lock Out

A user is locked out of the system after five (5) unsuccessful login attempts. The EVV security
administrator must unlock the user account.

If the Security Administrator is locked out and there are no other users
with the Security Administrator to unclock the user account, then the
user must call the EVV Provider Hotline at (855) 805-3505 to unlock
their account.

How to Reset a Forgotten Password

Passwords are valid for 60 days. 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

USERMAME

Enter Username

PASSWORD

Enter Password -

REMEMEBER ME

Forgot Password?

© 2017 Sandata Technologies, LLC
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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

3. Click RESET PASSWORD. The system sends an email with a temporary password.
4. Click Back to Login. The Login screen displays.

Sandata

Change Password

OLD PASEWORD

Enter Old Passwaord -

NEW PASSWORD™

Enter New Password -5

COMFIRM NEW PASSWORD™

Confirm MNew Password -

Mote: Password is case sensitive

& 2017 Sandata 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
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Navigating Sandata EVV

After successful login, the Visit Maintenance screen displays.

Sandal‘a H Visit Malntenance vise Maintenance © Manags Visits ACCOUNE: D31 - useri96a1 | Frtee agency - LOGOUT
EvY
sEREaNEn CREATE CALL
B pashboard o kbl cutnt o
| 0242 C] Ent
t Payer 5 t Stat r aicl 10}

Show acvanced fiter aptions v

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.

Sandata Account: 10108 - UATDCW3@mail.com | Enter agency | @ LOGOUT
EwY N=lorar Vieit M

Q Navigate Modules
22 Dashboard

% Visit Maintenance
|4l Reports & Exports

B Data Entry

@, Security

Show advanced filter options =

' Messaging

B8 Online Manual

2. Navigate Modules on the Navigation panel to open 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.

9/10/2020 Agency Provider Participant Guide Page 19 of 217
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Sandata

EVV

Q Navigate Modules mari

Manage Users

Manage User Roles

Online Manual

3. To accommodate users that require more time, when a user remains idle for 15 (fifteen)
minutes, 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.

Vesit Mamtenance  Manage Visits o e Account: 10060 - alaynedsandata.com -e LOG OUT
CREATE CALL
[~ /D6, ] niter €l Enter Employee
Select Payer elect Visit Stat
All Exceptions @ Hide Advanced Fiter Qotions =
Select Call Type - All Select Department
SA) ETTINGS RESET o
)@
0 Show: 50+ perpage Show Display Optians =
@ Showing 1 to S of S entries
% callin & calout = CallHours & Adjustod in Adjusted Out Adjusted Hours BillHours  VisitStatus & Do Not Bill Actions
0332 BN L] (£ ncomplete @ s
0330 P - [-=1 ncomplete s

9/10/2020 Agency Provider Participant Guide Page 20 of 217
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Common Functions of Sandata EVV
Here is a list of items commonly found in Sandata EVV.

Name Description
Navigation . -
| Visit Maintenance Vit Msintenance | Manage Visits SYStem and WhICh screen is dlsplayed'
Path
Displays the account the user is logged
Account into and the username/email address of
L Zeznoz=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
& LOGOUT Button displays the log-in screen.
Clicking this icon displays a calendar from
which the user selects a date.
Calendar g feee
E Icon o T v e i o
L
Located in list fields, clicking this icon
displays the list.
TIME TTME
Show List US/Eastern -
b lcon select Time Zone -
| US/East-Indiana i
UsfCentral
UsfArizona
UsfAleutian
Ussalasks =
When advanced filter settings are
Save . . .
Settings displayed, this button will save selected
S Buttof search fields so that they will be
displayed again at the next user login.
Reset If search settings have been saved, this
st Button button will clear them.

9/10/2020
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Item Name Description
Show/Hide .
/ On screens enabled for searches, clicking
Advanced o .
8 Hide Advenced Fiter Options= . this link shows or hides any advanced
. Filter ) .
. filters that are available.
Options
Search
9. O 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. % o3 s [ 2| 2 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
Items per . .
12. - reeirg SR R e Page many rows of a list are displayed on each
. age.
Setting pag
This results display is shown on pages on
which there are either lists or search
Page results. Located at the top and bottom of
13. Showing 1 to 10 of 89 entries Coitents each page, this results display shows 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 o
data that is missing.
Opens an individual record with its fields
Edit Button | . .
16. / in an editable state.
9/10/2020 Agency Provider Participant Guide Page 22 of 217
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Additional Buttons and Icons
The following buttons are frequently displayed throughout the Sandata system:

Button Function Description
ADD Add Button Clicking this button adds another row to a listing.
CANCEL Cancel Button Cancels an operation and closes the screen.
Filling a check box enables a feature, clearing it
o Check Box . & . &
disables it.
In fields that require a time to be entered,
clicking this icon allows the user to select a time.
E} ClOCk |C0n sz::: AM | e}
el el e
b4 b4 o
CREATE Create Button Creates a new item in any list.
= Delete/Terminat | Moves an item/user to “Inactive” status. The
. e Button User is prompted to confirm.

Finish Button

Completes and terminates a task.

Lock Icon

Displays the password to help with log-in and
password entry.

®

Play Icon

Starts a playback of the client Voice Verification
recording.

Employee ID

Employee Name

Select

Radio Button

Radio buttons allow the user to select one or

e [e] more items from a list.
~ Reactivate Moves and item/user to “Active’ status. User is
Button prompted to confirm.
Pressing this button begins the client voice
Record Button .g . ;
recording during the SMC call-out process.
9/10/2020 Agency Provider Participant Guide Page 23 of 217
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Button

Function

Refresh Button

Description

Refreshes one or several fields on a screen,
usually search fields.

SAVE

Save Button

Located in Data Entry fields, this button saves
the information that has been entered.

Show
Information Icon

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.

HEW PASSMORD

1970MonteCarlo@| P

Stop recording

Pressing this button stops the client voice

Button recording during the SMC call-out process.
Terminate This button moves either a client record or an
Lol Button 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 - i @sandata.com | Enter agency ~| @ LOGOUT

g - g

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 1D#

Employee

’ Success
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.

E— 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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Messaging

Click the messaging tab to view incoming messages. These messages are view only — you cannot
respond. The message will be visible in EVV from the Start Date to the End Date, on the right-
hand side of the screen. After the end date, the message will disappear.

Sandata

EVV

Q, Navigate Modules

22 Dashboard

o Visit Maintenance

Il Reports & Exports

&2 Data Entry

4, Security

® Messaging

3 Online Manual

Messaging  Messages

Account: 10108 - uatdewE@mall.com

Enter agency *| & LOGOUT

Show: 10 per page

Showing 1 to 1 of 1 entries

Message 3

Start Date .~ EndDate 3

This is an EVV test message.

08/25/2020 10/04/2020

Showing 1 to 1 of 1 entries

Chat

The Chat bubble allows you to communicate with the EVV Provider Hotline. Chat will appear on

each screen in EVV.

Sandala
EVV

Q Navigate Modules

82 Dashboard

€ Visit Maintenance

|l Reports & Exports

B2 Data Entry

8, Security

& Messaging

E Online Manual

Visit Maintenance Visit Maintenance | Manage Visits

DATE RANGE MM/DDVYYYY

07/13/2020 #  w  07/113/2020

CATEGORY PAYER

Select Category

All Exceptions

Select Payer

Account: 10108 - UATDCW3@mall.com | Enter agency -

CLIENT

Enter Client

Select Visit Stat *

= LOGOUT

CREATE CALL

EMPLOYEE
Enter Employee
NT MEDICAID 1D

Enter Client Med

Show advanced filter options =

9/10/2020
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Take the following steps to chat with the EVV Provider Hotline:
1. Click on the Chat Button.

2. The chat window appears. Complete the Name and Email fields. The Phone Number and
Message fields are optional. When you are ready to chat, click Start Chat.

How can we assist you today?

MName

Email

Phone Number (optional)

Message (optional)

Please do not enter Personal Health Information (PHI) in the Chat.

3. An agent will join the chat. Type in your responses, and press ENTER to send. You may
also use the attachment icon to attach images. Click the three dots (...) to adjust the
volume of the chat notifications, email a copy of the chat transcript, change your contact
information, or end chat. You may also click the arrow in the upper right-hand corner, to
open the chat in its own browser window.
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Chat with us A -

Hi, can you help me demonstrate
Chat?

Thank you for your message,
please wait a moment while
our agent reads over your

5 question.

Sound <
Email transcript
Edit contact details

End chat

[I-i @ e

4. Afterthe chat ends, you will have the option to rate the interaction. Click RATE THIS CHAT.
When you are finished, click the minus icon (-) to minimize and close the chat window.

Chat with us A -

6 Customer Care
Chat with Sandata

Ok. Use this link in your

browser to access SAM:

hitps://us sandata.com/your
" agency id

Perfect Ed. Thanks for your help
B today. | am all set. Have a great
evening!

’ ‘fou too!
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3 Security (User
Set-up)

Module Time
30 minutes
This lesson teaches how to set-up, create and maintain system users.

Module Objectives

After completing this lesson, you will be able to:
o 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.

Individual/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:

assign user roles to specific users;

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

grant and revoke system privileges;

reset user passwords; and

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.

Sandalta @&, Security -

Evv

Q Navigate Modules
Manage Users

== 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.
2.

Manage Users — This section allows the user to create and maintain users.

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

Change Password — This section allows the logged in user to change his/her password.
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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
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.

ty - Masags Hars . « [ LOGOUT

B Acvwanl Halun Farid Kams @ Lasl Mamm

L5 L5

CREATE USER — Used to create a new user profile.

Filters — Allows for a search by either USERNAME, FIRST NAME or LAST NAME or a
combination of the three.

SEARCH — Retrieves the related information based upon the filters used.

CLEAR — Deletes the information from the filter fields to allow for additional searches
with new criteria.

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.

Show — Allows for input of how many entries are shown per page and displays the total
number of results returned.

Edit — Edit a user.
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8. Delete — Inactivate a user.

Searching for Users

Search for users from the Manage Users screen.

Sandata User Management Security = Manage Users Q  Account: #+ LOG OUT
EVV

Select a User e CREATE USER
X Dashboard

©of Visit Maintenance

er First Name Enter Last Name

|4l Reports & Exports

B3 Data Entry

4, Security

Show: 10 + perpage

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

Manage User Roles

Username %+ Account Status First Name % Last Name s Actions

Change Password e

OPEN Fran Fregosi P |

1 Online Manual OPEN Ford Simpkins ]
- < 1 > 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.
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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

USERMAME FIRST NAME LAST MAME

Enter Username Enter First Name Enter Last Name

Show: 10 ~  perpage

=
X}
»
w

v

Showing 1 to 10 of 50 entries

Username % Account Status First Name % Last Name s Actions

OPEN Ajay Bagga Fa |

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

Create User Screen Overview

Create User
USERNAME/EMAIL * o CONFIRM USERNAME/EMAIL =
Enter Username/Emall Confirm Username/Email
LAST NAME = e FIRST NAME = e
Enter Last Name Enter First Name
LOCKED o
AVAILABLE ROLES e ASSIGNED ROLES o

ASST_COOR
COORDINATOR
SECURITY_ADMIN

AVAILABLE PRIVILEGES @ ; ASSIGNED PRIVILEGES 9
Contract/Payer - Add tract @ 2

Dashboard - Access Module

Email Address - Add
Email Address - Delete

Email Address - Update

Exports - Access Module
Holiday - Add

Holiday - Delete

Holiday - Update

Password - Update Expiration Setting
Privilege - Assign Privilege

Privilege - Revoke Privilege - -
SEARCH SUPERVISORS Assign Supervisors ta
Search 5 F; User
earch Supervisors Q /o

AVAILABLE SUPERVISORS = @ ASSIGNED SUPERVISORS

0 CREATE USER
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8.
9.

USERNAME/EMAIL — This field is to enter a user’s email address, which is also their
username.

LAST NAME — User’s last name.
FIRST NAME — User’s first name.

LOCKED — If selected, prevents the user from logging into the system. It is unchecked by
default.

AVAILABLE ROLES — The roles in this field are available for assignment.

Assignment Buttons — These buttons move items between the AVAILABLE and
ASSIGNED fields.

ASSIGNED ROLES — The roles in this field are assigned to the user.
AVAILABLE PRIVILEGES — The privileges in this field are available for assignment.
ASSIGNED PRIVILEGES — The privileges in this field are assigned to the user.

10. SUPERVISOR - This functionality is not used by ODM.

11. CREATE USER — Creates the user and adds them in the system.
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w

,",".-_': Follow along with the instructor to create a user.
FHA,

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

Create User
USERMNAME/EMAIL * CONFIRM USERNAME/EMAIL *
Enter Username/Email Confirm Username/Email
LAST NAME * FIRST NAME *
Enter Last Name Enter First Name

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 ASSIGNED ROLES

ASST_COOR SECURITY_ADMIN
COORDINATOR

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.

J 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.
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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

& On Your Own —Create a User

Modify a User

il -
i;,:‘f . l& Follow along with the instructor to modify a user.
DY

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.

J 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.
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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.

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.

- -
.;,:‘.r’ . & Follow along with the instructor to reset a user’s password.
-

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

- -
.;,:‘.r’ . & Follow along with the instructor to delete a user.
-
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1. Perform a user search.

2. Click Delete L®1 in the Actions column on the right-hand side of the screen of the
appropriate user. The Delete User confirmation box displays.

Delete User

Are you sure you want to delete

CANCEL DELETE

3. Click Delete. A successful confirmation box displays.

User I"«']E"‘EgE'“E'""_ Security / Manag

Success
v

User was successfully deleted

USERMAME FIRET NAME

Enter First Name
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Manage User Roles

The use of roles allows Administrators with the SECURITY_ADMIN role 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:

Default Role

ASST _COOR (Assistant
Coordinator)

Description

Sandata EVV generalist that supports the coordinator. This role has
view-only access to visit records and the ability to run reports.

COORDINATOR

This role has privileges to Intake/manage clients, intake/manage
employees and clear visit exceptions.

SECURITY_ADMIN

This role has privileges to create/manage all EVV users, create/
manage security roles, reset passwords, Intake/manage clients,
intake/manage employees and clear visit exceptions.

9/10/2020
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Screen Overview

Manage User Roles o CREATE USER ROLE

e Show: 10 ¥ perpage
« | < 1| > » e Showing 1 to 5 of 5 entries

Role Name + Role Description = Actions
ASST COOR Supports the coerdinator a V] 6
COORDINATOR Administrative generalist supporting various Santrax activities Ve
SECURITY_ADMIN Manage and administer the Santrax System P

« < 1 > » e Showing 1 to 5 of 5 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.
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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 e

Show: 10 ¥  perpage

« <12 34 5| = N Showing 1 to 10 of 146 entries
Role Name % Role Description I} s Actions

Create User Role

ROLE MAME *

Enter Role Name

AVAILABLE 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

ROLE DESCRIPTION

Enter Role Description

ASSIGNED PRIVILEGES

>

«

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 DESCRIPTIOMN

knter Role Description

5. Click CREATE USER ROLE. A successful confirmation message displays.

Success
‘ CREATE USER ROLE | & Role Intake Group successfully
created

6. Click Manage User Roles from the Navigation panel.

7. 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 ASSIGMNED 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 ¢

| SR LG Pl Tl BBl P

9. Click MODIFY USER ROLE to save the assigned privileges.
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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 ~ perpage
« < 1 > » Showing 1 to 3 of 3 entries
Role Name %+ Role Description % Actions
ASST_COOR Supports the coordinator P ]
COORDINATOR Administrative generalist supporting various Santrax activities ' ]
SECURITY_ADMIN Manage and administer the Santrax System ' ]
« < 1 > » Showing 1 to 3 of 3 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 =
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 4

SR S 5GP sl o\ Tl bl

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

\/ Success
MODIFY USER ROLE 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

Show: 10 T perpage

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

« | < | 1| > » 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.

Are you sure you want to delete

Delete User Role

X

| CANCEL

DELETE

3. Click DELETE. A successful confirmation box displays.

p Success
Role was successfully deleted
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Change Password

Resetting Your Own Password

Change Password allows the logged in user to change his/her password.

0 . 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 COMNFIRM NEW PASSWORD

Confirm New Password @

Note: 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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4 Data Entry

Module Time

45 minutes

This lesson introduces 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;
e add a client’s record;
e update a client’s record;
e delete/close a client’s record;
e search for an employee record;
e add an employee record;
e update an employee record; and
e delete/close an employee record.
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Key Terminology

Term/Acronym Definition

Client/Individual

A person who receives services through the Medicaid program.

Employee/Direct Care
Worker

A person who is employed by an agency provider to provide care to one or
more clients.

9/10/2020
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Introduction
The Data Entry module allows system users to maintain client and employee records.
Accessing Data Entry Module

A system user with the appropriate permissions will see the Data Entry link listed in the
Navigation panel on the left side of the screen. Clicking on the link will expand the section to
show Clients and Employees options.

Client Data

Search for a Client

Best practice is to perform a search to see if the client already exists in Sandata EVV to prevent
duplicate client records.

The system prevents duplicate client entry based on the Client ID/Medicaid ID.

: \i Watch as the instructor demonstrates how to search for a client

1. Click Data Entry>Clients from the Navigation panel. The Data Entry / Clients search
screen displays.

Sandaf'a Data Entry oata éntry © clients ACCOUNE: 9631 - user19631 | Enter agency ~| @ LOGOUT
EVV

Search Clients CREATE CLIENT
Q, Navigate Modules

B2 Dashboard

©f visit Maintenance

| Reports & Exports

B Data Entry

2. Enter values either in the CLIENT LAST NAME, CLIENT FIRST NAME, CLIENT ID, CLIENT
MEDICAID ID or STATUS field, or a combination of the five (5).

3. Click SEARCH. Any matching results are displayed at the bottom of the screen.
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If multiple search values are entered, Sandata EVV attempts to match against

v all exact values entered.

Searching with no criteria selected displays a complete list of all active clients.

Create New Client(s)

To create a new client, the FIRST NAME*, LAST NAME*, MEDICAID ID* (12 digits), LANGUAGE
PREFERENCE* and any known addresses at which the client can routinely receive care are
required fields. Enter the information into the Create New Client screen. The required fields are
indicated with an asterisk (*) to the right of the field. All other fields on the screen are optional
and not necessary in order to save the new client record.

Watch as the instructor demonstrates how to create a client.

1. Click CREATE NEW CLIENT. The Create Client screen opens.

* L0G OUT

.
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2. Enter FIRST NAME, LAST NAME, MEDICAID ID (not required if the NEWBORN indicator
on the screen is checked) and LANGUAGE PREFERENCE.

Basic
FIRST MAME * LAST MAME * MIDDLE INITIAL

Enter First Name Enter Last Name Enter Middle Initial
CLIENTID * MEDICAID ID* ALTERNATE MEDICAID ID

Enter Client ID Enter Medicaid ID Enter Alternate Medicaid ID
CLIENT OTHER ID SUPERVISOR GEMDER

Enter Client Other ID All v Select Gender
LAMNGUAGE PREFEREMCE * TIME ZONE EMAIL ADDRESS

English v US/Eastern v Enter Client Email Address
SOCIAL SECURITY # 000-00-0000

Enter Social Security # NEWBORN

For newborn clients, while the newborn Medicaid ID is pending, the newborn number
provided by the payer should be entered in Client Payer ID field within the Add/Edit
Payer screen that will be shown later in the training. Once the Medicaid ID is received, it
must be entered in the client record. You will not need to remove this number.

