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Document Scope

This document details the functionality of the Sandata Electronic Visit Verification (EVV) application.
Sandata EVV is a web-based application accessed via a supported web browser (Google Chrome,
Microsoft Edge, and Mozilla Firefox). Sandata EVV allows users to perform paperless capture, review
and optional approval of visits as well as client and employee maintenance. The system can also
receive client/employee information from an interface used by a payer, agency management system
or fiscal agent. Client and employee data can also be manually entered into the Sandata EVV.

The different sections of Sandata EVV are shown on the left hand navigation panel. This panel dis-
plays all available sections of the system (e.g Reports, Security, etc). Access to the different sections of
Sandata EVV is determined by the roles and/or security permissions assigned to each user.

Note:
‘ Based on account configuration and user permissions, some sections of the applic-
ation may not be available.

Browser Requirements

Sandata supports the current and prior major releases of Microsoft Edge, Mozilla Firefox, and Google
Chrome on a rolling basis. This policy to support modern browsers allows Sandata to take advantage
of the most recent efficiencies in web browsers to maximize user experience and also ensure San-
data’s solutions are running on the most recent security and performance updates. If the browser
being used to access the system is no longer supported, a message displays on the Sandata EVV login
screen reading “Sandata EVV no longer supports this browser”.

Note:
‘ Sandata EVV does not currently support the Apple Safari browser.

12/18/2023 Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved
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System Security
Sandata EVV has many system security features, including:

1. Automatic Logout - Users are automatically logged out of the system after a period of inactivity.
When users remain idle for 15 minutes (default value) a warning message displays. For access-
ibility reasons, users have 2 additional minutes to respond to the prompt and extend the session.

2. Password Rules - Sandata EVV has several rules to ensure passwords are secure. Passwords
must:

A. Include an upper and lowercase character.

B. Include at least one special characters (For example: !@#$&).

C. Not include any part of the username.

D. Not include more than two consecutive characters from the user’s full name.
E. Not include more than two consecutive characters from the account’s name.
F. Be at least twelve characters in length.

3. Automatic Password Expiration - Passwords expire after a configurable number of days. Begin-
ning 10 days before password expiration, after logging in, users are redirected to the Change Pass-
word screen, where they can change their password or skip the password change process and
continue into the application. This occurs each day until the password is updated. If a user logs in
with an expired password, the Change Password screen displays and the password must be
updated before the user can log into the system

4. Multi-Factor Authentication - When enabled, users must provide an additional passcode from
their mobile device or email as part of the log-in process.

Note:
For security purposes, the password rules may increase over time.

Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved 12/18/2023
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ADA Support

Sandata EVV is designed to be compliant with the Americans with Disabilities Act (ADA). Sandata
EVV is Job Access with Speech (JAWS) Reader compliant, meaning sections of the screen are read
aloud for users who cannot see the screen. The color scheme and contrast ratio is designed to be
accessible for users with color blindness or low vision. Each screen of the application is designed to be
dynamic, so that if a user increases the size of the screen, fields shift automatically to accommodate
the change. For users who cannot operate a mouse the system can be navigated using only a key-
board.

Keyboard Only Navigation

Use these instructions to navigate Sandata EVV with only a keyboard.

e Press <Tab> to move through the system. When using <Tab> to navigate through the options,
the links indicated below display individually. Press <Enter> when one of these links is selected to
jump to the indicated section of the screen.

Ekip narigation snd go bo Main Contend

= | B LOGOUT

e e ()

F rixed vish verification ™

8 Plan of Care

Highlighted ADA Functions

Navigate Modules
For accessibility, the Navigate Modules field allows users to move to the various screens of the applic-
ation without using the Navigation Menu.
e Type the name of a screen into the Navigate Modules field to jump to that screen. A link to the
screen displays below the field. Click the link to navigate directly to the page.
Note:

The Navigate Modules field requires users enter the name of the section they'd like
to jump to exactly as it appears in the menu. For example, to jump directly to the
Dashboard, users must enter “Dashboard” into the Navigate Modules field.

12/18/2023 Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved
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Sandata

EVV

|Navigate Modules

22 Dashboard

£ Visit Maintenance

lml Reports

Data Entry

@, Security

Online Manual

Navigate Modules Field

Automatic Log-Out Extension

For system security, users are automatically logged out of the system after a period of inactivity.
When users remain idle for 15 minutes (default value) a warning message displays. For accessibility
reasons, users have 2 additional minutes to respond to the prompt and extend the session. If users do
not click the CLICK TO EXTEND SESSION. button, they are automatically logged out of the applic-
ation.

Info
o Your session is expiring.

CLICK TO EXTEND SESSION.

Session Expiring Warning

Log In Screen

Logging In to Sandata EVV

Users must log in using the following URL (https://evv.sandata.com). Users with multiple accounts
only need to log into the system one time and can switch between associated accounts (as well as
Aggregator accounts) using a drop-down menu in the application. On the login screen (displayed
below) enter the credentials provided by the administrator and click LOGIN to access to the system:

Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved 12/18/2023
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o AGENCY -Enter the agency’s Sandata assigned account number in this field. Account numbers
are typically between 4 to 10 characters long and must be preceded by “STX” when logging into
the application. Example: STX#### (#### = account number).

e USERNAME - The username is the email address used when creating a system user (username is
not case sensitive). Users must have access to emails sent to this email address, as the emails con-
taining temporary passwords are sent there.

e PASSWORD - Must be at least twelve characters long, have at least one upper case, one lower
case letter, one numeric character and one special character (@#$%") (Password are case sens-

@

itive). By default, the characters entered in this field are masked. Click the eye icon ( ) to
unmask the characters in this field.

e REMEMBER ME - Select this checkbox to save the last AGENCY and USERNAME entered. This
information is only saved to the computer and web browser the user clicked the REMEMBER ME

checkbox on.

Sandala

Get more right from the start

Enter Username ‘

1 =
m W [
2 |d|5 &

v — ¢

SSWORD *

‘ Enter Password Red ‘

FORGOT PASSWORD?

(]

Privacy Policy

® 2022 Sandata Technologies, LLC

Login Screen
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Note:
When using a browser that is no longer supported, a message reading “Sandata EVV
no longer supports this browser” displays at the top of the login screen. If cookies are

not enabled for the web browser, a message reading “Cookies Required Cookies are
not enabled on your browser. Please enable cookies in your browser to continue”.

12/18/2023
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Resetting Password
Sandata EVV allows users to request a temporary password if necessary. After logging in using the
temporary password, users are prompted to create a new permanent password. Passwords can only
be reset once every 24 hours.
¢ Forgot Password? - Click on the Forget Password button and follow the prompts to send a reset
password email to the email address used to log in.

Sandala

Get more right from the start

* indicates required field

AGENCY

‘ STX

USERNAME *

‘ Enter Username

PASSWORD *

Enter Password @ ‘
D REMEMEER ME
FORGOT PASSWORD?
Privacy Policy

© 2022 Sandata Technologies, LLC

Sandata EVV Log In Screen - Forgot Password
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Page 26 of 314



Resetting Password Sdndoio

et more right from the start

Sandatla
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* indicates required field

EMAIL ADDRESS *

Enter Email Address ‘

RESET PASSWORD

Back to Login

© 2022 Sandata Technologies, LLC

Reset Password
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Common

Functionality

Common Functionality

This section describes common functions within Sandata EVV.

& Scheduling

W mahorization
4, Security
O Fived Viskt Verification

B Plan of Care

SAVE SETTINGS RESET
=

B Omadrast Mevsgng

B Online Manuasl

=]

WA

Sl

o wim Tul WD Teu Pl dAT

Bl L

ELIE I T

i 1
o
wowoowr

HoB B M

(o]

Manage Visits Screen

Name
Navigation Path

Description
Indicates which screen is displayed.

Account: 21

Enter agency A

[

® LOGOUT

Account and User
Display

Log Out Button

Displays the account number of the
account the user is currently in and the
username of the user logged into the
application.

Click the drop-down arrow to display a
list of accounts the current user has
access to. Users can switch to any
account they have access to.

Click this button to log out of the
application. After logging out, users are
returned to the login screen.

12/18/2023
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Item Name Description
|: ALUGUST 2047 Click the calendar icon to display a cal-
¢ TOOAY 3 B endar with selectable dates. Use the
e T mn e single arrows to move the date for-

R Calendar Icon ward or back a month and double
oW oW oW oW oW arrows to move the date forward or
no@ B M ﬂ n oW back a year. Users can also type dates
I I in fields with the calendar icon.

= Click this icon, located in drop-down

' Show List Icon fields, to display a list of options asso-
ciated with the field.

Click this button to save selected
Save Settings But- search fields. This button is visible
ton when using the advanced filter set-
tings.
Click this button to clear any saved
search settings. This button is visible

SAVE SETTINGS

Reset Button when using the advanced filter set-
tings.
Show/Hide C}|ICk thls link t.o show.or hide adc.ll-
. tional filters. Hidden filters are still
Advanced Filter ) . .
. applied to search results if a value is
Options

entered in the field.
Search Button Click this button to execute a search.
Click the button to view all current res-

ults, limited based on the selected fil-
ters in an excel or CSV format. This

L Export ) .

P functionality allows the export of all
authorization data, which can be used
in place of many authorization reports.
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Item Name Description

Use these buttons to navigate the
pages of a results list. The double
arrows jump to the first/last page.

<[ 1]|2|3]|a]|s > P L' t- ) )
‘ ‘ i Single arrows jump to the pre-
vious/next page. Click a number to nav-
igate to the page.
Clear Button Clear all data entered in search fields.
Use this drop-down to select the num-

e Number of Items i
L ber of records displayed on each page

EE R of the results list.

Displays a summary of the number of
records available in the results list.
Click a column header displaying this
icon to sort the results in ascend-
ing/descending order based on that
column's content.

Opens an individual record with its
fields in an editable state.

Results Summary

L1

List Sorting Icon

Edit Button

Additional Buttons and Icons
The following buttons are frequently displayed throughout the Sandata system:

Button ‘ Function ‘ Description

Add Button Click this button to add another item to a list.
Cancel Button Click this button to cancel an operation and
close the screen.
= Check Box Select a checkbox to enable a feature, deselect
a checkbox to disable it.
Click this icon to select a time. Use each field’s
up or down arrow to increase or decrease the
. Time Field value and switch between AM or PM. Users can
also enter times in these fields (Format: hh:mm
AM/PM).
12/18/2023 Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved
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Button Function Description
Click this icon to move an item to “Inactive”
status.
Note: It is best practice to only delete records
Delete Button when the Reactivate ( 2 ) functionality is avail-
able.

WARNING: Once moved to an inactive state,
not all items can be reactivated. Items that can-
not be reactivated are permanently deleted.

[ Finn | Finish Button Click this button to complete a task.
Employee ID Employee Name Select
’ : =] Radio Button Use radio buttons to select an item from a list.
[ vermesunow | Refresh Button Click this button to refresh the related fields.
_ _ Click this button to save the information that
Save Button has been entered. Modifications are not saved

unless the user clicks Save.
Click this icon to unmask masked characters
entered in certain fields.

Reactivate Icon Click this icon to reactivate the related record.

Show Information Icon

Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved 12/18/2023
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Confirmation and Error Messages

Confirmation and error messages are displayed at the top center of the screen when records are
saved/updated.

m SANTRAX D FRIMARY PHONE NUMBER DISCIPLINE
235895 (518) 484-4400 Mone
CLIENT
ADDRESS LINE 1 ADDRESS LINE 2 Iy STATE
EMPLOYEE 354 Place St None Forast City 1A
AUTHORIZATIONS ZIP CODE TERMINATION DATE
50436-0000 None
EMPLOYEE
SPEAKER PROVIDER ID
VERIFICATION None
2 ohed] Find Employee
m LAST MAME FIRST MNAME EMPLOYEE ID # DISCIPLINE
| Last Mame ‘ First Name ‘ ‘ Employee D # | Select Discipline *
TASKS
INCLUDE INACTIVE EMPLOYEE
EXCEPTIONS D Q

HISTORY

CANCEL

Confirmation Message

Error Message
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Assignment Buttons

These buttons display whenever a screen has settings that require moving items between Available
and Assigned fields, for example when assigning user roles. Single or multiple items can be added or
removed.

Button \ Function ‘ Description
> ‘ Add All Moves all items from the Available field to the Assigned fields.

Moves single or multiple items from the Available field to the
Assigned field. Click on multiple items to add them together, if
necessary.
F‘ Add Item e To select consecutive items, press and hold <Shift> and
- then select the first and last schedule.
e To select multiple items not listed consecutively, press and
hold <Ctrl> and then select the desired schedules.

Moves single or multiple items from the Assigned field to the
Remove Item(s) Available field. Click on multiple items to add them together, if
necessary.
‘ K Remove All Moves all items from the Assigned field to the Available field.

Dashboard

The Sandata EVV Dashboard displays visit information for the current day using a series of tiles which
are updated in near-real time. On this screen, users can view the number of visits with certain excep-
tion types to quickly identify which exceptions need attention.

With these tiles, users can easily view and manage certain exception types without the need to search
for and filter results on the Visit Maintenance screen. For example, the No Shows tile allows for the
monitoring of no shows throughout the day, allowing action to be taken to ensure visits are occurring
as scheduled.

Over time, more tiles may be added to this screen. Certain tiles (example: No Show, Unscheduled Vis-
its) are tied to specific functionality and are only included on the Dashboard if that functionality is
enabled.

Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved 12/18/2023
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Dashboard Filter Options

] Dashboard

* | @ LOGOUT

e . 9

Mo Shows e Unknown Clients e Unknown Employees @ Unscheduled Visits e
Client Name :  Employes Name # Date Start Time

Dashboard Filter Options

Dashboard Screen

# Filter Description
Use this field to set the refresh rate. The refresh rate can be
set to anywhere between 2 and 30 minutes by entering the

1 REFRESH EVERY desired value in the Refresh Every field. The default is 5
minutes. Information displayed on the dashboard is updated
based on the last time the data was refreshed.
When configured, this field allows the user to view the dash-

2 SUPERVISORS board information for clients associated with the selected
supervisor.

3 REFRESH NOW Click this button to update the data displayed.

Alert Tiles

The number displayed for each alert is the total number of visits flagged with the related exception
for the current day. Each tile represents an exception type and the number within the tile indicates

the number of visits flagged with that exception. Visits with more than one exception can be counted

on multiple tiles. Clicking on the title brings the user to the Visit Maintenance screen and

12/18/2023
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automatically sets the filters to display only visits flagged with the selected exception. Click the num-
ber within the tile to view a list of visits flagged with that exception, sorted by date and time, with the
most recent visit appearing at the top of the list.

