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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:

- 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 clients

- Delete/Reactivate clients

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 Visit Maintenance module to manage, correct visit exceptions and add manual
visit, as necessary.

e Know the difference between Daily and Date Range reports.

e Run both Daily and Date Range reports.

9/10/2020 Non Agency Provider Participant Guide Page 7 of 171
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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.

<P
> ‘ il Used to indicate workflow.
o &
!q% Use to highlight any risk management points.

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.
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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 Data Input into Sandata EVV — Clients (Individuals)

e Device Order and Return processes

e SMCand TVV

¢ Visit Maintenance

e Accessing Reports

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

9/10/2020 Non Agency Provider Participant Guide Page 9 of 171
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Program Overview

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 215t Century Cures Act; and
e describe the ODM program objectives.

9/10/2020 Non Agency Provider Participant Guide Page 10 of 171



Key Terminology

Term/Acronym

Aggregator

Alternate EVV
System

BYOD
DAS
DODD
DCW
EVV

Fee-for-Service
(FFS)

GPS
MCO

MITS

MVV

NAP

ODA
ODM

ODM EVV

OHCW

PDN

PIMS
Sandata EVV

Sandata Mobile
Connect (SMC)

Telephonic Visit

Verification (TVV)

Definition

Central data store for Sandata EVV and alternate data collection EVV systems
Any EVV system that is not Sandata’s

Bring Your Own Device

Department of Administrative Services
Department of Developmental Disabilities
Direct Care Worker

Electronic Visit Verification

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

Global Positioning System
Managed Care Organization

Medicaid Information Technology System — Ohio’s claims adjudication
system.

Sandata Mobile Visit Verification. The name of Sandata’s mobile application
used at the start of Phase 1 of the EVV. Moving forward, this will be referred
to as Sandata Mobile Connect (SMC).

Non-Agency Provider. An individual providing care to clients who is not
employed by an agency.

Ohio Department of Aging

Ohio Department of Medicaid

All parts of Sandata’s EVV solution for Ohio Department of Medicaid —
provider portal, EVV technologies and Aggregator

Ohio Home Care Waiver

Private Duty Nursing

PASSPORT Information Management System

Sandata’s Electronic Visit Verification system

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

Phase 1.

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

9/10/2020

Non Agency Provider Participant Guide
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Introduction

Congress established a January 157, 2021 requirement for all states to use an EVV system, in accordance with the 21°t
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 Objectives

e Promote quality outcomes for clients (Quality of Care)

- Ensure the health and welfare of clients choosing to receive long-term services
and support where they live, or otherwise receive care in the community

e Reduce billing errors and contain costs (Program Integrity)

- Improved payment accuracy by using technology to match data on claims with
data in service documentation (e.g., time and duration of visit)

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

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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System Overview

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 Non Agency Provider Participant Guide Page 13 of 171
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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 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 six (6) sections.This document is divided into the following major
sections:

e Navigate Modules
e Data Entry

e Dashboard

e Visit Maintenance
® Reports & Exports
e Group Visits

9/10/2020 Non Agency Provider Participant Guide Page 14 of 171
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Log-in Screen

How to Log In

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 Use the credentials received in the Welcome Kit and click LOGIN

1. AGENCY — Example: STX#### (#### = account
number)

2. USERNAME - The username is the email ;al J da ta

address on file with ODM (username is not case
sensitive).

3. PASSWORD — Must be at least 12 characters AGENCY o
long, have at least one upper case, one lower
case letter, one numeric character and one

“special” character (@#5$%"). The password is
case sensitive. USERNAME

Enter Username

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

information entered. Enter Password @

4. REMEMBER ME — When enabled, this checkbox i e o

will preserve the last Agency and Username
entered.

5. LOGIN —gain access to Sandata EVV.
Forgot Password?

© 2017 Sandata Technologies, LLC

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

9/10/2020 Non Agency Provider Participant Guide Page 15 of 171
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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 a Non-Agency Provider is locked out, 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

USERMNAME

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

ange Password
Change Passward

OLD PASSWORD™

Enter Old Password -
NEW PASSWORD™

Enter New Password =
CONFIRM MEW PASSWORD™

Confirm Mew Password -

Note: 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.

Sandﬁg

Q Navigate Modules

€ Visit Maintenance

L Reports & Exports

& Data Entry

@ Security

Online Manual

Visit Maintenance Visit Maintenance / Manage Visits
Select a Visit

DATE RANGE MM/DDAYYYY.

04/08/2019 8 to 04/08/2019
CATEGORY PAYER
Select Category Select Payer

FILTER VISITS BY

All Exceptions

Account: 6001 - Trainer1@mailinator.com | Enter agency

CLENT EMPLOYEE

] Enter Client Enter Employee

VISIT STATUS CLIENT MEDICAID ID

Select Visit Status v Enter Client Medicaid

| ® LOGOUT

CREATE CALL

Show advanced filter options

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

Q Navigate Modules
22 Dashboard

£ Visit Maintenance
Ll Reports & Exports.

Data Entry

& Security

®, Messaging

[ Online Manual

Select a Visit

DATE RANGE MM/DD/YYYY

07/13/2020

Select Category

FILTER VISITS BY

All Exceptions

Visit Maintenance Visit Maintenance / Manage Visits

4 to 07/13/2020

CATEGORY PAYER

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

CLIENT EMPLOYEE

i) Enter Client

VISIT STATUS

Select Visit Stat ¥

Enter Employee

CLIENT MEDICAID ID

Enter Client Med

v | ® LOGOUT

CREATE CALL

Show advanced filter options v

2. Tab Navigate Modules on the Navigation panel opens the Navigate Modules field. This
allows users to jump between screens by typing the name of the screen in the field. A
link to the screen displays below the field. Click the link to navigate to the page.

9/10/2020
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Sandala

EVV

Q Navigate Modules

mar|

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
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.

Visit Maintenance Visit Maintenance / Manage Visits °

Select a Visit

10/02/2017 # to 10/06/2017
caEcoRy PavER

Select Category Select Payer
ALTER VISTS BY

All Exceptions
caLLTvPE supERVISOR

Select Call Type - Al

ETTINGS

RESET o
2 [ )

e| <2

. N 0

e Account: 10060 - alayne@sandata.com -e LoG ouT
CREATE CALL

cuEnT EMPLOYEE

-] Enter Client Enter Employee

VISIT STATUS

select Visit Status

e Hide Advanced Filter Options ~

DEPARTMENT

Select Department

@ Show: 50 -

Show Display Options =

@ Showing 1105 of 5 entries

per page

Client Name & EmplnyeeNan@: servica &

visitDate ¢ callin & callout ¢ callHours ¢ Adjustedin  AdjustedOut  AdjustedHours  BillHours  VisitStatus & DoNotBill Actions
Welleeman ayden 0004123436 .e 10/06/2017 03:32PM L] -1 Incomplete @ 4
. .
Kellerman, Jayden 000-12:3456 . T T AR ° -1 Incomplate 7’
a a
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System Overview

Common Functions of Sandata EVV

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

Item

1. | Visit Maintenance Wisihta

nance ' Manage Visits

Name

Navigation
Path

Description

System and which screen is displayed.

Displays the account the user is logged into and

Account and the username/email address of the user currently
2. ot i Ss=0222500 - | ser Display logged in. For more about these fields, see the
section Sandata Header.
Log Out Logs the user out of the system and displays the
3. & LOGOUT Button log-in screen.

Calendar Icon

Clicking this icon displays a calendar from which
the user selects a date.

| w | s2n0m
AUGUST 2017

« < > »

WoN TUE VD THU PRI BT BUM
vz o s s

T3 s waiwnw

wos owow oW oW

£l = EREEEE

LI ]

Located in list fields, clicking this icon displays the
list.

TINE Z5HE
. US/Eastern &
5. L Show List Icon |selzct Time Zane .
|UsfEast-Indiana
US/Central
US/Arizona
Usfaleutian
|LEfAlazks =
. When advanced filter settings are displayed, this
Save Settings b i | q h field h
6. SAVE SETTINGS Button utton will save selected search fields so that
they will be displayed again at the next user login.
Reset Button If search settings have been saved, this button
7 REEL will clear them.
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Item Name Description
Show/Hide On screens enabled for searches, clicking this link
8 Higs Advenced Fiter Oprionza Advanced shows or hides any advanced filters that are
Filter Options | available.
9 Q SEARCH Search Button | Executes a search.
10 CLEAR Clear Button Clears a search field or series of search fields.
This provides a button to go to the start and end
11 < o) 2 ol Page Listing of a list, along with the ability to display any
individual page of the list.
Number of . .
ltems ber This setting allows users to select how many rows
12. hove:'| 10 per page P ) of a list are displayed on each page.
Page Setting
This results display is shown on pages on which
there are either lists or search results. Located at
_ . Page Contents the top and bottom of each page, this results
13. Mg 1001 ot &) entres & 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 sort the
List Sorting contents of a list by any column that has this icon
14. - Icon in its header. Click to sort in ascending or
descending order.
. When viewing search results for visits, any field
Exception marked by a red dot indicates data that is
15. " Indicator o y
missing.
Opens an individual record with its fields in an
Edit Button
16. f editable state.
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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.
= Check Box Filling a check box enables a feature, clearing it disables it.
In fields that require a time to be entered, clicking this icon
allows the user to select a time.
2:00 AM e}
o Clock Icon L1 =
~ ey el
1 o P
b b b

CREATE

Create Button

Creates a new item in any list.

Ll

Delete/Terminate
Button

Moves an item/user to “Inactive” status. The 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

Rose

[o]

Radio Button

Radio buttons allow the user to select one or more items
from a list.

Reactivate Button

Moves and item/user to “Active’ status. User is prompted
to confirm.

Record Button

Pressing this button begins the client voice recording during
the SMC call-out process.

Refresh Button

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

9/10/2020
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Button Function Description
Located in Data Entry fields, this button saves the
Save Button . .
information that has been entered.
Clicking this icon displays additional information about a
system field. For example, at the login screen clicking this

icon displays a password being typed in.

Show Information

Icon NEW FASTWORD
1970MornteCarlo@| T
Stop recording Pressing this button stops the client voice recording during
. Button the SMC call-out process.
. This button moves either a client record to a “Terminated”
TERMINATE Terminate Button 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 Wisic Maintenance  Manage Visits

Account: 10010-7 @=andata.com | Enter agency - | = LOGOUT

' 1|
e | _|
|2192 all

| |
| 0909 |

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 feids:

Client

Medicaid |D#

Success

v

Client was successfully created.

Messaging

Click the messaging tab to view incoming messages. These messages are view only

respond. The message will be visible in EVV from the Start Date to the End Date,

hand side of the screen. After the end date, the message will disappear.

— you cannot
on the right-

~| ® LoGouT

Sandata Account: 10108 - uatdcw8@mail.com ‘ Enter agency
EVV Messaging /' Messages
Q Navigate Modules Messages
22 Dashboard
8 Visit Maintenance
« [ < |1 >]»

|l Reports & Exports

Show:

10 v perpage

Showing 1 to 1 of 1 entries

Message %

Data Entry

Start Date

~ EndDate $

This is an EVV test message.
& Security

®,; Messaging «| < |1 >]|»

Online Manual

08/25/2020

10/04/2020

Showing 1 to 1 of 1 entries

9/10/2020 Non Agency Provider Participant Guide
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Chat

The Chat bubble allows you to communicate with EVV Provider Hotline. Chat will appear on each
screen in EVV.