The mother’s Medicaid ID should NOT be used if the newborn does not have a
Medicaid ID yet.

In the event a client receives a new Medicaid ID (for example, coverage lapses or
adoptions) enter the new ID in the ALTERNATE MEDICAID ID field.

In general, any instance which causes a new Medicaid ID to be created for an individual,
the new Medicaid ID should be entered in the Alternate Medicaid ID field.

Pl
Col

Donna Moss,
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A REQUEST MOBILE DEVICE button is also available in the Basic section of the client
screen to submit a request for an EVV Device for the client. This process is explained in
detail in the eTRAC & EVV Device Management module of this guide.

LAMGUAGE PREFERENCE * TIME ZONE EMAIL ADDRESS
English v US/Eastern v Enter Client Email Address

SOCIAL SECURITY # 000-00-0000

Enter Social Security #

REQUEST MOBILE DEVICE

3. Inthe Client Payer section, click ADD NEW to add Payer information (required).

Client Payer

Mo Data Found!

a. Click in the PAYER drop-down to select a payer.

b. Click in the PROGRAM drop-down to select a program. The available options are
determined by the chosen payer.

c. Click in the SERVICE drop-down to select a service. The available options are
determined by the chosen payer and program.

d. Enter the CLIENT PAYER ID if necessary. For ODA clients, enter the Passport
Information Management System (PIMS) ID in the Client Payer ID field. The
Medicaid ID is one of the fields that is used to match a claim. Once the Medicaid
ID is received, it must be entered into the Client Entry screen.

. Select a START DATE.
f. Select an END DATE, if known.
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Add/Edit Payer X
CLIENT NAME CLIENT ID # MEDICAID ID # SUPERVISOR
None None None None
PAYER * PROGRAM * SERVICE *
ODM v OHC v OHCW PCA(T1019) v
CLIENT PAYER ID START DATE * MM/DDAYYYY END DATE MM/DD/YYYY
Enter Client Payer Id 04/15/2019 ] Select End Date =}
CANCEL
4. Click ADD.
Add/Edit Payer X
CLIENT NAME CLIENTID # MEDICAID ID # SUPERVISOR
None None None None
PAYER * PROGRAM * SERVICE *
ODM v OHC v OHCW PCA(T1019) v
CLIENT PAYER ID START DATE * MM/DD/YYYY END DATE MM/DD/YYYY
Enter Client Payer Id 04/15/2019 ] Select End Date iz}

©)

Upon clicking ADD, the Payer information is added to the record and the
Payer fields are cleared. The Add/Edit Payer screen remains open, ready for
additional payers to be entered. Click the ‘X" in the upper-right corner to
close the window.

5. The Client Payer section shows the added payer.

Client Payer
Add New History
START DATE END DATE CLIENT PAYER ID PAYER PROGRAM SERVICE ACTIONS
04/15/2019 ODM OHC OHCW PCA (T1019) /7
Showing 1 to 1 of 1 entries «| < >
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6. To add another service for the same payer or add another payer to the client, click the
Copy Payer icon to the right of the line.

Showing 1 to 1 of 1 entries

Client Payer
Add New History
STARTDATE ~ ENDDATE  CLIENTPAYERID  PAYER  PROGRAM SERVICE ACTIONS
04/15/2019 oDM OHC OHCWPCA(T1019) /|

« < /> »

a. Update the PAYER, PROGRAM and SERVICE fields as needed and click ADD.

PAYER *

ODM

CLIENT PAYER ID

Enter Client Payer Id

PROGRAM *

v Sp v

START DATE * MM/DD/YYYY

04/15/2019 ]

SERVICE *

SPHH Aide (G0156) v

END DATE MM/DD/YYYY

Select End Date fh

CANCEL

b. The additional payer information is added to the client record.

Client Payer
Add New History
STARTDATE ~ ENDDATE  CLIENTPAYERID  PAYER  PROGRAM SERVICE ACTIONS
04/15/2019 ODM OHC OHCW PCA (T1019) 7 (F
| 04/15/2019 ODM sp SPHH Aide (GO156) 7 |
7. Enter client’s Primary Address. (Required)
Primary Address
ADDRESS TYPE * ADDRESS LINE 1 * ADDRESS LINE2
Home v 26 Harbor Park Drive Enter Address Line 2

amy *
Port Washington

View/Add Additional Address

STATE* ZIP CODE = D00D0-0000

NY v 11050
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If a client has more than one address where he or she can receive care, click

the View/Add Additional Addresses link to add the additional address(s). This
allows the system to validate call times against the additional addresses to aid
in minimizing visit exceptions.

CLIENT NAME

Alexander, Cross
ADDRESS TYPE *
Select Address Type

Enter City

Additional Addresses

CLOSE

View / Add Additional Addresses

CLIENT ID # MEDICAID ID #

Unknown

uUnknown

ADDRESS LINE 1 *

Enter Address Line 1

STATE*

Select State

No Data Found!

SUPERVISOR

Unknown

ADDRESS LINE2

Enter Address Line 2

ZIP CODE * 00000-0000

Enter Zip Code

8. Select PHONE TYPE. Enter client’s PHONE NUMBER. (Optional)

If a phone type is selected, a phone number must be added.

If a client has more than one phone number, including a cell phone, from
which the employee can call-in and call-out, the additional phone number(s)
should be added to the client record. Sandata EVV validates call-in and call-
out times against all phone numbers listed in the client record, minimizing

visit exceptions.

9. Click ADD. The phone number is added and marked as primary. (Optional)

10. Enter Emergency Contact information for the client. (Optional)

11. Click SAVE. The Save Confirmation dialog box displays.

Save Confirmation

You are going to save changes. Are you sure you want to proceed?

wer |
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12. Click OK. The client is added to the system.

Success
v

Client was successfully created.
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Modifying Client Data

Modifying a client’s data allows updates to the information, as necessary. Any updates made for
the client is effective from the time the change is made. The information previously available
continues to be in effect for all calls and visits prior to the change. In other words, changes are
not retroactive.

Updating Medicaid ID

When the NEWBORN indicator box is checked, the Medicaid ID field becomes optional and non-
editable. When a newborn client receives a Medicaid ID, the NEWBORN box can be unchecked,
opening the Medicaid ID field allowing entry of the Medicaid ID.

Deleting Clients

Use the Delete option to remove client data from Sandata EVV going forward. Deleting a client
makes the record inactive. Clients cannot be deleted with a future date. Any activity already
captured will continue to reference the client’s previous information. When a client is deleted,
no activity will be allowed on that client record, including call-in and call-outs or client record
modifications. In other words, deletion is not retroactive.

Watch as the instructor demonstrates how to delete a client.

1. Search for a client.

Show: 2

Last Name & First Name & Client ID & Client Medicaid ID & Status Actions
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2. Click Terminate () to the right of the selected client’s name. The Terminate
Confirmation dialog box displays.

Terminate Confirmation X

Are you sure you want to terminate

3. Click TERMINATE. A successful confirmation displays.

Success
v

Client was successfully terminated.

Reactivating Clients

A client can also be reactivated. Search for clients with the status of Inactive and click the
Reactivate button to the right of the selected client.

Watch as the instructor demonstrates how to reactivate a client.

1. Search for a client with the status of Inactive.

Search Clients CREATE CLIENT
CLIENT LAST NAME CLIENT FIRST NAME CLENTID
Enter Client Last Name Enter Client First Name Enter Client ID
CLIENT MEDICAID ID STATUS o
Enter Client Medicaid ID Inactive
show: 20 v perpage
1 Showing 1 to 1 of 1 entries
Last Name & First Name 3 Client ID % Client Medicaid ID $ Status Actions
Adams Peter 996093 112782100111 Inactive e_
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2. Click Reactivate () to the right of the selected client’s name. The Reactivate Client
confirmation dialog box displays.

Reactivate Client X

You are going to reactivate client

REACTIVATE DATE MM/DDIYYYY

SAVE CANCEL

3. Select a REACTIVATE DATE. The date defaults to the current day’s date. A client can be
reactivated up to the date they were originally deleted.

Reactivate Client X

You are going to reactivate client
REACTIVATE DATE MM/DDAYYYY
10/11/72017

OCTOBER 2017

« < TODAY > »

m CANCEL SUM MON TUE WED THU FRI SAT
1 2 3 4 5 L3 T

4. Click SAVE. A successful confirmation dialog box displays.

Success
v 4

Client was successfully reactivated.

Exercise: Delete/Reactivate a Client
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Search for an Employee
S d t Data Entry DataEntry / Employees Account: 10011 - santrax | Enter agency *| ® LOGOUT
dndadala
EVV
Search Employees
Q Navigate Modules
EMPLOYEE LAST NAME EMPLOVYEE FIRST NAME EMPLOYEE ID
B2 Dashboard
Enter Employee Last Name Enter Employee First Name Enter Employee ID
€ Visit Maintenance
SOCIAL SECURITY # 000-00-0000 STATUS
|4l Reports & Exports Enter Social Security # Active
& Data Entry

Clients

Employees

*ﬁ%\ﬁ Watch as the instructor demonstrates how to search for an

employee.

1. Click Data Entry>Employees from the Navigation panel. The Data Entry / Employees
search screen displays.

2. Enter values either in the EMPLOYEE ID, if used, EMPLOYEE FIRST NAME or EMPLOYEE
LAST NAME field, or a combination of the three (3).

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

afntry | Employoes Account: 9631 - user19631 | Enter agency -| » LoGout
CREATE EMPLOYEE
Enlin e L
Enter Social Security #
Q SEARCH CLEAR
Show. 20 +  perpage
Last Name & First Nama % Empleyes D & Social Security # & Status Actiens
John '
W

If multiple search values are entered, Sandata EVV attempts to match against
all exact values entered.

9/10/2020 Agency Provider Participant Guide Page 63 of 217



A

6 Sandata

TECHNOLOGIES

Data Entry

Searching with no criteria selected displays a complete list of all active
employees.
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Create New Employee(s)

To create a new employee, at a minimum, the FIRST NAME*, LAST NAME*, SOCIAL SECURITY
Number and an EMAIL ADDRESS* are required. Enter the information into the Data Entry /
Create Employee screen. Required fields are indicated with an asterisk (*) to the right of the field.

4 GO BACK

e [
Basic o

FIRST NAME *

Enter First Name

EMPLOYEE ID

Enter Employee ID

SANTRAX ID

Enter Santrax ID

Primary Address e

ADDRESS LINE 1

Enter Address Line 1

ary

Enter City

Phone Number e

PHONE NUMEER (000) 000-0000

Enter Phone Number

m CANCEL

Data ENtry DataEntry / Create Employee

LAST NAME =

Enter Last Name

EMPLOYEE OTHER ID

Enter Employee Other ID

EMAIL ADDRESS = NOT CASE SENSITIVE

Enter Email Address

ADDRESS LINE 2

Enter Address Line 2

STATE

Select Sta ¥

Account: 10010 -

MIDDLE INTIAL

Enter Middle

SOCIAL SECURITY # * 000-00-0000

Enter Social Security #

CONFIRM EMAIL * NOT CASE SENSITVE

Confirm Email Address

1P CODE 00000-0000

Enter Zip Code

@sandata.com | Enter agency

Employment o

DEPARTMENT

Select Department ¥

EMPLOYEE CUSTOM ID

Enter Employee Custc

MOBILE USER

v | & LOGOUT

DISCIPLINE

Select Discipline

DAY RATE

Enter Pay Rate

The Data Entry / Create Employee screen is made up of the following sections.

1. Basic — At a minimum, FIRST NAME, LAST NAME, SOCIAL SECURITY number and EMAIL
ADDRESS are required fields.

Basic
FIRST MAME *
Enter First Name

EMPLOYEE ID

Enter Employee ID

SANTRAX ID

Enter Santrax ID

LAST MAME *

Enter Last Name

EMPLOYEE OTHER ID

Enter Employee Other ID

EMAIL ADDRESS * NOT (CASE SENSITIVE

Enter Email Address

MIDDLE INITIAL

Enter Middle

SOCIAL SECURITY # * 000-00-0000

Enter Social Security #

COMFIRM EMAIL * NOT CASE SENSITIVE

Confirm Email Address
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The SANTRAX ID is automatically created by the system upon saving the
employee record. The SANTRAX ID is entered by the employee as their unique
ID for EVV Telephony calls.

2. Primary Address — Address of the employee. (Optional)

Primary Address

ADDRESS LINE 1 ADDRESS LINE2

Enter Address Line 1 Enter Address Line 2

amy STATE ZIF CODE 00000-0000

Enter City Select State 7 Enter Zip Code

3. Phone Number. (Optional)

Phone Number

FHOME NUMEER (D00} DOO-0000

Enter Phone Number

4. Employment — The MOBILE USER box must be checked in order for the system to create
a temporary password for the employee to use SMC to call-in/call-out.

Employment
DEPARTMEMT DISCIPLINE

Select Department ~ Select Discipline
EMPLOYEE CUSTOM ID PAY RATE

Enter Employee Custc Enter Pay Rate

When MOBILE USER is checked and the record is saved, an email is sent to the
employee with their temporary SMC password. The temporary password is
valid for 60 days. If the temporary password expires, the employee can tap the
‘Forgot Password’ link on the SMC Login screen to reset the temporary
password.
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5. SAVE/CANCEL.
Ea -9
W w
T _pi‘l_.r i
~'-""",g;..e*~ Follow along with the instructor to create a new employee.

1. Click CREATE NEW EMPLOYEE. The Data Entry / Create Employee screen opens.
2. Inthe Basic section, enter FIRST NAME, LAST NAME, SOCIAL SECURITY # and EMAIL

Basic
FIRST MAME * LAST NAME * MIDDLE INITIAL
Enter First Name Enter Last Name Enter Middle
EMPLOYEE ID EMPLOYEE OTHER ID SOCIAL SECURITY # * 000-00-0000
Enter Employee ID Enter Employee Other ID Enter Social Security #
SANTRAX ID EMAIL ADDRESS * NOT CASE SENSITIVE COMFIRM EMAIL * NOT CASE SENSITIVE
Enter Santrax ID Enter Email Address Confirm Email Address

3. Enter employee’s Primary Address. (Optional)

Primary Address

ADDRESS LINE 1 ADDRESS LINE 2
7303 Scottsdale Circle Enter Address Line 2

Ty STATE ZIP CODE 00000-0000
Mentor OH v 44060
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4. Enter employee’s Phone Number. (Optional)

Phone Number

PHONE NUMBER (000) 000-0000

5. Inthe Employment section, check the MOBILE USER box.

Employment
DEPARTMENT DISCIPLIME

Select Department - Select Discipline
EMPLOYEE CUSTOM 1D PAY RATE

Enter Employee Custc Enter Pay Rate

{

| B
.-[

If the MOBILE USER checkbox is not selected, the employee cannot use SMC

to record call-in/call-out times.

6. Click SAVE. The Save Confirmation dialog box displays.

Save Confirmation

X

You are going to save changes. Are you sure you want to proceed?

reminder.

If the MOBILE USER checkbox is not selected, Sandata EVV displays a
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Save Confirmation X

Please note that you did not select the Mobile capability for the employee.
Are you sure you want to proceed?

CANCEL oK

7. Click OK. The employee is added to the system.

Success
The employee was successfully

saved.

Exercise: Create a New Employee

Modifying Employee Data
Modifying an employee's data allows the updates to any of their information as necessary.

Deleting Employees

Use the Terminate option to remove employee data from Sandata EVV going forward.
Terminating an employee makes the record inactive. Employees cannot be terminated with a
future date. Any activity already captured will continue to reference the employee’s previous
information. Once an employee is terminated, no activity will be allowed on that employee
record, including call-in and call-outs or employee record modifications.

Terminating an employee is not retroactive.
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1. Search for an employee.

Watch as the instructor demonstrates how to terminate an employee.

Search Employees

EMPLOYEE LAST NAME EMPLOYEE FIRST NAME

Enter Employee Last Name Enter Employee First Name
SOCIAL SECURITY # 000-00-0000 STATUS

Enter Social Security # Active

EMPLOYEE ID

Enter Employee ID

CREATE EMPLOYEE

show: 20 ~ perpage

Showing 1 to 20 of 39 entries

Last Name + First Name % Employee ID

% Social Security # + Status

Actions

Active

0

2. Click Terminate (%) to the right of the selected client’s name. The Terminate

Confirmation dialog box displays.

Terminate Confirmation

Are you sure you want to terminate

CANCEL

TERMINATE

3. Click TERMINATE. A successful confirmation dialog box displays.

Success

n/ The employee was successfully
terminated.
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Reactivating Employees

An employee can also be reactivated. Search for the status of Inactive and click Reactivate to the
right of the selected employee.

%4 = 4 \i Watch as the instructor demonstrates how to reactivate an
fia employee.

1. Search for an employee with the status of Inactive.

Search Em 3|O‘)"EES CREATE EMFPLOYEE
EMPLOYEE LAST NAME EMPLOYEE FIRST NAME EMPLOYEE ID

EmerIEmpones Last Name Enter Employee First Name Enter Employee ID
SOCIAL SECURITY # 000-00-0000 STATUS o

Enter Social Security # Inactive

show: 20 ~ perpage

<|1|>|= sShowing 1to 1 of 1 entries
Last Name & First Name % Employee ID % Social Security # # Status Actions
Acosta John Ak x% 8066 Inactive g

2. Click Reactivate () to the right of the selected employee’s name. The Reactivate
Employee confirmation dialog box displays.

Reactivate Employee X

You are going to reactivate employee

REACTIVATION DATE MM/DDAYYY

SAVE CANCEL
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3. Select a REACTIVATE DATE. The date defaults to the current day’s date. An employee
can be reactivated up to the date they were originally terminated.

Reactivate Employee X

You are going to reactivate employee
REACTIVATICN DATE MM/DDAYYY
10/11/2017 i)

OCTOBER 2017

« < TODAY > »

SAVE CANCEL SUN MON TUE WED THU FRI SAT
1 2 3 4 5 [:] T
8 ] 10 “

4. Click SAVE. A successful confirmation dialog box displays.

Success
J Employee was successfully
reactivated.

Exercise: Terminate/Reactivate an employee
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5 eTRAC & EVV Device
Management

Module Time

30 minutes

This lesson demonstrates how to request devices for clients and how to
request to return devices.

Module Objectives
After completing this lesson, you will be able to:

register in the eTRAC Portal;

set up a Security Administrator;

add additional users;

use eTRAC functionality such as;

0 request a device for a client in the eTRAC Portal;
0 request a device from EVV;

0 describe the process to replace a device; and

0 report end of care of a client.
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Introduction

Client registered EVV Devices that are used for the EVV program will be ordered by providers and
shipped directly to clients. The client can take the EVV Device with them to locations outside their
home, as necessary. One method of ordering EVV devices is through the eTRAC Portal. Providers
will need to register in the eTRAC Portal to gain access to manage devices. From the eTRAC Portal,
providers can:

e request a device;

e view which client have had devices ordered for them;

e view tracking information for devices that have already been requested; and

e report end of care of a client.