# ‘ Filter ‘ Description

4 No Shows This indicates there are visits in the system that were not
started at the scheduled start time.

This tile indicates the number of visits that do not have a cli-

> Unknown Clients ent associated with them.
This indicates the number of visits that do not have an

6 Unknown Employees . .
employee associated with them.

2 Unscheduled Visits Indicates there.are VIS!tS in the system that do not have a
schedule associated with them.

8 Exception Details Displays a list of all visits flagged in the selected exception.
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Data Entry
The Data Entry section allows users to manually enter client/employee data when it is not provided
by an interface. This section details how to use the data entry module to manually input and maintain
both clients and employees. If clients are provided by a payer feed, based on program rules, users can
use this section to enter certain data (For example: alternate addresses and phone numbers). Depend-
ing on program rules, some fields may not be available to edit.

Clients Screen
Use the Clients screen to search for clients. The various fields and filters allow users to limit the res-

ults to find specific clients. From this screen users can also create a new client or view and edit an
existing client.

CREATE CLIENT

LAl
Eal
s
LAl
Ea
s
Al
Ll
E
Al

Filters and Buttons on the Clients Screen
Filters and Buttons on the Clients Screen

Field ‘ Description
Click this button to create new client profile with associated
demographic information.
CLIENT LAST NAME Use this field to search for clients based on last name.
CLIENT FIRST NAME Use this field to search for clients based on first name.
Use this field to search for a single client based on the
assigned client's ID.
NOTE: Client ID is always numeric and may be provided by
a third party or assigned by Sandata.
Use this field to search for a single client based on the cli-
ent's Medicaid ID.

CREATE CLIENT

CLIENT ID

CLIENT MEDICAID ID

12/18/2023 Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved
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Field ‘ Description
STATUS Use this field to limit the results to only those clients with
the selected status. The default value in this field is "Active."
RESULTS LIST Displays a list of clients that match the selected search cri-

teria.
Searching for a Client

1. Navigate to the Clients screen. (Data Entry > Clients)
2. Enter the search criteria.
3. Click SEARCH.

Note:
‘ Searching with no criteria selected displays a complete list of clients.

© [ cuari cuonr |

O SEARCH m
8

ra

ra

£

ra

rl

£

sl

ra

ra

:
Clients Screen
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Create Client Screen
The Create Client screen allows users to enter and save client information. If the client is provided by

a payer feed, based on program rules, users can enter alternated addresses and/or phone numbers for
the client. Clients are checked for uniqueness based on configuration (For example, a unique client
profile may be determined by the Medicaid ID or Social Security Number).

T & LOGOUT

a Entry ¢ Create Clnt

# GO BACK

FROM DATE

uuuuuuuuuuuuuuuu

Create Client Screen
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Basic Section Fields and Buttons

REQUEST MOBILE DEVICE

Field
TIME ZONE
SUPERVISOR

SOCIAL SECURITY #

PAYER

NEWBORN

MIDDLE INITIAL
MEDICAID ID
LAST NAME

LANGUAGE PREFERENCE

GENDER
FIRST NAME

CLIENT OTHER ID

Basic Section

Description
Select the client's time zone.
Select and assign the client's supervisor.
Enter the client's Social Security Number. Program rules
determine whether a full or partial Social Security Number
must be entered in this field.
Select the client's payer. All options in this drop-down are
set up with an effective date range. Options not in effect as
of the visit date are not included in this list. For accounts
configured to use multiple payers, this field is replaced by
the Client Payer section.

Select this checkbox to indicate the client is a newborn and
does not have a Medicaid ID. Selecting this checkbox dis-
ables entry into the Medicaid ID field, it must be deselected
to enter a Medicaid ID.

Enter the client's middle initial.

Enter the client's Medicaid ID.

Enter the client's last name.

Select the client's preferred language. Language selection
options are based on configuration.

Select the client's gender.

Enter the client's first name.

Use this field to note ID numbers used in previous systems
or cross-reference IDs used in current applications.
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Field Description

A manually entered or automatically assigned numeric iden-

tifier, depending on configuration. When manually entering
CLIENT ID aclient ID, it is best practice to use a value of at least six
digits. The length of the client ID should be consistent for a
given account (For example: all client IDs in Account A are 6
digits in length).
Enter an alternate Medicaid ID. This value can be used for
claims validation if a client's Medicaid ID changes.

Emergency Contact Section Fields and Buttons

ALTERNATE MEDICAID ID

Please note: You can only have one Emergency Contact

Other

Select Phone Type

Enter City Select State

Emergency Contact

Field Description

STATE Select the state from the emergency contact's address.

PHONE TYPE Select the category that describes the phone number.

RELATIONSHIP TO CLIENT Select the category that describes the contact's connection
to the client.

ZIP CODE Enter the zip from the emergency contact's address.

PHONE NUMBER Enter the emergency contact's phone number.

LAST NAME Enter the emergency contact's last name.

FIRST NAME Enter the emergency contact's first name.

EMAIL ADDRESS

Enter the emergency contact's email address. This is
required if the member portal is in use and the emergency
contact is the designee for member portal use.

12/18/2023
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Field Description

ADDRESS LINE 2 Enter the emergency contact's apartment/suite number, if

applicable.
ADDRESS LINE 1 Enter the emergency contact's address.
CITY Enter the city from the emergency contact's address.
STATE Select the state from the emergency contact’s address.
ZIP CODE Enter the zip from the emergency contact’s address.

Client Payer Section Fields and Buttons

When an account is configured to use multiple payers and a payer authorization is not provided, this
information may be required to associate the client with the appropriate payers, programs and ser-
vices.

History

FROM DATE TO DATE CLIENT PAYER ID PAYER PROGRAM SERVICE ACTIONS

10202 P4l

Client Payer section

Field/Button/Column Description

ADD NEW Click this button to add a new payer.
FROM DATE Displays the start date of the payer.
TO DATE Displays the date the payer/program/service ends.
CLIENT PAYER ID Displays the client payer ID.
Displays the payer's name. All options in this drop-down are
PAYER set up with an effective date range. Options not in effect as

of the visit date are not included in this list.

Displays the program. All options in this drop-down are set
PROGRAM up with an effective date range. Options not in effect as of

the visit date are not included in this list.

Displays the service (code). All options in this drop-down are
SERVICE set up with an effective date range. Options not in effect as
of the visit date are not included in this list.
Click this button to edit an existing payer, program and ser-

ACTIONS: EDIT PAYER (2) vice combination
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Field/Button/Column Description

Click this button to copy an existing payer, program and ser-
ACTIONS: COPY PAYER (& ) vice combination. At least one value must be updated before
the copied payer can be saved.

Primary Address Section Fields and Buttons

Use this section to enter all addresses for locations where the client may receive services. Any
address provided using a data feed is considered the client’s primary address. Latitude and longitude
coordinates are calculated for each address entered and are used to confirm call location. Latitude
and longitude authentication may take up to 2 hours. When calls are placed using mobile visit veri-
fication, all addresses entered and linked with a valid latitude and longitude are used for GPS val-
idation (GPS Validation ensures a valid address was entered and retrieves GPS coordinates for that
address). It is not always possible to determine latitude and longitude (For Example, P.O. Box
addresses).

View/add Additional Address

Primary Address section

Field/Button/Column Description

ADDRESS TYPE Select the category of this address (school, home etc).
ZIP CODE Enter the zip code from the client's primary address.
STATE Enter the state from the client's primary address.
ADDRESS LINE 1 Enter the client's primary address.
ADDRESS LINE 2 Enter the client's apartment/suite number, if applicable.
CITY Enter the city from the client's primary address.
Click this link to display a pop-up to enter/view a list of addi-
View/Add Additional Addresses tional addresses. An Address Type field identifies the vari-

ous addresses.
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Phone Number Section Fields and Buttons
Use this section to enter all phone numbers for locations where the client may receive services. Any
phone number provided using a data feed is considered the client’s primary address.

Client phones

PRIMARY FHONE TYPE FHOMNE NUMBER ACTIONS

Phone Number section

Field/Button/Column Description

Select this to indicate the main phone number. One phone
number must have this setting selected. When calls are

R placed using EVV, all phone numbers entered with are used
for validation.

PHONE TYPE Select the category that describes the phone number.

PHONE NUMBER Enter the client’s phone number (Format: (###) ###-##1##).

CLIENT PHONES Displays all phone numbers added to the client’s profile.

ACTIONS: DELETE () CIic.k this .icon to delete the client’s phone number from
their profile.
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Creating a New Client Profile

1. Click the CREATE CLIENT button to open the Create Client screen. (Data Entry > Clients >

Create Client)

Create Client

2. Enter all applicable information in the Basic section.

This section is used for all general identifying client information.

Required fields are indicated by an asterisk (*) and can change based on configuration. At a min-
imum all required fields must be filled in. When available, click ADD to insert the related fields
into the table.

Note:
To prevent duplicate client profiles, search to ensure there is not an existing profile

before creating a new client profile. Duplicate client entry is prevented based on the
Client ID and/or Medicaid ID.

Basic Section
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3. Use the Client Payer section to add a payer, program and service, if required.

This section is only available if the account is configured to display it. The Client Payer section
allows users to enter multiple payers, programs and services for a client. Use the CLIENT PAYER
ID field to create an identifier for that payer. This section allows users to define which services are
available for a client. Use the CLIENT PAYER ID field to create an identifier for that payer. This
section allows users to define which services are available for a client. START DATES and END
DATES for services/payers/programs are also set on this screen. When applying the ‘Invalid Ser-
vice’ exception, the system checks the parameters defined in this section of the application to
determine which visits should be flagged with the exception.

A. Click Add New to open the Add/Edit Payer screen.
B. Enter all applicable fields.
C. Click ADD.

Note:

‘ Use the Copy Payer ( g ) button to copy an existing payer. Click the button to open
the Add/Edit payer screen, pre-filled with identical information to the payer being
copied. Make any changes and add the payer.

— @

FROM DATE TO DATE CLIENT PAYER ID PAYER PROGRAM SERVICE ACTIONS

15,2027 032972022 _TDS5 CTCDS fﬁ

Client Payer Section
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Creating a New Client Profile

Add/Edit Payer

CLIENT MAME CLIENT ID # MEDICAID ID # SUPERVISOR

ohin, Testing Uiniknown S5555555555 Uniknoswn
Select Paye * Select Program * Select Service .
Enter Client Pay Selec 1 Date 1| Erved O =

CAMCEL DD
Add/Edit Payer
12/18/2023 Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved
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4. Enter/Select all applicable fields in the Primary Address section.
A. Click View/Add Additional Address.

B. Enter/Select all applicable fields in the View / Add Additional Addresses screen.
C. Click ADD and the additional address displays in the Additional Addresses (x) section.

D. Click CLOSE.

(7]
¥

viewlagdd additional Address 9

Primary Address Section

View / Add Additional Addresses *
CLIENT NAME CLIENT ID # MEDICAID ID # SUPERVISOR
John, Testing L nikmcnam 9 55555555555 Unknown
Select Address Type . Enit 25 Line 3 3
E C Select State v Enter Zip |
ADD
Additional Addresses (1)
PRIMARY ADDREESS TYPE ADDREESS LINE 1 ADDRESS LINE 2 CiTY STATE ZIF CODE ALTIONS
= 26 ar Park D Port BTN Y 11050-0000 P |
CLOSE @
View / Add Additional Addresses Section
Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved 12/18/2023
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5. Select a PHONE TYPE.
6. Enter a phone number.

7. Click ADD and the phone number displays in the Client phones section.
Phone numbers are used to determine which visits are flagged with certain exceptions (For
Example: Invalid Client, Unmatched Client ID, all exceptions related to phone numbers).

P

. Enter Bhone Number ADD

Client phones

FRIMARY FHOME TYPE FHOME NUMEBER ACTIONS

-
e 516) 484-440) [ ]

Phone Number

Note:
The first phone number added is set as the client’s primary phone number. If the cli-

ent has multiple phone numbers, select the radio button in the PRIMARY column to
set that number as primary.

[ ]
TE

If data is provided by a payer, the primary phone number is not editable and can only
be updated by the payer.
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8. Enter all applicable fields in the Emergency Contact section.
An emergency contact is the designated contact person and/or signer for the client. Emergency
contacts are also able to provide visit verification on both SMC and TVV visits. Emergency con-
tacts can also log into portal, in place of the client, in certain configurations such as consumer dir-

ected services.

9. Click SAVE.

Emergency Contact

PIE:{S,E Fc_t!:’:ﬁ‘i'ol.,l _can only have one Emergency Contact
Enter First Name _':"l-;—'.' Last Name
F—n; Email Address Select Phone Type
Enter Phone :I ":

_J;I'I-".i.-."-"-*'ﬂ.ll.:.'if."&E-S Line 1 _i;"—I;-"—.—’tIC-E;! ress Line 2

\ Enter City _'%-?Is-rrﬂ:;:te
':|:'.;' Zip Code

Emergency Contact Section

Save Button

10. Click OK on the Save Confirmation popup.
A notification of confirmation or error displays at the top of the screen. After creating a client, the
newly created client profile displays, allowing users to review the information and immediately

make updates.

Save Confirmation X

CAMCEL J Success

Client was successfully created.

Save Confirmation and Confirmation/Error Notification
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[ ]

Note:
After saving a client profile, the Edit Client screen displays. If configured, users can
now use the REQUEST MOBILE DEVICE button to requiest a mobile visit verification

device for the client.

[ ]

Note:
Use the CREATE CLIENT button at the top of the Edit Client screen to create clients

consecutively without returning to the Clients screen.

Modifying a Client Profile

Use the Edit Client screen to update a client profile. Addresses, phone numbers, contacts, designees
and payers can be updated on this screen. Depending on program rules, some fields may not be avail-
able for editing. Users can also request a mobile visit verification device, if allowed by program rules,

from this screen.

[ ]

Note:
Addresses must be valid for the system to verify the entered address against the loc-
ation the call was placed from. Addresses cannot be a PO Box.