Sandata Account: 10108 - UATDCW3@mail.com | Enter agency v| ® LOGOUT
EVV

Visit Maintenance Visit Maintenance / Manage Visits

Select a Visit CREATE CALL

Q Navigate Modules

22 Dashboard

DATE RANGE MM/DD/YYYY CLIENT EMPLOYEE
& Visit Maintenance
07/13/2020 M to 07/13/2020 i) Enter Client Enter Employee
UMEReporEs &lbxpolts CATEGORY PAYER VISIT STATUS CLIENT MEDICAID ID
Select Category v Select Payer v Select Visit Stat ¥ Enter Client Med

Data Entry

FILTER VISITS BY
& Security

All Exceptions Show advanced filter options v

®, Messaging

Online Manual m CLEAR

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?

Name

Email
Phone Number (optional)

Message (optional)

Start chat
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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

9/10/2020

open the chat in its own browser window.

Chat with us A -

T
Customer Support

B Hi. can you help me demonstrate
Chat?

Thank you for your message,
e wait a moment while
t reads over your

Sound <»
Email transcript
Edit contact details

End chat

=

@ oo

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:

https://us.sandata.com/your
’. agency id

Perfect Ed. Thanks for your help
B4 today. | am all set. Have a great
evening!

Ed
£ ’ You too!
(

d loft the chat

Rate this chat ‘
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Change Password

Resetting Your Own Password

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

4 ‘ To change another user’s password, see the sub-section on this topic in the
Modifying a User section of this document.

& Security Change Passward 2
OLD PASSWORD
Enter Old Password 9 @
NEW PASSWORD
1 Enter New Password @
Change Password CONFIRM 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.
Data Entry

Module Time
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Data Entry
45 minutes
This lesson introduces how clients 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, and;
e delete/close a client’s record;

9/10/2020 Non Agency Provider Participant Guide Page 29 of 171



TECHNOLOGIES

5 Sandala

Data Entry

Key Terminology

Term/Acronym Definition

Client/Individual A person who receives services through the Medicaid program

Non-Agency Provider | An individual worker who provides care to one or more clients
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Introduction
The Data Entry module allows system users to maintain client 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 the Clients option.

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.

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

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

Sandata = Data Entry DataEntry = Clients Account: 9631 - user19631 | Enter agency ~| ® LOGOUT
EvvV

Search Clients CREATE CLIENT
Q Navigate Modules

B2 Dashboard
Enter Client Last Name Enter Client First Name Enter Client ID

o Visit Maintenance

| Reports & Exports Enter Client Medicaid 1D Active

6. 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).

7. 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 all exact values

’vﬁ 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.

‘Account0060 - aso@sandata.com | Enter agency ~| ® LOGOuUT
Data ENtry patatntry = Create client
4 GO BACK
v [
Basic Emergency Contact
Please note: You can only have one Emergency Contact
Enter First Name Enter Last Name Enter Middle Initial
Other
Enter Client ID Enter Medicaid ID Enter Alternate Medicaid ID FIRST NAME LAST NAME
Enter First Name r Last Name
e
Enter Client Other ID Al . Select Gender v EMAILADDRESS PHONETYPE

Enter Email Address Select Phone Type  +

Select Language Preference v Us/Eastern . Enter Client Email Address

AL SECURITY # 000.00-0000

Enter Social Security # oo d ADDRESS LINE 1
Enter Address Line 1 Enter Address Line 2
Client Payer Enter City Select State
Add New

Enter Zip Code
No Data Found!

Primary Address

ADDRESS TYPE*

Select Address Type v Enter Address Line 1 Enter Address Line 2

Enter City Select State ¥ Enter Zip Code

View/Add Additional Address

Phone Number

PHONE TYPE PHONE NUMBER (000) 000.0000

Client phones

No Data Found!

- [
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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 N.;.l\-“E L MIDDLE INITLAL

Enter First Name Enter Last Name Enter Middle Initial
CUENTID * MEDICAID D= ALTERNATE MEDICAID ID

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

Enter Client Other ID All T Select Gender
LANGUAGE PREFERENCE * TIME ZONE EMAIL ADDRESS

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

Enter Social Security # NEWBLRAN

For newborn clients, while the newborn Medicaid ID is pending, the newborn number
provided by the payer should be entered in the 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
Co
Donna Moss_Test Enter Midd|
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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.

LANGUAGE PREFEREMCE * TIME ZOME EMAIL ADDRESS

English v US/Eastern v Enter Client Email Address

SOCIAL SECURITY # 000-00-0000

Enter Social Security #

REQUEST MOBILE DEVICE

pop-up screen displays stating a client with an identical Medicaid ID # has been found. The
pop-up includes the existing client’s information. If the Non-Agency Provider is trying to
add the same client, click LINK. If the client being added is different, click CANCEL.

q e Ifthe Last Name and Medicaid ID being entered already exisits in the system, a Link Client

Link Client X

A Oient with identical Medicaid 1D # has been found in system:

CLIENT NAME MEDICAID ID #
CLIENT ADDRESS
ADDRESSLINE 1 ADDRESS LINE 2 Ty STATE ZIP CODE
Oalowood OH 45419-0000

If this is the dlient you intend to add, you can instead choose to link them to your account right now,

e If the Medicaid ID entered is found in the system but the Last Name is different, the Non-
Agency Provider receives the following message to contact customer support.

The information entered does not
match the data on file in the Sandata

Database. Please contact your suppaort
organization.
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3. Inthe Client Payer section, click ADD NEW to add Payer information (required).

Client Payer

No Data Found!

9/10/2020

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.

Add/Edit Payer

CLIENT NAME

None

CLIENT ID # MEDICAID ID #

None None

SUPERVISOR

None

PAYER *

ODM

PROGRAM *

OHC

SERVICE *

QOHCW PCA (T1019)

CLIENT PAYER ID

Enter Client Payer Id

START DATE * MM/DD/YYYY

04/15/2019

END DATE MM/DD/YYYY

Select End Date

CANCEL

e
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4. Click ADD.

Add/Edit Payer X
CLIENT NAME CLIENTID # MEDICAID ID # SUPERVISOR
None None None None
PAYER * PROGRAM * SERVICE *

ODM r 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 OHCWPCA(T1019)  / €F
Showing 1 to 1 of 1 entries ARl - Bk

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.

9/10/2020
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PAYER * PROGRAM * SERVICE *
ODM N SP N SPHH Aide (G0156) =
CLIENT PAYER ID START DATE * MM/DD/YYYY END DATE MM/DD/YYYY
Enter Client Payer Id 04/15/2019 & Select End Date imi]
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 OHCWPCA(T1019) /(A
| 04/15/2019 oDM P SPHH Aide (G0156) ¢ (2] |

7. Enter client’s Primary Address. (Required)

Primary Address

ADDRESS TYPE * ADDRESS LINE1 * ADDRESS LINE 2

Home T 26 Harbor Park Drive Enter Address Line 2
CITY * STATE * ZIP CODE * 00000-0000

Port Washington NY v 11050

View/Add Additional Address

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.
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View / Add Additional Addresses

CLIENT NAME CLIENT ID #

Alexander, Cross Unknown

ADDRESS TYPE *

Select Address Type

ciry =

Enter City

Additional Addresses

MEDICAID ID #

Unknown

ADDRESSLINE 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 non-

agency provider 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?

o -
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12. Click OK. The client is added to the system.

\/ Success

Client was successfully created.

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.

ﬁqﬁ Watch as the instructor demonstrates how to delete a client.

1. Search for a client.

Search Clients CREATE CLIENT

CLIENT LAST NA

Enter Client First Name Enter Client ID

Enter Client Medicaid ID Active

Q SEARCH CLEAR

Last Name % First Name % clientID % client Medicaid ID % Sstatus 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

Are you sure you want to terminate

CANCEL

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.

Hﬁ Watch as the instructor demonstrates how to reactivate a client.

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

Search Clients
CLIENT LAST NAME CLIENT FIRST NAME CLENTID
Enter Client Last Name Enter Client First Name Enter Client ID
CUENT MEDICAID 15 sTATUS o
Enter Client Medicaid ID Inactive
Laswo
Show: 20 v perpage
L showing 1to 1 of 1 entries
Last Name % FirstName % ClientID # Client Medicaid ID 3 Status Actions
Adams Peter 996003 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/DDIAYYYY

10/11/2017

i3

OCTOBER 2017

' £ TODAY

SAVE CANCEL SUN MON TUE WED THU FRI SAT
1 2 3 4 5 B T

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

Success
v

Client was successfully reactivated.

Exercise: Delete/Reactivate a Client
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eTRAC & EVV Device Management

9/10/2020

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, and;

utilize eTRAC functionality, including:

O

O
O
O
O

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

messaging in eTRAC;

describe the process to replace a device; and
report end of care of a client.
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Introduction

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{gsfie(l does not match what we have as on file with Ohio
Department of Medicaid (ODM).

You cana%et that email address by calling the Ohio Department of Medicaid Provider Hotline
at 800-685-1516.

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 |

4. If the email address you entered matches what ODM has on file for your Provider ID,
you will see a screen with your personal name for the email populated on the next
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screen. You will also see additional fields for you to enter information. Fill out your
information, and choose a password.

eTRAC Provider Registration

Prloasoe venly you Ags Mama beloroe continaing, IF £ = inconoct, pleasoe
call us ai 1-855-805 3‘:'3:5).

Agency Namas Lirys Paisongd Practice

Email

Confirm Emall
Firat Name
Lant Hama
Title

Cantact Phans
Humber

Fasswornd

Varify Passward

| confirm that | am &
Medicald Provider amd
am authorized fo use
this system

Reglil;:.-r Accouni

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

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.

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. As an independent provider, you are the Security Administrator for your account, and will
not need to add additional users.
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equest - Status | Request Devices | List Devices | Weicome kit | import | Security | Logout

Your eTRAC PIN is: 6720

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

Name Emait status Secadmin LastLogin
Security. @provider.net u v 2018-01+ 3
Provider User 1 provideruseri@provider.net Uniockes 7 20180110 082721113
Provider User2 provideruser2@provider.net U

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

[ Login I | Register

Forgot your pas sword?

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

Nt No events for the rest two days 1 Agenda

eTRAC - Do Not Reply e‘\l‘tm ~.|'\o Nat Reply H Raplyall | v
New o THRAC o ™

You hove ura message on eTRAC. To view your,

TRAC Provider ¥

You have a new secure message on eTRAC. To view your message please login 1o 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.

eJRAC  Portal —— |

You have Unread Messages

Home

Request Devices List Devices

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

efﬁAc Ohio EVV Portal

We received a request to retrieve a device from Demo Individual. If you need this device to remain in the individual's home please Click Here. Otherwise you can ignore this message. If you can' follow the link please find
the individual in your Device List and click "Cancel Return"

Thank you, and have a great day!

Replies
Create Created By Subject

20200226 102859 Justin Verthe Re Device Retum Requested
Total Replies: 1

Reply to Message

4. Toreply to the message, scroll down in the message box, type your message in the blank space, and then
click Send Reply.
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Re: Re: Can you help me?
File =

Edit~ Insert~ \View~ Format~ Table~ Tools~

e e e
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Requesting a Device in EVV

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 in order 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 Ple:
Col
Donna Moss_Test Enter Middle Initial
RELA]
CLENTID * MEDICAID ID * ALTERNATE MEDICAID ID d
745322 113365577788 Enter Alternate Medicaid 1D
FIRST]
CLIENT OTHER ID SUPERVISOR GENDER E
Enter Client Other ID Select Supervisor v Select Gender
A
LANGUAGE PREFERENCE * TIME ZONE PAYER * Er
English v US/Eastern v ODM
HON
EMAIL ADDRESS SOCIAL SECURITY # 000-00-0000 En
Enter Client Email Address Enter Social Security #
ADDI
En
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 Q’s at the end to make a 12-digit entry:

o Start with: P+PIMS ID+0’s

o 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 O’s at the end to make a 12-digit entry:

©)

©)

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

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

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

Select Address for Shipping Device

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

Special Shipping Instructions

255 characters remaining.