Registering as a Provider in the eTRAC Portal

How to Register

Registration in the eTRAC Portal is the first step necessary to order or manage devices. Use the
following URL to access the eTRAC Portal: https://etraconline.net/login.

1. Click Register, when on the eTRAC website.

eTRAC Login

Email Address

|

Password

Register

Forgot your password?

Forgot your email address?
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2. Enter the Provider Medicaid ID, and then again in the ReEnter Provider Medicaid ID
field to confirm it and click Continue.

eTRAC Provider Registration

Please enter your Provider Medicaid ID.

Provider Medicaid ID

ReEnter Provider
Medicaid ID

| Continue '|

3. Enter the email address on file with the Ohio Department of Medicaid (ODM), that
matches your entered Medicaid Provider ID. If the email address you enter does not
match what ODM has on file, you will see the message displayed in red in the
screenshot below. If you see this, please call ODM at 800-686-1516 to update the email
address on file.

eTRAC Provider Registration - Confirmation

The email address you su&glied does not match what we have as on file with Ohio
Department of Medicaid (ODM).

You cang%et that email address by calling the Ohio Department of Medicaid Provider Hotline
at 800-686-1516.

Please note that if you change your email address with ODM it may take time to update in
the eTRAC system.

Please enter the email address on file with Ohio Department of Medicaid to
confirm your identity.

Email Address on File

Continue

The above screen is only displayed for the initial user logging in to eTRAC. This
user becomes the eTRAC Security Administrator. Additional users logging in
to eTRAC will only be asked to enter their PIN.
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4. If the email address you entered matches what ODM has on file for your Provider ID,
you will see a screen with your Agency name or personal name for the email populated
on the next screen. You will also see additional fields for you to enter information. Fill
out your information, and choose a password.

eTRAC Provider Registration

Ploaso venly youwr Agency Nama belore conbinuing. If it is incomect, ploaso
call us af 1-855-805-350

Agency Name Lamys Parsonal Praciice

Email

Confirm Emall
Firat MName
Last Hame
Title

Contact Phons
Number

Fassword

Verify Password

I confirm that | am a
Medicaid Provider and
am authorized to use
this syslam

Fbeglicg Aceount

Remember, password requirements are minimum of 12 characters with 1
number, 1 capital letter and 1 lowercase letter.

Additional users for the same agency will require a security PIN to register

a themselves with eTRAC. The security PIN can be obtained from the agency
eTRAC administrator. This administrator user has a Security tab at the top of
the eTRAC menu bar.

5. Click “I confirm that | am a Medicaid Provider...system” checkbox to confirm the user is
a Medicaid Provider and authorized to use the system.

6. Click Register Account.
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Security Administrator

The first person to register for an account for a Provider ID in eTRAC will become that Provider
ID’s Security Administrator in eTRAC. The Security Administrator will see a Security tab in
eTRAC.

west - Status | Reguest Devices | List Devicss | welcome kit | Import | Secwrity | Logout

eTRAC Pin

Your eTRAC PIN is: 6/ 20

Ay additional users who wari 19 register with ¢ TRAC will need this PIN 1o register

Account List

Hams Email Blatus Seshdmin
SecursyAdministiatee  secun tyacmingGprovider o ot

Frovidar Usar 1 prowdensseri@providernet 0 dessss | mwewsyEem [ [k

Proviats Uses 2 BROAII AR S Nl

What is a Security Administrator?

A Security Administrator is the person who can now see the Security tab in eTRAC. The Security
tab contains the randomly-generated 4-digit PIN that has been assigned to your Medicaid
Provider ID in eTRAC. It also displays a list of the people who have registered accounts for your
Medicaid Provider ID in eTRAC.

This is where the 4-digit PIN that has been set up for your Provider ID in eTRAC will be
displayed.

Home | Altemate EVV Request - Status | Request Devices | List Devices | Welcome Kit | Import § Security

Your eTRAC PIN is:

Any addtional users who want ta register with eTRAC will need this PIN to register

Account List

Name Email

Security Administrator net
Provider User 1 provideruser1@provider.net

Provider User 2 provideruser2@provider.net

If you are an Agency provider, and you need additional users to register for an
eTRAC account, each user will need the 4-digit PIN to complete registration.
The Security tab will also display all of the users who have registered in eTRAC
under your Provider ID, and it will allow the Security Administrator to unlock
any user’s account, if it becomes locked.
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The Security Administrator also has the ability to unlock or lock an account under their Medicaid
Provider ID. For example, if an account becomes locked in eTRAC because login attempts are
exceeded, the Security Administrator can go to the Security tab and click the “Unlock” option to
the right of that person’s email to unlock their account. The Security Administrator will also be
the one to provide the 4-digit PIN to any new user who needs to register an account in eTRAC.

If you would like an additional Security Administrator set up for your Medicaid Provider ID in
eTRAC, you may contact the EVV Provider Hotline at (855) 805-3505 to have that set up for you.
Only the Security Administrator can provide the 4-digit PIN. For security purposes, not even
EVV Provider Support can see your Medicaid Provider ID’s PIN. EVV Provider Support can assist
a Security Administrator in resetting a PIN, if needed.

Registering Additional Users in eTRAC

The registration process for a new account, after the Security Administrator account has
registered, is as follows:

1. Use the following URL to access the eTRAC Portal: https://etraconline.net/login. When
on the eTRAC website, click Register.

eTRAC Login

Email Address

Password

Login

Forgot your password?

Forgot your email address?
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2. Enter the Provider Medicaid ID, and then re-enter it again to ensure it is correct. Click
Continue.

eTRAC Provider Registration

Please enter your Provider Medicaid ID.

Provider Medicaid ID 0000000

ReEnter Provider
Medicaid ID 10000000

‘ Continue |

3. Enter the 4-digit PIN. Your Security Administrator would provide the PIN to enter:

eTRAC Provider Registration - Confirmation

Your PIN does not match what we have on file. You can get your PIN from your Agency's
eTRAC Security Admin. Please try again or contact us at 1-655-805-3505.

Please provide your Agency's e TRAC Registration PIN. You can obtain this
from the Security Administrator who is already signed up for e TRAC.

eTRAC PIN

| Continue -|

Remember, if you do not know the identity of your Security Administrator,
you may call the EVV Provider Hotline at (855) 805-3505. EVV Provider
Support can help you identify your Security Administrator, but they cannot
see the 4-digit PIN. For security, only your Security Administrator(s) can see
the PIN.

If you have any questions on this process or need additional assistance, please reach out to the
EVV Provider Hotline at (855) 805-3505.
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Using the eTRAC Portal

After successfully registering in the eTRAC Portal, click Login to use the portal to manage devices.

eTRAC Login

Email Address

Password

I Login ]

[ Register

Forgot your password?

Forgot your email address?
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Messaging in the eTRAC Portal

Etrac will display system or device related messages only. Any other technical assistance
needed not related to eTrac should go through the EVV Provider Hotline.
Here’s how it works:

1. When you have a new message in eTRAC, you will receive an automated email
notification that there is a new message to read in eTRAC, like this:

Inbox Filter v New eTRAC Secure Message
Mext: No events for the next two days. [ Agenda

eTRAC - Do Not Repl: B Replyall | v
€TRAC - Do Not Reply i vy i
New eTRAC Socure Message 121 STRAC Provider ¥
You have & new secune message <n €TRAC. To view yoor.
You have 8 new secure message on eTRAC. To view your message please login to eTRAC and click the Messages button at the top. If you need assistance, please call Customer Care at
1-855-805-3505.

2. You can then log into eTRAC to see your message. Locate the Messages tab to read and
respond to messages from the EVV Provider Hotline. When you have a new message,
there will be a pop-up message on every tab that you select in eTRAC, letting you know
that you have a message. You will also see an exclamation mark on the Messages tab.

e ]' /?/40 Portal @ "=

You have Unread Messages

Home Request Devices List Devices ! Messages | Security Logout

ODM Provider Portal Overview

3. Click on a message to view it. The message will pop up on the screen, with the message
from the support agent appearing at the top of the box.

e/RAC

Secure Message - Device Return Requested

eTRAC oeweos

We seceved 2 request i Teveve & device Sm Dmo Indndual If yoU e e Evice 15 TEmain I e Indvasaly fome Dlease (o Here CIMENetie YU CaN AOE s Messape | you Can Soacw e bk please fnd
e nchedual n YU DEVICE LSt 83 CIK “Cancel Retum”

Thank you. and farve 8 great aayt

Reply to Meszage
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4,

9/10/2020

To reply to the message, scroll down in the message box, type your message in the
blank space, and then click Send Reply. You can also use the Choose Files button to

securely upload files, even those that contain PHI, because the message will only be sent
and received through the secure eTRAC portal.

Reply to Message
Re: Re: Can you help me?

File~ Edit- Insert~ View~ Format~ Table~ Tools~

® *lfomasy | B F  E E 3 E |(E~E-3 B | &L B W% ® 6
A-H-©
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Requesting Devices

Devices can be requested for a client in EVV where the client is created or requested in
eTRAC. In EVV, the request button appears in the Basic section of the client record. In eTRAC,
the screen to enter the individual information/address is the Request Devices screen. If a
device request is made in EVV, all information flows through and appears in the List Devices
screen. Note, the provider must already be in eTRAC for this process to function.

Requesting a Device in EVV

An EVV Device can also be requested from the client record in Sandata EVV simply by clicking the
REQUEST MOBILE DEVICE button on the client record screen.

1. Search for and locate the client record.
2. Click the Edit icon to open the client record.

3. Click the REQUEST MOBILE DEVICE button.

Basic Em
FIRST NAME = LAST NAME ™ MIDDLE INITIAL P|e
Col
Donna Moss_Test Enter Middle Initia
RELA]
CLIENTID * MEDICAID ID * ALTERNATE MEDICAID ID d
745322 113365577788 Enter Alternate Medicaid ID
FIRS:
CLIENT OTHER ID SUPERVISOR GENDER Er
Enter Client Other ID Select Supervisor v Select Gender
EMA
LANGUAGE PREFERENCE * TIME ZONE PAYER * E
English v US/Eastern v ODM
PHON
EMAIL ADDRESS SOCIAL SECURITY # 000-00-0000 Er
Enter Client Email Address Enter Social Security #
ADDI
Ef
REQUEST MOBILE DEVICE
cmy

Ordering EVV Devices for Clients with PIMS and Newborn IDs
When ordering a device in eTRAC, use the Medicaid ID. If you do not have a
Medicaid ID for the client, you should use one of the following options:

e PIMS (ODA clients): Enter the following information in the Medicaid ID
field. Add enough 0’s at the end to make a 12-digit entry:

O Start with: P+PIMS ID+0’s

0 Example: If the PIMS ID is 1234567, you would enter
“P12345670000”
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e Newborn IDs: Devices for newborn clients without Medicaid ID’s can
be ordered in eTRAC or EVV. Enter the following information in the
Medicaid ID field. Add enough 0’s at the end to make a 12-digit entry:

0 Start with: EVV Acct # + N + EVV Generated Client ID + 0’s

0 Example: If the EVV Acct # ID is 6789 and the EVV Generated Client
ID is 985456, you would enter “6789N9854560”

0 |If the Newborn ID is greater than 12-digits long, you must request
the Device from EVV.

4. Select or confirm the Shipping address (If the client has multiple addresses, the primary
address is selected by default). Enter special shipping instructions into the text box if
needed (e.g. please go to side door).

Select Shipping Information for Device Request X

Select Address for Shipping Device

PO Box addresses cannot be used for shipping and thus may not be displayed below

SELECT ADDRESS TYPE ADDRESS LINE 1 ADDRESS LINE 2 ary STATE ZIP CODE
[ ) Home 26 Harbor Park Drive Port Washington NY 11050-0000
Other 500 Main St Port Washington NY 11050-0000

Special Shipping Instructions

Please do not include any PHI in the shipping instruction field, as what you type here will appear on the shipping label

255 characters remaining.

5. Click COMPLETE DEVICE REQUEST.

6. A request confirmation screen appears. Click OK to complete the order.

COMPLETE DEVICE REQUEST

Request Mobile Device Confirmation X

You are going to request Mobile device for this user. Are you sure you want to proceed?

CANCEL

7. A Success message appears at the top of the screen.

Success

J Mobile device successfully
requested.
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Requesting a Device in eTRAC

1. When logged into the eTRAC Portal, a list of options displays across the top of the
screen. Click Request Devices. The Request EVV Device screen displays.

An EVV Device can also be ordered from the the Client record within Sandata
EVV.

List Devices Logout

Request Devices

ODM Provider Portal Overview

2. Complete the fields with information regarding the client for whom the EVV Device is
being ordered.

Request MVV Device

Please do NOT include any PHI in the Special Shipping Instructions as
what you type there is printed on the FedEX label.

Ind. Medicaid 1D ]|

First Name

Last Name

Address 1

Address 2

city

State loH
Zip Code

Special Shipping

Instructions )
s

| Request Device |
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e Ind. Medicaid ID: This is the client’s 12-digit Medicaid ID.
e Address: This is the address of the client and where they will be receiving the
device.

e Special Shipping Instructions: Additional information can be added that will help
ensure delivery of the device, such as where to leave the package outside a
client’s home. Example: “Please go to the side door, next to the garage and allow
extra time for the client to answer the door”.

Neither Personal Health Information (PHI) nor Personal Identifiable
L Information (Pll) is to be entered in the Special Shipping Instructions field.

(1=
~af

3. Click Request Device, when finished filling out the fields. The Request EVV Device screen
displays again with all entry fields blank.

Request MVV Device

Submtted Device Requost for Sam Smith L202124.1

Individual Medicaid ID |

First Name <
Last Name
Address 1
Address 2

City

State

2ip Code

Special Shipping
Instructions

If the EVV Device request is successful, a confirmation displays in blue text with the
client’s name and a logistics ticket number.

The logistics ticket number is used to locate the request on the List Devices
tab or when calling EVV Provider Hotline.
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Viewing Device Information

Click List Devices to display a list of EVV Devices that have already been requested for your

agency’s client(s).

Home

Request Devices

List Devices |

Logout

Another provider may have already requested a device for a client. Your
agency must still request a device for this client. The List Devices screen
displays the tracking status based on the original device request for this client.

The List Devices screen displays:

My Agency's Devices - 99

Request Number

LIOL7E128.5 1a
La30171104.1 =
LIOL71118.3 Bob
L301711148.1 Cagay
LI0170r304. 1 oM
L0 P 006, 1

L30171031.2 john

Medicald 10

First Name Last Hame
fred Bbrnay e.‘:l 1s201¥
5

Edadc £1E12561212

BroiaTi 1314111383017
B 132546554335
Builder 213311665533
Davnis 452855426851
Dermd Uit G4E554651 154
Doe 123486364564
dioe 24010312017

Slatus
Processsy

In Home

View Tracking

Processng
Processing
Processing
Processing

I Higimae

View Tracking

Action

Return Device

Return Device

1. Request Number: This is the logistics ticket number that is displayed in blue upon
successful completion of the device request.

2. First Name and Last Name: This is the first and last name of the client for whom the

device was requested.

3. Medicaid ID: This displays the Medicaid ID that has been entered for the client.

4. Status: This column indicates whether the EVV Device is Processing, In Transit, or In
Home. When the EVV Device reaches the ‘In-Transit’ status, tracking information for the
EVV Device is visible by clicking View Tracking.
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Returning a Device
An EVV Device is to be returned using the eTRAC Portal only if:
e the clientis no longer receiving care from the agency provider,
e the client has expired,
e the device is not needed, because the provider is using an alternate EVV system, and

e the provider is using SMC, so the device is not needed.

Email Confirmations
e Upon return request for reasons other than expired:
- Email confirmations are sent to all other providers associated with the
client.

e Five business days to respond:

- Indicate you are still providing care to the client by clicking the link
included in the email.

- If no response is received, a return kit is sent to the client.

To return an EVV Device for any reason other than the four listed above,
please contact the EVV Provider Hotline.

To return an EVV Device:
1. Click List Devices.

Home | Request Devices | List Devices || Logout

2. From the list, locate the client for whom the EVV Device return is necessary. Click Return
Device, listed under the Action column on the right-hand side of the screen.

My Agency's Devices - 99
Request Number First Name Last Name Medicaid ID Status Action
L20171103.4 fred barney 112311032017 Processing
In Home
L20171101.1 Sonya Blade 121212561212 @]
L20171128.52 Jane Brown 114111282017 Processing
L20171104.1 bob build 132646564935 Processing
L20171118.3 Bob Builder 223311665533 Processing
L20171118.1 Casey Davis 452855426851 Processing
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Although the button is named Return Device, the provider is actually reporting
a reason that the EVV Device is no longer being used to record visits to a client.

3. Select a Return Reason why the device is no longer to be used to record visits.

-- Select a Return Reason -- v

Verify Address

Submit

The list is an example of possible reasons and not necessarily all-inclusive. The
EVV Device can be returned for any reason. If the EVV Device is being returned
for a reason other than what’s listed, please call the EVV Provider Hotline.

4. Click Verify Address. The Verify Return Address pop-up screen displays.

Verify Return Address

Plaase varify or update the address wa are retrieving the device from.
First Name ODM
Last Name Demo Unit
Address 1 50 W. Town St
Address 2
City Columbus
State OH
Zip Code 43215
Save

5. Click Save to close the Verify Return Address pop-up screen.
6. Click Submit.

Return Device

-- Select a Return Reason -- v

Verify Address

Submit
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6 EVV-SMC/TVV

Module Time

60 minutes

This lesson introduces the mobile visit verification call-in/call-out
process and the telephony 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 SMC;
e access and log on to SMC;
e identify the SMC window elements and explain how to navigate
within SMC;
e describe the back-up call 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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Sandata Mobile Connect

Sandata Mobile Connect (SMC) is the mobile visit verification app installed on a provided EVV
Device or downloadable by the employee onto their own smartphone or tablet device. SMC
allows an employee to start and complete a visit, capturing the necessary visit information.

For the Ohio EVV Program, 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
Telephony and vice versa, if necessary.

SMC does not use the camera during operation. It uses the microphone only at
the point of client voice verification, and captures GPS location only at the
point of starting a visit and completing a visit.

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 Sandata EVV to create SMC login credentials.

e First and Last name

e Valid email address

e Social Security Number

o 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.

The temporary password is valid for 60 days. If the temporary password
expires, the EVV security administrator can reset the mobile password.
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Initial Set-up

When the employee taps on the SMC icon and logs in 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 #. Example: 2-20101).

e Username: employee’s email address.

Sandalta

MOBILE CONNECT™

COMPANY ID*
USERNAME*
PASSWORD*

*denotes required field

FORGOT PASSWORD?

v1.0.123

wl = 12119 PM % 77 ..

@

LOG IN

e Password: the temporary password emailed to
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 log-in and

password entry.

Tap the FORGOT PASSWORD? link to
reset a locked password or reset a

forgotten password.