1. Navigate to the Edit Client screen. (Data Entry > Clients)

2. Click the Edit icon (2 ) for the client or anywhere on the line item to open the client’s profile.

t Mame $ Saws 0 Adlons

Clients Screen
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3. Modify all applicable fields in the Basic, Primary Address, Client Payer, Phone Number and Emer-
gency Contact sections of the Edit Client screen.
Required fields are indicated by an asterisk (*) and vary based on configuration. At a minimum all

required fields must be filled in. When available, click ADD to insert the related fields into the
table.

A . [ L0GOUT
3 ty Rt Chent
" K

START DATE

Create Client Screen

Save Button

4. Click SAVE.

5. Click OK on the Save Confirmation popup.
A notification of confirmation or error displays at the top of the screen.

Save Confirmation X

CAMCEL .
| ./Snccﬁs

Qlient was successfully updated.

Save Confirmation and Confirmation/Error Notification

Requesting a Mobile or Fixed Visit Verification Device

If program rules allow and Sandata is providing mobile and/or fixed visit verification devices, users,
typically administrators, can click the REQUEST DEVICE button on the Edit Client screen and request
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a mobile or fixed visit verification device for the selected client. Follow the instructions below to
order a device.

1. Navigate to the Edit Client screen (Data Entry > Clients >Search for a open Client).

2. Click the REQUEST MOBILE DEVICE button.

Depending on the privileges assigned to the user, this button is used to request a
mobile device or an FVV device. If a user has both privileges assigned, they can select
either MVV or FVV device.

Request Device Button on Edit Client Screen
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3. Select either FVV DEVICE or MVV DEVICE.
4. Select an address to the ship the device to.

5. Enter any special shipping instructions, if necessary.
6. Click the COMPLETE DEVICE REQUEST button.

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

SELECT ADDRESS TYPE ADDRESS LINE 1 ADDRESS LIME 2 CITY COUNTY STATE ZIF CODE
e ® e ot L Port Washington 11050-0000

Special Shipping Instructions

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

F
"
m

m 6 COMPLETE DEVICE REQUEST

Select Shipping Information for Device Request

7. Click OK on the Request Mobile Device Confirmation pop-up.
The device request is submitted to the Sandata fulfillment center.

Request Device Confirmation X

CANCEL

Request Mobile Device Confirmation
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Employees Screen
Use the Employees screen to search for employees. The various fields and filters allow users to limit
the results to find specific employees.

Sandata = takntry  Imployess ALowE -. = | @ oG ouT
Ly
P —— [ comare swrvore |

B Dasibssard

‘Of Vinit Maintenance

LW
[l

Filters and Buttons on the Employees screen

Fields and Buttons on the Employees Screen

Field ‘ Description
STATUS Use this field to search for employees based on status.
EMPLOYEE LAST NAME Use this field to search for employees based on last name.
EMPLOYEE FIRST NAME Use this field to search for employees based on first name.

Use this field to search for employees based on a Social

SOCIAL SECURITY # .
Security Number.
EMPLOYEE ID Use this field to enter and search for a single employee’s ID.
CREATE EMPLOYEE Use this button to create a new employee.
RESULTS LIST Dl‘spléys a list of employees that match the selected search
criteria.
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Searching for an Employee

1. Navigate to the Employees screen. (Data Entry > Employees)
2. Enter the search criteria.
3. Click SEARCH.

Note:
‘ Searching with no criteria selected displays a complete list of employees.

Il
Al
s

Employee Screen

Create Employee Screen

The Create Employee screen allows users to add new employees to the system. Entering employee
information allows the system to associate visit information with the appropriate employee. Employee
data is used when determining which visits are flagged with certain employee related exceptions, such
as ‘Unknown Employee’.
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| @ LDGOUT
¢ Creste Empleyes

B Brossost Mesuging

8 Orine Masusl

[ <<t |
Fields and Buttons on the Create Employee Screen
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Fields and Buttons on the Create Employee Screen
This section describes the various fields and buttons on the Create Employee screen.

Basic Section Fields and Buttons

Basic Section

Basic Section Fields and Buttons

Field/Button/Column Description

FIRST NAME Enter the employee’s first name.
LAST NAME Enter the employee’s last name.
MIDDLE INITIAL Enter the employee’s middle initial.

EMPLOYEE ID Use this field to note ID numbers used in previf)us systems
or cross-reference IDs used in current applications.

Use this field to note ID numbers used in previous systems
or cross-reference IDs used in current applications.

Enter the employee’s Social Security Number. For accounts
configured to require less than 9 digits for this field, the
value is not validated for uniqueness against other employee
social security numbers.

Displays a manually entered or auto-populated numeric iden-
tifier. This number is used by field staff when calling in using
EVV'’s toll free numbers. When manually entering a Santrax
SANTRAX ID ID, it is best practice to use a value of at least six digits. The
length of the Santrax ID should be consistent for a given
account (For example: all Santrax IDs in Account A are 6
digits in length).

OTHER EMPLOYEE ID

SOCIAL SECURITY #
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Field/Button/Column ‘ Description

Enter the employee’s email address. This email address is
the username for field staff using a mobile application and as
the login for Sandata EVV, if the Employee Portal is in use.
Temporary passwords are sent to this email address for val-
idation. This field must be unique for each employee within
the agency

CONFIRM EMAIL ADDRESS Re-Enter the employee’s email address.

Primary Address Section Fields and Buttons

EMAIL ADDRESS

Primary Address Section

Field/Button/Column Description

ZIP CODE Enter the zip for the employee's address.

STATE Enter the state for the employee's address.

ADDRESS LINE 2 Enter the employee's apartment/suite number, if applicable.
ADDRESS LINE 1 Enter the employee's address.

CITY Enter the city for the employee's address.

Phone Number Section Fields and Buttons
This section is informational only. The phone number entered is not used during visit validation.

Phone Number Section

Field/Button/Column Description

PHONE NUMBER zz’;;')the employee’s phone number (Format: (###) ###-
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Employment Section Fields and Buttons
The fields in this section are optional unless required by agency or payer configuration.

Employment Section

FieldButton/Column Description

DEPARTMENT Use this field to note ID numbers used in pr“eV|-ous systems
or cross-reference IDs used in current applications.
DISCIPLINE Select the employee’s role.

Use this field to note ID numbers used in previous systems

EMPLOYEE CUSTOM ID . .
or cross-reference IDs used in current applications.

PAY RATE Enter the employee’s pay rate.

HIRE DATE '

(MM/DD/YYYY) Enter the employee's start date.

END DATE ' o

(MM/DD/YYYY) Enter the employee's termination date.
Select this checkbox when the employee is field staff that is
using a mobile application. This sends an email to the email

MOBILE USER address listed with a temporary password for the staff mem-

ber to log into the mobile application. Field staff can then
set up a permanent password and answer security ques-
tions.

Select this checkbox when the employee is field staff that is
using a mobile application. This sends an email to the email
address listed with a temporary password for the staff mem-
ber to log into the mobile application. Field staff can then
set up a permanent password and answer security ques-
tions.

RESET MOBILE USER PASSWORD

Creating a New Employee Profile

1. Navigate to the Create Employee screen. (Data Entry > Employees > Create Employee)
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CREATE EMPLOYEE

Create Employee Button

Note:

If social security number validation is not enabled, search to ensure there isn’t an

existing profile before creating a new client profile. This prevents duplicate employee
profiles.

2. Enter/Select all applicable fields.
Required fields are indicated by an asterisk (*) and vary based on configuration. At minimum all
required fields must be populated.

3. Click SAVE.
o Y PN
m CAMNCEL
Create Employee screen
Save Button
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4. Click OK on the Save Confirmation popup.
A notification of confirmation or error displays at the top of the screen. The Save Confirmation

pop-up includes a notice if the MOBILE USER checkbox is not selected.

| Save Confirmation X
| WANE B0 proci
| Success
CAMCEL OK « The employee was successfully
| saved.

Save Confirmation and Confirmation/Error Notification

Note:

Use the CREATE EMPLOYEE button at the top of the Edit Employee

screen to create clients consecutively without returning to the Employ-
ees screen.

Modifying an Employee Profile

1. Navigate to the Edit Employee screen. (Data Entry > Employees)

2. Click the Edit icon (2 )for the employee or anywhere on the line item.

0 ==
m CLEAR
g_,,' -
Fa
Employees Screen
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3. Modify the applicable fields.

Required fields are indicated by an asterisk (*) and will vary based on configuration. At a minimum
all required fields must be populated. When available, click ADD to insert the related fields into
the table.

nit taEntry Bt Imployes
[ | P

RESET MOBSLE USIR PASSWORD

Create Employees Screen

Save Button

4. Click SAVE.

Note:
‘ Use the CREATE EMPLOYEE button at the top of the Edit Employee screen to create
clients consecutively without returning to the Employees screen.

5. Click OK on the Save Confirmation popup.
A notification of confirmation or error displays at the top of the screen. The Save Confirmation
includes a notice if the MOBILE USER checkbox is not selected.

x

©

CAMCEL OK & The employee was successfully
saved.

save Confirmation

Success

Save Confirmation and Confirmation/Error Notification
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Visit Maintenance
The Visit Maintenance section is where all information related to visits is located. Access to the func-
tions in this section are controlled by User Roles and Privileges. Sandata EVV defines as visit as, at a
minimum, a schedule or single call. The maximum length of a visit in the Sandata system is 25 hours.
(24 hours with an extra hour to account for early or late calls). In this section, users can review
detailed information for all visits as well as update visits and correct any exceptions.

Manage Visits Screen
Use the Manage Visits screen to search for visits. The filters on this screen allow users to limit the
search results to include only visits matching the search criteria. This allows users to quickly find visits
that require attention. The default results shown on this screen only include visits with exceptions.

Sondogg

Q Navigate Modules

B2 Dashboard

& Clients

B Employees

) Schedulin;

@ Billing

& Reports

Data Entry

@, security

Visit Maintenance / Manage Visits

Leneragenyy -] @ Locour

Select a Visit CREATEVISIT [ CREATE CALL
oA MDY cue EupLOVEE
‘ 11/06/2020 [:=] | to | 11/06/2023 =] | ‘ Enter Client | ‘ Enter Employee ‘
4 PROGRAM = cate
‘ Select Payer . ‘ ‘ Select Program -| ‘ Select Service -| ‘ Select Category v‘
‘ select Visit Status v ‘ ‘ Enter Client Medicaid 1D | ‘ All Exceptions - |
Show advanced filter options v
Q SEARCH CLEAR

[T e

Showing 1 to 2 of 2 entries

ClientName ¢ Employee Name 3

Service % visitDate ¥ Callin  $ cCallout $ CallHours % Adjustedin

Adjusted Hours  VisitStatus ¢ DoNotBill  Approved  Actions

Kanlic, Aida Kanlic, Aida

Personal | Care/Day
.

02/11/2021 01:00 AM [ ] 01:00 AM

Incomplete O O 7/

Kanlic, Aida Kanlic, Aida

COMBO - PCS & SHC
L]

02/10/2021 01:00 AM [ ] 01:00 AM

Incomplete O O ’

AGENCY

CALLTYPE

CATEGORY

Visit Maintenance Screen

Description

Use this field to limit the result by a single agency.

Note: Users can only see agencies they are working with.
Use this multi-select field to limit the results to visits with
the selected special call type(s) (MVV and Manual).

Use this drop-down field to limit the results to a single cat-
egory. Categories may be available as a grouping for payers.
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Field Description

Use this field to limit the results by client name (format: last
name, first name) or client ID. When a partial value is
entered the report will display results that begin with the
entered value.
CLIENT MEDICAID ID Used to limit the results by the client’s Medicaid ID.
Use this field to manually create a call. Available based on
system configuration. For accounts without scheduling func-
tionality, to create a visit with a start date in the past, a
manual call must be created as the first call for the visit.
Use these fields to select the date range, all visits that
occurred within the selected date range display in the
search results. Searching by date or using the date range
always returns results based on the date the visit began.
Use this field to limit the results to the visits associated with
the employee’s department.
Use this field to limit the results by employee name (format:
EMPLOYEE last name, first name). When a partial value is entered the
report displays results that begin with the entered value.
Use this multi-select field to limit the results to visits with
the selected exceptions. The exceptions in this drop-down

CLIENT

CREATE CALL

DATE RANGE

DEPARTMENT

EXCEPTION TYPE are each set up with an effective date range. Exceptions not
in effect during the selected visit date are not included in
the drop down.

EXPORT E;(r[:;);ts the results in the results grid to a CSV or Excel

By default, this field is set to All Exceptions, which displays
all visits with exceptions. In order to include visits without
FILTER VISITS BY exceptions, select All Visits. Select Exception Type to limit
the results to only visits with the selected exception(s).
Example: Unknown Client visits.
Use this field to limit the results by the selected group visit
code. Group Visit Codes are a unique six digit code asso-
GROUP VISIT CODE ciated with Group Visit functionality and allows user to
search for all visits that are part of the same group. Group
Visit Codes are unique for the given start date.
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Field Description

PAYER

PROGRAM

RESET
RESULTS LIST

SAVE SETTINGS

Show/Hide Advanced Filter Options

Show/Hide Display Options

Use this drop-down field to limit the results to a single
payer. All options in this drop-down are set up with an effect-
ive date range. Options not in effect as of the visit date are
not included in this list.

Use this field to limit results by the selected program. All
options in this drop-down are set up with an effective date
range. Options not in effect as of the visit date are not
included in this list.

Clears saved filter settings.

This section displays a grid of visits that match the selected
search criteria.

Use this button to save selected search filters and results
list configuration, for the computer and browser used. Any
fields requiring a text entry are not saved. For example, Cli-
ent.

Displays additional fields, including the ability to save or
reset filter selections.

Use this link to display additional column options for the res-
ults list.

Use this field to limit the results by the selected service. All
options in this drop-down are set up with an effective date

SERVICE . . . .
range. Options not in effect as of the visit date are not
included in this list.