CLOSE

SELECT ADDRESS TYPE ADDRESS LINE 1 ADDRESS LINE 2 Ty STATE ZIP CODE
® Home 26 Harbor Park Drive Port Washington NY 11050-0000
Other 500 Main 5t Port Washington NY 11050-0000

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

| COMPLETE DEVICE REQUEST |

5. Click COMPLETE DEVICE REQUEST.

6. Arequest confirmation screen appears. Click OK to complete the order.

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.

Request Devices

List Devices Logout

ODM Provider Portal Overview

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

First Name

Last Name

Address 1

Address 2

City

State .OH
Zip Code

Special Shipping
Instructions

i {

 RequestDevice |

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”.

'f;.\ Neither Personal Health Information (PHI) nor Personal Identifiable
b Information (Pll) is to be entered in the Special Shipping Instructions field.
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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

Submitted Device Request for Sam Smith L202124.1

Individual Medicaid ID |

FirstName
Last Name
Address 1
Address 2

City

State

Zip 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

client(s).

Home

Request Devices

List Devices l

Logout

Another provider may have already requested a device for a client. You 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

Q=

LIOE7E128.52

LIDEFNI0A ]

118.3

LI0AE118.1

Last Hame Biedicald 1D
barney 311032017
Beace L12135561212
Bromm 114111382017
Bl LI2EAE5E4915
Busde 233311665533
Diavsts AGIBEEA 2051
Demg Lindt SAELIHET] 1548
e 1 2 IEREIEAG6E
doe 24010322017

Hlatus
Prodesseiy

In Hiome

View Tracking

Processang

Procasang

Processng
T Hceme
View Tracking
Processng

Processng

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.

9/10/2020

Non Agency Provider Participant Guide

Page 54 of 171



€y Sandata

TECHNOLOGIES

eTRAC & EVV Device Management

Returning a Device

An EVV Device is to be returned using the eTRAC Portal only if:
e the client is no longer receiving care,
e the client has expired,
e the device is not needed, or

e the provider is using SMC on their smart device, and 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 noresponse 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.

9/10/2020 Non Agency Provider Participant Guide Page 55 of 171



5

Sandata

TECHNOLOGIES

eTRAC & EVV Device Management

My Agency's Devices - 99

Request Number

First Name

Last Name

Medicaid ID

Status

Action

L20171103.4

fred

barney

112311032017

Processing

L20171101.1

Sonya

Blade

121212561212

In Home

I View Tracking

Return Device

L20171128.52

Jane

Brown

114111282017

Processing

L20171104.1

bob

build

132646564935

Processing

L20171118.3

Bob

Builder

223311665533

Processing

L20171118.1

Casey

Davis

452855426851

Processing

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.

Return Device

-- 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

Please verify or update the address we are refrieving 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
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5. Click Save to close the Verify Return Address pop-up screen.
6. Click Submit.

Return Device

-- Select a Return Reason -- v

i Verify Address |

' Submit |
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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 Non-Agency Providers
utilize for every visit.

Module Objectives
After completing this lesson, you will be able to:
1. explain the purpose and basic functionality of SMC;
2. access and log on to SMC;
3. identify the SMC window elements and explain how to navigate
within SMC;
4. describe the back-up call process utilizing the client’s telephone or
any phone associated with the client; and
5. explain the different Call Reference Guides (CRG) available for
use.

Sandata Mobile Connect

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

9/10/2020 Non Agency Provider Participant Guide Page 58 of 171



€y Sandata

TECHNOLOGIES

EVV-SMC/TVV

For the Ohio EVV Program, SMC is the primary and preferred method of calling in and out for
client visits.

A Non-Agency Provider can start a visit using SMC and complete the visit using TVV 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.

Clients will receive EVV Devices ready for use. The EVV Device cannot be used as a phone or a
web-surfing device. The device is pre-configured with a data plan.

Set Up and Credentialing

SMC user credentials for Non-Agency Providers are generated by Sandata.

A Non-Agency Provider’s profile must have following information in order for Sandata EVV to
create SMC login credentials.

e First and Last name
e Valid email address (email address on file with ODM)
e Social Security Number

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 Non-Agency Provider 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 assigned Sandata
account #. Example: 2-20101).

2

e Username: Non-Agency Provider’s email

ull = 12:19 PM 9% 77% @A) address'
Sandata e Password: the temporary password emailed to
MOBILE CONNECT™ the Non-Agency Provider’s email address.
COMPANY ID*
Tapping the lock icon in the PASSWORD field
displays the password. Displaying the password can
USERNAME* . .
help with log-in and password entry.
PASSWORD*
®
o 4 ‘ Tap the FORGOT PASSWORD? link to reset a
*denotes required field 0
locked password or reset a forgotten password.
FORGOT PASSWORD?
v1.0.123
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Upon logging in to SMC for the first time, the Non-Agency Provider is asked to select and define

answers to a set of security questions.

SECURITY SETUP

questions for your account

Please select a security question

Select Security Question

Please enter your answer

Answer

Please select a security question

Select Security Question

Please enter your answer

Answer

Please select a security question

Select Security Question

Please enter your answer

Answer

il Verizon = 12:40 PM “ % 70% mm )

Please fill out the following security

NEXT

ull Verizon & 12:40 PM 9 % 70% wm

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 Non-

Agency Provider to create a new password.

at set-up to be answered.

To verify the reset of a password later, SMC requires the selected security questions selected
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PASSWORD SETUP

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

PASSWORD

Password @

CONFIRM PASSWORD

Confirm Password E]

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

1. Enter the New Password.

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

(@#S%").

CANCEL SUBMIT

2. Confirm Password.

3.

Click CONTINUE after entering the new
password.
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il Verizon & TE1PM = The Login screen displays. The Non-Agency Provider

uses the new password at the next login.
Sandala

MOBILE CONNECT™

COMPANY ID*

2-9634

USERNAME*

Dross@mailinator.com

PASSWORD*

*denotes required field

FORGOT PASSWORD?

v1.0.123
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After successfully logging in with the new password, the next screen prompts the Non-Agency
Provider to confirm the language preference from a drop-down list on the screen.

Languages available for the program e = p—— s
include:

+ Englsh Sandata

e Egyptian Arabic MOBILE CONNECT™

* FrenCh COMPANY ID*

e Fulah

. . 2-9634

e Hindi

e Mandarin Chinese USERNAME*

* Nepall Dross@mailinator.com

e Russian

e Serbian PASSWORD*

e Somali CEsor: @

e Spanish

.. *denotes required field
e Swahili
FORGOT PASSWORD?
v1.0.123

Confirm Language

Please confirm that you would like to select
english as your language.

CANCEL CONFIRM

After confirming the language preference on the device, the Home screen displays.

The preferred language must be selected the first time the Non-Agency Provider 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
'Z' 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

e 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.

e Help —to open the SMC help guide.

e Sign Out — to exit SMC. (The user can also tap the Sign Out icon in the upper-right
corner of the screen to log out of SMC).

Johns@mailinator.com
E My Visits

2 clients

{é} Settings

W cps map

@ Help

-ZI Sign Out

Enter C
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Starting a Visit

When the Non-Agency Provider arrives to provide care to the client, he or she will:
1. Locate the EVV Device or their personal device.
2. lLogintoSMC.

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 or Client ID entered is not found, the Non-Agency Provider 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).

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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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

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.

PR e cem T

CANCEL

Service Selection Note

A service must be selected in order to start a visit. If a service is not chosen and the Non-

Agency Provider taps the START VISIT button, the screen displays “Required” above the
Select Service field.
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1]
Ly

Friday, September 14, 2018

PETER ADAMS

Please select the service you are providing (Required)

v

Select Service

START VISIT

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

START VISIT

senice;

Clock-in: 12:47 PM

Are you sure you 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.

9/10/2020 Non Agency Provider Participant Guide Page 68 of 171



9 Sandata

TECHNOLOGIES

EVV-SMC/TVV

Completing a Visit

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

= 3

VISIT IN PROGRESS

Tuesday, January 29, 2019
PETER ADAMS

Clock-In: 11:19 AM
Service: SPHH Aide (G0156)

ABANDON VISIT RESUME VISIT

CLIENTS SEARCH CLIENT

Enter Client ldentifier

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 Non-Agency Provider

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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2. The Visit Note screen displays. Enter notes if applicable.
10:33 ¢

all 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?

Type visit note

'% Please be aware that notes will never be required. This Visit Note field should not be used to
e

-4 capture clinical data, PHI or satisfy ODM documentation requirements. This Visit Note field
b should not be used to capture any clinical data.

3. Tap COMPLETE VISIT.

10:33 7 all LTE @)

2]

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
ﬁ 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 (G0156)

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:
i — - -
Visit Time:

01:10 PM - 01:26 PM

DENY CONFIRM
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

0 ’ 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

9. The SIGNATURE/VOICE RECORDING screen displays.

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

o SIGNATURE: Sign in the box.
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I SIGNATURE I VOICE RECORDING

Sign by using your finger on the
device

P/%Mse

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.

oo

115

- To review the recording, simply tap the Play icon.
9/10/2020
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@

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

If both voice recording and signature exists, SMC prompts the user to choose 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

P A2

GO BACK SUBMIT

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

9

Starting an Unknown Visit

If the Medicaid ID or Client ID entered is not found when trying to start a visit, the Non-Agency
Provider 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 Non-Agency Provider is unable to select the client by entering the Medicaid ID or Client
ID, he or she will:

1. Locate the EVV Device or their personal device.
2. lLogintoSMC.
3. Tap START UNKNOWN VISIT.

2]

CLIENTS SEARCH CLIENT

Enter Client Identifier

Enter Client Identifier

SEARCH CLIENT

Don't have your client's information?

START UNKNOWN VISIT

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)
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|

e LAST NAME (Required)
e  Maedicaid ID # (Optional —if available)

START UNKNOWN VISIT

Please enter the client's name before
continuing

FIRST NAME *

First Name

LAST NAME *

Last Name

MEDICAID ID #

Medicaid Id #

*denotes required field
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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 Non-Agency Provider 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

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.).

A Non-Agency Provider can start a visit using TVV and complete the visit using SMC and vice
versa, if required.

When using TVV, Non-Agency Providers can call-in/call-out from any phone (i.e. client’s home
phone, cell phone or Non-Agency Provider’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.

uon
Service .. ..
D Description Description
101 | SPHH Aide (G0156) 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 (S5125)
Passport - Waiver Choices HCAS
303 | SPHH Nsg - LPN (G0300) 727 | (12025)
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 | (55125)
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)
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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 — No
Call In / Out Select Service
Change Service Client Voice Recording

Client Verification: Visit Client Verification: Service

Calling Instructions STX«ACCOUNT»

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

e Your Santrax ID.

e Your Client’s ID.

1. ‘3 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.

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

2; @7 Press the numbers of your Santrax ID on the touch tone phone.

Q Santrax will say: “You entered (SANTRAX ID). Press (1) for Yes, (2) for
No.”

3. @7 Press (1) to confirm your Santrax ID or press (2) to retry.

Q Santrax will say: “Is this a group visit? Press (1) for Yes or (2) for No.”

’ @ Press (2) for not a group visit.

S

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

6. @ Press the (1) key to “Call In”.