9/10/2020
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Upon logging in to SMC for the first time, the employee is asked to select and define answers to
a set of security questions.

ol Verizan = 12:40 PM 7 % 70% wm ) wll Verizon & 12:40 PM 7 % 70% mm)

SECURITY SETUP

Please fill out the following security
questions for your account

Please select a security question

Select Security Question »

Please enter your answer

Answer

Please select a security gquestion

Select Security Question -

Please enter your answer

Answer

Please select a security question

Select Security Question p

Please enter your answer

Answer

NEXT

Please select a security
question

What is the name of your best
childhood friend?

In what city did your mother and
father meet?

What is the name of your favorite
movie?

What is the name of your favorite
sports team?

What was the name of the
hospital where you were born?

What is the last name of your
third grade teacher?

In what city was your first job?

What was the name of the
company you had your first job?

What is your favorite food?

What was the make of your first
car?

Cancel OK

After answering three (3) of the ten (10) security questions, the next screen prompts the
employee to create a new password.

To verify the reset of a forgotten or locked password later, SMC prompts the
employee to answerr the selected security questions.

9/10/2020
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1. Enter the New Password.

all Verizon = 12:41 PM 7 % 69% )

PASSWORD SETUP Passwords are case sensitive. They
must be at least twelve characters
long, have at least one upper case,
one lower case letter, one numeric
character and one “special” character

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

PASSWORD (@#s%/\).
| ®
2. Confirm Password.
CONRRM-PASSHORD 3. Click CONTINUE after entering the new
Confirm Password @ password.
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ll Verizan = T51PM 7% ogn s The Login screen displays. The employee uses the
new password at the next login.

MOBILE CONNECT™

COMPANY ID*

2-9634

USERNAME*

Dross@mailinator.com

PASSWORD*

©

*denotes required field

LOG IN

FORGOT PASSWORD?

v1.0.123
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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.

Languages available for the program

include:

English
Egyptian Arabic
French

Fulah

Hindi

Mandarin Chinese
Nepali

Russian

Serbian

Somali

Spanish

Swahili
Vietnamese

ol Verizon = 1:51 PM

Sandalta

MOBILE CONNECT™

COMPANY ID*

2-9634

USERNAME*

Dross@mailinator.com

PASSWORD*

*denotes required field

LOG IN

FORGOT PASSWORD?

v1.0.123

o % 99% () 4

®

Confirm Language

english as your language.

Please confirm that you would like to select

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
SMC from 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
'£| into the Enter Client Identifier field and
enter the 12-digit Medicaid ID or EVV
system generated Client ID to search for
Enter Client Identifier 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
the visit.

SEARCH CLIENT

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 — to see completed past 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.

e GPS Map — displays SMC user’s current location.

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).
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Johns@mailinator.com
[ myvisits
Enter C}
2 Cclients
{@} Settings .
W Gps map
@ Help
—Zl Sign Out
]

Starting a Visit

When the employee arrives to provide care to the client, he or she will:
1. Locate the EVV Device or their personal device.
2. LogintoSMC.

3. Tapinthe ENTER CLIENT IDENTIFIER search field and enter the 12-digit Medicaid ID or
EVV system generated Client ID of the client.

Starting an Unknown Visit

If the Medicaid 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.

4. Tap the SEARCH CLIENT button. (If the ID entered does not match to any client, a “No
results found” message displays).
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CLIENTS SEARCH CLIENT

Enter Client Identifier

466467883424 ’

SEARCH CLIENT

No results found!

Don't have your client's information?

START UNKNOWN VISIT

5. Tap the START VISIT button when the search results display.

CALEB ADAMS

Client ID #: 539834
MEDICAID ID #: 685848484838
9999999999
50 W. Town Street
Suite 400
Columbus, OH 43215-0000

START VISIT

START GROUP VISIT

JOIN GROUP VISIT
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6. Select the Service from the drop-down list. (The list is based on the current services from
the Payer section of the client record in Sandata EVV.) Tap OK.

Please select the service you
are providing

P a T ey

CANCEL

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, the screen
displays “Required” above the Select Service field.

2]

Friday, September 14, 2018

PETER ADAMS
Please select the service you are prcvidin
Select Service ¥

START VISIT

7. Tap the START VISIT button. A pop-up screen appears asking the employee to confirm
the start of the visit. Tap YES.
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START VISIT

Servioe:

Clock-In; 12:47 PM

Are you sure youw want to start the visit?

8. Log out of the SMC and proceed with providing care.

_ To ensure security, after five (5) minutes of inactivity, a pop-up appears
’ allowing the user to extend the session. If there is no activity during the two (2)

minute extension period, the employee is automatically logged out of SMC.

Completing a Visit
1. Loginto SMC. The Home screen shows the visit is in progress. Tap RESUME VISIT.
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10:33 7 al LTE @ )

2]

MY VISITS

VISIT IN PROGRESS

Wednesday, July 29, 2020
CALEB ADAMS
Visit Time
10:24 AM - --:--

Service(s)
10 NSG - LPN (T1003)

ABANDON VISIT RESUME VISIT

UPCOMING PAST

No visits available to display

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.
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10:33 7 ol LTE @)

= 3

Wednesday, July 29, 2020
CALEB ADAMS
Clock-In: 10:24 AM

service(s)

ABANDON VISIT SWITCH SERVICE

COMPLETE VISIT

VISIT NOTE

Are there any additional details you would like
to provide?

EVV-SMC/TVV

t1

(e
d

data.

Please be aware that notes will never be required. This Visit Note field should
not be used to capture clinical data, PHI or satisfy ODM documentation
requirements. This Visit Note field should not be used to capture any clinical

3. Tap COMPLETE VISIT.

10:337 al LTE @)

Wednesday, July 29, 2020
CALEB ADAMS

Clock-In: 10:24 AM
Service(s)

ABANDON VISIT SWITCH SERVICE

COMPLETE VISIT
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4. The Visit Summary screen displays. Tap CONFIRM.
= 3

Monday, November 19, 2018
PETER ADAMS

Service:

VISIT SUMMARY

Clock-In: 01:10 PM
Clock-Out: 01:24 PM

Visit Note:

GO BACK ‘ CONFIRM \

5. The Client Verify screen displays. Tap CONTINUE and pass the device to the client or tap
SKIP.

Client Verify

Please pass the device to the client to verify
the visit

The SKIP button allows the in-progress visit to be completed when the client is
not willing or able to verify the visit. This visit appears in Sandata EVV as an
exception and must be verified in Visit Maintenance.

The following steps are completed by the client.
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For DODD clients, the client is not required to submit a signature or voice
verification. Therefore, it is not necessary to pass the EVV Device or personal device
for the client to complete the visit.

6. Tap on alanguage in the drop-down field then tap CONTINUE.

Monday, November 19, 2018
PETER ADAMS

Service: SPHH Aide (GD156)

Please select your preferred language

English

CONTINUE
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7. The Client Confirmation screen displays. The client must tap CONFIRM or DENY for the
Service and Visit Time, then tap CONTINUE.

Monday, November 19, 2018
PETER ADAMS
Service:

Service:

- -
DENY CONFIRM -

Visit Time:
01:10 PM - 01:26 PM

GO BACK CONTINUE

_ Client Confirmation
0 ’ The client cannot bypass the confirmation screen; they must choose CONFIRM
or DENY for each item before the CONTINUE button is enabled.

If the client taps DENY for either item on the visit, a Visit Verification exception
is created for the visit in Sandata EVV Visit Maintenance.

Confirming Multiple Services
’ If multiple services were provided during a visit, the client must CONFIRM or
DENY all services at the end of the visit.
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8. The Confirmation Summary screen displays. Tap CONFIRM (Tapping GO BACK returns
the user to the previous screen).

Monday, November 19, 2018
PETER ADAMS

Service: SPHH Aide (G0156)

CONFIRMATION SUMMARY

Service: Confirmed
Visit Time: Confirmed

GO BACK CONFIRM

9. The SIGNATURE/VOICE RECORDING screen displays.

’ The preferred method of confirmation is to use voice recording.

o SIGNATURE: Sign in the box.
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SIGNATURE VOICE RECORDING

Sign by using your finger on the
device

. S
o

CONTINUE

EVV-SMC/TVV

e VOICE RECORDING: Tap the circle to record your name and the current date. Tap the

circle again to end the recording.

Monday, November 19, 2018
PETER ADAMS
Service: SPHH Aide (G0156)

SIGNATURE VOICE RECORDING

Press the record button to start
recording and press again to stop.
Please say your name and the date.

Y
N
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- To review the recording, simply tap the Play icon.

g

10. After signing or recording the voice, tap CONTINUE.

_ If both voice recording and signature exists, SMC prompts the user to choose
0 ’ which confirmation to associate to the visit.

Remember, voice recording is the preferred method of confirmation.

11. The Identification Summary screen displays. Tap SUBMIT.

IDENTIFICATION SUMMARY

PAg

GO BACK ‘ SUBMIT \

12. Tap CONTINUE. The visit is successfully submitted and the Login screen displays.
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Client Verification Submitted

@

Starting an Unknown Visit

If the Medicaid ID or Client 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 or Client ID, he or
she will:

1. Locate the EVV Device or the employee’s personal device.
2. Loginto SMC.
3. Tap START UNKNOWN VISIT.

)

CLIENTS SEARCH CLIENT

Enter Client Identifier

SEARCH CLIENT

Don't have your client's information?

START UNKNOWN VISIT
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4. Enter the following information for the client (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 Maedicaid ID # (Optional — if available)

START UNKNOWN VISIT

Please enter the client's name before
continuing

FIRST NAME *
LAST NAME *
MEDICAID ID #

Viedicaid Id #

*denotes required field

CANCEL ‘ CONTINUE

9/10/2020
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5. Tap CONTINUE.

6. Select the Service from the drop-down list

Tuesday, July 18, 2017
matt murdock

Please select the service you are providing.

‘ START VISIT

7. Tap START VISIT. A pop-up displays asking the employee to confirm the start of visit.

Start Visit

O

Service: OHCW HCA (55125)
Clock-In: 05:28 AM

Are you sure you want to start the visit?

8. Tap START VISIT. The visit is completed following the same process used when
completing a visit for a known client.

9. Log out of the SMC.
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Telephonic Visit Verification

TVV is available as an alternative to the mobile 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 TVV and complete the visit using SMC and
vice versa, if required.

When using TVV, employees can call-in/call-out from any phone (i.e. client’s home phone, cell
phone or employee’s cell phone).

Service ID List

This tables lists the 3-digit Service IDs which needs to be entered during the TVV call-out process.

a0,
Ssrvice Description Service Deseription
ID ID
101 | SPHH Aide (G0156) 616 | Passport - LPN (T1003)
105 | Physical Therapies (G0151) 636 | 10 NSG - LPN (T1003)
115 | Occupational Therapies (G0152) 656'| My Care - LPN (T1003)
Speech Language Pathology
125 | Therapies (G0153) 707 | OHCW HCA (55125)
202 | SPHH Nsg - RN (G0299) 717 | Passport HCA (§5125)
Passport - Waiver Choices HCAS
303 | SPHH Nsg - LPN (G0300) 727 | (T2025)
Passport - Consumer Directed
404 | PDN (T1000) 747 | Personal Care (T1019)
415 | OHCW - Choices HCAS (T2025) 757 | My Care - HCA (S5125)
Passport HCA Personal Care
505 | OHCW Nsg - RN (T1002) 777 | (S5125)
515 | Passport - NSG - RN (T1002) 808 | OHCW PCA (T1019)
My Care - Waiver Choices HCAS
520 | (T2025) 818 | Passport - PCA (T1019)
535 | 10 NSG - RN (T1002) 838 [ HPC
Participant-Directed Homemaker-
555 | My Care - RN (T1002) 842 | Personal Care (HPC)
My Care - Waiver Consumer-
565 | Directed PCA (T1019) 878 | My Care - PCA (T1019)
606 [ OHCW Nsg - LPN (T1003) 909 | RN Assessment (T1001)

9/10/2020 Agency Provider Participant Guide Page 113 of 217



6 Sandata

TECHNOLOGIES

EVV-SMC/TVV

English Call Reference Guide SAMPLE

Calling Instructions STX«ACCOUNT»

Calling In: When arriving at the client's home, make sure you have the following
* Your Santrax ID.

* Your Client’s ID.

1 "oia! any of the toll-free numbers assigned to your agency.
If you are experiencing difficulties with the first toll- free number, plegse use

ca ] Refe rence G u ide : the second toll-free number.
«COMPANY NAME» (f Santrax will say: “Welcome, please enter your Santrax 1D.”

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

‘:’ Santrax will say: “You entered (SANTRAX ID). Press (1) for Yes, (2) for
No.”
Agency Account Number: STX«ACCOUNT»

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

Q'j 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 (2) for not a group visit.

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

Dial: ®
- 6. Press the (1) key to “Call In".
1-«Primary_Phone»
rv'—' q‘r Santrax will say: “Received at (TIME). Please enter first client ID or hang
Or up if done.”
1-«Seconda W_Phone » 7. @) Press the numbers of the client’s ID.
Q‘f Santrax will say: “Received at (TIME). Please enter first client ID or hang
up if done.”
Features: -
STX ID Verification / Playback Group Visit — No 8. ¥ Hangup.
Call In / Out Select Service
Change Service Client Voice Recording
Client Verification: Visit Client Verification: Service
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Calling Instructions STX«ACCOUNT»

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 @ thru ) and then continue.
‘f Santrax will say: “Please select (1) to call in or (2] to call out.”

10. @) Press the (2) key to "Call Out.”

tﬁ Santrax will say: “Received at (TIME). Please enter first client 1D or hang
up if done.”

11. @) Press the numbers of the client's ID.

L}
'. Santrax will say: “Please enter the Service ID."”

12, @) Press the Service ID Number you performed.
Refer to your agency’s service list.

e Santrax will say: “You entered (SERVICE). Please press (1) to accept, (2)
to retry.”

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

‘& Santrax will say: “Would you like to continue the visit with the new
service?”

14. @) Press the (1) for Yes or to (2) for No
Note:
When switching to a different service for the same client please press (1) for
Yes and repeat steps @@ to enter the next service before continuing. Press
(2) for No when all services are complete.

Santrax will say: “To record the client's voice please press (1) and hand
“f the phone to the client, or press (2) if the client is unable to
participate.”

Calling Instructions STX«ACCOUNT»

9/10/2020

15. @) Press "1' to record the client’s voice.
OR

@) Press 2" if the client is unable to participate.
If the client is unable to participate, Santrax will say, “Thank you, bye.”
16. ’\‘J The client should say their first and last name and today's date.
Santrax will say: “In call received at (TIME). Out call received at (TIME).
‘f Total visit length (NUMBER) minutes. Press (1) to confirm, (2) to deny,
(3) to replay.”
17. @7 The client should press the appropriate option.
qn Santrax will say: “The service performed was (SERVICE). Press (1) to
confirm, (2) to deny, (3) to replay.”
18. @7 The client should press the appropriate option.
t'.“‘ Santrax will say: “Thank you, bye.”

(]
19. ¥ Hangup.

What to do if there is a Problem:

These are some possible problems you may experience when using the
telephone.

9 Busy Signal
9 No Answer

Check the number to make sure you have the right phone number.
Try calling again.

Try calling the second toll-free number provided.

If you still cannot complete the call, contact your supervisor or CDS
Employer, as applicable.

Foo e

9 ifthe system says: “Sorry, Invalid Number”

See if the phone has a T-P (Tone-to-pulse) switch; make sure the switchisonT.
If there is no switch, you must say your 1D number one digit at a time, into the
phone after the tone.

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

calls extraneous.

(1. Ifacallerreceives a busy signal, try the alternate number.
" H Two or more calls made within one minute of another will make one of the
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Individual Visit Call Process - English Line

Call-In

1 Dial either English toll-free number.

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.”

3 Press 1 for Yes.

Santrax will say: “Is this a Group Visit, press 1 for Yes or 2 for No.”

4 Press 2 for No.

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

5 Press the 1 to call-in.

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

If the phone number the call is coming from is only associated to more than one (1) client,
enter the system generated client ID found in the client record in Sandata EVV.

6 Hang up if no client ID is needed or all client IDs have been entered.

Santrax IDs and Client IDs

e The Santrax ID is a unique system-generated number identifier for the
1 ’ 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 either English toll-free number.

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.”

3 Press 1 for Yes.

Santrax will say: “Is this a Group Visit, press 1 for Yes or 2 for No.”

4 Press 2 for No.

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

5 Press the 2 to call-out.

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

6 Enter the Client ID number.

Santrax will say: “Please enter the Service I1D.”

7 Press the three-digit ID of the care performed.

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

8 Press the 1 to accept.

Santrax will say: “Would you like to continue the visit with a new service? Press 1 for yes,
press 2 for no”.

9 Press 2 for no.

For each prompt, Santrax allows a caller three attempts to enter the

a 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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After the service, 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.”

1) Press (1) to record client’s voice (hand phone to client):

a) Santrax will say: “Please say your first and last name and today’s date.”

b) The client will say their name and the date.

c) 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.”

d) Client will press appropriate choice.

e) Santrax will say: “The service performed was [service description]. Press 1 to confirm,
2 to deny, 3 to replay.”

f) Client will press appropriate choice.

g) Santrax will say: “Thank you, bye.”

h) Hang up.

10

2) Press (2) if the client is unable to participate.
a) Santrax will say: “Thank you, bye.”
b) Hang up.

For DODD clients, when Santrax prompts: “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.”

Simply hang up to end the call since the functionality does not apply to
DODD clients.
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Multi-language Call Reference Guide SAMPLE

Calling Instructions STHeACCOUNT»

Calling In: When arriving at the client's home, make sure you have the following
information:

) 5 al da[’ a 7 s

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 Egyptian

Ca I l Refe re n ce G u I d e : @ Arabic, please press two (2). For French, please press three (3). For Fulah,
please press four (4). For Hindi, please press five (5). For Mandarin Chinese,
please press six (6), For Nepali; please press seven (7). For Russian, please
« COMPA NY NAME » press eight (8). For Serbian, please press nine (9). For Somali, please press ten
s (10). For Spanish, please press eleven (11}, For Swahili, please press twelve
(12), For Vietnamese, please press thirteen (13)."
Call prompts are heard in the selected languages.

2. @) Press the number that corresponds to the language you wish to hear.
All prompts for the remainder of the call will be heard in that language.

Agency Account Number: STX«ACCOUNT»

Q’F Santrax will say: "Welcome, please enter your Santrax 1D.”

Write your Santrax ID number above for easy reference. 3. @J Press the numbers of your Santrax |D on the touch tone phone.
"’h Santrax will say: “You entered (SANTRAX ID). Press (1) for Yes, (2) for No."”
Dial a 4. @J Press (1) to confirm your Santrax |D or press (2) to retry.
- e Santrax will say: “Is this a group visit? Press (1) for Yes or (2) for No."”
1-«Primary_Phone» !
5. Press (2) for not a group visit.
Or "j Santrax will say: “Please select (1) to call in or (2) to call out.”
1-« Secondary_Phone» 6. @ Press the (1) key to “Call In".
t’:ﬂ Santrax will say: “Received at (TIME). Please enter first client ID or hang up if
Features: done.”
Select Language STX ID Verification / Playback 7. @) Press the numbers of the client’s ID.
Group VISIt.‘ No Call In }r Out . th Santrax will say: “Received at (TIME). Please enter first client ID or hang up if
Select Service Change Service done.”
Client Voice Recording Client Verification: Visit -
Client Verification: Service s ¥ Hangup.
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Calling Out: When leaving the client's home, make sure you have the following Calling Out: When leaving the client’s home, make sure you have the following

information:
= Your Santrax 1D,
*  The Service ID.
=« The Client is available to verify the visit.