SUPERVISOR Use this field to I|m|.t the results to the visits associated with
the selected supervisor.
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Field Description

Use this drop-down field to limit the result by visit status.
e Scheduled - the visit has not yet occurred and has a
scheduled start date/time in the future.
¢ In Process - the visit is still in progress. Scheduled vis-
its are placed in this status if the scheduled start time
has passed or the system has received a call. Unsched-
uled visits are placed in this status if the system has
received a call-in, but not a call out and it is less than 24
hours since the call-in was received.
¢ Incomplete - the visit is missing required information.
Required information is based on configuration. Missing
information is indicated on the visit maintenance grid as
exceptions (red dots). To view an exception on the res-
ults list, the column with the wrong/missing information
must be enabled. All unresolved exceptions for the visit
VISIT STATUS are displayed on the Visit Details screen’s Exceptions
tab.
¢ Verified - the visit has no exceptions. A visit in this
status is ready to be billed and is eligible to be returned
for claims validation, if applicable.
e Approved - a visit is placed in this status to indicate
that the client or user manually approved the visit based
on Client Confirmation/Signature or by the user select-
ing the Approved checkbox on the results list or the Visit
Details screen.
¢ Processed - the visit was returned to the adjudication
system during claims validation.
e Omit - A visit record marked (by the provider) to be
ignored. These visits are not expected to be submitted
for billing or claims validation and do not require excep-
tions management.

12/18/2023 Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved
Page 66 of 314



Columns SOndOtO

Get more right from the start

Columns

By default, only certain information is shown on the Visit Review results list. The columns listed below

reflect all columns available using the Show/Hide Display Options link.

o

U EEEEEE

) o

"

j

AR E

o

] et 5t

Column Selection Screen

Column Description

ADJUSTED HOURS

This symbol is used throughout the results list and indicates
one or more exceptions for the related field. Click the sym-
bol to open the Visit Detail screen to the appropriate tab.
Hover over this field to show all currently applied excep-
tions related to this field. NOTE: If the column related to the
exception is hidden, users can only view that exception on
the Exception tab of the Visit Details screen. Red Exceptions
must be fixed. Orange Exceptions must be acknowledged.
This symbol is used throughout the results list and indicates
the client on this visit had an FVV device assigned to them
when the visit was started. The serial number of the device
is displayed on the Client tab of the Visit Details screen. This
information can be used to understand why the No Show
status may be applied to a visit, as calls from an FVV device
are generally logged by the system after the visit ends.
Displays the time elapsed between the adjusted in and out
times, in minutes, when applicable.

Displays the manually entered call in time, when provided.

ADJUSTED IN This field is always updated with the Adjusted Out field.
Displays the manually entered call out time, when provided.
AL This field is always updated with the Adjusted In Field.
APPROVED Displays a checkbox indicating whether or not the visit was
approved.
Displays the total bill time for the visit. This value is auto-
BILL HOURS matically calculated based on the call in/call out times, if
applicable. (Format HH:MM)
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Columns

Column Description

CALL HOURS

CALLIN
CALL OUT

CLAIM VERIFICATION STATUS

CLIENT ID

CLIENT MEDICAID ID
CLIENT NAME
CLIENT PRIMARY PHONE NUMBER

CLIENT VERIFIED

DO NOT BILL

EMPLOYEE CONTACT PHONE
NUMBER

EMPLOYEE ID

EMPLOYEE NAME

Displays the time elapsed between the call in and out in
minutes.

Displays the call in time (Format: AM/PM).

Displays the call out time (Format: AM/PM).

If the account/payer is configured for claims validation and
the visit was successfully returned to the claims adjudication
engine at least once, this displays a ‘Y’. Otherwise, it displays
an ‘N’

Displays the assigned ID. Hover over this item to view addi-
tional client information.

Displays the client’s Medicaid ID.

Displays the client’s name (format: last name, first name).
Displays the client’s primary phone number.

If the client has fully verified the visit including all con-
figured confirmations (time, service, signature), this will
show a ‘Y’. Otherwise, it will show an ‘N’.

Selecting this check box flags the visit as omitted. Visits with
this status are not be available for claims validation.

Displays the employee’s phone number.

Displays the employee’s ID. Hover over this item to view
additional employee information.

Displays the employee’s name (format: last name, first
name).

Displays an indicator that identifies whether or not a visit
was exported. Y’=the visit has been exported, ‘N’=the visit

EALOREY has not been exported. NOTE: This indicator does not dis-
play if the visit was exported via a data warehouse export.
Displays the first few characters of an entered memo on the

MEMO Visit Details screen to indicate there is a memo attached to
the visit. The full memo is displayed on the Memo tab of the
Visit Details screen.

PAYER Displays the payer associated with the visit.

PROGRAM Displays the program associated with the visit.

SANTRAX ID Displays the employee’s Santrax ID.
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Column
SCHEDULED HOURS
SCHEDULED TIME IN

Description
Display the total amount of scheduled hours for the visit.
Displays the scheduled start time of the visit.

SCHEDULED TIME OUT Displays the scheduled end time of the visit.
SERVICE Displays the service selected or scheduled for the visit.
SUPERVISOR Displays the client’s assigned supervisor.
Displays the number of tasks entered. Detailed task inform-
TASKS ation is displayed on the Tasks tab of the Visit Details
screen.
UNITS Displays the number of units for the visit.
VISIT DATE Displays the date the visit started.
VISIT LOCATION Currently Unavailable.

Searching for Visits

1. Navigate to the Manage Visits screen.
(Manage Visits)

2. Enter the search criteria.
3. Click SEARCH.
4. Click the Edit icon (Z) icon to view the Visit Detail screen.

Sqndqlb = Visit Maintenance / Manage Visits ‘ Enter agency " ® LOG oUuT
EVV e
Select a Visit CREATE VISIT CREATE CALL
Q Navigate Modules
.
82 Dashboard
% Clients =} | to | 11/06/2023 =] | ‘ Enter Client | ‘ Enter Employee
B Employees N e -
. ‘ ‘ Select Program v| ‘ Select Service v| ‘ Select Category v‘
4 Scheduling
‘ Select Visit Status v ‘ ‘ Enter Client Medicaid 1D | ‘ All Exceptions - |

@ Billing

|l Reports

Data Entry - Q SEARCH CLEAR
@, Security - [E—

Online Manual

EEEEE' Show Legend Showing 1 to 2 of 2 entries
clientName ¢ Employee Name & service 4 visitpate ¢ callin  $ callout # callHours # Adjustedin  AdjustedOut  Adjusted Hours  VisitStatus & DoNotBill  Approved  Actions
00—
Kanlic, Aida Kanlic, Aida Personal | Care/Day 02/11/2021 01:00 AM Y 01:00 AM Incomplete 0O O 7
. L L
Kanlic, Aida Kanlic, Aida COMBO-PCS&SHC /1012021 01:00 AM L[] 01:00 AM Incomplete M [ 7/
. L L

Visit Search Results
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Creating a Call
Use this functionality to create a manual call. When no calls or schedules exist, this functionality is
used to create a visit with a call in. For example, if the employee forgot to call in, the call in is created

with the CREATE CALL functionality and the call out is added using the CALL LOG section of the Visit
Details screen.

1. Navigate to the Create Call screen.
(Visit Maintenance > Create Call)

2. Enter the search criteria in the Select Client section.
3. Click SEARCH.

4. Select a client to add to the visit.

5. Click NEXT.

Create call # LOGOoUT

e\-m [ owen |

Create New Call - Select Client
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6. Enter the search criteria in the Select Employee section.
In certain circumstances, the employee is pre-filled and this screen is skipped.

7. Click SEARCH.

8. Select an employee to add to the visit.

9. Click NEXT.
TR "o
Q===
%’m o]
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10. Enter the FVV CALL IN reading, if applicable.
This field only displays if the client has a registered FVV device. FVV values are always 6 digits.

11. Enter the FVV Call OUT reading, if applicable.
This field only displays if the client has a registered FVV device. FVV Values are always 6 digits.

12. Enter the DATE.
13. Enter the TIME.

14. Select the TIME ZONE.
Time Zone should default based on the client’s configured time zone.

15. Select a LOCATION, if applicable.
This field only displays if the account is configured to a require a location when calling in for a visit.
The value is this field is Home or Community.

16. Select the SERVICE.

17. Click GENERATE GROUP VISIT CODE, if applicable.
This button only displays for accounts configured to use advanced Group Visit functionality.

Note:
The GENERATE GROUP VISIT CODE button is only used to create a new group visit
‘ code. For example, if a group visit was performed but not captured by the system,
users should use this functionality to create a group visit code and add this code to
each visit that was part of the group. Use the Visit Details screen to add a visit to an
existing group visit.

18. Click FINISH.
@—P GENERATE GROUP VISIT CODE
18
oo J
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19. Click OK on the Save Confirmation popup.

Save Confirmation

X

CAMNCEL g

v Call Created Successfully
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Visit Details Screen

Use the Visit Details screen to review detailed information about a visit as well as make any cor-
rections or updates to the visit. The screen is divided into multiple tabs, with each tab containing a dif-
ferent set of information about the visit. Some of the information displayed is for reference only and
cannot be changed. Users can only view the tabs for which they have the appropriate privileges, other
tabs are not shown.

Visit Details Screen - Header

This header appears at the top of every tab in the Visit Details screen. It contains basic client and
employee information associated with the visit.

Visit Details Visit Start Date: 03/16/2019 X

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

Visit Details - Header

Field Description

VISIT START DATE Displays the visit start date.

EMPLOYEE NAME Displays the employee's name.

EMPLOYEE ID # Displays the employee's ID number.

CLIENT NAME Displays the client's name.

MEDICAID ID Displays the client's Medicaid ID number.

CLIENT ID # Displays the client's ID number.
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Visit Details Screen - General
The General tab contains detailed information about the visit. This tab allows users to quickly review
visit information as well as update certain fields.

GEMERAL

GENERATE GROUP VISIT CODE

Visit Details - General

Field ‘ Description
Displays a manually entered visit start date, if one was

ADJUSTED IN DATE entered for the visit. Use this field to update the start date
of a visit, within limits, based on associated schedules and/or
calls.
Displays the manually entered call in time, when applicable.
If there is a call in, this value is prefilled to match the call in
time. The values in these fields are automatically populated
with the value from the call in/out fields. If either the Adjus-
ted In or Adjusted Out values are changed, the value in both
fields is saved.
Displays a manually entered end for a visit, if one was
entered.

Displays the manually entered call out time, when applic-
able. If there is a call out, this value is automatically pop-

ADJUSTED OUT HH:MM AM/PM ulated with the values from the Call In/Call Out fields. This
value is only saved if it is changed and if there is also an
adjusted in time.

ADJUSTED IN HH:MM AM/PM

ADJUSTED OUT DATE

AGENCY ID Displays the agency’s Sandata assigned ID.
AGENCY NAME Displays the agency’s name.
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Visit Details Screen - General

Field Description

BILL CODE
BILL HOURS
CALL HOURS

CALL OUT
CALLIN

CLIENT SIGNATURE

CLIENT VERIFIED SERVICE

CLIENT VERIFIED TIME

DO NOT BILL

GENERATE GROUP VISIT CODE

GROUP VISIT CODE

PAY HOURS
PAYER
PROGRAM

SERVICE

UNITS

VISIT END DATE
VISIT START DATE
VISIT STATUS

VISIT SOURCE

VISIT TIME ZONE

Displays the HCPCS code to be used for billing. This value
may be hidden if it is the same as the HCPCS code.

Displays the billable hours. Format (HH:MM).

Displays the time elapsed between the call in and out.
(Format HH:MM).

Displays the call out time for the visit.

Displays the call in time for the visit.

Displays whether or not the client has provided a digital or
voice signature. The © icon indicates a voice recording. The
™ icon indicates a signature. Click the icon to listen to the
recording or view the signature.

Displays whether or not the client has verified the service.
Displays whether or not the client has verified the visit start
and end times.

Selecting this check box flags the visit as omitted. Visits with
this status will not be submitted for claim validation.
Creates a new group visit code and associates the group
visit code with the visit.

Displays a group visit code, if this visit is part of a group
visit.

Displays the payable hours. Format (HH:MM).

Displays the payer for the visit.

Displays the program for the visit.

Displays the service for the visit. This may be the same as
the HCPCS code.

Displays the billing quantity for the visit, converted to units.
Units are defined based on how the service is billed.
Displays the visit end date.

Displays the visit start date.

Displays the status for the visit.

Displays the source of the visit. For visits captured by San-
data EVV the source is Sandata. For some programs using an
Alternate EVV system, the name of the alternate system is
displayed.

Displays the time zone for the visit.
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Adjusting Pay and Bill Hours

If a visit has missing and/or incorrect Pay or Bill hours, use the General tab of the Visit Details screen
to manually enter the corrected hours. In order to save a visit that has been modified, users may be
required enter a REASON CODE and RESOLUTION CODE. REASON CODE and RESOLUTION CODE
fields only display if the system is configured to support that functionality.

1. Navigate to the General section of the Visit Details screen. (Visit Maintenance > search for and
open the visit (4] ) > General)

2. Enter/Select any applicable adjusted fields (PAY HOURS, BILL HOURS).
Bill and pay hours automatically populate.

3. Select the REASON CODE.
4. Select the RESOLUTION CODE.

5. Enter a REASON NOTE, if applicable.
Use the REASON NOTE field to add additional information about the visit. Some REASON CODES

require a REASON NOTE.

6. Click SAVE.
A notification of conformation or error displays at the top of the screen.
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Adjusting Pay and Bill Hours

CALL LOG

QONRHRGGR:

HISTORY

SCHEDULE I SCHEDULE OUT SCHEDULE HOURS HH:MM AM/PM
MNone | None | None
VISIT FROM DATE WISIT TO DATE VISIT TIME ZONE VISIT STATUS
MNone 10/26/2022 America/Phoenix Incemplete
CALLIN CALL QUT CALL HOLIRS UNITS
None 10:51 AM Nane MNone
ADJUSTED IN DATE ADJUSTED IN HH:MM AM/PI ADJUISTED OUT DATE ADJUSTED OUT HH:MM AM/PM
MM/DDAYYY ® 10/26/2022 = 10:51 AM ©
AGEMCY ID AGEMCY MAME EILL HOURS PAY HOURS
Demo AMP Account 1 | | | |
PAYER PROGRAM SERVICE
Select Payer Select Pregram 7 ‘ Homemaker v
CLIENT VERIFIED TIME CLIENT VERIFIED SERVICE CLIENT SIGNATURE
Yes Mo Yes ™ ‘

VISIT S0URCE

SCHEDULE ID

SANDATA

D 00 MOT BILL

|: APPROVED

Success
v

Visit is successfully updated.

12/18/2023
Page 78 of 314

Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved




Adjusting Call Times and Dates SOf‘IdOiO

Get more right from the start

Adjusting Call Times and Dates

If a visit has missing and/or incorrect dates or call in/out times, use the General tab of the Visit
Details screen to manually enter the adjusted dates and/or times. In order to save a visit that has
been modified, users may be required enter a REASON CODE and RESOLUTION CODE. REASON
CODE and RESOLUTION CODE fields only display if the system is configured to support that func-
tionality.