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

7: @7 Press the numbers of the client’s ID.

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

[ s)
8. ¥ Hangup.
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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.

e The Service ID.

e The Client is available to verify the visit.

9. Follow steps @ thru @ 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.”

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

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

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

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

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

13. @7 Press the one (1) key to accept, or press the two (2) key to retry.

q\ 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
Q the phone to the client, or press (2) if the client is unable to
participate.”

Calling Instructions STX«ACCOUNT»

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. b'» 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).
@ Total visit length (NUMBER) minutes. Press (1) to confirm, (2) to deny,
(3) to replay.”

17. @ The client should press the appropriate option.
Q\ 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.
@ Santrax will say: “Thank you, bye.”

Lnl
19. ¥ Hang up.
What to do if there is a Problem:

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

o Busy Signal
2 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.

PwnNpR

o If the system says: “Sorry, Invalid Number”
See if the phone has a T-P (Tone-to-pulse) switch; make sure the switch ison T.

If there is no switch, you must say your ID number one digit at a time, into the
phone after the tone.

9/10/2020
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English Line Call Process

Call-In

1 Dial either English toll-free number.

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

2 Press the numbers of the Santrax ID (this is system generated).

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 the Santrax ID for the Non-Agency Provider,
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 Non-Agency
Provider and is used to identify themselves on a TVV call. The Santrax Id is located in the
Welome Kit, and in the Active Employee Report.

e The Client ID is a unique system-generated number identifier for the client, used by the
Non-Agency Provider 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.”
2 Press the numbers of the Santrax ID (this is system generated).
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 the Santrax ID for the Non-Agency Provider,
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 ID.”
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 information correctly.
After three unsuccesful attempts, the call is terminated. If the call is terminated, the call can
be fixed 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)
b)
c)

d)

10 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.

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

a)
b)

Santrax will say: “Thank you, bye.”
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
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Call Reference Guide:

Account Number: STX

Calling Instructions STX

Change Service
Client Verification: Visit

L Dial Languag; Dial
English Russian
Egyptian 5
N Serbian
French Somali
Fulah Spanish
Hindi Swahili
Méndarln Vietnamese
Chinese
Nepali
Features:
STX ID Verification / Playback Group Visit —No
Call In / Out Select Service

Client Voice Recording
Client Verification: Service

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

e Your Santrax ID.

* Your Client’s ID.

1. \3 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.

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

2, @7 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.”
3 @ Press (1) to confirm your Santrax ID or press (2) to retry.

@ Santrax will say: “Is this a group visit? Press (1) for Yes or (2) for No.”

4. @7 Press (2) for not a group visit.

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

6. @ Press the (1) key to “Call In”.

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

7 @7 Press the numbers of the client’s ID.

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

e
8 ¥ Hang up.
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Calling Instructions STX

Calling Instructions STX

Calling Out: When leaving the client's home, make sure you have the following
information:

e Your Santrax ID.
e The Service ID.
e The Client is available to verify the visit.

9. Follow steps o thru o and then continue.

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

10. @7 Press the (2) key to “Call Out.”

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

11, @7 Press the numbers of the client’s ID.

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

12. @7 Press the Service ID Number you performed.
Refer to your agency’s service list.

q\ 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.

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

14. @7 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 B-B) 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.”

D)

]

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. b 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).
('j Total visit length (NUMBER) minutes. Press (1) to confirm, (2) to deny,
(3) to replay.”

17. @ The client should press the appropriate option.
‘:) Santrax will say: “The service performed was (SERVICE). Press (1) to
confirm, (2) to deny, (3) to replay.”
18. @ The client should press the appropriate option.

Q‘.‘) Santrax will say: “Thank you, bye.”
()
19. ¥ Hang up.
What to do if there is a Problem:

These are some possible problems you may experience when using the

telephone.

o Busy Signal

®  No Answer

1. Check the number to make sure you have the right phone number.

2. Try calling again.

3. Try calling the second toll-free number provided.

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

If the system says: “Sorry, Invalid Number”

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

3 Press the numbers of the Santrax ID

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, 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, 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.”

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.

2) 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.

Visit Scenarios (SMC and Telephony)

Multiple clients in the same home

e If a provider cares for more than one client in the same home (e.g. husband and wife),
but not at the same time:

- SMC—the Non-Agency Provider calls in and out for each client receiving care at that
time.

- Telephony —the Non-Agency Provider 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 a Non-Agency Provider cares for a single client multiple times in one day:
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- SMC-the Non-Agency Provider calls in and out for each visit, capturing the visit
hours and service performed.

- Telephony —the Non-Agency Provider 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 a Non-Agency Provider delivers care to the client outside the home, or picks up/drops
off the client outside the home:
- SMC—the Non-Agency Provider calls in and out from the client’s location outside
the home.

- Telephony —the Non-Agency Provider 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 Non-Agency provider enters the visit manually in

Visit Maintenance.

Multiple providers provide 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 Non-Agency Provider joins a group visit and calls in and out for their
visit, capturing the visit hours and service performed.

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

e If a Non-Agency Provider provides care to a client that starts before midnight one day
and ends after midnight the following day:

- SMC-the Non-Agency Provider will call in upon arriving and call out when leaving.

- Telephony—the Non-Agency Provider will call in upon arriving and call out when
leaving.
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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
0 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 and start the first visit. When you are ready to switch services:

1. Log in to 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)
10 NSG - RN (T1002)

ABANDON VISIT RESUME VISIT

2. Enter Visit Notes if applicable, then tap SWITCH SERVICE.

Friday, July 24, 2020
CALEB ADAMS

Clock-In: 03:07 PM
Service(s) |0 NSG - RN (T1002)

ABANDON VISIT SWITCH SERVICE

COMPLETE VISIT

VISIT NOTE

Are there any additional details you would like
to provide?

Type visit note
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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
10 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

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 any of your assigned toll-free
telephone numbers, and call-in for the visit. When you are ready to switch services, dial any of your assigned toll-
free telephone numbers, 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.

Multi-Service Switch

1 Dial any of your assigned toll-free telephone numbers.

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

2 Press the numbers of the Santrax ID.

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, 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 ID.”
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 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

10
provided.

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

11 Press 1 to accept. NOTE: From the point on, you will be calling out for the previous service.

9/10/2020 Non Agency Provider Participant Guide Page 94 of 171



€y Sandata

TECHNOLOGIES

EVV-SMC/TVV

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):

1.

12

2)

9/10/2020

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: “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, 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.
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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.”
2. 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.”
10 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.

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.

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.

Employee/Non-
Agency Provider

A person who provides 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 Visit Maintenance module is designed to give users the ability to review, modify
and correct Sandata EVV visits. It allows a Non-Agency Provider 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.

Avisit includes a Non-Agency Provider, 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.
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Visit Maintenance — Main Screen

Sandata Account: 6001 - @mailinator.com | Enter agency v | @ LOGOUT
W Visit Maintenance visit Maintenance © Manage Visits
Q Navigate Modules Select a Visit CREATE CALL
©§ Visit Maintenance o
ATE RANGE MADBYYY e o
&l Reports & Exports ¥ 04/08/2019 # to 04/08/2019 ® Enter Client Enter Employee

oo — o e e —— 9 - o
ata Entry 2
Select Category v Select Payer v Select Visit Statu v Enter Client Medicaid ID

@ Security

FILTERISTS BY

Online Manual All Exceptions R Show advanced filter options+

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 the Non-Agency Provider’s last name to filter the visit
data for that Non-Agency Provider.

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 In Process | Avisit has started and not yet completed
Select Visit Status .. . N
I Process Incomplete | A visit has exceeded a 24-hr period and is still
Incomplete missing a call-in/call-out
Verified 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 WISITS BY EXCEPTION TYPES

Exception Types v ‘ Select Exception Type bl

I:l SERWICE VERIFICATION EXCEPTION
|:| CLIENT SIGMATURE EXCEPTION

I:l UMNAUTHORIZED SERVICE

I:l WVISIT WERIFICATION EXCEPTION

I:l MISSING SERVICE

I:l UNMMATCHED CLIENT 1D/ PHONE

I:l WVISITS WITHOUT OUT-CALLS

I:l WVISITS WITHOUT IN-CALLS

[l sk anrsnmssans mn smi. m e e

Exception ‘ Description
CLIENT SIGNATURE Client’s digital signature or voice recording is missin
EXCEPTION gital sig & &
Identifies when the service provided for the visit is not specified
MISSING SERVICE during the SMC call-in or Telephony call-out.
SERVICE
VERIFICATION Client did not confirm the selected service.
EXCEPTION
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Exception

UNATHORIZED
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 a Non-Agency Provider 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 the Non-Agency Provider.

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 Qptions »

CALL TYPE

Select Call Type

SERVICE

Select Service

SUPERVISOR DEPARTMENT PROGRAM

Select Supervisor - Select Department v 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 eshow: 50 v perpage Show Display Options ~

- <|1|(2|3|4|5 > » showing 1 to 50 of 404 entries

client . Employee s semvie s VSt L ocal . ocal . call . Adjusted Adjusted Adjusted sill visit

] 5 % & s & 4 DoNotBill  Acti
Name Name e Date in out Hours in out Hours Hours status - Sk

L ] 10/09/2017 8:55AM L ] [} Incomplete 4

G0156 10/09/2017 L] 8:47 AM -1 ncomplete Fé

o o 10/09/2017 8:46 AM ° [—1 ncomplete V4

The top of the visit grid displays the following options:
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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. AShow Display Options link allows the user to select additional data elements to
display in the visit grid.

Show: 50 ~ perpage Hide Display Options a
X
ClientID Client Medicaid ID Client Primary Phone Number
V' ClientName v/ Employee Name Employee ID
Santrax ID Employee Contact Phone Number Payer
Program v Service Supervisor
 Visit Date Visit Location / Scheduled Time In
/' Scheduled Time Out /' Scheduled Hours v callin
V' call out V' Call Hours V' Adjusted In
v Adjusted Out /' Adjusted Hours /' Pay Hours
/' Pay=Sch ' Visit Status Tasks
Memo Client Verified Claims Verification Status
/Do NotBill 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

w Hovering the mouse over an exception indicator displays a tool tip for that 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
EMPLOYEE ID #

Carter, John 59647013 990888555101 Young, Charles

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.

CLIENT

EMPLOYEE

CALL LOG

MERGE CALLS

HISTORY

CLIENT ID #

531549

VISIT 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

CALLOUT

Nene

ADJUSTED IN HH:MM AM/PM

01:00 PM

AGENCY NAME

PROGRAM

Select Program v

CLIENT VERIFIED SERVICE

No

Visit Start Date: 03/11/2019

EMPLOYEE NAME

Benson, Kelly

VISIT TIME ZONE

US/Eastern

CALL HOURS

None

ADJUSTED OUT DATE

MM/DDIYYYY B

BILL HOURS

SERVICE

SPHH Aide (GO1! ~

CLIENT SIGNATURE

No

GENERATE GROUP VISIT CODE

APPROVED

EMPLOYEE ID #

VISIT STATUS

In Process

UNITS

Nene

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.

ADPRESS LINE 1

Marshall Serest

| CLIENT | oo
MY

CALLLOG GENDH

ke

Enter Last Name

ADOERES: LNE 2

I'-:'.lr".'!

= CO0E

1'1003-0000

LANGUASE FREFEREMCE

Russian

ALY plANS

Enter Rrst Namae

Ekrmnant

PRALLEY PHONE @ TiE TONE
LISEnster

SUPERIGOR

Mone

CLIENT D @

Enter (lent IDv#

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.