9. Follow steps 0 thru B and then continue.

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

10. @) Press the (2) key to “Call Out.”
‘-.h Santrax will say: “Received at (TIME). Please enter first client ID or hang up if
done.”
i1 @) Press the numbers of the client’s ID.
t:‘ Santrax will say: "Please enter the Service 1D."
12. @l 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
retry.”
13 @l Press the one (1) key to accept, or press the two (2) key to retry.
)
k Santrax will say: "Would you like to continue the visit with the new service?”
14, @l Press the (1) for Yes or to (2] for No
Note:
‘When switching to a different service for the same client please press (1) for Yes and

repeat steps Q-O to enter the next service before continuing. Press (2) for No when
all services are complete.

@ 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.”

15. @l Press 1’ to record the client's voice.
OR
@ Press ‘2" if the client is unable to participate.

If the client is unable to participate, Santrax will say, “Thank you, bye.”

16. k Hand the phone to the client and the client will be asked to state their name
and today's date

information:
*  Your Santrax 1D,
*  The Service ID.
*  The Client is available to verify the visit.

5. Follow steps o thru e and then continue.

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

10.

=]

@l Press the (2) key to “Call Qut.”
@ Santrax will say: "Recelved at (TIME). Please enter first client 1D or hang up if
done.”

i @l Press the numbers of the client’s ID.

ford

‘f Santrax will say: “Please enter the Service 1D."

@) Press the Service 1D Number you performed.
Refer to your agency's service list.

12.

]

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

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

L]
t Santrax will say: “Would you like to continue the visit with the new service?”

14,

»

@) Press the (1) for Yes or to (2) for No

Note:

When switching to a different service for the same client please press (1) for Yes and
repeat steps 00 to enter the next service before continuing. Press (2) for No when
all services are complete,

'j 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.”

15. @1 Press "1' to record the client's voice.
OR
@) Press ‘2" if the client is unable to participate.

If the client is unable to participate, Santrax will say, “Thank you, bye.”

16. k Hand the phone to the client and the client will be asked to state their name
and today's date
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Individual Visit Call Process - Multi-language Line

Call-In

1 Dial the toll-free number.

Santrax will say: “For English, please press one (1). For Egyptian Arabic, please press two
(2). For French, please press three (3). For Fulah, please press four (4). For Hindi, please
press five (5). For Mandarin Chinese, please press six (6). For Nepali, please press seven
(7). For Russian, please press eight (8). For Serbian, please press nine (9). For Somali,
please press ten (10). For Spanish, press eleven (11). For Swahili, please press twelve (12).
For Vietnamese, please press thirteen (13).”

*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.”

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.”

4 Press 1 for Yes.

Santrax will say: “Is this a Group Visit, press 1 for Yes or 2 for No.”
5 Press 2 for No.

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

6 Press 1 to call-in.

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

If the phone number the call is coming from is only associated to more than one (1) client,
enter the system generated client ID found in the client record in Sandata EVV.

7 Hang up if no client ID is needed or all client IDs have been entered.
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Call-Out

1

Dial the toll-free number.

Santrax will say: “For English, please press one (1). For Egyptian Arabic, please press two (2).
For French, please press three (3). For Fulah, please press four (4). For Hindi, please press five
(5). For Mandarin Chinese, please press six (6). For Nepali, please press seven (7). For
Russian, please press eight (8). For Serbian, please press nine (9). For Somali, please press
ten (10). For Spanish, press eleven (11). For Swahili, please press twelve (12). For
Vietnamese, please press thirteen (13).”

*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 2 for No.

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

Press 2 to call-out.

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

Enter the Client ID number.

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

Press the three-digit ID of the care performed.

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

Santrax will say: “Would you like to continue the visit with a new service? Press 1 for yes,
press 2 for no”.

Press 2 for no.
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After the service, 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.”

3)

4)

Press (1) to record client’s voice (hand phone to client):

a)
b)
c)

d)
e)

f)

g)
h)

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

The client will say their name and the date.

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.”

Client will press appropriate choice.

Santrax will say: “The service performed was [service description]. Press 1 to
confirm, 2 to deny, 3 to replay.”

Client will press appropriate choice.

Santrax will say: “Thank you, bye.”

Hang up.

Press (2) if the client is unable to participate.

a)

Santrax will say: “Thank you, bye.”

b) Hangup.

For DODD clients, when Santrax prompts: “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.”

Simply hang up to end the call since the functionality does not apply to DODD
clients.
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Visit Scenarios (SMC and Telephony)

Multiple clients in the same home

e [f 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 each client receiving care at that time.

- Telephony —the employee calls in and out, entering the Client ID of the client
receiving care at that time.

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.

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.

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 from the cell phone. Manual adjustments
may need to be made in Visit Maintenance.

If neither SMC nor TVV are available, the agency provider enters the visit
manually in Visit Maintenance.

Multiple providers providing like services to a single client at the same time

e |f multiple providers deliver care to a single client at the same time with like services:

- SMC - each employee joins a group visit and calls in and out for their visit, capturing
the visit hours and service performed.

- Telephony —each employee joins a group visit and calls in and out for their visit,
capturing the visit hours and service performed.
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Overnight Visits

e |f 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.

Switching Services During a Visit

You may be authorized to provide more than one service during a visit. This can be recorded
using Sandata Mobile Connect (SMC) and/or Telephonic Visit Verification (TVV). The services
will appear as separate visits in Visit Maintenance, with unique call-in and call-out times.

When providing multiple services, you will record a clock-in, record each time
you switch services, and record a clock-out. For example, for a visit with two
(2) services, you will be making a total of three (3) calls.

Switching Services with Sandata Mobile Connect (SMC)

The call-in process does not change. Log into SMC, search for the client, select the initial
service, then click Start Visit.

When you are ready to switch services:

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

—~ 3

VISIT IN PROGRESS

Friday, July 24, 2020
CALEB ADAMS
Visit Time
03:07 PM - --:--

Service(s)
IO NSG - RN (T1002)

ABANDON VISIT RESUME VISIT

2. Enter Visit Notes if applicable, then tap SWITCH SERVICE.
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Friday, July 24, 2020
CALEB ADAMS

Clock-In: 03:07 PM
Service(s) |10 NSG - RN (T1002

ABANDON VISIT SWITCH SERVICE

VISIT NOTE

Are there any additional details you would like
to provide?

Type visit note

3. Select the Service from the drop-down list, then click START VISIT.

15:25 4 all LTE

Friday, July 24, 2020

CALEB ADAMS

Please select the service you are providing
IO NSG - RN (T1002)

Passport - Consumer Directed
Personal Care (T1019)

QOHCW PCA (T1019)

IO NSG - LPN (T1003) v

Passport HCA (S5125)

Participant-Directed Homemaker-
Personal Care

HPC

START VISIT
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4. A pop-up appears with the start time. This will also be the end time of the previous service.
Tap YES. The new service is now being recorded. The visit call-out process is the same as a
single service visit.

START VISIT

O

Service: 10 NSG - LPN (T1003)
Clock-In: 03:25 PM

Are you sure you want to start the
visit?

START VISIT
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Switching Services with Telephonic Visit Verification (TVV)

The initial TVV call-in process is the same, even if you plan to switch services. Dial the toll-free
number associated with your agency, and call-in for the visit. When you are ready to switch
services, dial the toll-free number associated with your agency, and answer the prompts. Note:
you will still need to call-out at the end of the final service.

The prompts related to switching services are listed in bold.

1

Dial either English toll-free number.

Santrax will say: “Welcome, please enter your Santrax ID.”

10

11

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 2 for No.

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

Press the 2 to call-out.

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

Enter the Client ID number.

Santrax will say: “Please enter the Service ID.”
Press the three-digit ID of the care performed.

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

Press the 1 to accept.

Santrax will say: “Would you like to continue the visit with a new service? Press 1 for yes,
press 2 for no”.

Press the 1 to continue the visit with a new service.

Santrax will say: “Please enter the service ID.”

Press the three-digit ID of the care performed. NOTE: This is ID for the NEW service being
provided.

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

Press 1 to accept. NOTE: From the point on, you will be calling out for the previous service.
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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.”
5. Press (1) to record client’s voice (hand phone to client):

12

2)

9/10/2020

a)
b)
c)

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

The client will say their name and the date.

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.”

Client will press appropriate choice.

Santrax will say: “The service performed was [service description]. Press 1 to confirm,
2 to deny, 3 to replay.”

Client will press appropriate choice.

Santrax will say: “Please enter second Client ID or hang up if done.

Hang up.

Press (2) if the client is unable to participate.

a)
b)

Santrax will say: “Please enter second Client ID or hang up if done.
Hang up.
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Multi-Service Call Out

1

Dial either English toll-free number.

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 2 for No.

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

Press the 2 to call-out.

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

Enter the Client ID number.

Santrax will say: “Please enter the Service ID.”
Press the three-digit ID of the care performed.

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

Press the 1 to accept.

Santrax will say: “Would you like to continue the visit with a new service? Press 1 for yes,
press 2 for no”.

Press 2 for no. You are calling out for the second service.

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.”
6. Press (1) to record client’s voice (hand phone to client):
c) Santrax will say: “Please say your first and last name and today’s date.”
d) The client will say their name and the date.
e) 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.”
f) Client will press appropriate choice.
g) Santrax will say: “The service performed was [service description]. Press 1 to confirm,
2 to deny, 3 to replay.”
h) Client will press appropriate choice.
i) Santrax will hang up.
3) Press (2) if the client is unable to participate.
a) Santrax will say: “Please enter second Client ID, or hang up if done.
b) Hang up.

9/10/2020 Agency Provider Participant Guide Page 130 of 217



A
iy

5 Sandata

TECHNOLOGIES

EVV-SMC/TVV

This Page Intentionally Left Blank.

9/10/2020 Agency Provider Participant Guide Page 131 of 217



€y Sandata

TECHNOLOGIES

Visit Maintenance

7 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

Term/Acronym Definition

Client/Individual

A person who receives services through the Medicaid program.

Dashboard Real-time status of the current day’s visit exceptions.
Any visit data which Sandata EVV has denoted with a colored circle because it
Exception is either missing information or does not meet the rules established for the

program.

Employee/Direct Care
Worker

A person who is employed by an agency provider to provide care to one or
more clients.

Manual Call

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

9/10/2020
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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. There are two types of exceptions,
those that must be fixed and those that must be acknowledged (e.g. Visit Verification 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.
i
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Sandata EVV Dashboard

The Sandata EVV Dashboard monitors current day’s visits to identify two specific exceptions.
These exceptions fall into two categories—Unknown Clients and Unknown Employees. 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£§ 15hboard Santrax - Dashbard

Q Navigate Modules

of Visit Maintenance

I8l Reports & Exports
Unknown Clients

= Data Entry

Unknown Employees

2

= [ LOGOUT

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

specific exception.

Unknown Clients Unknown Employees
2
Santrax Unknown Client Exception Detalils
Unknown Phone Employee Name & Date Call Time s
(718) 263-3790 Moss, Donna 08/17/2017 11:40 AM
(718) 263-3790 001-23-6666 08/17/2017 213pPM
(718) 263-3790 000-33-6986 08/17/2017 2:48PM
Showing 1 to 3 of 3 entries @ 1
9/10/2020 Agency Provider Participant Guide Page 135 of 217



Sandata

TECHNOLOGIES

Visit Maintenance

2. Click the exception category name to link to the Visit Maintenance module to view and
edit the visits for that exception.

Dashboard santrax ' Dashboard Q  Account: 10060 - aso@sandata.com ~ @ LOG OUT

Filter Options

Minutes (2min - 30max) SUPERVISORS All v m

REFRESH EVERY 5k

Unknown Clients Unknown Employees

3 2

Account: 6002 @sandata.com | Enter agency * % LOGOouUT

Wisit Maintenance wvisit Maintenance | Manage Visits

Select a Visit CREATE CALL

1ATE RANGE MDY cumnt
03/30/2019 M to  040RIDIG =] Enter Client Enter Employes
ATz savn CLIENT MLDICAID 1D
Select Category " Select Payer * Select Visit Status . Enter Client Medicaid IC
LTORVETS O CACEETION TYRr
Fxreption Types - Unknown Clients - Show advanced filter aptions =
CLear
Show: 50 T per pape Show Display Options =
« <1 = Showing 1 to 18 of 18 entries
client _ Employee . Visit . Call | call | cal . Adjusted Adjusted Adjusted Bill Visit " )
Name ° Name ° ™" % pawe * n * out ¥ Hous ° In out Hours Hours  Status © C°MetPl Approved
OHCW Mg - 1149 11:50
. Jones, Jim RN (TI002) 04/04/2019 _“H _L‘ 00:01 001 Incompiete
. L
Passport - s
. jones, Jim LBN (T1003)  D4/0472019 . . [~]1  Incomplete
. A
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Visit Maintenance — Main Screen

Sandaf_a = Visit Maintenance visie Maintenance © Manage Visits Account: 10010 - @sandata.com | Enter agency * B LoGOuT
EVY
Q Navigate Modules

B pashboard

| Reports and Exports

B3 Data Entry

Show advanced filter options »

8, Security 9

Bl Online Manual

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.

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: This field is not applicable for the Ohio EVV program.

5. PAYER: This drop-down contains a list of Payers. Selecting a Payer determines the
options available in the PROGRAM filter under the Advance Filter Options.

6. VISIT STATUS: This filter allows a user to filter visits by their status. The options include:

VISIT STATUS Status ‘ Description

| Select Visit Status v In Process | A visit has started and not yet completed
Select Visit Status .. . L
e Incomplete | A visit has exceeded a 24-hr period and is still
Incomplete missing a call-in/call-out

MTed Verified A visit that does not contain any exceptions
Processed

Omit Processed A visit that does not contain any exceptions

and has been returned to the claims validation
engine at least once

Omit A visit that is marked ‘Do Not Bill’
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7. CLIENT MEDICAID ID: Enter the client’s 12-digit Medicaid ID.

8. FILTER VISITS BY:

- All Exceptions: This default setting displays all visits containing one or more
exceptions within a specified time period.

' The exceptions triggered for a visit are based on payer requirements.

- 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 VISITS BY EXCEPTION TYPES

Exception Types v ‘ Select Exception Type -

I:l SERVICE VERIFICATION EXCEPTION

m CLEAR [ CLIENT SIGNATURE EXCEPTION

D UNAUTHORIZED SERVICE

D VISIT VERIFICATION EXCEPTION
D MISZIMNG SERVICE

I:‘ UNMATCHED CLIENT 1D/ PHOME
I:‘ VISITS WITHOUT OUT-CALLS

I:‘ VISITS WITHOUT IN-CALLS

I

Exception ‘ Description

CLIENT SIGNATURE

EXCEPTION Client’s digital signature or voice recording is missing.

Identifies when the service provided for the visit is not specified

MISSING SERVICE
SSING'S ¢ during the SMC call-in or Telephony call-out.

SERVICE
VERIFICATION Client did not confirm the selected service.
EXCEPTION
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Exception

UNAUTHORIZED
SERVICE

UNKNOWN CLIENTS

UNKNOWN
EMPLOYEES

UNMATCHED CLIENT
PHONE/ID

VISIT VERIFICATION
EXCEPTION

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.

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 when the start and/or end time have not been verified by
the client at the end of the visit, either by confirming during the SMC
call-out or verifying the times during the Telephony call-out.

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

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

- 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.

FILTER VISITS BY

All Exceptions

Show Advanced Filter Options »

CALLTYPE

Select Call Type

SERVICE

Select Service

SUPERVISOR DEPARTMENT PROGRAM

Select Supervisor - Select Department  * Select Program

GROUP VISIT CODE

Select Group Visit Code v

- CALL TYPE: Filter visits to show only MVV (mobile) or Manual calls.
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- SUPERVISOR: This filter is not applicable for the Ohio EVV program.
- DEPARTMENT: This filter is not applicable for the Ohio EVV program.

- PROGRAM: Filter visits for a specific program from the drop-down list. Available
options are based on the selection in the PAYER filter.

- SERVICE: Filter visits for a specific service from the drop-down list. Available
options are based on the selection in the PROGRAM filter.

- GROUP VISIT CODE: Filter visits for a specific group visit code or select from the
drop-down list. If the date range specified in the search filters is seven (7) days
or less, the field will display a drop-down list. If the date range specified in the
search filters is greater than seven (7) days, the group visit code will need to be
type into the field.

Search Results — Understanding the Visit Grid

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 esho\u' 50 ~  perpage Shaw Display Options =
Client s Employee T e isit . call . call 3 call 5 Adjusted Adjusted Adjusted gill isit 5 Dol hctiaia
Name Name Date in Out Hours In Out Hours Hours Status
L] L] s
™ ']
L] F
L] L]
. . L [
.
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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 1D Client Medicaid 10 Client Primary Fhone Number
' Client Name ' Employee Name Employee 1D
Santrax ID Employee Contact Phone Number Payer
Program v Service Supervisar
W Visit Date Visit Location v Scheduled Time In
¥ scheduled Time Out ' scheduled Hours v callin
o Call Ow ' Call Hours ' Adjusted In
v Adjusted Out v Adjusted Hours v Pay Hours
' Pay=Sch o isit Status Tasks
Mema Client Verified Claims Verification Status
& Do Not Bill Exported Group Visit Code
' Approved Units

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. To keep the added
display options, click SAVE SETTINGS in the Show Advanced Filter Options link.

Check the Units box to show the units as a column in the visit grid.
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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

7 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 =
CLIENT NAME CLIENT ID # MEDICAID ID # EMPLOYEE NAME
Carter, John 50647013 90088855511 Young, Charles ERT I

e GENERAL: contains the CLIENT NAME, CLIENT ID, MEDICAID ID, EMPLOYEE NAME,
EMPLOYEE ID, SCHEDULE IN, SCHEDULE OUT, SCHEDULE HOURS, VISIT START DATE,
VISIT END DATE, VISIT TIME ZONE, VISIT STATUS, CALL IN, CALL OUT, CALL HOURS,
UNITS, ADJUSTED IN DATE, ADJUSTED IN, ADJUSTED OUT DATE, ADJUSTED OUT,
AGENCY ID, AGENCY NAME, PAY HOURS, PAYER, PROGRAM, SERVICE, GROUP VISIT
CODE, BILL CODE, client verification results (CLIENT VERIFIED TIME, CLIENT VERIFIED
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SERVICE), CLIENT SIGNATURE (signature or voice recording), VISIT SOURCE, SCHEDULE ID,
DO NOT BILL and APPROVED (not applicable for the ODM program).

@)

If the Service for a visit is associated with multiple payers, the PAYER and
PROGRAM fields are editable to select values from the drop-down lists.