1. Navigate to the General section of the Visit Details screen. (Visit Maintenance > search for and
open the visit (1) > General)

2. Enter/Select any applicable adjusted fields (ADJUSTED IN/OUT DATE, ADJUSTED IN/OUT
time).
Bill and pay hours automatically populate.

3. Select the REASON CODE.
4. Select the RESOLUTION CODE.

5. Enter a REASON NOTE, if applicable.
Use the REASON NOTE field to add additional information about the visit. Some REASON CODES

require a REASON NOTE.

6. Click SAVE.
A notification of conformation or error displays at the top of the screen.

GEMERAL

DunRgann:

GEMNERATE GROUP VISIT CODE

9 0. .0c¢

SAVE
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Success
v

Visit is successfully updated.
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Adding/Fixing an Incorrect or Missing Service

A service is the type of care provided to a client during a visit. Services are sourced from the author-
ization, the schedule or the visit. Services entered on the visit should match the service to be billed,
especially if EVV validation occurs during claims processing. This process is also used to resolve ser-
vice related exceptions (Example: missing service).

1. Navigate to the General section of the Visit Details screen. (Visit Maintenance > search for and
open a visit > (z1) > General)

2. Enter/Select the SERVICE.
3. Select the REASON CODE.
4. Select the RESOLUTION CODE.

5. Enter a REASON NOTE, if applicable.
Use the REASON NOTE field to add additional information about the visit. Some REASON CODES
require a REASON NOTE.

6. Click SAVE.
A notification of confirmation or error displays at the top of the screen.

GEMERAL

be Select Resolution C v SAVE
Success
J Visit is successfully updated.
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Creating a Group Visit Code

Group Visit functionality allows multiple employees to provide services for two or more individual cli-
ents. A group visit is defined as visits for two or more individual clients, linked by a shared group visit
code. A group visit code is a unique value assigned to each visit that occurred as part of the group
visit and links the visits together. Create a group visit code on the General tab of the Visit Details
screen. When the last individual client in the group’s visit is completed, the group visit ends. To create
a group visit code:

1. Navigate to the General section of the Visit Details screen. (Visit Maintenance > search for and
open a visit > (7]) > General)

2. Click GENERATE GROUP VISIT CODE to populate the GROUP VISIT CODE field with a new
group visit code.

GENERAL

Jo0a0aAaD:

CAMCEL
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3. Select the REASON CODE.
4. Select the RESOLUTION CODE.
5. Enter a REASON NOTE, if applicable.

The REASON NOTE field is used to enter additional information about the visit and may be
required based on the REASON CODE selected.

6. Click SAVE.

CLafart R I

SAYE

6
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Visit Details Screen - Client

The Client tab displays general information about the client who received services for the visit. Users
can quickly review details about the client without leaving the Visit Details screen. On this screen,
users can also add a client to a visit, if one was not already on the visit (Unknown Client) or correct a
client who was on the visit in error. The number displayed in the FVV field is the serial number of the
FVV device assigned to the client as of the visit date.

Client Contact Infarmaban

CLIENT

TASKS

EXCEPTIONS Emergency Contact Information

R

Visit Details - Client

Field Description

Client Contact Information Displays the contact information from the client’s profile.
Displays the emergency contact information from the cli-
Emergency Contact p y . gency
ent’s profile.
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Updating an Unknown Client

1. Navigate to the Client section of the Visit Details screen.
(Visit Maintenance > search for an open a visit (21 )> Client)

2. Enter all applicable search criteria in the Find Client section of the screen.
Select the INCLUDE INACTIVE CLIENTS checkbox to include clients with a status of ‘Inactive’ in
the search results.

3. Click the magnifying glass icon to search for a client.
4. Select a client.

5. Select the REASON CODE.

6. Select the RESOLUTION CODE.

7. Enter a REASON NOTE, if applicable.
Use the REASON NOTE field to add additional information about the visit. Some REASON CODES

require a REASON NOTE.

8. Click Save.
A notification of confirmation or error displays at the top of the screen.

&

E
®

CLIENT

Lt . Fargt ol . Prmary . Client Madsaid

Ack = L =
Fhrne Name Mame o & Phone @ 1]

Q0A0GaE

Calart Resalution ¢ » e Mote SAVE
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Success
v

Visit is successfully updated.

Visit Details Screen - Employee

The Employee tab displays general information about the employee who attended the visit. Users can
quickly review details about the employee without leaving the Visit Details screen. On this screen,
users can also add an employee to a visit, if one was not already on the visit (Unknown Employee
exception) or correct an employee who was on the visit in error.

m SANTRAX 1D PRIMARY PHONE NUMBER DISCIPLINE
2358?57 (5186) 484-4400 None B
;54 I;:EE St None - . Forest City \‘ﬂ\
E;:::"::E PROVIDER ID
Find Employee
m cupLoves o= DisCIPUNE
Last Name ‘ First Name ‘ | Employee ID # ‘ Select Discipline ¥
m D INCLUDE INACTIVE EMPLOYEE Q
[ o |
[ wwo |
[ wsrorr |
Field Description
Employee Information Displays the general information from the client’s profile.
Use these fields to search for an employee to add to the visit. Select
Find Employee the INCLUDE INACTIVE EMPLOYEES checkbox to include employees

with a status of ‘Inactive’ in the search results.
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Updating a Unknown Employee

1. Navigate to the Employee section of the Visit Details screen. (Visit Maintenance > search for
and open a visit (#1) > Employee)

2. Enter all applicable search criteria in the Find Employee section of the screen.
Select the INCLUDE INACTIVE EMPLOYEES checkbox to include employees with a status of

‘Inactive’ in the search results.

3. Click the magnifying glass icon to search for an employee.
4. Select an employee.

5. Select the REASON CODE.

6. Select the RESOLUTION CODE.

7. Enter a REASON NOTE, if applicable.
Use the Reason Note field to add additional information about the visit. Some REASON CODES
require a REASON NOTE.

8. Click SAVE.
A notification of confirmation or error displays at the top of the screen.

EMPLOYEE E

Actions Last Name 2 First Name : Employee ID 2 Santrax 1D 2 Dizcipline ]

| . 8
6.0 0

: )

Success
v

Visit is successfully updated.
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Visit Details Screen - Call Log

The Call Log tab displays all in, out and interim call related information: the date of visit, call in and
call out times, services performed, the source of the call and Fixed Visit Verification (FVV) readings.
Call information for all applicable calls are included in the log, but calls placed too soon after an in or
before an out call are labeled as interim. The location the call was placed from is also displayed here
as Home or Community, if the account is configured to require that information. The displayed inform-
ation differs based on the call type. On this screen users can also add calls to visits.

[ conena |
m CALL DATE CALLTIME CALLTYPE SERVICE
02!13/2621 03;35 PM Ew[te\ephc'm N;]ﬂe
;ZZQQ ORIGINATING PHONE # ;:L;;i:zlcz
el Us/Eastern
CALL DATE CALLTIME CALLTYPE SERVICE
09/23/2021 03:38 PM EW[te\ephc'\yJ None
B e
m CALL DATE CALLTIME CALLTYPE SERVICE
08/23/2021 03:53 PM EVV (telephony) None
[ cancet |
Call Log
Field ‘ Description
Add Manual Call Use this section to add a manual call to the visit.
CALL IN Displays information associated with the call in.
CALL OUT Displays information associated with the call out.
INTERIM Displays information related to an interim call (An additional call applied to
the visit that is neither the in or the out call).
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Adding a Manual call to an Existing Visit

The Merge Calls tab allows users to add a manual call if both the client and the employee on the visit
are known. A manual call is captured like any other call, but is entered by an EVV system user. The sys-
tem notes the user who created the manual call as well as the date and time the call was created.
Depending on configuration, the available fields on this screen will change. Fill out all fields that apply
to the account’s configuration. Manual Calls are saved with the Call Type ‘Manual’.

1. Navigate to the Call Log section of the Visit Details screen.
(Visit Maintenance search for the visit > Open Visit Details (21 )-Call Log)

2. Enter the FVV Value.
Skip, if an FVV device was not used.

3. Enter the CALL DATE.
If an FVV Value is entered, call date is calculated based on the FVV value.

4. Enter the CALL TIME.
If an FVV value is entered.

5. Select the SERVICE, if applicable.
Skip, if the service is represented on available call.

6. Select the REASON CODE.

7. Select the RESOLUTION CODE, if applicable.
Skip, if the service is represented on available call.

8. Enter a REASON NOTE, if applicable.
Use the Reason Note field to add additional information about the visit. Some Reason Codes

require a Reason Note.

9. Enter a LOCATION, if applicable.
This field only displays if an account is configured to require a location when calling in for a visit.

The value is this field is either Home or Community.

10. Click ADD.
A notification of confirmation or error displays at the top of the screen.
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| cwvioree |
=l Q- @ (5]
VERIFICATION i = o peee
e @ @ O - O
| _excenons | 10
| oo |
| s |
[ w0 |
[ coms |
Success
‘/ Visit is successfully updated.
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Visit Details Screen -Tasks

This screen allows users to review the tasks entered during a visit. Information about each task
entered is displayed on this screen, including the task ID, description, and any readings entered for a
task. On this screen, tasks can be manually added to the visit. Users can add multiple tasks to a visit
using the same reason and resolution codes.

I' Descrip Reading o st

[ o |

[ _oumon:_|

[ ouos

e L

[ _cms |

[ asronr |

=3

Tasks Screen
Field/Button/Column ‘ Description
TASK ID Displays information associated with the call in.
DESCRIPTION Displays information associated with the call out.
READING Displays information related to an interim call (An additional
call applied to the visit that is neither the in or the out call).

MANUALLY ADDED Indicates if the task was manually added to the visit.
STATUS Indicates the status of the task.
SELECT TASK Click this checkbox to select a task to be added to the visit.
Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved 12/18/2023

Page 91 of 314



SOndOtG Manually Adding and Removing Tasks

Get more right from the start

Manually Adding and Removing Tasks
Depending on account set up, the service selected for the visit limits the tasks selection to that ser-
vice.

1. Navigate to the Tasks section of the Visit Details screen.
(Visit Maintenance > search for and open a visit (21 ) > Tasks)

2. Select the checkboxes for each task that must be added to the visit. Deselect the checkboxes for
each task that must be removed from the visit.

3. Multiple tasks can be selected and added to the visit using the same reason and resolution
codes. If a reading is available for a task, it can be entered or dated here.

4. Select the REASON CODE.
5. Select the RESOLUTION CODE.
6. Enter a REASON NOTE, if applicable.

7. Click SAVE.
A notification of confirmation or error displays at the top of the screen. The selected tasks are

marked as complete and the Manually Added column displays “Yes” for any task users manually
add to visits.
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m Task N .. N . Manually Select N
D » Description % Reading Added Status Task =
m 0130 Dressing Change Yes Completed |:|
Assist with
AUTHORIZATIONS 1
_ 0180 Toileting Yes Completed l:l
EMPLOYEE
SPEAKER 0210 Foot Care
VERIFICATION
m 0120 Housekesping
TASKS 0230 Incontinent Care l:l

Showing 1 to 5 of 15 entries

@ < 1 2 3 >

’ ‘

REASON cne

Select Reason Coc +

aesa_JTe

REASON he

Select Resolutiont Reason Note

| SAVE

ully updated.
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Visit Details Screen - Merge Calls

This screen allows users to add a call from another visit to an existing visit that has one or no calls in
order to complete the visit. Visits can be missing calls if an employee did not correctly call in or out, or
if matching logic did not match a call with a visit. If a call is missing both the client and the employee,
the call may not be available for selection due to agency or payer configuration.

QNE [= = E (e}

m FHOMNE & ALL TIME ALL DAT CLIENT NAME EMPLOYEE NAME

| cuwos |

| o

| w0

| cms

| wsrorv |

Merge Calls
Field Description

CALL TIME Displays the time of the call.
PHONE # Displays the phone number used to place the call.
EMPLOYEE NAME Displays the employee's name.
CALL DATE Displays the date of the call.
CLIENT NAME Displays the client's name.
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Merging Calls

1. Navigate to the Merge Calls section of the Visit Details screen. (Visit Maintenance > search for
and open a visit (21) > Merge Calls)

2. Select the missing in or out call.

3. Select the REASON CODE.

4. Select the RESOLUTION CODE.

5. Enter a REASON NOTE, if applicable.

6. Click SAVE.
A notification of confirmation or error displays at the top of the screen.

2N |-

m PHONE # CALL TIME CALL DATE CLIENT NAME EMPLOYEE NAME
[ ouws |

— e e X e[:]
[ wsrorr |

Success
'/ Visit is successfully updated.
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Visit Details Screen - Exceptions

This screen displays all exceptions that prevent a visit from being billable or ready for claims val-
idation. All exceptions must be resolved and cleared to verify the visit. Exceptions can be resolved by
either fixing (red exceptions) or acknowledging (orange exceptions) the exception. To fix an exception,
users must add missing information to or correct invalid information on the visit. For example, to fix
the ‘Missing Service’ exception, users add a service to the visit. To fix the ‘Invalid Service’ exception,
users must select a valid service replacing the service on the visit. To acknowledge an exception, users
must select the ACKNOWLEDGE THIS EXCEPTION checkbox.

=
q
T
= |

Visit Details - Exceptions

Field ‘ Description

Select this checkbox in order to acknowledge the exception
and provide reason/resolution codes for this visit. Select this
ACKNOWLEDGE THIS EXCEPTION checkbox for more than one exception, then enter a Reason
Code and/or Resolution Code to acknowledge all selected
exceptions with the same Reason/Resolution Codes.

ADD REASON CODE Use this button to add a reason code or visit location
without a required exception. Any reason code or location

added is visible on the Visit Details Screen - History tab.

Indicates an exception that must be acknowledged exists for

this visit.

Use this field to enter a reason code for the exception. All

options in this drop-down are set up with an effective date

range. Options not in effect as of the visit date are not

included in this list.

Use this field to select a resolution code or the visit location.

REASON NOTE/ ENTER LOCATION  When using a location related reason code the fields name
will change to ENTER LOCATION.

Orange Exception [

REASON CODE
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Field ‘ Description
Red Exception ® Indicates an exception must be resolved for the visit.

Use this field to indicate how the solution to the visit excep-
tion was resolved.