CLIENT MEBNCAID 1D

Enter Client Medicaid ID

FRST NAME

Enter First Name

CLENT ID#

Enter Client ID #

INCLUDE INACTIVE CLIENTS

Showing 1 te 1 of 1 entries

€ s £l > =

gt Last . First Client Primary . Client Medicaid
Name ¥ Name 1D # Phone # T D
Client Test 585689
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e EMPLOYEE: This screen displays the employee details such as: EMPLOYEE EMAIL,
SANTRAX ID, ADDRESS and PHONE.

EMPLOYEE EMAIL SAMTRAX ID
GENERAL
_ dmoss@mailinator.com 000046258
CLIENT
ADDRESS ADDRESS LINE 2 oy STATE
Nane None None Nane
CALLLOG 7iP CODE DISCIPLINE PHONE
Naone None Mone
MERGE CALLS

e CALL LOG: This screen shows the details of the call-in/call-out times and the type of call
(Mobile, Telephony or Manual).

ELIENT Cail BATE CALL TWME CALL TYEH CEICE
Qan4am7 13 PM BV [telephony) WA
[ 00006258 {917 972- 1973 SANDATA
CALL LOG
CALL OUT CLIENT 10 OMSGTE
EXCEPTIONS oan4/2mY 406 P EWV (zelephany) G156
“ LEER OFAGINATING PHONE @ CALL SOURCE
000046258 {917) 972-7973 SANDATA

e MERGE CALLS: This screen 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  CALLDATE  CUENTNAME  EMPLOYEE NAME
202PM 8N&2017 Carter, John 001-06-6825
CALLLOG 2:47PM 81472017 Carter, John Young, Charles
MERGE CALLS 338 PM 8142017 Carter, John 000-44-6258

Showing 1 to 3 of 3 entries

< 1 >

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

.
2
m

CLIENT

CALL LOG

HISTORY

@ Visits Without In-Calls

@ Miss

@ Visit Verification Exception

REASOMN CODE *

Select Reason "

REASON CODE >

Select Reason "

ing Service

RESOLUTION CODE REASOMN MOTE

Select Resoluti * Enter Reason Note

@ Client Signature Exception

RESOLUTION CODE REASON NOTE

Select Resoluti * Enter Reason Note

This exception needs to be fixed
This exception needs to be fixed

ACKNOWLEDGE THIS EXCEPTION

| SAVE |

ACKMNOWLEDGE THIS EXCEPTICN

| SAVE

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

Ly Py
Wap Sweine
L © i
Polham £
L day Fark (i)
r &
0 Eycane! Woodbury
o ;
= )
P | Manhasser Rastyn e
. ; @ e G
DR Py’ 9 -
‘@ Py
i)
] Fesibury
Tl
o Caeriny
{FUEEN: 3 =
Fiorsl LRk Gardan City e k
. Ly it |
e = (5 Hempstead ]
1
]
pharn e e !
Google 3 i o DAL Sl e e
L [FO i dits B20VT Godgle  Teera of Use Rt i hag w5
9 Cleee q Mo GPS Exception 9 GPS 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.

*

L

This information should not be used to fulfill ODM documentation requirement.
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CLIENT

EMPLOYEE

CALLLOG

EXCEPTIONS

CLAIMS

HISTORY

MEMOD

Memao

1024 characters remaining.

VIEIT NOTE

Visit Note

CLAIMS: This screen shows the batch, transaction and date/time each time the visit was returned to the MITS

adjudication system.

CLIENT

EMPLOYEE

CALL LOG

EXCEPTIONS

GPS

HISTORY

CLAIMS

DATE

BATCH _ TRANSACTION RETURNED ::';T;::;‘t Eli;r:"“ MopiFier  BILLEC
D T D FOR CLAIMS . NUMBER NUMBER UNITS
PROCESSING
1211242018 ... 05 32
12/1242018 ... 05 32
12/12/2018 ... 05 32

Showing 1 to 3 of 3 entries
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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
26 - DOW/NAP Forgotto  Visit - Update Service 10/10/2017 12:45:52
Call Out PM
26 - DCW/NAP Forgotto  Visit - Update Adjusted 10/10/2017 12:45:52
CALLLOG Call Out Hours PM

Showing 1 to 2 of 2 entries

« < i1 >

HISTORY

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 s Employee & Service & Visit - Call a Call s Call a Adjusted Adjusted Adjusted
Name Name Date In Out Hours In Out Hours
Carter, ¥
- Young, 01T 247
dehn Charles . Lokt PM
L]
Carter,
3 Young, 2:48
: - 1472017
dahn Charles ./ L gLt ? PM
L] oy
Carter, Pr without in-
lohn S5 (st ® 08/14/7201 |‘.;a1IIIJs § bt
] ® .

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.
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GENERAL

CLIENT

EMPLOYEE

CALLLOG

MERGE CALLS

CLAIMS

HISTORY

CLIENT ID #

59647013

@ Unknown Employees

@ Visits Without Out-Calls

@ Missing Service

MEDICAID ID #
999883555101

@ Visit Verification Exception

REASON CODE *

Select Reason ™

RESOLUTION CODE

Select Resoluti *

@ Client Signature Exception

REASON CODE=*

Select Reason

RESOLUTION CODE

Select Resoluti *

EMPLOYEE NAME

000-44-6258 EMPLOYEEID #

This exception needs to be fixed

This exception needs to be fixed

This exception needs to be fixed
ACKNOWLEDGE THIS EXCEFTION

REASDN NOTE
Enter Reason Mote | SAVE |

ACKNOWLEDGE THIS EXCEFTION

REASON NOTE

Enter Reason Nate | 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 Visit — 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 dur

ing 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 Soriles @ Visit Call Call Call 5
- v v
Name Name Date In Out Hours
Moss,
000912293 09:35
Donna 04/08/2019 [ ]
° PM
® Exceptions:
Missing Service
MMoss PP
2. Select the correct service from the SERVICE field drop-down list.
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
01:32PM 01:36 PM 00:04 1
ADJUSTED IN DATE ADJUSTED IN HH:MM AM/PM ADJUSTED OUT DATE ADJUSTED OUT HH:MM AM/PM
04/04/2019 i 01:32PM 04/04/2019 o] 01:36 PM
“ AGENCY ID AGENCY NAME BILL HOURS
m 6002 Agency 1 Train the Trainer 00:04
CLAIMS
PAYER PROGRAM SERVICE GROUP VISIT CODE
HISTORY ODM v Select Program ~
Select Service B
CLIENT VERIFIED TIME CLIENT VERIFIED SERVICE
SPHH Nsg - RN (G0299)
No No MyCare - HCA (55125)
PDN (T1000)
VISHESOURCE RN Assessment (T1001)

MyCare - LPN (T1003)
Passport HCA Personal Care (55125)
HPC

DO NOT BILL APPROVED

Passport - PCA (T1019)

3. Select a REASON CODE that best explains why the service was not selected at the time

of visit.

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

PAYER PROGRAM
None Nane

CLIENT VERIFIED TIME CLIENT VERIFIED SERVICE
MNone Nane

WISIT SOURCE

SANDATA

RESOLUTICN CODE

REASOM CODE*

SelectReason Cc ¥ Select Resolutior *

SERVICE

GO156

CLIENT SIGMATURE

Yes

REASOMN NOTE

Reason Note

BiLL CODE
T Nane
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 & visit , Call _  call Call . Adjusted Adjusted
Name Name M ¥ Date In ¥ Out Hours ~ In Out
Moss,
: < 09:36 09:39 :
Donna Young, Charlie [ ] 04/08/2019 PM PV 00:03
Exceptions:
EEEm 3 ™ 04/08/2019 0033 ™
Visit Verification Exception PM

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

line.

@ Client Signature Exception

J ACKNOWLEDGE THIS EXCEPTION
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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.

REASON CODE * RESOLUTION CODE REASON NOTE
Select Reason v Select Resoluti v 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 Vvisit , Call | Call _ Call . Adjusted Adjusted

[ $ Service $ s $ s
Name v Name M Date In Out ~ Hours In Out

SPHH Aide
. : 07:23 07:28 ’
Smith, Sam  Young, Charlie (GO156) 04/04/2019 o o 00:05
E:{cetinmst
® jones, Jim L,Jr'lathhDrI;Eid Bl /03/2019 0;38 ®

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.
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GENERAL

CLIENT NAME CLIENTID #

VISIT START DATE

01/09/2019

CLIENT

CALLIN

EMPLOYEE

10:00 AM

CALL LOG

ADJUSTED IN DATE

MERGE CALLS

01/09/2019

TASKS

AGENCY ID

EXCEPTIONS

PAYER

CLAIMS

CLIENT VERIFIED TIME

MEDICAID ID #

VISIT END DATE

None

CALL OUT

None

ADJUSTED IN HH:MM AM/PM

s 10:00 AM

AGENCY NAME

PROGRAM

CLIENT VERIFIED SERVICE

Visit Start Date: 01/09/2019

EMPLOYEE NAME

Jones, Frank

VISIT TIME ZONE

US/Eastern

CALL HOURS

None

ADJUSTED OUT DATE

MM/DD/YYYY £

EMPLOYEE ID #

VISIT STATUS

Incomplete

ADJUSTED OUT HH:MM AM/PM

BILL HOURS

SERVICE

[— |

CLIENT SIGNATURE

X

3. Select a REASON CODE that best explains why the service was not selected at the time

of visit.

Some reason codes require a REASON NOTE before clicking SAVE.

4, Select a RESOLUTION CODE from the list.

PROGRAM

Nane

CLIENT VERIFIED TIME CLIENT VERIFIED SERVICE
None Nane

VISIT SOURCE
SAMNDATA

REASOM CODE * RESOLUTION CODE

SelectReason Cc ¥

Select Resolutior *

SERVICE

GO156 iy

CLIENT SIGMATURE

Yes (»]

REASOMN NOTE

Reason Note

BiLL CODE

Nane

SAVE

5. Click SAVE.

9/10/2020

Non Agency Provider Participant Guide

Page 117 of 171



9 Sandata

TECHNOLOGIES

Visit Maintenance

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 = T Date T In Y out T Hours T In Out
OHCW Nsg -
11:49 15150,
j i 04/04/2019 00:01
jones, Jim RN (T1002) s o
®
Unknown Clients
Passport - 09-47

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

Mo Client has been assigned to this visit,

CLIENT Find Client
LAST HAME FIRST HAME CLIEMTID#
EMPLOYEE
Enter Last Mame Enter First Mame Enter Client D # o,

CALL LOG

3. Select the client from the search results.

CLIENT Find Client
LAST NAME FIRST NAME CUENTID #
EMPLOYEE
gr Enter First Mame Enter Client ID # Q
CALLLOG
EXCEPTIONS Actions Last Name = FirstName % ClientlD# % PrimaryPhone# = MedicaidlD =
“ Green Greg 70321170 5161234567 555566667800
m ° Greene Mark 2687272 8999999999 748748748748

Showing 1 to 2 of 2 entries
E < h = W

REASON CODE = RESOLUTION CODE = REASON NOTE

Reason Note SAVE

16 DOW/NAP Tele ~

9/10/2020 Non Agency Provider Participant Guide Page 118 of 171



() Sandata

TECHNOLOGIES

Visit Maintenance

4. Select a REASON CODE from the list.

Some reason codes require a REASON NOTE before clicking SAVE.

5. Select a RESOLUTION CODE from the list.

REASON CODE * RESOLUTION CODE REASON NOTE
Select Reason v Select Resoluti v Enter Reason Note SAVE
6. Click SAVE.