Visit Details

CLIENT NAME

Jones, Lisa

CLIENT
EMPLOYEE
CALL LOG

MERGE CALLS

HISTORY

CLIENT ID #

531549

WISIT START DATE

03/11/2019

CALLIN

01:00 PM

ADJUSTED IN DATE

03/11/2019

AGENCY ID

20060

PAYER

Select Payer

CLIENT VERIFIED TIME

No

VISIT SOURCE

Vendor A

DO NOT BILL

MEDICAID ID #

121353444777

VISIT END DATE

None

CALL QUT

None

ADJUSTED IN HH:MM AM/PM

01:00 PM

AGENCY NAME

PROGRAM

Select Program

CLIENT VERIFIED SERVICE

No

EMPLOYEE NAME

Benson, Kelly

VISIT TIME ZONE

US/Eastern

CALL HOURS

None

ADJUSTED OUT DATE

MM/DDIYYYY

SERVICE

Visit Start Date: 03/11/2019

=2}

BILL HOURS

SPHH Aide (GO1! ~

CLIENT SIGNATURE

No

GENERATE GROUP VISIT CODE

APPROVED

EMPLOYEE ID #

VISIT STATUS

In Process

UNITS

None

ADJUSTED OUT HH:MM AM/PM

GROUP VISIT CODE

X
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e CLIENT: This screen displays the client’s details such as ADDRESS, PHONE NUMBER and

LANGUAGE PREFERENCE.

Enter Last HName

GEHER.F.L ADDEESS LINE
Marshall Srreer
CLIENT
STATE
CALL LDG GENDER
Find Client
-

ADORESS UME 2 CITY
None Bl
2P CODE PRIGARY PHONE # TiME ZOME
11003-0000 US/Eastemn
LANGUAGE PREFEREMCE SUPERVISOR
Russian None

FIREY hAME CLIENT D @

Enter First Mame Enter Client ID # Q,

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

Showing 1 to 1 of 1 entries

« | =1 =

m LAST NAME FIRST NAME CLIENT ID #
C Enter First Name Enter Client ID # Q
CLIENT MEDICAID ID

Enter Client Medicaid ID HELUDE IRACTIVE CLIENTS
Last First Client Primary Client Medicaid

Actions E S = =
Name Name D # Phone # ID
Client Test 585689
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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

m ADDRESS ADDRESS LIME 2 Ty STATE
EMPLOYEE None None None None
CALL LOG ZIP CODE DISCIPLINE PHONE

[ verceonss I - -

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. An option is available to include inactive
employees in the search.

Visit Details Visit Start Date: 04/09/2018 X
CLIENT NAME CLIENT ID # MEDICAID ID # EMPLOYEE NAME EMPLOYEE ID #
Ross, Doug 9003 3334445355

No Employee has been associated with this visit.

Find Employee

LAST NAME FIRST NAME EMPLOYEEID # DISCIPLINE
EMPLOYEE _ _
Last Name First Name Employee ID # Select Disciplir - Q

NCLUDE INACTIVE EMPLOYEE

-
[}

AS|
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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 or Manual).

GENERAL CALLIN CLIENT (D
P CALL DATE CALL THME CALL TYPE SERVICE
oan4an T F13PM EW (telephony) MA,
EMPLOYEE WSER ORIGINATING PHONE # CALL SDURCE
i 0O00A5258 (817 972-7973 SANDATA
CALL LOG
CALL DUT CLIENT 1D DESSTING
m CALL DATE CALL TIME CALL TYPE SERVICE
m 0814207 4406 PM EWV {redephany) GO158
“ LEER ORNGIMATING PHIONE @ CALL SOURCE
QORDa6258 {7 9727973 SANDATA

e MERGE CALLS: This screen appears if a visit is missing a call time. It shows a list of
available calls that may be merged to the visit. 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.

=== PHONE # CALLTIME  CALL DATE CLIENT NAME EMPLOYEE NAME
EMPLOYEE 202 PM snanzo?7 Carter, john 001-06-6825
CALL LOG 2:47 PM sna2om? Carter, john Young Charles

MERES CAILS 338 PM 8142017 Carter, John 000-44-6258

EXCEPTIONS

Showing 1 to 3 of 3 entries

e < 1 > »

HR0: 2060

e EXCEPTIONS: This screen lists all the visit exceptions for the visit, along with the available
option to resolve each exception.

Visits Without In-Calls This exception needs to be fixed
GENERAL pt
CLIENT @ Missing Service This exception needs to be fixed
EMPLOYEE
@ Visit Verification Exception ACKNOWLEDGE THIS EXCEPTION
CALL LOG
MERGE CALLS REASON CODE * RESOLUTION CODE REASOM NOTE
Select Reason * Select Resoluti ¥ Enter Reason Note | SAVE |
“ @ Client Signature Exception ACKNOWLEDGE THIS EXCEPTION
m REASON CODE * RESOLUTION CODE REASOM NOTE
CLAIMS
_ Select Reason * Select Resoluti ~ Enter Reason Note | SAVE |
HISTORY
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e GPS: This screen shows the location of the SMC call-in/call-out times relative to the
client’s home.

LMD FaiOn
m Map Swelne
CLIENT &
[ Crywter Bay H
m Pelharm Sand =)
Gay Park = =@
CALLLOG & S T
L 1 T Wocdbury
i i 1 Wahion0n SRS Wi
EXCEPTIONS OGS NECK (] {1os)
G = I
5 . Roshn o
Manhazset ’__s, i P o
oo - g e
¥ e T T Hickswille 3]
.:‘.
® o - (N |
QUEENS ke Qardan City z (4 Lirvitbommn =
e TE Ay N T .
- D) (3 Hempstead Y% e (5 4
3 A
A & P & i
g Sra L 5 —
Go g|'2 Liha F Map dars 2017 Google  Teewos of Use  Rapar i mag aee
9 Cliene @ Mo GPS Exception g GP5 Exception

e 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.

'gc This information should not be used to fulfill ODM documentation
1 requirement.

CLIENT

CALL LOG

EXCEPTIONS

CLAIMS

HISTORY

MEMD

Memao

1024 characters remaining.

VISIT NOTE

Visit Note

SAVE
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e CLAIMS: This screen shows the batch, transaction and date/time each time the visit was
returned to the MITS adjudication system.

DATE
INTERNAL DETAIL
BATCH TRANSACTION RETURNED BILLEC
s » CONTROL LINE MODIFIER
CLIENT D D FOR CLAIMS NUMBER NUMBER UNITS
PROCESSING
EMPLOYEE
121122018 ... 05 32
CALL LOG
121272018 ... 05 32
EXCEPTIONS
121272018 ... 05 32

Showing 1 to 3 of 3 entries

CLAIMS

« < 1 > »

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.

REASON CODE ITEM DATE CHANGED BY
CLIENT 26 - DOW/NAP Forgotto  Visit - Update Service 10/10/2017 12:45:52
Call Out PM

EMPLOYEE

26 - DOW/NAP Forgotto  Visit - Update Adjusted 10/10/2017 12:45:52
CALLLOG Call Out Hours PM

EXCEPTIONS

Showing 1 to 2 of 2 entries

« < 1 > »

HISTORY
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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 2 Service % Visit - Call a Call s Call a Adjusted Adjusted Adjusted
Name Name Date In Out Hours In Out Hours
Carter,
Young, 2:47
John Charles L] 08142017 [ ] M
L]
Carter,
Young, 246
John Charles L ] 08142017 P
[ ]
Carter, -
John 000-44-6258 ™ 02/14/201
e [ ]

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 and
Unmatched Client Phone/ID) can also be cleared from this screen.

CLIENT

EMPLOYEE

CALL LOG

EXCEPTIONS

HISTORY

[a] <
§ 8 7
B2~
o 4 g
g z B
el -

m w

CLIENT ID # MEDICAID ID #

59647013 999883555101

@ Unknown Employees

@ Visits Without Out-Calls

@ Missing Service

@ Visit Verification Exception

REASON CODE * RESOLUTION CODE

Select Reason * Select Resoluti *

@ Client Signature Exception

REASON CODE * RESOLUTION CODE

Select Reason ~ Select Resoluti ~

EMPLOYEE NAME

000-44-6258 EMPLOYEE ID #

This exception needs to be fixed

This exception needs to be fixed

This exception needs to be fixed
ACKNOWLEDGE THIS EXCEPTION

REASON NOTE

Enter Reason Note | SAVE |

ACKMOWLEDGE THIS EXCEPTION

REASON NOTE

Enter Reason Note | SAVE |
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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 a reason code, resolution code and in some cases, additional notes.

The available reason codes are:

Select Reason Code

10 Individual Data Issue

20 DCW/NAP Error

30 Device Issue

40 Telephony Issue

50 Individual Refused Verification

55 Individual Unable to Verify

57 Verification Attempt Failed

60 Splt Visit — Overtime

65 Split Visit — Multiple Programs

67 Split Vist — Home Care Attendant
70 Individual Is Displaced

80 Retroactive Eligibiity Determination
85 Retroactive Payer Change

90 Group Visit
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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 Service visit _ Call , Call .
Name M Name M ¥  Date Y In ¥ Out v
Moss
b 09:35
Donna 2Ol PrtE] 04/08/2019 ®
PM
® ®
Moss P

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

PAYER PROGRAM SERVICE

Select Service v

Select Service

SPHH Nsg - RN (G0299)

MyCare - HCA (55125)

PDN (T1000)

VISIESOURCE RN Assessment (T1001)
SANDATA SPHH Aide (G0156)

MyCare - LPN (T1003)

Passport HCA Personal Care (55125)

HPC

Passport - PCA (T1019)

HISTORY ODM v Select Program v

CLIENT VERIFIED TIME CLIENT VERIFIED SERVICE

No No

DO NOT BILL APPROVED

ADJUSTED OUT HH:MM AM/PM

GROUP VISIT CODE

VISIT START DATE VISIT END DATE VISIT TIME ZONE VISIT STATUS
04/04/2019 04/04/2019 US/Eastern Incomplete
CLIENT
CALLIN CALL OUT CALL HOURS UNITS
EMPLOYEE
m 01:32 PM 01:36 PM 00:04 1
ADJUSTED IN DATE ADJUSTED IN HH:MM AM/PM ADJUSTED OUT DATE
EXCEPTIONS
04/04/2019 ] 01:32 PM 04/04/2019 ] 01:36 PM
“ AGENCY ID AGENCY NAME BILL HOURS
m 6002 Agency 1 Train the Trainer 00:04

~

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 PROGRAM SERVICE BILL CODE
Mone Mone G0156 v Mone
CLIENT VERIFIED TIME CLIENT VERIFIED SERVICE CLIENT SIGNATURE
Mone None Yes (»]
VISIT SOURCE
SANDATA
REASOM CODE * RESOLUTION CODE REASOM NOTE
Select Reason Cc ¥ select Resolutior * Reason Note SAVE
5. Click SAVE.

Client Signature Exception

Identifies when the client signature or voice recording is not captured during the SMC call-out or
the client voice recording is not captured during the Telephony call-out. 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. Click the exception indicator under the Client Name column.

Client _ Employee Service 4 visit  _ Call _ call _ Call . Adjusted Adjusted
Name ~  Name M ¥ Date T In Y Out 7 Hours 7 In Out
Moss,
‘ 09:36 05:39
Y , Charli 04/08/2019 00:03
Donna oung, Charlie [ ] PM PM
Exceptions:
C:.Iie.ent.Si.g.natgre (Sl 0912293 ° 04/08/2019 09:35 ®
Visit Verification Exception ° PM

2. Check the ACKNOWLEDGE THIS EXCEPTION checkbox on the Client Signature Exception
line.

@ Client Signature Exception v ACKNOW

3. Select a REASON CODE from the list.

Some reason codes require a REASON NOTE before clicking SAVE.
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4. Select a RESOLUTION CODE from the list.

REASON CODE *

RESOLUTION CODE

REASON NOTE

Select Reason ~

Select Resoluti

Enter Reason Note

SAVE

5. Click SAVE.

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 _ Employee Service & Visit Call Call Call . Adjusted Adjusted
Name Name M ¥  Date In Out Hours In Out
SPHH Aide
. ' 07:23 07:28 .
Smith, Sam  Young, Charlie (GO156) 04/04/2019 o 0 00:05
Exceptions:
P jones, Jim L_Jr'\authumz_e_d Sl /03/2019 0;38 Y
[ ]

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.

Visit Start Date: 01/09/2019

EMPLOYEE ID #

VISIT STATUS

Incomplete

ADJUSTED OUT HH:MM AM/PM

Visit Details
CLIENT NAME CLIENT ID # MEDICAID ID # EMPLOYEE NAME
Steve, Smith Jones, Frank
GENERAL VISIT START DATE VISIT END DATE VISIT TIME ZONE
01/09/2019 None US/Eastern
CLIENT
CALLIN CALL OUT CALL HOURS
EMPLOYEE
10:00 AM None None
CALL LOG
ADJUSTED IN DATE ADJUSTED IN HH:MM AM/PM ADJUSTED OUT DATE
MERGE CALLS
01/09/2019 10:00 AM MM/DD/YYYY
TASKS
AGENCY ID AGENCY NAME BILL HOURS
EXCEPTIONS
“ PAYER PROGRAM SERVICE
m CLIENT VERIFIED TIME CLIENT VERIFIED SERVICE CLIENT SIGNATURE

X
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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.

4. Select a RESOLUTION CODE from the list.

PAYER

Naone

CLIENT VERIFIED TIME

MNone

VISIT SOURCE

SANDATA

PROGRAM

None

(CLIENT VERIRED SERVICE

None

REASON CODE*

Select Reason Cc ¥

RESOLUTION CODE

select Resolutior *

SERVICE

G0156

CLIENT SIGNATURE

Yes

REASOM NOTE

Reason Note

)

BILL CODE

None

SAVE

5. Click SAVE.

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 _ Employee Service & visit _  Call Call Call . Adjusted Adjusted
Name Name - ¥ Date In ¥ Out Hours ~ In Out
OHCW Nsg - . .
* jones, Jim RN (T1002) 04/04/2019 1;;9 1‘:\50 00:01
Exceptions: ®
Unknown Clients
Passport - 09-47
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2. Use the search fields to search for the client.

GENERAL

CLIENT

EMPLOYEE

CALLLOG

Mo Client has been assigned to this wisit,

Find Client

LAST MAME

Enter Last Mame

FIRST HAME

Enter First Mame

CLIENT ID #

Enter Client |D #

3. Select the client from the search results.

16 DOW/NAP Tele

CLIENT Find Client
LAST NAME FIRST NAME CLENTID#
EMPLOYEE
£r Enter First Name Enter Client 1D # Q
CALL LOG
EXCEPTIONS Actions Last Name = FirstName = ClientID# = PrimaryPhone# 2 MedicaidlD =
“ Green Greg 70321170 5161234567 555566667290
m @ Greene Mark 2687272 0909999999 748748748748
CLAIMS
_ Showing 1 to 2 of 2 entries
@ < 1 = *
REASOM CODE * RESOLUTION CODE * REASON NOTE

Reason Note

SAVE

5. Select a RESOLUTION CODE from the list.

REASON CODE *

Select Reason

RESOLUTION CODE

v Select Resoluti v

REASON NOTE

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 Service & Visit . Call _ call Call . Adjusted Adjusted
Name Name b ¥  Date In T out Hours In Out
S
04002019 0832 °
AM
04082019 9235 ®
PM
* pLo
RA
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
v First Name Employee ID # Select Discipline ™ Q
CALL LOG
m Actions Last N\ame %+ FirstName <+ EmployeelD % SantraxID < Discipline =
EXCEPTIONS @ Vi Michael 986532 000027419 HCA
“ vera vera 8388883888 000278215
| I

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 SON NOTE

Select Reason ¥ Select Resoluti ~ Enter Reason Note

SAVE |

6. Click SAVE.
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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

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.

RESOLUTION CODE REASON NOTE

Select Reason v Select Resoluti v

Enter Reason Note

SAVE

4. Click SAVE. The Call Log screen shows the originating phone number for the call.

CALLIN

CALL DATE CALL TIME CALL TYPE
2ME&2017 6:48 AM EW

CALL LOG

CLIENT 109 0039447013
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Identifies when the service selected for the visit was not confirmed by 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. Click the exception indicator under the Client Name column.

Client _ Employee Service & Visit . Call  _ call Call . Adjusted Adjusted
Name Name M ¥  Date In ¥ out ¥ Hours v In Out

Moss SPHH Aide

‘ 04:25 04:37
Yi , Charli 04/10/2019 00:12
Donna oung, Lharlie (GO156) AM AM
[ ]
OHCW PCA 12:17
(T1019) 04/08/2019 PM [ ]

2. Check the ACKNOWLEDGE THIS EXCEPTION checkbox on the Visit Verification Exception

line.

@ :Service Verification Exception

P.CKMNOWLEDGE THIS EXCEPTION

3. Select a REASON CODE from the list.

Some reason codes require a REASON NOTE before clicking SAVE.

4. Select a RESOLUTION CODE from the list.

@ Service Verification Exception
REASOM CODE * RESOLUTION CODE

Select Reason Cor * Select Resolution -

REASON NOTE

Reason Note

| ,/l ACKNOWLEDGE THIS EKCEP?IO\l

SAVE I

5. Click SAVE.
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Visit Verification Exception

Identifies when the start and end time has not been verified by the client at the end of the visit,
either by confirming during the SMC call-out or the client verifies time during the Telephony call-
out. 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. Click the exception indicator under the Client Name column.

Client _ Employee Service & Visit . Call  _ call _ Call . Adjusted Adjusted
Name M Name M ¥  Date T In ¥ out ¥ Hours v In Out
Moss SPHH Aide
‘ 04:25 04:37
Yi , Charli 04/10/2019 00:12
Donna oung, Lharlie (GO156) AM AM
[ ]
OHCW PCA 12:17
(T1019) 04/08/2019 PM [ ]

Service Verification Exception

2. Check the ACKNOWLEDGE THIS EXCEPTION checkbox on the Visit Verification Exception

line.
@ Visit Verification Exception Dcmow LEDGE THIS EXCEPTION
REASOM CODE = RESOLUTION CODE REASOM MOTE
- I
Select Reason ™ Select Resoluti ™ Enter Reason Mote SAVE

3. Select a REASON CODE from the list.

Some reason codes require a REASON NOTE before clicking SAVE.

4. Select a RESOLUTION CODE from the list.

@ Visit Verification Exception o ACKNOWLEDGE THIS EXCEPTION
REASON CODE * RESOLUTION CODE * REASON NOTE
34 Individual b Written Docun ~ | [Enter Reason Note | 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 . . Visit . Call | cal cli Empl . Visi call call call
Name Name ¢osevice * pate T m ¢ oou N:-:: n;l‘;;y:e ¢ Serviee 3 Dlast: s |: ¢ oTn: ¢ Hnaurs
lilE=s _ OHCW PCA 06:00 M= OHCW PCA
Donna Young, Charlie (T1019) 04/04/2019 R AM Donna Young, Charlie (T1019) 04/08/2019
® Exceptions: [ Exceptions:
Visits Without In-Calls Visits Without Out-Calls
Moss, Crey laan SPHH Ajde
When a user clicks the exception indicator under the call time column, the Visit
Details screen automatically opens to the Call Log screen.
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

The MERGE CALLS screen appears if a visit is missing a call-in or call-out time. This screen displays
available unknown calls that may be inserted/merged with the visit, after proper follow up

confirming that care was provided.