Select this checkbox to acknowledge all exceptions dis-
played.

RESOLUTION CODE

SELECT ALL

Managing Exceptions

1. Navigate to the Exceptions section of the Visit Details screen. (Visit Maintenance search for
and open a visit (41) > Exceptions)

A. Red Exceptions:
Navigate to the appropriate section of the Visit Details screen to resolve the exception.

E EEEHEEEEHE

Resolving Red Exceptions
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B. Orange Exception: (GPS, Visit Verification, Client Signature, Service Verification)
i. Select the ACKNOWLEDGE THIS EXCEPTION checkbox.
ii. Select the REASON CODE.
iii. Select the RESOLUTION CODE.

iv. Enter a REASON NOTE, if applicable.
Use the Reason Note field to add additional information about the visit. Some Reason
Codes require a Reason Note.

v. Click SAVE.
A notification of confirmation or error displays at the top of the screen.

EXCEPTIONS

" 108" Hanad

Resolving Orange Exceptions

Success
v

Visit is successfully updated.

Update Successful Confirmation

C. As needed Exception:
i. Click ADD REASON CODE.

ADD REASON CODE

Add Reason Code Button
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ii. Select the REASON CODE.

iii. Select the RESOLUTION CODE.

iv. Enter a REASON NOTE/ENTER LOCATION, if applicable.
Use the Reason Note field to add additional information about the visit. Some Reason
Codes require a Reason Note.

v. Click ADD.
A notification of confirmation or error displays at the top of the screen.

TASKS

EXCEPTIONS

m | CANCEL

Add Reason Code Button

Success
v

Visit is successfully updated.

Update Successful Confirmation
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Visit Details Screen - GPS

This section of the Visit Details screen displays the GPS position of the client’s addresses and the vari-
ous calls associated with a visit. This allows users to view the location the call was placed from on a
map to ensure the calls are being placed from the proper location. The GPS drop pins may be on top
of one another, use the plus and minus (+/-) to zoom in and out in order to see the individual pins. This
information is also available using reporting.

Baaled EILsres Gk Hesd
Glerwesd = G B
Langang

Capevale
Flardame Flowsl H s Ir
P g

Haagrg

Munsey Park Roahe

Proh ok
AT o]
Excst Hills

g *
Reaalben Harghts

[yt iy s lonhor -

Googhe Park ot

Wapdes B30 T doogls  Term ol ler  Waparta map e

Visit Detail-GPS

Field/Button/Column Description

9 Client Drop pin that displays the client’s primary address.

Drop pin that indicates that a GPS call (in or out) occurred
within range of one of the client’s addresses.

Drop pin that indicates a GPS exception. GPS call (in or out)

¢ GPS Exception occurred outside of an acceptable distance from any of the cli-
ent’s addresses.

9 No GPS Exception
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Visit Details Screen - Memo

The Memos tab shows all memos for the visit. Use the Memo section to enter any additional details
about the visit. Visit notes received from Sandata Mobile Connect display in the read only Visit Note
field. The Unknown Visit Details section displays the information captured by Sandata Mobile Con-
nect when starting an Unknown Visit.

[0 R0A0a0

Visit Details - Memo Tab

Field Description

MEMO Use this field to record additional notes for the visit.
Displays the details entered in the SMC application when an
SMC user starts an Unknown Visit.

Displays a read-only Visit Note entered in the Sandata
Mobile Connect application.

UNKNOWN VISIT DETAILS

VISIT NOTE
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Visit Details Screen - Claims

The Claims Tab displays information about the Claims Validation interface. Each time a visit is
returned to the claims adjudication system, the data is logged and displayed on this screen for ref-
erence.

DATE
RATEH 1D . TRANSACTION :';"'IMED' l:;:::;:‘ ﬂ::"‘ BILLED  PAYER
T ] N UNITS SOURCE
CLAIMS NUMBER NUMBER

FROCESSING

EMPLOYEE SS995a332 BETS9S13 0aMTIA200
SPEAKER
VERIFICATION

Visit Details - Claims Tab

Field ‘ Description
An adjudications system’s unique number used to identify an

BATCH ID . e .
individual or a group of claim requests.
BILLED The number of billed units requested in the claims validation
request.
DATE RETURNED FOR CLAIMS The date the system returned the visit data in response to a
PROCESSING claims request made by the payer.

The number of billed units calculated for the claims val-
idation request.

A unigue number assigned to the submitted claim, by the
payer’s adjudication system.

DETAIL LINE NUMBER

INTERNAL CONTROL NUMBER
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Field ‘ Description

The source of the claim request. For programs that receive
PAYER SOURCE claims requests-from-more.than one source, this column
allows users to identify which payer made the request for
the visit as part of their adjudication process.

TRANSACTION ID A unique number used to identify individual items that are
part of a batch.
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Visit Details Screen - History

This section of the Visit Details screen displays an abbreviated history of all manual changes made to
the visit along with the reason code selected when the change was applied. Additional information
about the changes logged on this screen is available using the various reports in the Reports section.

REASOMN CODE ITEM DATE CHANGED BY

HISTORY

oL

Visit Detail - History

Field/Button/Colunm ‘ Description
CHANGED BY Displays the user who made the modification.
DATE Displays the date the visit was modified.
ITEM Displays the type of change that was made for the visit.
Displays the reason code applied when the visit was manu-
REASON CODE ally updated. Roll over this field to view the resolution code

applied along with the visit note.
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Reports & Exports: Reports
Sandata EVV offers a variety of different reports that allow users to review detailed information
about clients, employees and visit activity.

Reports are divided into several groups, allowing users to easily locate a specific report. These groups
include: alerts, authorizations, billing, daily, date range, FVV and security. Alert reports are used to
generate reports regarding specific alerts which are set up for the account, such as no shows. Author-
ization reports are used to report on authorization data within the system to ensure authorizations
are kept up to date. Billing reports include all reports pertaining to billing, allowing users to easily ref-
erence billing data. Daily reports are used to return data for one selected day. Date range reports are
used to return data for a selected timeframe. FVV reports allow users to reference FVV data about
which clients have assigned FVV devices and FVV calls. Security reports allow users to reference sys-
tem activity, such as logins to the system. Report Types only appear in the drop down if the account is
configured to view a report within a group. Some reports have limitations for how large the timeframe
can be set, for example 30 days.

Reports offer a variety of parameters allowing users to limit the report output as necessary to return
more specific results. Available parameter filters change based on the report selected.

Reports Screen

Export Only Reports

Some reports can only be exported from the system. These reports will display a RUN EXPORT but-
ton instead of a RUN REPORT button. When exporting a report, users are prompted to download a
copy of the report to their personal computer, where it can then be reviewed.
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Sections of the screen
Based on the report selected the filters available in each section of this screen may vary.

Parts of the Reporting Screen

Filter Description

Select the Report Type and Report Name. The reports listed in the Report
Name field change based on the Report Type selected.

¢ Alerts Reports: These reports display results regarding alerts set up for
the account.
¢ Authorizations: These reports display result regarding client author-
ization information.
Select Report « Billing Reports: These reports display result regarding billing trans-
actions.
* Daily Reports: These reports display results for a selected single date.
* Date Range Reports: These reports display results for a selected date
range.
e Security: These reports display result regarding system users and
account setups.
Select Timeframe  Select the time and/or date range of the reports being run.
Use the filters in this section to further limit the report output. Example: Payer,
Select Parameters Program, Service etc. Parameters available vary by report. In some cases, para-
meters are required or ranges are limited.
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Running a Report

1. Navigate to the Reports screen. (Reports > Reports)

2. Select the REPORT TYPE and REPORT NAME.

3. Enter/Select the applicable fields in the Timeframe section.

4. Enter/Select the applicable fields in the Select Parameters section.
5. Click RUN REPORT.

Note:

Reports run using longer date ranges or containing lots of data may require the selec-

tion of other parameters such as: Client, Employee or Supervisor to reduce the size of
the report and ensure efficiency.

5 Reports K L ¥ = | = LDGOUT

B Curta Entry

& Schaduling

W Authorirations

8, aurity

F Foosd Yol Weifstion

i Fan of Care a

B Srosdcet Messaging  ~

B Onbne Wasusl

5 m RUN REFOET

Running a Report
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Scheduling a Report

1. Navigate to the Reports screen. (Reports > Reports)

2. Select the REPORT TYPE and REPORT NAME.

3. Enter/Select the applicable fields in the Timeframe section.

4. Enter/Select the applicable fields in the Select Parameters section.
5. Click SCHEDULE REPORT.

tion of other parameters such as: Client, Employee or Supervisor to reduce the size of
the report and ensure efficiency.

Note:
‘ Reports run using longer date ranges or containing lots of data may require the selec-

Enter agency ~| ® LoGour

‘ 05/04/2022 Q‘ | 05/04/2022 ==

‘ 12:00 AM @‘ | 11:59 PM @‘

PROGRAM

‘ All selected (4) v‘ | All selected (1)

‘ All selected (16) v‘ | Enter Client ‘

‘ Enter Client Medicaid ID ‘ | Al . ‘

[ ] [[evereomions
5 :
RUN REPORT SCHEDULE REPORT
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6. Enter/Select the month and time for the report to run.

The minimum reports schedule time is 1 hour.

7. Select the format for the report to be output in.
Click SAVE. Scheduled reports are available to download on the Scheduled Reports screen.

* indicates required fisld

SCHEDULE DATE * MM/DD/YYYY

Schedule Report

Minimum schedule time is 1
hour. REPORT FORMAT *

X

04/22/2022

Excel

i) 6 10:47 AM

CANCEL SAVE
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Navigating a Report
For accessibility, an EXPORT TO EXCEL button at the top of every report allows users to create an
Excel output so they are not required to navigate through the default report output.

EXPORT TO EXCEL 1

8 00

1. EXPORT TO EXCEL - This button produces an Excel version of the report. It is formatted to
look like the online report with each page break appearing on a different page. It can be sorted,
filtered and manipulated in Excel. Excel versions sometimes do not look exactly the same as the
printed versions. Depending on the report, the Excel output changes to better accommodate the
Excel format.

2. Page Navigation - This section displays 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/or last page.

3. Search Functionality - Allows you to find data on any page in the report. The Next button jumps
to the subsequent instance of the search criteria within the document.

4. Export - The report can be exported into several formats:
Sandata validates exports to CSV, PDF and Excel. The output format can vary slightly from the

default report output.

5. Refresh - Updates the displayed data with the current data that exists in the system.

6. Grouping Tab - Displays at the top of most reports and indicates what information is being used
to group results. When the group changes, the new group begins on the next page of the report.

Account: Provider Account
Payer:|

Program:

Service:

7. Column Header - Clicking a column's header, when the arrows are present, will sort the results
in ascending/descending order based on that column's content.

EMPLOYEE CALL CALL
SPY 5 gepace CLUENTED 5 wemwcainin CLIENT HAME PHOMNE & NAME = EMAIL SANTRAXID = Typg TIME = INDICATOR S
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8. Report Legend page - The last page of reports displays general information pertaining to the
report including icons used.

Icon/Text Text

Client ID on call

Secondary Mutual Client

Cluster

Multiple clients with the same phone

Exported

Unmatched Client/Phone

Mobile

FVV Parent

The value has been changed

2 % 00 0 le % 88 2=

Incomplete Call

i FVV Call

O FVV Parent

| FVV Attempt

B Manual Call

< Telephony Call

[« Employee Voice Recording

& Client Voice Recording

4 Employee Speaker Verification - Pass

B8 Employee Speaker Verification - Fail

@ Client Speaker Verification - Pass

3] Client Speaker Verification - Fail
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Scheduled Reports Screen

The Scheduled Reports screen is used to review reports that are scheduled to run. The screen displays
the report names and the scheduled date and time of the report.

Enter agency ~| @ LOGOUT
Scheduled Reports reports / Scheduled Reports
Scheduled Reports
REPORT NAME
iz} | to | 04/29/2022 =] ‘ Select Report Name
ROWS PER PAGE
EEEEE| Showing 1 to 4 of 4 entries
Report Name % Scheduled Date & Time % Actions
Visits Claims Verification Status 4/22/2022 10:43:00 AM &
Role Membership 4/22/2022 10:43:00 AM &
Role Membership 4/22/2022 10:43:00 AM &
GPS Distance Exception 4/22/2022 10:42:00 AM &
P N I T N | Showing 1 to 4 of 4 entries
Filter ‘ Description

Displays the scheduled report name. Clicking this header sorts the reports list
in alphabetical order.

SCHEDULED DATE & |Displays the date and time that the report is scheduled to run. Clicking this

REPORT NAME

TIME header sorts the reports list in numeric order by date.
ACTIONS Click the action button to download the report in Excel or PDF format.
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Alerts Reports - Alert Configuration

Description:

This report displays the alert configuration for the account. The report includes information about the
type of alert, the thresholds for the when the alerts are sent for each level and information about who

the alerts are sent to. If holidays are configured for the account, they are included in the report out-
put. Alert behavior may vary for configured holidays.

Use:

This report can be used to audit the alerts configured to be sent and review the contact the alert is
sent to when an in-call for a scheduled visit is not received in a timely manner.

Fields and Columns:

Parameters

This report has no parameters.

Report Grouping Tab

Reports are grouped by the following fields. Each change in these fields results in a page break.

Field ‘ Description
Account The provider agency.

Report Output
Each column of the report displays:

Columns Description

Holidays A list of holidays configured for the account.
Alert Type The type of alert.
Level x: x min(s) The alert levels and thresholds for the alert.
Recipient The email address of the contact the alert is sent to.
Name The name of the contact the alert is sent to.

The username/email address of the contact the alert is sent
Username

to.
Contact Type The type of contact the alert is sent to (e.g. Home e-mail).
Active Buss Hours Whether the alert should be sent during business hours.
Active Non-Buss Hours Whether the alert should be sent during non-business hours.
Memo Any memos for the alert.
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Sample Report

Report Parameters
Account: L .
For: 317/2021 - 9/30/2021 11:58:58 PM

Alert Configuration

Account: OHIO QA 10011 (10014}

Holidays:
28-APR-21- | 05-JUL-21-Holday In

Alert Type: Santrax Level 1- 1 min{s) Level 2- 2 min{s) Level 3- 3 min(s) Level 4: NIA Level 5: NIA
RECIPIENT NAME USER NAME CONTACT TYPE acTveBusswrs  ACTIVEATNONEBUSE MEMO
Home e-mail Yes Yes
Home e-mail 1 Mo No
Office e-mail 2 Mo Mo
CQutbound eall No No
Mobile phone e-mail 1 Mo No
CQutbound call 1 Mo Mo
Qutbound call 2 N No
Office e-mail Yes Yes
SCln'dCItCI 09/30/2021 11:34:39 Page 1 of 1

Alert Configuration - Sample
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ALERT LISTING

Description:
This report shows a listing of all alerts sent during the selected date range. The report includes inform-

ation about each alert sent, including the message sent, the recipient, and the date and time of the
report.