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 P——_—" visit , Call _ call _ Call . Adjusted Adjusted
Name ~  Name M Y pate ~ In T Out ° Hours In Out
Mq ;
Do Santrax ID: 04/09/2019 0852 e}
Employee ID: AM
Employee Contact Phone Number.
v
Moss, .
Donna sl 7E: o 04/08/2019 02‘3‘5 ®
o -
N
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2. Use the search fields to search for the employee.

3. Select an employee from the search results.

Find Employee

e | LAST NAME FIRST MAME EMPLOYEEID # DISCIPLINE
EMPLOYEE

CALLLOG
m Actions Last N\ame + FirstName $ EmployeelD * SantraxID < Discipline =
W ® Vi Michael 986532 000027419 HCA

v First Name Employee D # Select Discipline ¥ Q

vera vera B88Aa383288 000278215

4. Select a REASON CODE from the list.

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

5. Select a RESOLUTION CODE from the list.

REASON CODE * RESOLUTION CODE REASON NOTE

Select Reason ~ Select Resoluti v Enter Reason Note SAVE

6. Click SAVE.
Unmatched Client Phone/ID

Identifies when a client ID is entered during a Telephony call, but the phone number the call was
made from is not a number listed for the client. This exception type must be acknowledged for
the visit to be in a verified state and eligible to be matched to a submitted claim.

1. Check the ACKNOWLEDGE THIS EXCEPTION checkbox on the Unmatched Client ID /
Phone exception line.

-

@ Unmatched Client 1D/ Phone o ACKNOWLEDGE THIS EXCEPTION

2. Select a REASON CODE from the list.

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

REASON CODE * 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

L DATE CALL TIME CALL TYPE

¥

»

»
T

CALL LOG

CLIENT 104 0039647013

Service Verification Exception

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.

Service Verffication Exception

Client , Employee Servica & Visit . Call  _ cal Call . Adjusted Adjusted
Name ~  Name M Y Date ~ In Out Hours In Out
Maoss, SPHH Aide
s 04:25 04:37
Y Charli 04/10/2019 00:12
Donna oung, Lharlie (G0156) AM AM
k .
Exceptlions:
Client Signature Exception Charlie OHCW PCA 04/08/2019 12:17 ®
Visit Verification Exception & (T1019) PM

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

line.

@ Service Verification Exception

ACKNOWLEDGE THIS EXCEPTION

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.

@ Service Verification Exception

REASOMN CODE *

Select Reason Coi ~

RESOLUTION

CODE

Select Resolution ~

| ‘/| ACKMNOWLEDGE THIS E}{CEETION'

SAVE

REASOM NOTE

Reason Note

5. Click SAVE.

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 Sarvica & Visit . Call  _ call _ Call . Adjusted Adjusted
Name Name ¥ ¥  Date In ¥ out Hours v In Out
Moss SPHH Aide 5
i : 04:25 04:37 -
Donna Young, Charlie (GO156) 04/10/2019 A il 00:12
" L ]
Exceptions:
Client Signature Exception Charlie OHCW PCA 04/08/2019 12:17 >
Visit Venification Exception & (T1019) PM
Service Veriffication Exception

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

line.

@ Visit Verification Exception

REASOM CODE*

Select Reason "

RESOLUTION COIDE

Select Resoluti ™

DCK‘JOWLEUGE THIS EXCEPTION

REASDOM MOTE

Enter Reason Mote

| SAVE |

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.

@ Visit Verification Exception o ACKNOWLEDGE THIS EXCEPTION
REASON CODE * RESOLLTION CODE * REASON NOTE
34 Individual b Written Docun * | Enter Reason Note | SAVE
5. Click SAVE.

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 Survice. & Visik, | Call | call Client Employee s Visit call call call
b2 w v v hd v $+ $ Service # s s 2
Name Name Date In Out Name Name Date In Out Hours
Moss Moss,
* . OHCW PCA 06:00 ’ . OHCW PCA
Donna Young, Charlie (T1019) 04/04/2019 R AM Donna Young, Charlie T1019) 04/08/2019 \
® Exceptions: L Exceptions:
Visits Without In-Calls Visits Without Out-Calls
Moss, 1:23 Grey loan SPHH Aide .

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.
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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 (631)839-6616  12:52 PM 8/16/2017 (631)839-6616
(347)691-8117 1254 PM 8/16/2017 (347)691-8117
® e (516)626:5630  1:10 PM 8/16/2017 (516)626-5630 009-93-5444

Showing 1 to 5 of 6 entries

=

< 1 2 >

REASON CODE * RESOLUTION CODE REASON NOTE
Select Reason Cot ¥ Select Resolution ~ Reason Note SAVE o

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 v
RESOLUTION CODE SERVICE REASON NOTE

Select Resolutio ¥ Select Service ¥ 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.

A W
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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.

From the Visit Maintenance > Manage Visits screen

1. Click CREATE CALL.

Account: 6002 - @sandata.com | Enter agency | ® LOGOUT

CREATE CALL

Visit Maintenance visit Maintenance - Manage Visits

Select a Visit

DATE RANGE MM/DDAYYY cusnT EmpLOVEE

04/08/2019 f8 to 04/08/2019 ] Enter Client Enter Employee
CATEGORY PAVER VISIT STATUS CLIENT MEDICAID 1D

Select Category v Select Payer v Select Visit Status v Enter Client Medicaid IC

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

=]

Client ID = Client Name * Supervisor = Select
13895412 Callaghan. Alexandra

23632316 Chapman, Arnold E
1598878 Feld, Frank e

3. Click Next.

Previous MNext Cancel

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

1. Find Client { 2. Set Date and Time

Set Date and Time

DATE * MM/DDAVYYY

04/09/2019

TIME ZONE

US/Eastern

TIME * HH:MM AM/PM

01:00 PM

p—r—
SERVICE

SPHH Aide (GO156)

PREVIOUS FINISH CANCEL

5. Click OK to save changes.

6. Search for your newly created call using the Visit Maintenance filters.

Select a Visit

DATE RANGE MM/DD/YYYY

04/07/2019 B9 to 04/08/2019

CATEGORY PAYER

Select Category Select Payer

FILTER VIZITS BY

All Exceptions

Q SEARCH CLEAR

CLIENT
] grey

VISIT STATUS

Select Visit Status

CREATE CALL

EMPLOYEE

Enter Employee

CLIENT MEDICAID ID

Enter Client Medicaid IC

Show advanced filter options

Show: 50 v perpage Show Display Options »
<|a|>]|= Showing 1 to 1 of 1 entries
Client  Employee _ Visit _ €all _ call _  call _ Adjusted Adjusted  Adjusted Bill VB e p
Name °  Name ° ™ ¥ pae T mm Y out T Hours out Hours Hours  Status - Colot® Approve:
G'EV.JES" Carr, Tammy ST::‘:;E 04/07/2019 1):\;30 ® Fess] In Process

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

screen to add a call-out.
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Visit Details Visit Start Date; 04/07/2019 X

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

Gray, Jean 916488 909111345666 Carr, Tammy

GENERAL CALLIN CLIENT ID# 0000916488

CALL DATE CALL TIME CALLTYPE SERVICE
04/07/2019 11:00 AM Manual Call SPHH Aide (GO156)

EMPLOYEE USER CALL SOURCE
SANDATA

Add Manual Call
MERGE CALLS

TE* * HH
EXCEPTIONS CALL DATE * MM/DDAYYYY CALLTIME * HH:MM AM/PM SERVICE

04/07/2019 == ] 04:00 PM Select Service

REASON CODE * RESOLUTION CODE REASON NOTE

Select Reason Cor * Select Resolution ~ Reason Note

CANCEL

8. 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 916488 909111345666 Carr, Tammy

GENERAL SELECT ALL

SR @ 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

@ Service Verification Exception ACKNOWLEDGE THIS EXCEPTION

HISTORY
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If the call times for a visit do not reflect the actual start and/or end times (i.e. the Non-Agency
provider could not call-in or the client was using the telephone), they can enter an ADJUSTED IN
and/or ADJUSTED OUT on the General screen to update the visit duration. Sandata EVV will add

€y Sandata

TECHNOLOGIES

Visit Maintenance

the adjusted time entered and actual call time to recalculate the visit duration.

SCHEDULE IN SCHEDULE OUT SCHEDULE HOURS HH:MM AM/PM
None None
CLIENT
VISIT START DATE VISIT END DATE VISIT TIME ZONE VISIT STATUS
EMPLOYEE
03/04/2019 03/04/2019 US/Eastern Verified
CALLLOG
CALLIN CALLOUT CALL HOURS UNITS
TASKS
02:00 AM 03:00 AM 01:00 1
EXCEPTIONS
ADJUSTED IN DATE ADJUSTED IN HH:MM AM/PM ADJUSTED QUT DATE ADJUSTED OUT HH:MM AM/PM
“ 03/04/2019 8 02:00 AM 03/04/2019 03:00 AM

From the Visit Details screen:

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.

1. Click GENERAL.

2

3.

4. Click ADD.
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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:
1. access reports;
2. use Daily and Date Range reports; and
3. sort and filter reports.
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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.

lml 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
W 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 e

FROM DATE MM/DD/YYYY

09/02/2017

FROM TIME HH:MM AM/PM

12:00 AM

TO DATE MM/DD/YYYY

2] 09/02/2017

TO TIME HH:MM AM/PM

(©] 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

PAYER

All selected (9)
CLIENT
Enter Client

SUPERVISOR

All

PROGRAM

- All selected (5) =

CLIENT MEDICAID ID

Enter Client Medicaid ID

RUN REPORT

9/10/2020 Non Agency Provider Participant Guide Page 132 of 171



9 Sandata

TECHNOLOGIES

£
i

Reports

4. Run Report Runs the report based upon the selected criteria.

Running a report

- -
ool
L |

:}-,;,4.‘ Follow along with the instructor to run a report.

1. Click Reports & Exports>Reports from the Navigation panel. The Reports screen
displays.

Ll Reports & Exports

Reports

2. Select the REPORT TYPE and REPORT NAME.

REPORT TYPE

REPORT NAME

| Daily Reports ’ Active Clients v

Select Report Type
Daily Reports

Select Report Name

‘ Active Clients

| Date Range Reports s
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 ©

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

PAYER EXCEPTION

All selected (9)

PROGRAM

All selected (5)

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.

,v

Parameters vary based on the report selected.

To reduce the size of the report and ensure efficiency when running reports
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 \

9/10/2020
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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. EXPORT TO EXCEL

Q4 {1 Jof3 b Pl @

1. Go Back: This links closes the Preview Report screen and re-displays the report search
parameters.

|—I‘C | Next MEI.;" @ =

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:
4o &
[ %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)
' and open in MS Excel.

6. Refresh: Re-runs the report and renews the displayed data.

7. Print: Use this button to print the report.

Firefox and Chrome users should export the report to PDF and use the PDF

@ The print icon is not available in the tool bar for Firefox and Chrome users.
print tools.
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Sorting a Report
Account: HENE E_ N
Payer: ODM o
Program: None
EMPLOYEE CALL CALL
SPV >  SERVICE CLIENTID *  MEDICADID  CLIENT NAME + PHONE 2 NAME + EMAIL + SANTRAXID = TYPE - TIME - INDICATORS

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 (®/ l'5") reveals which column
and in which order it is sorted.

Export a Report
i -
X
FHA Ii Follow along with the instructor to export a report.

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

Opening Order Report.xls b

You have chosen to open:

.....

which is: Microsoft Excel 97-2003 Worksheet

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

What should Firefox do with this file?

() SaveFile

[ ] Do this autematically for files like this frem now on.