MERGE CALL

JL

Select Reason Cot *

Select Resolution *

(631) 839-6616 12:52 PM 8/16/2017 (631)839-6616
(347) 691-8117 12:54 PM 81e6/2017 (347)691-8117
_.65’516) 626-5630 1:10 PM 8/16/2017 (516)626-5630 009-93-5444
Showing 1 to 5 of 6 entries
1| 2
13
REASON CODE * RESOLUTION CODE ASON NOTE

Reason Note

(w10

From the Visit Details screen:

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 and RESOLUTION CODE and REASON NOTE, if needed.

4. Click SAVE.
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Add Manual Call

When a visit is missing a call time and there is no appropriate that can be merged, a manual call
must be added. Once a visit has both calls, the bill 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.

CALLIN CLIENT ID# 0013199752
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 * MM/DD/YYYY CALL TIME * HH:MM AM/PM REASON CODE ™
MM/DD/YYYY i) 01:45 PM Select Reason Code *
RESOLUTION CODE SERVICE REASON NOTE

Select Resolutio * Select Service 7 Reason Note

From the Visit Details screen:

1. Click CALL LOG.

Enter the appropriate information into the fields.
Select the REASON CODE, RESOLUTION CODE, SERVICE and REASON NOTE, if needed.
Click ADD.

el
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Create Call

The Create Call feature allows the office user to create a call-in to document a visit in Sandata
EVV, in instances when a visit took place but the employee did not call-in or call-out.

From the Visit Maintenance > Manage Visits screen

1. Click CREATE CALL.

Account: BOOZ - su@sandata.com | Enter agency *| @ LOGOUT
faiNtenance visit Maintenance | Manage Visits
[
B JAORS2( (-] Er Ent ployee
Select Category . Select Payer . Select Visit Status dicaid IC

Select Client
CLIENT FIRST NAME CLIENT LAST NAME CLIENT MEDICAID 1B CATEGORY

Enter Client First Name Enter Client Last Name Enter Client Medicaid ID Select Category
SUPERVISOR PAYER

All - Select Payer I VECATE
CLear

Client ID Client Name % Client Medicaid ID % Supervisor + Select

225399 Bunyun, Paul 57896
626186 Claus, Merry 980898989898

359237 Coyote, Will 999999999191
931016 Davidson, Dave 210987654321
177833 Gray, Macy 696969696969

PREVIOUS MNEXT CANCEL

3. Click Next.

Previous Next Cancel
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4. Search for and select an employee.

Select Employee

EMBLOVEE FIRST MAME

Enter Employee First Name

Employes ID

[ 2, Find Employee

3. Set Date and Time

EMPLOVEE LAST NAME

LAST ACTIVE DATE

Enter Employes Last Mame

Employes Name

% Select

Carr, Tammy

Danwers, Kara

Oi

— (o]

5. Click Next.

£

MNEXT

CANCEL

6. Select the date, time and service (based on Payer from client record) for the visit and
click FINISH.

Set Date and Time

[ CUTE  ADEAYYY

04/082019

US/Eastern

TIME * HHAM AMPM

m 11:00 AM

E

SPHH Aide (GO156)

GENERATE GROUP VISIT CODE

ﬁ FINISH CANCEL

7. Click OK to save changes.
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8. Search for your newly created call using the Visit Maintenance filters.

Select a Visit
DATE RANGE MWDDAYYY CLENT

04/0772019 B to 0a0B2MY i} grey

CATEGORY BAVER VISIT STATUS

Select Category M select Payer v Select Visit Status

TRV Y

All Exceptions \

EXPORT -

CREATE CALL

EMPLOYEE

Enter Employee

CLIENT MEDACAID 1D

Enter Client Medicaid IC

Show advanced filter options =

Show: 50 v perpage Show Dusplay Options »

Showing 110 1 af 1 entrics

call Adjusted
T Hours T In

Adjusted
Out

Visit call

client R =
: Sorvice 2 L]
Date In

Name

Employes

Name

. Cal
T out

Adjusted

Hours

gill
Hours

Visit

Status - Do Mot Bill

Approved

Grey, Jean SPHH Alde 11:00
o 1077201
(GO156) 4072019 am L

Carr, Tammy

n Process

9. Click on the visit record to display the Visit Details screen and go to the CALL LOG screen

to add a call-out.

Visit Details

CLIENT NAME CLIENT ID # MEDICAID ID #

Grey, Jean 916488 909111345666

EMPLOYEE NAME

Visit Start Date; 04/07/2019 X

EMPLOYEE ID #

Carr, Tammy

CALLIN

GENERAL

CLIENT ID# 0000916488

CALL TIME
11:00 AM

CALL DATE
04/07/2019

CLIENT

EMPLOYEE

CALLLOG

MERGE CALLS

CALL SOURCE
SANDATA

USER

Add Manual Call

CALL DATE * MM/DDYYYY CALL TIME * HH:MM AMPM

EXCEPTIONS

04/07/2019 [ 04:00 PM

REASON CODE = RESOLUTION CODE

Select Reason Cor * Select Resolution ~

HISTORY

CANCEL

9/10/2020

CALL TYPE
Manual Call

REASON NOTE

Reason Note

Agency Provider Participant Guide
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10. Click the EXCEPTIONS screen to review and clear the exceptions for the visit. (Exceptions
will vary based on the client’s specified payer)

Visit Details Visit Start Date: 04/07/2019 X

CLIENT NAME CLIENT ID # MEDICAID ID # EMPLOYEE NAME EMPLOYEE ID #

Grey, Jean 0916488 909111345666 Carr, Tammy

GENERAL SELECT ALL

NT
A @ Visits Without Out-Calls This exception needs to be fixed

EMPLOYEE
@ Visit Verification Exception ACKNOWLEDGE THIS EXCEPTION
CALL LOG

MERGE CALLS @ Client Signature Exception ACKNOWLEDGE THIS EXCEPTION

EXCEPTIONS
@ Service Verification Exception ACKNOWLEDGE THIS EXCEPTION
GPS
HISTORY
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Entering Adjusted Times

If the call times for a visit do not reflect the actual start and/or end times of an employee’s visit
(i.e. the employee had to do something for the client immediately upon arriving and could not
call-in or the client was using the telephone), a user can enter an ADJUSTED IN and/or ADJUSTED
OUT on the General screen to update the visit duration. Sandata EVV will add the adjusted time
entered and actual call time to recalculate the visit duration.

GENERAL SCHEDULE IN SCHEDULE OUT SCHEDULE HOURS HH:MM AM/PM
None None None
CLIENT
VISIT START DATE VISIT END DATE VISIT TIME ZONE VISIT STATUS
EMPLOYEE
03/04/2019 03/04/2019 US/Eastern Verified
CALL LOG
CALLIN CALL OUT CALL HOURS UNITS
TASKS
02:00 AM 03:00 AM 01:00 1
EXCEPTIONS
ADJUSTED IN DATE ADJUSTED IN HH:MM AM/PM ADJUSTED OUT DATE ADJUSTED OUT HH:MM AM/PM
“ 03/04/2019 x| 02:00 AM 03/04/2019 | 03:00 AM

From the Visit Details screen:

1. Click GENERAL.
Enter the appropriate information into the Adjusted Date(s) and/or Time(s) fields.
Select the REASON CODE, RESOLUTION CODE, SERVICE and REASON NOTE, if needed.
Click ADD.

W
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8 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.

9/10/2020 Agency Provider Participant Guide Page 167 of 217



€y Sandata

ECHNOLOGIES

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 (.xls) 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.

(.- Thereports listed in the REPORT NAME field change
v based on the REPORT TYPE category selected.

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

range.
Select Report o
REPORT TYPE REPORT NAME
Daily Reports v Active Clients v
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2. Select Timeframe Select the time and/or date range of the reports being run.

Filter Description

FROM DATE 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/DDAYYYY TO DATE MM/DD/AYYYY
09/02/2017 e 09/02/2017 £
FROM TIME HH:MM AM/PM TO TIME HH:MM AM/PM
12:00 AM (o) 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 and MCOs
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
All selected (9) - All selected (5) -
Enter Client Ente;chent Medicaid ID
All
4
B
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4. Run Report Runs the report based upon the selected criteria.

Running a report

w
-'-‘-..-

A, & 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 v

Active Clients v

Select Report Type

Select Report Name

Daily Reports

Active Clients
Date Range Reports

Active Employees
Cal Listing

Cal Summary
GPS Distance Exception
Visit Listing

Visit Verification

Available reports differ depending upon which report type is selected.
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3. Enter Select Timeframe information.

Select Timeframe

FROM DATE MM/DD/YYYY

04/14/2019

FROM TIME HH:MM AM/PM

12:00 AM

e

e

TO DATE MM/DD/YYYY

04/14/2019

TO TIME HH:MM AM/PM

11:59 PM

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. When a parameter field shows “select” you must
choose a value(s) before running the report.

Select Parameters

PAVER
All selected (9)

PROGRAM

All selected (5)

EXCEPTION
Select Exception
SERVICE

All selected (21)

The SUPERVISOR field is not necessary to run the report. Entering a CLIENT or
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
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Navigating a Report

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

qa I of3 b Pl @

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:
2% &

I ¥ML 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)
v 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.
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Firefox and Chrome users should export the report to PDF and use the PDF

@ The print icon is not available in the tool bar for Firefox and Chrome users.
print tools.

Sorting a Report

Account: _ N | [}
Payer: ODM
Program: None

e EMPLOVEE
SPV >  SERVICE CLIENTID =  MEDICAID 1D CLIENT NAME = PHONE # NAME * EMAIL + SANTRAXID = TYPE=  TIME = INDICATORS

CALL CALL

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

- %
FeA & Follow along with the instructor to export a report.

1. Click EXPORT TO EXCEL. The Opening Order Report.xIs dialog box opens.
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O 5a

Opening Order Report.xls
You have chosen to open:
@ Order Report.xls
which is: Microsoft Excel $7-2003 Worksheet

from: http://evv-v8-ga.sandata.com

What should Firefox do with this file?

Microsoft Excel (default)

we File

[ ] De this autermatically for files like this frem now on.

OK

Cancel

2. Click OK to export the file. The report opens in Microsoft Excel.

9/10/2020

On Your Own: Run the Client Summary Report
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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 client’s Medicaid ID (for
SMC). Client ID (for TVV) and the Client Alternate ID if available.

Report Parameters
Account 9634
For. 3/7/2019 - 3/7/2019 11:59:59 Pl

ACTIVE CLIENTS

t: Provider Training-Agency 39 (9634)

CLIENTID 3 CLIENT CLIENT NAME 2 PHONE # ADDRESS 2 cmy & ST 2 P 3 LATITUDE LONGITUDE CLIENT
MEDICAID ID

ALTERNATE ID

Whitehall oH 43213-0000 39.969479 -82.88787490

Columbus OH 43219-0000 39.99078480000001 -82.94719529399939

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 employee Santrax ID (for TVV).

Report Parameters

Account: GHIC QA Template Agancy 1(10010)
For: 2412012 12:00:00 PM - 3/4/2010 12:00:52 PM

ACTIVE EMPLOYEES

. ‘OHIO QA Template Agency 1
Account: {10010) |

o - - EMPLOYEE - - -
EMPLOYEEID ~ EMPLOYEE NAME -~ EMPLOYEE EMAIL + SANTRAX ID > PHONE# > DEP +
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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.

@

Use this report to review call activity for the day and time selected. This
report allows users to monitor trends in call activity and identify call that

require editing, verification or exception handling.

LT

SERVICE

| Account: OHIO QA Template Agency 1 (10010)
Payer: OO
PFrogram: SP

CLIENT ID = CLIENT NAME =

CLENT
MEDICAID ID

PHOME &

Call Listing

EMPLOYEE NAME = FMPLOYEE EMAIL =

EMPLOYEE

SANTRAX ID

+ CALL
TYPE

MANL,

MANHU:

it

v

e

........

« CALL =«
T OTIME T

AL 01:00 M 0O

AL E300 AN s 1 '
o457 AU LI
456 AN

0SO3AM 326781 0 ]

GROUP
HDICATORS
CODE

20T 0

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.

[l al]

AT T

SCCOUNT CHI0 GA TPt Ageny 1

PVER: Mane
PROCIFAA: D4

(el L)

CEsD = 2“7“" G

Call Summary

Tl o Al P 211
ol i £ il Wi 3
S o Ve |

[l

ARNTRAY D =

sramr

— -
OTIRAN B OTF A e [ F]

LR

[F. 1]

o el A

ST AN b OO

[ . |

Rape] Paramateid
Acooant 0010
D O HeTeamie Agens A
For WP - WG 35

AL L

[T} O, MR o 1

3] 1)
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5. GPS Distance Exception Report: This report shows mobile calls that were made from a
location that does not match to an active client’s address.

Use this report to review calls that were made outside of the expected
distance tolerance from a client address. The report captures the client,
employee, visit date, call time, service and closest client address.

Report Parameters
Account: 6002
For: 4/3/2019 - 4/3/2019 11:59:59 PM
ACCOUNT: Agency 1 Train the Trainer (6002)
PAYER: Buckeye
PROGRAM: SP
a CLIENT MEDICAID ACTUAL CALL = ACTUAL DISTANCE =
CLIENTID & CLIENT NAME 5 EMPLOYEEID ~ EMPLOYEENAME  EMPLOYEE EMAIL DATE *  cALLTIME SERVICE (FT) = CLOSET CLIENT ADDRESS
931016 Davidsan, Dave 210987654321 Doe, Jane JANE@MAILINATOR.COM 04/03/2019 01:57 PM G0300_SP 28
931016 Davidsan, Dave 210987654321 Doe, Jane JANE@MAILINATOR.COM 04/03/2019 01:58 PM G0300_SP 29
931016 Davidsan, Dave 210987654321 Doe, Jane JANE@MAILINATOR.COM 04/03/2019 02:56 PM G0300_SP 35
931016 Davidson, Dave 210987654321 Doe, Jane JANE@MAILINATOR.COM 04/03/2019 02:57 PM G0300_SP 34
931018 Davidson, Dave 210987654321 Doe, Jane JANE@MAILINATOR.COM 04/03/2019 03:56 PM G0300_SP 35
Sub Total # of Visits 5
() Sandata 41472019 9:33:36 AM Page 3 of 8

6. Visit Verification Report: This report provides information for visits on a given date.
Reported information for each visit includes actual calls, adjusted times and client
verification information.

Use this report to view all information about a visit.

Rapgor Paramaiers
At 10010 - D490 (4 Faenplitie Agericy
Visit Verification e
Antaunt OHIY OA Template Agency 1[106810)
PEjar: Nome
Program: OHC
Sarvice: B125
SCHERLED AETUM ADIRETID [T CLENT VIRFED
ﬁ:zmn CLINT WA Pricnal L.';ME m‘;) WINT OATE |STANT (WD WOURE ST MO WOURS START  [ND WOUE | WOURS STRACT T RGMATLE
— -
w2V Lge UEE an nn W M i
AT 0 ww He R Ha
AT =
TR 0w We R L]
AR AP TR -
AT 0 roar W W e
AT W
AR 0 sz Ho Mo o
AR AP TR =
P v a1 v e i
L B3 e
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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, employee Santrax ID, employee
email, employee name, visit date, number of visits and visit hours.

tool to review what service were provided to a client for a given time. It also

@ Use this report to review visit hours and information by client. It is a useful
assists in monitoring trends in the services clients are receiving.

Report Parameters
Account: 10010
For: 3/7/2019 - 3/7/2019 11:5!
Account: OHIO QA Template Agency 1 (10010)
Payer: ODM
SPV: None
Client ID:
Client Medicaid ID: i
Client Name:
- EMPLOYEE - - VISIT a
PROGRAM SERVICE ~ SANTRAXID = EMPLOYEE EMAIL EMPLOYEE NAME ~ DATE - #OF VISITS HOURS
OHC 03107119 02:00 &
Client Totals: 1 02:00
Grand .
Totals: 1 02:00

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
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.
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Detail Visit Status
RCCOUMT: DHB0 0k Templaia Ageacy § {10010
PP Rose
PROCHALL Kimsd
I el
STATUS: in Pracesn

SCHIDULED
CLEMT et
METD g CLENT A ONE B [CET TR SURACE r{ﬂ WA GATE | START MO
BT8GR 0TEON
WTI3EEN ST
TN ST
Sl Bl 0 o Ve E A

'_‘J Savadaly TS LUT:00 PM

Report Parameiers
3 ik T

i SOUD IR PTONE

Page 1 of 19
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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.

ACCOUNT: HIO GA Tamplale Agescy 1 (10003}
PRNTR: D08
PROGRAME HC

STATS .10 DAYS

i Prisies ] ] -]
Inompisls B a ]
orttied 2 [ ]
Processed ] [ ]
Cvrt o ] ]
TORRL ¥ b ] L]

Summary Visit Status

.15 0aYS

s &5 B o & &

6. ¥ DAYS

B &8 &6 6 & &

Report Parameters
Bappanit 10310« G- Gl
For RO MRG0T 1

4. Visit Log Report: All visits associated with each client within the selected date range are

listed with one client per page in this report.

@

information and reason codes applied.

Use this report to track your client's visits by monitoring call times, bill
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5. 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.

Raport Paramaters
Account 10910
Visit Verification Activity
Account: OHIO QA Template Agency 1 (10010)
Payer: None
Program: 5P
SCHEDULED | ACTUAL | ADJUSTED B REASON
a €l a 3 a a GROUP - -
G s ocuN s GLOWE 3 GO sccet SET NS 2 e oo woums o o crEr o oS oo @o e
cove

Visi - AS4gn Call 1o Vis - VU VO@SANDATA COM - 2222019 06.:06 PM

Thu oras oras

oy o ASEAE g 2 0010 047 10 N
VEEH - Add Visit - - 2222019 0R:0T PM

Thu o707

Pret] L ‘.l ) s N
Visil- Assign Call bo Visi - VU VO@SANDATA COM - 22272013 08.07 PM

Thu oror ors:

oy AV 6 0045 0045 075 10 N
Vsl - AGQ Visit - - H2Z22019 0805 FM

Thu 0735

Pret] L e ‘- o7 N

Total Visit Updates: 4
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6. 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
Account:
For: 9/28/2017 - 101272017 11:58:58 FM

Visit Verification Exception

Account: L 0 D)
Payer: M

Program: B

Service: N

Ex ion Type: Client Sig Ex

ACTUAL ADJUSTED BILLED REASON
SPV T MEDICAIDID CLIENT EMPLOYEE * VISIT DATE * START END HOURS| SRT END  HOURS HOURS - CODES  TASKS EX
122456 Mon 10/02 t, 03:27 AM
g Fri 10/08 g, T:20aM
g Fri 10/08 R, 1:52.AM
Total of Actual Hours: N/&
Total of Adjusted Hours: NiA
Total of Billed Hours: NiA
Total of Visits: 3

6 Sandata 10/12/2017 8:20:29 AM Page 1 of 23
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7. 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: T
For: 282017 - 10/12/2017 11:58:58 PM
. H H H Visit Status: In
Visits Claims Verification Status Procss e Ve O
Account: [T —m ‘
Provider Medicaid 1D: U
Visit
Payer Program Service HCPCS Client Name Medicaid ID Visit Date Start End Visit Status. Batch 1D Transaction ID Visit Verified Date
10/02/2017 42 AM  11:44 AM | Verified
10/08/2017 08:24 AM Incomplete
10082017 08:25 AM | Incompiete
10/08/2017 0332 PM Incompiate
10°08/2017 08:27 AM | Incompiete:
10°08/2017 08:28 AM | Incomplete:
10°08/2017 08:47 AM | Incomplete:
02812017 05: 18 PM Incomplete
10/08/2017 11:20 AM Incomplete
10082017 08:46 AM Incompiate
100372017 12.00PM  12:18 PM |Verified
107082017 03:30 PM Incompiete
08282017 0450 PM Incomplete
1002/2017 11:33 AM 11:35 AM | Incomplete:
10/02/2017 37 AM 11:30 AM | Verified
10/08/2017 08:55 AM Incomplete
0828/2017 04.58 PM Incompiate
10082017 08:23 AM Incompiate
08282017 05: 16 PM Incompiete
10082017 11:52 AM Incomplete
‘Sub Total # of Visits: 20
Total # of Visits: 20
g Sandata 10/12/2017 8:25:06 AM Page 1 of 1
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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 like services 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.
2.
3.