Use:

Use this report to audit alerts sent and understand whether appropriate processes are in place within
an agency when services are not delivered as scheduled.

Fields and Columns:

Parameters

This report has no parameters.
Report Output

Each column of the report displays:

Columns Description

Date the date the alert was sent
Time the time the alert was sent
Alert Sent: Home Email indicates the type of contact the alert was sent to
Alert Sent: SENT TO: the email address of the contact the alert was sent to
Alert Sent: Subject the subject line of the alert that was sent
Alert Sent: Message the message sent for the alert
Sample Report
Report Parameters
Account:
For: 711/2021 - /302021 11:58:58 PM
Alert Listing Report
DATE TIME (US/EASTERN) ALERT SENT
09M7/2021 01:01:20 Office e-mail
SENT TO:
SUBJECT: Santrax Mo Show Metification Level 1 (1 minute no-call alert) for Account: 10011 SPV:  Generated-01:01 Sep 17,21
MESSAGE: 866136 admira, a (0**)549-8651 userfest admira 000776279 01:00
09/17/2021 01:04:20 Office e-mail
SENT TO:
SUBJECT: Santrax Mo Show Mofification Level 2 (3 minute no-call alert) for Account: 10011 SPV:  Generated:01:04 Sep 17,21
MESSAGE: 566136 admira, a (0**)549-8651 userfest admira 000776379 01.00
Sandatla 09/30/2021 11:46:27 Page 20f 2
Alert Listing Report - Sample
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No Show

Description:

This report shows all missed scheduled visits occurring during a selected date range. The report
provides the visit information including the client’s name and contact information, the field staff mem-
ber and their employee information. The maximum date range for this report is 730 days.

Use:

This operational report can be used throughout the day by agency employees to monitor field activity.
Use this report to review any missed visits (no shows), occurring during a specific time frame. Use this
report as an alternative to now show alerts to view current day activity and visits that need attention.
The report can be filtered for a specific client or employee to identify trends. This report can be run
for a single day.

Fields and Columns:

Parameters
Use the following fields to limit the report output to:

Field Description

Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)

client by name (last name, first name) or Sandata client ID
Client When a partial name is entered the report displays results

that begin with the entered characters.

clients with the entered Medicaid ID

Client Medicaid ID The entered value must be an exact match to a client’s Medi-
caid ID.
Supervisor the supervisor code for the client(s) at the provider agency

employee by name (last name, first name) or Santrax ID
Employee When a partial name is entered the report displays results
that begin with the entered characters.

Report Output
Each column of the report displays:

Columns ‘ Description
Payer the payer for the visit
Program the program(s) for the visit
Service the service performed for the visit
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Columns Description

Supervisor
Client: ID

Client: Medicaid ID
Client: Name
Client: Phone

Client: Priority

Employee: Name
Employee: Sandata ID
Employee: ID
Scheduled Start Time

Possible Call Time

Grand Total of No Shows
Sample Report

Account: Eemwnieieoreel D7,
Provider Medicaid ID: None

the client's supervisor at the provider agency

the Sandata client ID

the client’s Medicaid ID and/or Alternate Medicaid ID

If not available, Payer ID. If newborn support is enabled and
the client is flagged as a newborn, is shown as "N".

the client's name

the client's primary phone number

the client's priority, indicated by a numeric value if it has
been established for the program

the employee's name

the employee's Sandata ID

the employee ID

the scheduled start time for the visit

a system identified call (telephony) that could be associated
with the visit

the grand total of no shows

Report Parameters
Account: Provider & i
For: ©/15/2020 - 2/16/2020 11:58:59 FM

No Show Report

MEDICAID -
-

CLIENT EMPLOYEE SCHEDULED POSSIELE

SANTRAX = START - CALL -

PAYER » PROGRAM - SERVICE » SUPERVISOR » ID » D NAME - PHONE « PRIORITY » |NAME - D v ID» TIME * TIME -
[ 306130 583045834095  Bacon, James Abigail, Joel 555600 13:00
I v 803291 490823400223  Botsman, Scott Frank, Aidan BEGGE5 14:00
I 358428 420038423094  Bamett, Gary Darcie, Theresa 291341 15:00
Grand Total of No Shows: 3
Alert No Show Report-Sample
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Clients without Authorizations

Description:

This report displays a listing of all clients that do not have an authorization as of the selected date. Cli-
ents with one or more authorizations active as of the selected date do not appear on this report. This
report is only available when Authorization functionality is enabled. Authorizations are generally
received from a payer using an interface.

Use:

This report allows users to review all clients that do not have a current authorization to identify
where the appropriate actions to end services or obtain an authorization from the payer are required.
While a client can have multiple authorizations, based on service, this report only displays clients
without any authorizations as of the selected date.

Fields and Columns:

Parameters

This report has no parameters.

Report Grouping Tab

Reports are grouped by the following fields. Each change in these fields results in a page break:

Field Description

Account the provider agency’s Sandata EVV account number

Report Output
Each column of the report displays:

Columns Description

Client Name the client's name

the type of identifier displayed on the report for the client
(M = Medicaid ID, P = Payer ID, C=Client ID, N=Newborn)
Medicaid/Payer ID the client’s identifier based on the ID Type specified

the date the client’s authorization expired

ID Type

Authorization Expired L ) ) .
This field is blank if the client has not had an authorization.
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Sample Report

Clients Without Authorizations - Agency “~
e
CLIENT NAME 3 wrveE MEDICAID | PAYER ID 5 RETRU =
Peatrs, Sacwh [
Batss lava u 203
o
Sondalo 10172020 11:54:12 . Page 1002

Clients Without Authorizations - Sample
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Expiring Authorizations

Description:

This report displays a listing of authorizations that will expire within 31 days of the selected date.
Use:

This report allows users to review all expiring authorizations and quickly determine which author-
izations require action to either end services or obtain an updated or new authorization for the client.
It is best practice to run this report for the current date to identify authorizations that will be expir-
ing.

Fields and Columns:

Parameters

Use the following fields to limit the report output to:

Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)
client by name (last name, first name) or Sandata Client ID
Client When a partial name is entered the report displays results
that begin with the entered characters.
Client AR# the client’s Account Receivable (AR) number

Report Grouping Tab

Field Description
Account the provider agency’s Sandata EVV account number
Report Output

Each column of the report displays:

Columns Description
Client: Name the client's name
the type of identifier displayed on the report for the client

Client:IDT . .
en ype (M = Medicaid ID, P = Payer ID, C=Client ID, N=Newborn)
Client: Medicaid/Payer ID the client’s identifier based on the ID Type specified
Payer the authorization's payer
Program the authorization's program
Service the authorization's service
Auth ID the authorization’s reference ID number provided by the
payer
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Columns Description
Service End Date the end date for the authorization's service

Sample Report

Expiring Authorizations

P 18301E

Expiring Authorizations - Sample
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Visit Claims Verification
Description:

This report displays all visits within the selected date range and shows the last time each visit was
returned to the payer for validation.

Use:

Use this report to track the status of visits relative to claims validation. It can be used to review when
a particular visit was returned to the adjudicating system.

Fields and Columns:
Parameters
Use the following fields to limit the report output to:

Field ‘ Description
Payer visits for the selected payer(s)
Program visits for the selected program(s)
Service visits for the selected service(s)
Client Medicaid ID visits for the client's Medicaid ID
Supervisor visits for the selected supervisor at the provider agency
Visit Status visits for the selected visit status

Report Grouping Tab
Reports are grouped by the following fields. Each change in these fields results in a page break.

Field ‘ Description

Account: the selected provider
Provider Medicaid ID: the provider's Medicaid ID and/or Alternate Medicaid ID
Report Output
Each column of the report displays:

Columns ‘ Description
Payer the payer for the related visit
Program the program(s) fir the visit
Service the service performed for the visit
HCPCS the HCPCS code used for billing

. the client name
Client Name

Blank if unknown
the client’s Medicaid ID and/or Alternate Medicaid ID

Medicaid ID If not available, Payer ID. If newborn support is enabled and
the client is flagged as a newborn, is shown as “N”.
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Columns

Visit Date/Start/End
Group Visit Code
Status

Batch ID
Transaction ID

Visit Verified Date

Sample Report

the date, start time and end time of the visit

Description

the group visit code associated with the visit, if applicable

the status of the visit
Currently Unavailable
Currently Unavailable
Currently Unavailable

| mccount: M

Payer

-
Provider Medicad I0: |

-

Program  Service

T1001
G01ss

T

Visits Claims Verification
Status

MCPCS  Client Name ©

201424555688

01484555585
1444555655

201424555688

Visi

Chent Medicaid |

Date Start  End

|oznrzers eseseu osaem |

WAL S S22 P
OZOATOE 1105AM 111044
OHUTI OTIBAM 0T AN

OIOTEE 0SB OSTIPM

Group Visit
Ladn

Repon Paramaters

Anesunt
For 22019 - 226019 1SS
Vist Sistun: AL

Status. Batch D Transaction i

| vertiea

meompiste
Incompiets
Verified

erdied

Visit Veritied
Dute

Subs Tortal # of Wisits: &

Sandato

Tiotsl 8 of Visita: §

HHNS 4:0%:06 P

Page 1 of 1

Visit Claims Verification Status
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Claims Validation Rejection

Description:

This report shows all claims validation requests that were returned unsuccessfully by the Sandata’s
Claims Validation system. The report shows the request including the error message returned.
Use:

Use this report to quickly identify claims where matching EVV information was not found. This can
assist in identifying visits that require action so they can be resubmitted to the claims validation sys-
tem.

Fields and Columns:

Parameters

Use the following fields to limit the report output to:

Payer visits for the selected payer(s)
Program visits for the selected program(s)
Service visits for the selected service(s)

Report Grouping
Reports are grouped by the following fields. Each change in these fields results in a page break.

Field ‘ Description
Account the provider agency’s Sandata EVV account number
Provider the s‘tat.e assigned identifier for the prover (e.g Provider
Medicaid ID)

Report Output
Each column of the report lists:

Columns ‘ Description
. the date the claim was received by Sandata Claims Val-
Received s
idation
Batch ID the batch ID number for the claims validation request
Trans ID the transaction ID number for the claims validation request
Invoice Control NO the invoice control number for the claims validation request
Line NO the line number within the invoice
Client ID the Sandata client ID
Visit Range the date range for the claim where the visits were reviewed
Payer the payer for the claim line
Program the program for the claim line
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Columns Description

Service the service for the claim line

the billable units for the claim line. This reflects the total
billing requested for the date range

the information returned for the failed claims request
the client's Medicaid ID and/or Alternate Medicaid ID

If not available, Payer ID. If newborn support is enabled and
the client is flagged as a newborn, is shown as "N".

the client's name.

Blank if unknown.

the total billable units for all visits found matching the
request criteria

the number of visits found which were reviewed for the
claims request

Sample Report

Bill Unit

Exception

Provider Medicaid ID

Client Name

Units Found

Visits

Sample Report

Hemegr] Parameteny
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Claims Validation Rejection
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Claims Validation Rejection - Sample
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Active Client Contacts

Description:

This report displays all contacts and designees associated with a client.

Use:

This report is used to review the current state of a client’s contacts and designees. Contacts are for
reference only, but designees may have privileges to use the system on behalf of the client. This
report helps the responsible entity manage client designees to ensure that access is not permitted if it
is not appropriate. If the current system configuration does not support designees, only contacts are
displayed on this report.

Fields and Columns:

Parameters
Use the following fields to limit the report output to:

Field Description

Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)
client by name (last name, first name) or Sandata client ID
Client When a partial name is entered the report will display res-

ults that begin with the entered characters.
clients with the entered Medicaid ID

Client Medicaid ID The entered value must be an exact match to a client’s Medi-
caid ID.

Report Output

Each column of the report displays:

Columns Description

Account the provider agency's Sandata EVV account number
Account Name the account name
the client’s Medicaid ID and/or Alternate Medicaid ID
Medicaid ID If not available, Payer ID. If newborn support is enabled and
the client is flagged as a newborn, is shown as “N.”
Contact: Type the type of contact (e.g. Contact or Designee)
Contact: Relationship the relationship of the emergency contact to the client
Contact: Name the name of the client’s emergency contact
Contact: Email the email address of the client’s emergency contact
Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved 12/18/2023

Page 127 of 314



Sandatla Sample Report

Get more right from the start

Sample Report

Active Client Contacts

ACCOUNT = ACCOUNT NAME 5 CLIENT NAME £ EMAL 3
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6 Sandats D1MER000 15:55:44

Active Client Contacts - Sample
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Active Clients
Description:

This report lists all active clients and information from the client’s profile including: Santrax ID, name,
phone number, city and zip.

Use:
This report provides an overview of all active clients.
Fields and Columns:

Parameters
Use the following fields to limit the report output to:
Payer the selected payer(s)
Program the selected program(s)
client by name (last name, first name)
Client When a partial name is entered the report will display res-

ults that begin with the entered characters.
clients with the entered Medicaid ID

Client Medicaid ID The entered value must be an exact match to a client’s Medi-
caid ID.
Supervisor the supervisor code for the client(s) at the provider agency

Report Grouping
Reports are grouped by the following fields. Each change in these fields results in a page break.

Field ‘ Description

Account the provider agency’s Sandata EVV account number

Report Output
Each column of the report displays:

Client ID the Sandata client ID
the client’s Medicaid ID and/or Alternate Medicaid ID

Client Medicaid ID If not available, Payer ID. If newborn support is enabled and
the client is flagged as a newborn, is shown as “N.”