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

e B i Ny = e e —— F__ | harmal Rad 1] [
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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.

whether or not an address was verified by GPS, the client’s Medicaid ID (for

@ Use this report to view all client’s phone numbers, active addresses, identify
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 PM

ACTIVE CLIENTS

Account: Provider Training-Agency 39 (9634)

CLIENTID % CLIENT CLIENT NAME 2 PHONE # ADDRESS 2 cmy 2 ST 2

e 3 LATITUDE LONGITUDE CLIENT
MEDICAID ID

ALTERNATE ID
Whitehall OH 43213-0000 30969479 -B2 88787490

Columbus OH 43219-0000 39.99078480000001 -82.94719529999999

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

Acoount; OHIO QA Template Agancy 1(10010}
For. /4/2012 12:00:00 PM - 3/4/2018 12:00:58 PM

ACTIVE EMPLOYEES

5 OHIC QA Template Agency 1
Account: (10010) |

- s o EMPLOYEE - - s
EMPLOYEE ID - 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.

Call Listing

Account: OHIO QA Template Agency 1 (10010)
Payer: ODM
Program: SP

Report Parameters

Account: 1

0010
For: A7/2019 - 34772019 11:58:59 P

CLIENT
MEDICAID ID.

EMPLOYEE

SPV T SERVICE CLIENTID - SANTRAXID ~

CLIENT NAME = PHONE # EMPLOYEE NAME > EMPLOYEE EMAIL

. CALL .
T fme - Vs INDICATORS
[=

TYPE

MANUAL

MANUAL

VR

M

M

01:00 AN

03:00 AM

04557 AM

04:56 AN

05:03 AM

328781 0

-
®ow o® oww

328781 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.

Call Summary

ALUOLNT CHI0 QA TRmpun Lgesiy 1

Bapsr! Parameien

Acooomt. HiEHY

[Ty e ——

Fan W - WTOUH T S0

(i ]
PROPRA GHE
P o N s 20 : .
Beba ol Wheads §
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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.

GPS Distance Exception

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 2 CLIENT NAME i EMPLOYEEID ~ EMPLOYEENAME  EMPLOYEE EMAIL DATE ®  CALLTE SERVICE (FT) ~ CLOSET CLIENT ADDRESS
931016 Davidson, Dave 210987654321 Doe, Jane JANE@MAILINATOR. COM 040032019 0157 PM G0300_SP 28
931016 Davidson, Dave 210987654321 Doe, Jane JANE@MAILINATOR COM 040032019 0158 PM GO300_SP 29
931016 Davidson, Dave 210987654321 Doe, Jane JANE@MAILINATOR COM 040032019 0256 PM GO300_SP 35
931016 Davidson, Dave 210987654321 Dos, Jane JANE@MAILINATOR. COM 040032019 0257 PM G0300_SP 34
921016 Davidson, Dave 210087654321 Dos, Jane JANE@NAILINATOR. COM 0400312019 0356 PM G0300_SP 35
Sub Total # of Visits 5
€ Sandala 4/14/2019 9:33:36 AM Page 3 of §

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.
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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.

Use this report to review visit hours and information by client. It is a useful
@ tool to review what service were provided to a client for a given time. It also
assists in monitoring trends in the services clients are receiving.

Report Parameters
Account: 10010
For: 3/7/2019 - 3/7/12019 115!
Account: OHIO QA Template Agency 1 (10010)
Payer: ODM
SPV: None
Client ID:
Client Medicaid ID:
Client Name: -
- EMPLOYEE - - VISIT -
PROGRAM SERVICE ~ SANTRAXID ~ EMPLOYEE EMAIL EMPLOYEE NAME ~ DATE - #OF VISITS HOURS
OHC 03/07/119 02:00 4
Client Totals: 1 0200
Grand 5
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
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information pertaining to the visit with the visit details such as, exceptions, services,
date, time and the actual/adjusted call-in and call-out times.

Use this report to review a detailed overview of all visits within a selected
date range. It assists in easily identifying visits that have statuses that need to

@ be corrected. The report can also be printed based on exceptions or visits
that need exception handling in order to get them to a verified status for
claims validation.

gt Parameiecs:
Aot TR« Ored Ok Tierpdale Agiary 1
“EPu
ALTDAMT Coir OA Temgrans Agascy 1 (100100
PRFTH: Roms
PR Mo
I
SLRTUE: I Procoss
MR CalL ADRIETD
" ROUP
W ELE CLACHT Mana sl @ CRFLOFLL A ST T VIR DATE | START LE ] ST s s (L] I SOUW B LT EP TN
ETACAE D oot
araesd L] 2
V11034 bl L ) 100 Al
P MR 130 il
v Tt 0f e 4

0 Sacwials NTAHE 0700 FM Fage 1 of 19

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.
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Rport Parameters
Aooeant 100310 « G0 D
For: BROEHS - IRT0E 1
Summary Visit Status

ACODUNT: Hed) GA Tassplale Ageacy 1 ({10000}

PRI R D08

PROGRARME DHC

AGE

STATS o DAY S 1.50AFS .10 DAY'S .15 0aYS 6. X1 DAYS TOTAL #

i Prosis ] ] -] ] t-. u'

Ingompisle E 9 e 1 L a

Yorilad a o o o 2

Prccoaned 1] a o ] 1] [}

(= o a o o o a

TORRL # i L] L] L] L] 1a

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.

Use this report to track your client's visits by monitoring call times, bill
information and reason codes applied.

Rapart Parameiery
[ X
Bexpont Hare C0-04 Tampiaie Agengy
VEsit Lug P VR0 WY TS P
ACCOUNT OHID Q8 Template sgency ¥ {16515
PATER: None
CLIEHT MARE: .
PHOME & [ 4171
CLIENT MEDICRD IT Linknowm
SCHILE EALL ACTEMAL ALNISITD T
PROGRAM SLNVCL 5PV PROCHIY [BIPLOYIE MAML WINTDATE | SIANT DD HOGHE  V1AET (L] MOURS SIANT  IND WSS, EOOE RATE | ENASOM COOLY
e 35175 T 0221 % oo &
v i s 8591 bosora b asm s e B s
] Tomg 0031 D tesdam
e FERTe! T L 37 31 6an L™ Ar AT 55 i ok 14 I!I 2%
- I Thea: G774 O seman

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.

made, who made the change, when and why the change was made and the

@ Use this report to review visit modifications. It includes what change was
reason code related to the change.
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Report Parameters
Account: 10010
Visit Verification Activity ForFROS 2RO 113950 P
Account: OHIO QA Template Agency 1 (10010)
Payer: None
Program: SP
SCHEDULED AGTUAL ADUSTED. Bt REAsON
i i X . GRoup 7 "

Frsbopes 0 Bhmdl 0 el SRR oee s wis Ve % |smRr Ewo  Houms START eno HOURS START  END MOURS|HOURS T uwiTs  CODE oM
Visit- Assign Call o Visit- VU YO@SANDATA COM - 2122/2019 08.06 PI

Thu 0735 0745 B

fiei8 b i b 0010 0010 047 10 N
Visi- Add Visi - - 212212019 0807 P

Th 07.07

.- . R 075 N
Visit- Assign Call o Visit- VUYO@SANDATA.COM - 202272019 08.07 P

Thu 07.07 & 8 0752

_— o Lz 0045 0045 075 10 N
Visit- Add Visit - - 2122/2019 08.05 PI

Thu 0735

02121 ht A — 4

Total Visit Updates: 4

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.

Visits with multiple exceptions appear on multiple pages.

<

Report Parameters
Account:
For: 91282017 - 1/12/2017 11:50:58 PM

Visit Verification Exception

Account: @ I TEEE
Payer: Il

Program:

Service N

Exception Type: Client Sig

ACTUAL ADJUSTED BILLED REASON
SPY 3 MEDICAIDID CLIENT = EMPLOYEE = VISIT DATE START END HOURS | $TART END  HOURS HOURS © CODES TASKS EX
123456 Mon 10108 R, 0327 AM
¢ Fri 10106 g, 120AM
o Fri 10/08 L, sz aM

Total of Actual Hours: N/A
Total of Adjusted Hours: NiA

Total of Billed Hours: N/A

Total of Visits: 3

€ Sandala 10/1212017 8:20:28 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 vali

idation.

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:
For: @282017 - 10V12/2017 11:50:50 PM
= - = =g - Visit Status: In
Visits Claims Verification Status Frooass ootz il Fbcessed Owi
Account: BTN < BRSO |
Provider Medicaid 10: S0s
Visit
Payer Program Service HCPCS Client Name Meadicaid 1D Visit Date Start End Visit Status Batch 1D Transaction |D Visit Verified Date
10/C2/2017 1042 AM 11:44 AM |Verified
1Vo2017 08:24 AM Incompiets
1Vo2017 08:25 AM | Incompiete
1VO52017 0332 PM Incompiate
1VeI2017 02:27 AM | Incompiete
1VeI2017 02:20 AM | Incompiete
10/C2017 02:47 AM | Incomplete
OB/2812017 0516 PM Incompiste
1Vo8r2017 19:28 AM Incompiets
1Vo2017 08:48 AM Incompiets
Vo207 12:00 PM  12:10 PM |\kerifiad
1VO52017 0330 PM Incompiate
OB/28I2017 5450 PM Incompiate
10/C2/2017 1633 AM  11:35 AM | Incomplete
10/C2/2017 1637 AM 11:30 AM | \erified
10/C2017 3855 AM Incompiste
0B/28:2017 04:58 PM Incompiets
1Vo2017 08:23 AM Incompiets
OB/28I2017 0516 PM Incompiate
1VO52017 1:52 AM Incompiete
Sub Total # of Visits: 20
Total & of Visits: 20
‘j Sandala 10/12/2017 8:25:06 AM Page 10of 1
Group Visits

9/10/2020

Module Time
60 minutes

This lesson demonstrates how to utilize the Group Visit functionality in
SMC, TVV and EVV to capture visits when a Non-Agency Provider is
providing to one or more clients at the same time.

Module Objectives

After completing this lesson, you will be able to:
4. start, join and end a group visit using SMC;

Non Agency Provider Participant Guide
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start, join and end a group visit using TVV;

search for group visits in EVV Visit Maintenance;
create a group visit call in EVV Visit Maintenance; and
edit/enter a group visit code for a visit.

O N W
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The Group Visit option allows a Non-Agency Provider 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 Non-Agency Provider arrives to provide care to the client(s), he or she will:
1. Locate the EVV Device or their personal device.
2. lLogintoSMC.

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

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

2]

CLIENTS SEARCH CLIENT

Enter Client Identifier

‘ 466467883424

SEARCH CLIENT

No results found!

Don't have your client's information?

START UNKNOWN VISIT
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When the client details display, there are options to START VISIT, START GROUP VISIT or
JOIN GROUP VISIT.
e START VISIT: this option allows the Non-Agency Provider to start a single client visit.
e START GROUP VISIT: this option allows the Non-Agency Provider to start a new
group visit and add clients to the group visit.

e JOIN GROUP VISIT: This is a feature that Non-Agency Providers will not use. Non-
Agency Providers will always start their own group visits.

CALEB ADAMS

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

START VISIT

START GROUP VISIT

JOIN GROUP VISIT

5. Tap START GROUP VISIT.

A01 AO1

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

CONTINUE 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

A01 AO1

Please select the service you are providing

SBElRCT Service

START GROUP VISIT

7. A confirmation screen displays asking the Non-Agency Provider to confirm the start of the group visit. Tap

YES.