Locate the EVV Device or the employee’s personal device.
Log in to SMC.

Tap in the ENTER CLIENT IDENTIFIER search field and enter the 12-digit Medicaid ID or
the system generated client ID of the client.

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 START VISIT, START GROUP VISIT or
JOIN GROUP VISIT.

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

e START GROUP VISIT: this option allows an employee to start a new group visit and
add clients to the group visit.

e 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.

CALEB ADAMS

Client ID #: 539834
MEDICAID ID #: 685848484838
9999999999
50 W. Town Street
Suite 400
Columbus, OH 43215-0000

START VISIT

START GROUP VISIT

JOIN GROUP VISIT

5. Tap START GROUP VISIT.

CALEB ADAMS

Client ID #: 539834
MEDICAID ID #: 685848484838
9999999999
50 W. Town Street
Suite 400
Columbus, OH 43215-0000

START VISIT

START GROUP VISIT

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

2]

Tuesday, February 26, 2019

AD01 A0

Please select the service you are providing

BrviCe

START GROUP VISIT

7. 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 to 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.
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0 ’ Group visit codes are only valid for use within a provider agency.

GROUP VISIT: 000017

AD1 A01

Service: G0299

Tuesday, February 26

ADD CLIENT

COMPLETE GROUP VISIT

ABANDON GROUP VISIT

8. Tap ADD CLIENT to search for additional clients to add to the group. Once added, the

clients will appear on the Group Visit screen.

9/10/2020
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|l
K4

GROUP VISIT: 000017

Joe W

Service: GO300 o e

Tuesday, February 26

A01 A01

Service: G0299 ° °

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.

CALEB ADAMS

Client ID #: 539834
MEDICAID ID #: 685848484838
9999999999
50 W. Town Street
Suite 400
Columbus, OH 43215-0000

START VISIT

START GROUP VISIT

JOIN GROUP VISIT
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6. Enter the 6-digit group visit code and tap JOIN GROUP VISIT.

CALEB ADAMS

Client ID #: 539834
MEDICAID ID #: 685848484838
9999999999
50 W. Town Street
Suite 400
Columbus, OH 43215-0000

START VISIT

START GROUP VISIT

JOIN GROUP
VISIT

n

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 ° °

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 hawe your chient's infesrmation?

[ START UNKNOWMN 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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I START UNKNOWN VISIT I

Please enter the client's name before
continuing

FIRST NAME *

LAST NAME *
1st Nam

MEDICAID ID #
* denotes required field
START VISIT
START GROUP VISIT

JOIN GROUP VISIT

CANCEL

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

Calart Carmri b
Select Service ﬂ

START GROUP VISIT
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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

AHCW KA (CE1DR)Y Y.l

START GROUP VISIT
Service;

Clock-In: 11:13 AM

Are you sure you want to start the group visit?
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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
a process is the same for all the clients (e.g. all visits do not require client

confirmation during the call-out process). 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. Logbackinto 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. Tapthe ‘Play’ icon (°) on a visit to complete.
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GROUP VISIT: 000050

Joe Smith
Service: 55125

Monday, March 4

TestVu@Test01$
KMSVu@Test001$

Service: G0299

Monday, March 4

0o

4. Complete the visit following the individual visit process.

o

Tapping the ‘dash’ icon (O) 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.
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Completing all visits within a Group Visit Together
1. Log backinto SMC.
2. Tap RESUME GROUP VISIT.

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.
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GROUP VISIT: 000050

Joe Smith

Service: 55125 ° °

Monday, March 4

TestVu@Test01$
KMSVu@Test001$

Service: G0299 ° °

Monday, March 4

ADD CLIENT

COMPLETE GROUP VISIT

ABANDON GROUP VISIT

4. Tap YES to confirm completion of the group visit.

Information

Are you sure you want to complete your group
visit?

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

Abandoning a Group Visit

1. Logbackinto SMC.
2. Tap ABANDON GROUP VISIT.

9/10/2020 Agency Provider Participant Guide Page 198 of 217



A
iy

5 Sandata

TECHNOLOGIES

Group Visits

1l
4

GROUP VISIT IN PROGRESS

Tuesday, February 26, 2019
GROUP VISIT: 000019

ABANDON GROUP RESUME GROUP
VISIT VISIT

CLIENTS SEARCH CLIENT

Enter Client Identifier

Don't have your client's information?

START UNKNOWN VISIT

3. 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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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:
STX ID Verification / Playback Group Visit - Yes
Call In / Out Select Service

Change Service

Client Voice Recording
Client Verification: Visit

Client Verification: Service

Calling Instructions STX«ACCOUNT»

> @1 Press the numbers of your Santrax 1D on the touch tone phone.
3. @J Press (1) to confirm your Santrax ID or press (2] to retry.

4, @J Press (1) for group visit.

Calling In: When arriving at the client's hame, make sure you have the following information:
*  Your Santrax ID.
*  Your Chent(s) ID.
*  Group visit code if available.
1. '8 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.

Qﬂ Santrax will say: “Welcome, please enter your Santrax 1D."
Qﬂ Santrax will say: “You entered [SANTRAX D). Press (1) for Yes, (2) for No.”
t'j Santrax will say: “Is this a group visit? Press (1) for Yes or (2) for No.”

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

(1) To start a new group visit: (3) To join an existing group visit:
5. @’ Press (1) to start a new group 5. @J Press (3) to join an existing group visit.
wisit.
4 Santrax will say: “Please enter the
Santrax will say: “You will start a group visit code.”
) new group visit with visit code
(GROUP CODE)." g
6. Press the numbers of the group visit
6. Continue to step (@). code.
Santrax will say: “You will join the
group visit with visit code (GROUP
CODE)."

“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 i you
would like to end this call.”

@J Press (1) to add a dient.

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

@7 Press the (1) key to “Call In".
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Calling Instructions STXWACCOUNT» Gilling Metractions SraNCaHiNE

": Santrax will say: “Received at (TIME), Please enter first client 1D or hang up if done.” @'
17. Press the Service ID Number you performed.

9. @' Press the numbers of the dient’s ID. Refer to your agency’s service list.

il
(ﬁ S s ieia w st Gl B R e ‘ Santrax will say: “You entered (SERVICE). Please press (1) to accept, (2) to retry.
10. Repeat step 0 for each additional client beyond the first. 18 @) Press the one (1) key to accept, or press the two (2) key to retry.
3

il
-~ ‘. Santrax will say; “Would you like to continue the visit with the new service?”
L] Hang up if done.

19, @1 Press the (1) for Yes or to (2) for No
Note:
When switching to a different service for the same client please press (1) for Yes and
repeat steps o-elo enter the next service before continuing. Press (2) for No when

Calling Out: When leaving the client’s home, make sure you have the following information:
*  Your Santrax ID.

s.- Misariioe Ik all services are complete.
*  The group visit code. plete.
»  The Client is available to verify the visit. “: Santrax will say: "To record the client's voice please press (1) and hand the phone to the

chent, or press [2) if the clent is unable to participate.”
11. Follow steps o thru o and then continue.

) Santrax will say: “Press (1) to start a new group visit, (2) to continue to your group visit, 0. @) Press '1' to record the dient’s voice.
t {3) to join a group visit, or (4) to exit group visit menu.”

@) g Press "2 if the client is unable to participate.
12. Press (2) to continue your group visit. If the client is unable to participate, skip to step G

@ Santrax will say: “Please enter the group visit code.” k
é . Hand the phone to the client and the client will be asked to state their name and today's

date.
13, Press the numbers of the group visit code.
"ﬁ Santrax will say: “Please say your first and last name and today's date.”
Santrax will say: "You will continue group visit with visit code (GROUP CODE). Please
q\ jpress (1) to add a client to the group visit, (2) to complete a visit for a client, (3] to hear b““ N
the group visit code, (4) to abandon this whole group visit or hang up if you would like 22 The client should say their first and last name and today's date.
to end this call.” d) Santrax will say: “In call received at (TIME). Out call received at (TIME). Total visit length
NOTE: If you made a mistake and need to discard all data you have previously entered for (NUMBER) minutes. Press (1) to confirm, (2) to deny, (3) to replay.”
all visits in this group, press (4) to abandon the whole group visit.
14, Press the (2) key to complete the visit for a dient. 1. @’ The client should press the appropriate option.
Q\ Santrax will say: “Please select (1) to call in or (2) to call out.” u@ Santrax will say: '"n:e service performed was [SERVICE). Press (1) to confirm, (2) to
deny, (3) to replay.

15. @) Press the (2) key to “Call Out™. 2. @, The client should press the appropriate option,

(& Santrax will say: "Received at (TIME). Please enter first client ID or hang up if done.” ) Santrax will say: “Please enter second client 1D o hang up if done.”

25,

&

Repeat steps .lluuefnr each additional client beyond the first.

16. @) Press the numbers of the client’s ID. o

e Santrax will say: “Please enter the Service 10.” 'niv‘mn‘ up if done.
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Group Visit Call Process — English Line

Call-In

1 Dial either English toll-free number.
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.”
3 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.”
4 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.”
5 Press 1 to add a client.
Santrax will say: “Press 1 to call-in or 2 to call-out.”
6 Press 1 to call-in.
Santrax will say: “Received at [Time]. Please enter first client ID or hang up if done.”
7 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 7 for each client being added to the group visit.
8 Hang up.
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Call-Out

1 Dial either English toll-free number.

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.”

3 Press 1 for Yes.
Santrax will say: “Is this a Group Visit, press 1 for Yes or 2 for No.”
4 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.”

5 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.”

6 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.”

7 Press 2 to complete the visit.
Santrax will say: “Please select 1 to call-in or 2 to call out.”
8 Press 2 to call-out.
Santrax will say: “Received at [Time]. Please enter first client ID or hang up if done.”
9 Enter the client ID number.
Santrax will say: “Please enter the Service ID.”
10 Press the three-digit ID of the care performed.
Santrax will say: “You entered [Service]. Please press 1 to accept, 2 to retry.”

11 Press the 1 to accept.
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After the service, 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 client’s voice (hand phone to client):
Santrax will say: “Please say your first and last name and today’s date.”
The client will say their name and the date

Santrax will say: “In call received at [Time]. Out call received at [Time]. Total visit length
[number] minutes. Press one to confirm, two to deny.”

Client will press appropriate choice.

Santrax will say: “The service performed was [service]. Press one to confirm, two to deny.”
Client will press appropriate choice.

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 8 — 10 for each additional client in the group)

Hang up when the last client has been entered.
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Group Visit Call Process — Multi-Language Line

Call-In

1 Dial either English toll-free number.

Santrax will say: “For English, please press one (1). For Egyptian Arabic, please press two (2).
For French, please press three (3). For Fulah, please press four (4). For Hindi, please press
five (5). For Mandarin Chinese, please press six (6). For Nepali, please press seven (7). For
Russian, please press eight (8). For Serbian, please press nine (9). For Somali, please press
ten (10). For Spanish, press eleven (11). For Swahili, please press twelve (12). For
Vietnamese, please press thirteen (13).”

*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.”

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.”

4 Press 1 for Yes.
Santrax will say: “Is this a Group Visit, press 1 for Yes or 2 for No.”
5 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.”

6 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.”

7 Press 1 to add a client.
Santrax will say: “Press 1 to call-in or 2 to call-out.”
8 Press 1 to call-in.
Santrax will say: “Received at [Time]. Please enter first client ID or hang up if done.”

9 Enter the client ID for the first client being added to the group visit.
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Santrax will say: “Enter second client ID or hang up if done.” *
*Repeat step 9 for each client being added to the group visit.
10 Hang up.
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Call-Out

1 Dial either English toll-free number.

Santrax will say: “For English, please press one (1). For Egyptian Arabic, please press two (2).
For French, please press three (3). For Fulah, please press four (4). For Hindi, please press
five (5). For Mandarin Chinese, please press six (6). For Nepali, please press seven (7). For
Russian, please press eight (8). For Serbian, please press nine (9). For Somali, please press
ten (10). For Spanish, press eleven (11). For Swahili, please press twelve (12). For
Vietnamese, please press thirteen (13).

*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.”

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.”

4 Press 1 for Yes.
Santrax will say: “Is this a Group Visit, press 1 for Yes or 2 for No.”
5 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.”

6 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.”

7 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.”

8 Press 2 to complete the visit.
Santrax will say: “Please select 1 to call-in or 2 to call out.”

9 Press 2 to call-out.
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Santrax will say: “Received at [Time]. Please enter first client ID or hang up if done.”
10 Enter the client ID number.
Santrax will say: “Please enter the Service ID.”

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

11 Reference Guide).

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

12 Press the 1 to accept.
After the service, 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 client’s voice (hand phone to client):
Santrax will say: “Please say your name and today’s date.”
The client will say their name and the date.

Santrax will say: “In call received at [Time]. Out call received at [Time]. Total visit length
[number] minutes. Press one to confirm, two to deny.”

Client will press appropriate choice.

Santrax will say: “The service performed was [service]. Press one to confirm, two to deny.”
Client will press appropriate choice.

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.

For DODD clients, when Santrax prompts: “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.”

Presss 2 to skip the client visit verification steps, since the functionality does

not apply to DODD clients. Repeat this for each DODD client associated with
the call.
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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
m 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
TestingQA123 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.

m 10010 OHIO QA Template Agency 1
PAYER PROGRAM SERVICE GROUP VISIT CODE
ODM OHC OHCW HCA (551 ~ 000184
CLIENT VERIFIED TIME CLIENT VERIFIED SERVICE CLIENT SIGNATURE
Yes Yes Yes ™Mo

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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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 ~ B LOG OUT

& o 0816/2017 = 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

elzl

1598878 Feld, Frank

3. Click Next.

Previous MNext Cancel
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4. Search for and select an employee.

Group Visits

Select Employee

EMPLOYEE FIRST MAME

Enter Employee First Name

[aumr R

EMPLOYEE LAST NAME

Enter Employee Last Name LAST ACTIVE DATE

Employee ID

+ Employee Name

+ Select
109046 Abrams, Al
August, Joe
6667778882 Keller, Kevin

ol

5. Click Next.

Cancel

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/DD/YYYY

08/16/2017

TIME ZONE

US/Eastern

TIME * HH:MM AM/PM

=] 11:00 AM
@ SERVICE
M G0299
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7. |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 = MM/DDAYYY TIME * HH:MM AMPM
02/18/2019 =] Enter Time

TIME ZONE SERVICE
US/Eastern v Select Service

PREVIOUS FINISH CANCEL

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

Set Date and Time

DATE = MM/DDAYYYY TIME = HH:MM AM/PM
02/18/2019 iz Enter Time

TIME ZONE SERVICE
US/Eastern M Select Service

GROUP VISIT CODE: 000053

PREVIOUS FINISH CANCEL

8. Click FINISH.

7

PREVIOUS CANCEL

9/10/2020 Agency Provider Participant Guide

Page 212 of 217



TECHNOLOGIES

5 Sandala

Appendix

10 Appendix

9/10/2020 Agency Provider Participant Guide Page 213 of 217



€y Sandata

Appendix
Glossary
A
Administrator The person at the agency with the ability to create new users,
assign roles, system privileges and reset passwords.
Aggregator A central data store for Sandata EVV and alternate data
collection EVV systems
Alternate EVV System Any EVV system that is not Sandata’s
B
Bring Your Own Device The term used for the option of an employee/Direct Care
Worker choosing to use their personal mobile device to
call-in and call-out for visits.
C
Client/Individual A person who receives services through the Medicaid
program
D
DAS Department of Administrative Services
Dashboard Real-time status of the current day’s visit exceptions
DCW Direct Care Worker
DODD Department of Developmental Disabilities
E
Employee/Direct Care A person who is employed by an agency provider to provide
Worker care to one or more clients
EVV Electronic Visit Verification
Exception 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
|
Individual/Client A person who receives services through the Medicaid

program
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M
Manual Call

MCO
MITS

(0
ODA
ODM
ODM EVV

OHCW

P
PDN
Privilege

R

Reason Code

Role

S

Sandata EVV

Security

Sandata Mobile Connect

9/10/2020

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

Managed Care Organization

Medicaid Information Technology System — Ohio’s claims
adjudication system, which is managed and operated by DXC
Technology

Ohio Department of Aging
Ohio Department of Medicaid

All parts of Sandata’s EVV solution—provider portal, EVV
technologies and Aggregator

Ohio Home Care Waiver

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

Sandata’s Electronic Visit Verification system

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

Sandata’s Mobile Visit Verification application
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Appendix
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
)
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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Next Steps

11 Next Steps

Recommended Agency Checklist for Next Steps

[0 Register in eTRAC with your Provider Medicaid ID#
O https://etraconline.net/login.
0 Refer to your training completion email for reference and eTRAC chapter in the
training manual
[0 Download Welcome Kit (EVV log-in credentials and Call Reference Guide)
[l Loginto EVV
0 Input Users and Define Roles
0 Input Employee’s (Be sure to check “Mobile User” box)
= Ensure that all employees received email with temporary password to
Sandata Mobile Connect
= Train all employees on Sandata Mobile Connect (on provisioned device or
App)
= Supply employees with Call Reference Guides for TVV, Santrax ID and
Client ID for individuals
0 Input Clients/Individuals
= Order Devices for Individuals
= Select payers, programs, and services

Important Resources

0 EVV Provider Hotline number 855-805-3505

0 EVV Provider Hotline email ODMCustomerCareEmail@sandata.com

0 ODM EVV website for FAQ's, Welcome to EVV Video and other important program
updates www.medicaid.ohio.gov/EVV

O ODM EVV Inbox EVV@medicaid.ohio.gov
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