START GROUP VISIT

®

Service: SPHH Nsg - RN (G0299)
Clock-In: 02:07 PM

Are you sure you want Lo start the group visit?

The visit is in progress and a Group Visit code is generated. This 6-digit code is used to
identify all clients at a location who are receiving care from one or more Non-Agency

Providers. The Non-Agency Provider may add additional clients they are providing care
for to the group visit.
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GROUP VISIT: 000017

A01 AD1

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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L4

GROUP VISIT: 000017

Joe W

Service; GO300 ° °

Tuesday, February 26

A01 A0

Service: G0299 ° e

Tuesday, February 26

ADD CLIENT

COMPLETE GROUP VISIT

ABANDON GROUP VISIT

f ’ A Non-Agency Provider will only see the clients he or she added to the group visit, even if
other Non-Agency Providers join the group and add clients.

There is no limit to the number of known clients a Non-Agency Provider can add to a group
ﬁ visit, or the number of Non-Agency Providers who can join a group visit. However, a Non-
Agency Provider 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
0 the last visit in group ends, the code is closed. The same code cannot be re-generated within
72 hours.

Adding an Unknown Client to a Group Visit
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If the Medicaid ID or Client ID entered when searching for a client does not return any results,
the Non-Agency Provider can add an unknown client to the group visit. A Non-Agency Provider
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 identifier

SEARCH CLIENT

Dan't have your chient's mlformation?

START UNKNOWN VISIT

2. Enter the required information and tap CONTINUE VISIT.
e FIRST NAME (Required)
e LAST NAME (Required)
e MEDICAID ID # (Optional — if available)
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START UNKNOWN VISIT

Please enter the client's name before continuing

FIRST NAME *

LAST NAME *

MEDICAID ID #
Medicaid Id #

*denotes required field

CANCEL

CONTINUE VISIT

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

Monday, March 4, 2019

JOE SMITH

Please select the service you are providing

Select Service I“ ¥

START GROUP VISIT
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4. Tap START GROUP VISIT again.

Manday, 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

AN HC A (CE1R) i

START GROUP VISIT
Service;

Clock-In: 11:13 AM

Are you sure you want to start the group visit?

9/10/2020 Non Agency Provider Participant Guide Page 154 of 171



() Sandata

TECHNOLOGIES

Group Visits

Completing a Group Visit

A Non-Agency Provider can complete his or her visits within a group individually or complete all visits within a
group together.

Completing all visits within a group at the same time requires that the visit process is the
same for all the clients (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 Non-Agency Provider
must complete the visits individually.

Completing a visit within a Group Visit Individually
1. Log backinto 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

Monday, March 4

TestVu@Test01$
KMSVu@Test001$

Monday, March 4

Service: S5125 ° |°

Service: G0299 ° e

4. Complete the visit following the individual visit process.

Group Visits

Visit Maintenance.

Tapping the ‘dash’ icon (e) allows the Non-Agency Provider to abandon the individual visit.
An abandoned visit appears in Sandata EVV as an incomplete visit and must be verified in

1. Log backinto SMC.
2. Tap RESUME GROUP VISIT.

= 3

GROUP VISIT IN PROGRESS

Monday, March 4, 2018
GROUP VISIT: 000050

ABANDON GROUP RESUME GROUP
VISIT VISIT

CLIENTS SEARCH CLIENT

Enter Client Identifier

SEARCH CLIENT

Completing all visits within a Group Visit Together
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3. Tap COMPLETE GROUP VISIT.

GROUP VISIT: 000050

Joe Smith

Service: S5125 ° °

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, all of the Non-Agency Provider’s visits within the group have
the same visit end-time.

Abandoning a Group Visit

1. Log backinto SMC.
2. Tap ABANDON GROUP VISIT.
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GROUP VISIT IN PROGRESS

Tuesday, February 26, 2019
GROUP VISIT: 000019

ABANDON GROUP RESUME GROUP
VISIT VISIT

CLIENTS SEARCH CLIENT

Enter Client Identifier

SEARCH CLIENT

Don't havee 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 Non-Agency Provider’s visits within the group
appear in Sandata EVV as an incomplete visit and must be verified in Visit Maintenance.
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Telephonic Visit Verification

Group Visit Call Reference Guide Sample

€y Sandata

Call Reference Guide:
«COMPANY_NAME»

Agency Account Number: STXACCOUNT»

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»

Calling In: When arriving at the client's home, make sure you have the following information:
*  YourSantrax ID.
e Your Client(s) ID.
e Group visit code if available.
2 1Y 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.

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

2. @7 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.”

3. @7 Press (1) to confirm your Santrax ID or press (2) to retry.

Q\ Santrax will say: “Is this a group visit? Press (1) for Yes or (2) for No.”

4. @’ Press (1) for group visit.

) 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. @ Press (3) to join an existing group visit.
visit.

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

(GROUP CODE).”

M)

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).”

5 “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: “Please select (1) to call in or (2) to call out.”

@’ Press the (1) key to “Call In”.
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Calling Instructions STX«ACCOUNT»

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

9. @ Press the numbers of the client’s ID.
@ Santrax will say: “Please enter second client ID or hang up if done.”

10. Repeat step 9 for each additional client beyond the first.
r

Lo
v Hang up if done.

Calling Instructions STX«ACCOUNT»

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

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,
‘ (3) to join a group visit, or (4) to exit group visit menu.”
12. @ Press (2) to continue your group visit.

‘\) Santrax will say: “Please enter the group visit code.”

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

Santrax will say: “You will continue 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 if you would like

to end this call.”

NOTE: If you made a mistake and need to discard all data you have previously entered for

all visits in this group, press (4) to abandon the whole group visit.

14. @7 Press the (2) key to complete the visit for a client.

‘\3 Santrax will say: “Please select (1) to call in or (2) to call out.”

15. @ Press the (2) key to “Call Out”.

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

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

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

17.

18.

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

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

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

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

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

20.

24.

25.

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.

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

OR

@) Press '2' if the client is unable to participate.
If the client is unable to participate, skip to step €B).

[)
. ’0 Hand the phone to the client and the client will be asked to state their name and today's

date.

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

b')) The client should say their first and last name and today's date.

%) 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.”
@ The client should press the appropriate option.

Q) Santrax will say: “The service performed was (SERVICE). Press (1) to confirm, (2) to

deny, (3) to replay.”
@ The client should press the appropriate option.
") Santrax will say: “Please enter second client ID or hang up if done.”

Repeat steps @thru €@) for each additional client beyond the first.
Oor

L)
v Hang 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.”

2 Press the numbers of the Santrax ID (this is system generated).

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 the Santrax ID for the Non-Agency Provider,
Santrax will say: “You have entered an invalid Santrax ID, please try again.”

Press 1 for Yes.

3
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.”

2 Press the numbers of the Santrax ID (this is system generated).

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 the Santrax ID for the Non-Agency Provider,
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.

9/10/2020 Non Agency Provider Participant Guide Page 162 of 171



TECHNOLOGIES

5 Sandata

Group Visits

9/10/2020 Non Agency Provider Participant Guide Page 163 of 171



6

Sandata

TECHNOLOGIES

Group Visits

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 9 — 11 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 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
CLAIMS 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
TestingQA‘[ 23 GENERATE GROUP VISIT CODE

Editing a Code

If a visit is linked to an incorrect group visit or was supposed to be part of an existing group
visit, a user can edit the existing code in the GROUP VISIT CODE field on the General screen of
the Visit Details.

m 10010 OHIO QA Template Agency 1
m PAYER PROGRAM SERVICE GROUP VISIT CODE
HISTORY ODM QOHC OHCW HCA (551 + 000184
CLIENT VERIFIED TIME CLIENT VERIFIED SERVICE CLIENT SIGNATURE
Yes Yes Yes ™Mo
VISITSOURCE SCHEDULEID
TestingQA123
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If the code entered is not a valid group visit code, an invalid group visit code message displays.

Create Call

o Invalid Group Visit Code.

The Create Call feature allows the user to create a call in Sandata EVV for instances when a visit
occurred but the Non-Agency Provider did not call-in or call-out.

1. Click CREATE CALL on the Visit Maintenance screen.

Select a Visit

DATE SELECT MM/DD/YYYY

08/14/2017

Visit Maintenance Visit Maintenance ' Manage Visits

g to 08/16/2017 =

Q  Account: 10060 - aso@sandata.com v

CLIENT EMPLOYEE

Enter Client Enter Employee

® LOGOUuT

CREATE CALL

2. Search for and select a client.

Select Client
CLIENT FIRST NAME

Enter Client First Name

SUPERVISOR

All

LAST ACTIVE DATE

=]

CLIENT LAST NAME

Enter Client Last Name

CATEGORY
Select Category
PAYER

Select Payer

Client ID

+= Client Name =+ Supervisor = Select
13895412 Callaghan. Alexandra
23632316 Chapman, Arnold E
1598878 Feld, Frank e

3. Click Next.

9/10/2020
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4. Enter the date, time and service details.

Create New Call

1. Find Client 2. Set Date and Time

Set Date and Time

DATE * MM/DD/YYYY.

TIME * HH:MM AM/PM

04/09/2019 01:00PM
TIME ZONE SERVICE
US/Eastern

SPHH Aide (GO156) |

GENERATE GROUP VISIT CODE

PREVIQUS FINISH CANCEL

If creating a group visit call, click the GENERATE GROUP VISIT CODE button to obtain a
group visit number.

Create New Call

5.

1. Find Client 2. Set Date and Time

Set Date and Time
DATE * MM/DD/YYYY

TIME * HH:MM AM/PM

04/09/2019 i) 01:00 PM
TIME ZONE SERVICE
US/Eastern

SPHH Aide (GO156) ‘

GENERATE GROUP VISIT CODE

PREVIOUS FINISH CANCEL

1. Find Client 2. Set Date and Time

Set Date and Time
DATE * MM/DD/YYYY

TIME * HH:MM AM/PM
04/10/2019

] Enter Time

TIME ZONE

SERVICE
US/Eastern

Select Service

GROUP VISIT CODE: 620358

PREVIOUS FINISH CANCEL

6. Click FINISH.

FINISH CANCEL
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Glossary

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.

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.

Client/Individual A person who receives services through the Medicaid program.

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.

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.

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

MCO Managed Care Organization.
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MITS Medicaid Information Technology System — Ohio’s claims adjudication
system, which is managed and operated by DXC Technology.

NAP Non-Agency Provider. An individual worker providing care to clients.

ODA Ohio Department of Aging.

ODM Ohio Department of Medicaid.

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

OHCW Ohio Home Care Waiver.

PDN Private Duty Nursing.

Privilege A single permission.

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.

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

S

Sandata EVV Sandata’s Electronic Visit Verification system.

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

Sandata Mobile Connect Sandata’s Mobile Visit Verification application.

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.
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U

User A person with a unique login and password to Sandata EVV

Username The user’s email address.

Vv

Visit A "visit" is the electronic service provided during an in-person encounter to a
client in a home and community-based setting.

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

Next Steps

Recommended Non-Agency Checklist for Next Steps

0 Register in eTRAC with your Provider Medicaid ID#
o https://etraconline.net/login.
o 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)
o Review Call Reference Guides for TVV and write down your Santrax ID and Client ID for
individual(s)
[l Loginto EVV
o Input Clients/Individuals
= Order Devices for Individuals
= Select payers, programs and services
[J  Familiarize yourself with Sandata Mobile Connect
o Ensure that you received an email after training completion with temporary password to Sandata
Mobile Connect

Important Resources

o EVV Provider Hotline number 855-805-3505
EVV Provider Hotline email ODMCustomerCareEmail@sandata.com
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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