Client Name the client's name

Client SSN the client's social security number

Phone # the client’s primary phone number

Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved 12/18/2023
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Columns Description

Address the client’s primary street address (line 1)
City the city from the client’s primary address
St the state from the client’s primary address
Zip the zip code from the client’s primary address
Latitude the latitude of the client’s primary address
Longitude the longitude of the client’s primary address
Client Alternate ID the value entered in the client’s Other ID field
Sample Report
m&mﬁn
ACTIVE CLIENTS For: STIVENGD - STIVRNID 11 50-50 PM
lgll-"-- .
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1A EAEIHNE Warargin, Karen TG fame B Detrea L AEEAON00 AT AMOTT I T U7
mielissnon s . P
Brod WA Velells, Titaey T Kirg Coumn Clron Top [} ARHO0 AT RN 105N
o et ey e s
craze. ST M, Botby I8 Harbor Park Doy Port ‘Wahingion  NY NOTO-000  40HIOTEND T B
Gramd Total of Active Clients: 12
0 Sanduts ANZO020 13:41:50 Page 1af1

Active Clients- Sample

12/18/2023 Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved
Page 130 of 314



Active Employees Scndqtq

Get more right from the start

Active Employees
Description:

This report displays all the employees for the selected date. The report displays the employee ID,
employee name, employee email address, phone number and Santrax ID.

Use:

Use this report to review current employee information.
Fields and Columns:

Parameters

Use the following fields to limit the report output to:

Department the selected department
employee by name (last name, first name) or Santrax ID
Employee When a partial name is entered the report displays results

that begin with the entered characters.
Report Grouping
Reports are grouped by the following fields. Each change in these fields results in a page break.

Field ‘ Description
Account the provider agency’s Sandata EVV account number

Report Output
Each column of the report displays:

Columns ‘ Description

Employee ID the employee ID

Employee Name the employee's name

Employee Email the employee’s email address

Employee Santrax ID the employee’s Santrax ID

Employee SSN the employee’s social security number

Phone # the employee’s phone number
the employee's department

Dep Depending on the agency's specific configurations, this field
may display a different value.

SV Enrolled? indicates if the employee is enrolled in Speaker Verification

(Y - Yes, N - No)

Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved 12/18/2023
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Sample Report

ACTIVE EMPLOYEES
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Active Employees - Sample
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Agency Master Schedule

Description:

This report provides a comprehensive list of all scheduled visits for the selected date-range.
Use:

This report lists all scheduled visits with a start date that falls within the selected date-range.
Fields and Columns:

Parameters

Use the following fields to limit the report output to:

Field ‘ Description
Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)
client by name (last name, first name) or Sandata Client ID
Client When a partial name is entered the report displays results
that begin with the entered characters.
Client AR# the client’s Account Receivable (AR) number
Supervisor the supervisor code for the client(s) at the provider agency
Department the selected department
employee by name (last name, first name) or Santrax ID
Employee When a partial name is entered the report displays results

that begin with the entered characters.

Report Output
Each column of the report displays:

Columns ‘ Description
Client Name the client's name
Client Phone the client’s primary phone number
Employee Santrax ID the employee’s Santrax ID
Start the scheduled start time for the visit
End the scheduled end time for the visit
Hours the total hours scheduled for the visit
Client ID the Sandata client ID
Employee the employee ID
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Report Sample

Report Sample
Agency Master Schedule
—— e e s
o e - v ,
[ Grand Total of Scheduted Hours: B4:24 |
Grand Total of Visies: 3
G AR 1h Page 1062
Agency Master Schedule - Sample
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Available Task List

Description:

This report shows the list of tasks available for the account as well as general information about each

available task as of the day the report was run.
Use:

Use this review information about the tasks available for the account, including which tasks are des-
ignated as critical and which tasks allow for a reading to be entered (e.g. weight). Users can validate
the task configuration of the account with this report and it may also be used t o update field staff in

the event that tasks or added or removed over time.
Fields and Columns:

Parameters
This report has no parameters.

Report Output
Each column of the report displays:

Columns

Task ID
Task Name
Critical Task

Reading
Minimum Amount
Maximum Amount

Units

Sample Report

the name of the task

Description
the identifier for the task

N=No or Y=Yes, indicating whether or not the task is critical
N=No or Y=Yes, indicating whether a reading is required for

the task

the minimum value that must be entered for this task’s read-

ing, if configured

the maximum value that may be entered for this task’s read-

ing, if configured

the units for the task if applicable based on the task con-

figuration

TASKID = TASK NAME

Available Task List

CRITICAL TASK +
0001 Oral temperature

0002 Weight N ¥ ]
0003 Shower

1111 Patierd refused Personal Cave N N

1231 Comecied Mieage

1334 AutoMigage rom previous visit

2488 Comecied Mileage

8545 AutobMissge from previcus visit

OIIBI0TT 14:20:50

READING = MINIMUM AMOUNT & MAXIMUM AMOUNT & UNITS = |

&0
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Available Task List - Sample
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Call Listing
Description:
This report displays all calls that were made to Santrax EVV phone numbers for the date and time

range that was specified when selecting the report. The calls are listed one after another individually
with the beginning pages listing the unknown calls.

Use:

This report is used to review calls.

Field and Columns:

Parameters

Use the following fields to limit the report output to:

Field ‘ Description
Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)
client by name (last name, first name) or Sandata Client ID
Client When a partial name is entered the report displays results

that begin with the entered characters.
clients with the entered Medicaid ID

Client Medicaid ID The entered value must be an exact match to a client’s Medi-
caid ID.
Supervisor the supervisor code for the client(s) at the provider agency
Department the selected department
employee by name (last name, first name) or Santrax ID
Employee When a partial name is entered the report displays results

that begin with the entered characters.
Report Grouping
Reports are grouped by the following fields. Each change in these fields results in a page break.

Account the provider agency’s Sandata EVV account number
Payer the payer
Program the program

Report Output
Each column of the report displays:

Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved 12/18/2023
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Sample Report

SPV
Service
Client ID

Client Medicaid ID

Client Name

Phone #

Employee Name
Employee Email
Employee Santrax ID
Call Type

Call Time

Group Visit Code

Indicators

Grand Total of Actual Calls
Sample Report

the supervisor assigned to the employee
the service performed for the call
the Sandata client ID

the client’s Medicaid ID and/or Alternate Medicaid ID
If not available, Payer ID. If newborn support is enabled
and the client is flagged as a newborn, is shown as “N.”

the client's name

the client’s primary phone number

the employee's name

the employee's email address

the employee’s Santrax ID

the call type for the visit

the time of the visit

the group visit code associated with the visit

an icon representing call functionality used for the call (see

Legend)
the grand total of calls

G Sundats

Beeort Parametery

Call Listing

esne v e
Gaand Toasd of Actual Calin: 47

VIV 15:353 Fagelold

Call Listing - Sample
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Call Summary

Description:

This report pairs the Start and End calls together and calculates the hours worked.
Use:

Use this report to review current visit information on a daily basis and identify the incomplete visits
from the previous day that need follow up.

Fields and Columns:
Parameters
Use the following fields to limit the report output to:

Field Description

Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)
client by name (last name, first name)
Client When a partial name is entered the report will display res-

ults that begin with the entered characters.
clients with the entered Medicaid ID

Client Medicaid ID The entered value must be an exact match to a client’s Medi-
caid ID.
Supervisor the supervisor code for the client(s) at the provider agency
Department the selected department
employee by name (last name, first name) or Santrax ID
Employee When a partial name is entered the report displays results

that begin with the entered characters.
Report Grouping
Reports are grouped by the following fields. Each change in these fields results in a page break.

Field Description

Account the provider agency’s Sandata EVV account number
Payer the payer
Program the program

Report Output
Each column of the report displays:

Columns ‘ Description
Service the service performed for the call
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Sample Report

Columns Description

Client ID
Client Medicaid ID

Client Name
Employee Name
Employee Email
Employee Santrax ID

Call: Start

Call: End

Call: Hours

Bill: Hours

Bill: Units

Total of Bill Hours

Total of Completed Visits

Total of Visits

Grand Total of Billed Hours
Grand Total of Completed Visits
Grand Total of Visits

Sample Report

the Sandata client ID

the client’s Medicaid ID and/or Alternate Medicaid ID
If not available, Payer ID. If newborn support is enabled and
the client is flagged as a newborn, is shown as “N.”

the client's name

the employee's name

the employee’s email address
the employee’s Santrax ID

the actual or manually entered start time for the visit
If no adjustment was made, the actual start time displays.

the actual or manually entered end time for the visit
If no adjustment was made, the actual end time displays.

the calculated duration for the visit in hours
the billable hours for the call

the billable units for the call

the total billable hours

the total number of completed visits

the total number of visits

the grand total of billable hours

the grand total of completed visits

the grand total of visits

ACCOUNT: Prowider Account |
PAYER:
PROGHAM: None

CLIENT
SERWCE T CLUENTIO S :,"""‘“‘": L 3

Call Summary

EMPLIVER EMPLOVER EMPLOVER [T oLl

MI’&J&MMM:&!
Grand Tedal of Completed Visits: §
Grand Total of Visits: 11
1002020 16:53:28 Page 3ot 4

Call Summary - Sample
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Client Address Listing
Description:

This report shows all clients and the address, phone number and other information for each client for
the selected date.

Use:
Use this report to review a list of all clients and contact information.
Fields and Columns:

Parameters
Use the following fields to limit the report output to:

Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)
client by name (last name, first name)
Client When a partial name is entered the report will display res-

ults that begin with the entered characters.
clients with the entered Medicaid ID

Client Medicaid ID The entered value must be an exact match to a client’s Medi-
caid ID.
Supervisor the supervisor code for the client(s) at the provider agency

Report Grouping Tab
Reports are grouped by the following fields. Each change in these fields results in a page break

Field Description
Account the provider agency’s Sandata EVV account number
Report Output

Each column of the report displays:

EVV Active Date the date the client became active in the system

Client ID the Sandata client ID
the client’s Medicaid ID and/or Alternate Medicaid ID

Client Medicaid ID If not available, Payer ID. If newborn support is enabled and
the client is flagged as a newborn, is shown as "N.”

Client Name the client's name

Time Zone the client’s time zone.
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Columns ‘ Description
Client SSN the client’s social security number
Phone # the client’s primary phone number
Address the client’s primary street address (line 1)
City the city from the client’s primary address
St the state from the client’s primary address
Zip the zip code from the client’s primary address

the county from the client’s primary address

County This value is manually entered or received via an interface

and is not validated against the client’s address.
Sample Report

CLIENT ADDRESS LISTING

Grmed Tatal of Cheat Asdress Listing: 12

G Sandsta ORI 1A Fage 1081

Client Address Listing - Sample

12/18/2023 Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved
Page 142 of 314



Client List with Scheduled Dates SOT‘IdOiG

Get more right from the start

Client List with Scheduled Dates

Description:

This report shows a list of all clients with schedules. The report displays authorization information and
the dates for the client’s first and next schedule.

Use:

Use this report to review the responsiveness to client needs. Authorization information is displayed,
including the date the authorization was received and the authorization’s start date. This information
can identify patterns in how authorizations are issued, for example, extended periods of time from
date the authorization was received and the first date of service. The date service was first provided
as well as the next scheduled date are displayed to ensure services for active authorizations are ongo-
ing.

Fields and Columns:

Parameters

Use the following fields to limit the report output to:

Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)
client by name (last name, first name)
Client When a partial name is entered the report will display res-

ults that begin with the entered characters.
clients with the entered Medicaid ID

Client Medicaid ID The entered value must be an exact match to a client’s Medi-
caid ID.

Report Grouping Tab

Reports are grouped by the following fields. Each change in these fields results in a page break

Field ‘ Description
Account the provider agency’s Sandata EVV account number

Report Output
Each column of the report displays:

Columns Description
Client ID the Sandata client ID
Client Name the client's name
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Columns Description

the client’s Medicaid ID and/or Alternate Medicaid ID

Client Medicaid ID If not available, Payer ID. If newborn support is enabled and
the client is flagged as a newborn, is shown as "N.”

Reference ID the authorization’s reference number

Received the date the authorization was received by the agency pro-
vider

Start Date the start date for the authorization

End Date the end date for the authorization

Service the authorization’s service

. the date of the first scheduled visit after the authorization’s

First Schedule
start date

Next Schedule the date of the next scheduled visit for that service

Sample Report
Client List ‘mwm

with Scheduled Dates

(acGomt

[y EIEErre

Client List with Scheduled Dates -Sample
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Employee Attributes

Description:

This report shows information about employees as of a selected date. The report displays basic demo-
graphic information as well as important dates (last visit, next visit and upcoming schedules).

Use:

This report can be used by provider agencies to better understand their employee roster. Address and
phone information are included to make contacting the employee easier. The employee’s last and next
visit are displayed to show recent and upcoming activity. The number of upcoming schedules for each
employee is also included. Typically, the system includes up to 2 weeks of schedules.

Fields and Columns:

Parameters

Use the following fields to limit the report output to:

Field Description
employee by name (last name, first name) or Santrax ID
Employee When a partial name is entered the report displays results

that begin with the entered characters.

Report Grouping Tab
Reports are grouped by the following fields. Each change in these fields results in a page break

Field ‘ Description
Account the provider agency’s Sandata EVV account number
Provider ID the s.tat.e assigned identifier for the provider (e.g. Provider
Medicaid ID)

Report Output
Each column of the report displays:

Columns Description
ID the employee's ID number
Name the employee's name
Santrax ID the employee's Santrax ID
Address the employee’s primary address
Phone the employee’s primary phone number
Hire Date the employee’s hire date or the first date the employee was
added to Sandata EVV
Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved 12/18/2023
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Columns ‘ Description

the employee’s termination date or the date the employee
Term Date was marked as inactive (deleted) in Sandata EVV
Last Visit the date and time of the last visit started by the employee
Next Visit the date and time of the employee’s next scheduled visit
# of Schedules the number of schedules for the employee in Sandata EVV
# of Employees the number of employees for the account
Grand Total of Employees the grand total of employees for the account

Sample Report

Employee Attributes

[Accomt: Prowider Account
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Employee Attributes - Sample
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GPS Distance Exception Report
Description:

This report displays calls entered by a mobile user from a GPS location that is further from any of the
client’s GPS validated addresses than the configured distance threshold.

Use:

Use this report to identify calls that were not made from an expected location. The report also indic-
ates the distance the call was made from the client’s closest address.

Fields and Columns:
Parameter
Use the following fields to limit the report output to:

Field ‘ Description
Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)
client by name (last name, first name)
Client When a partial name is entered the report will display res-

ults that begin with the entered characters.
clients with the entered Medicaid ID

Client Medicaid ID The entered value must be an exact match to a client’s Medi-
caid ID.
Supervisor the supervisor code for the client(s) at the provider agency
Department the selected department
employee by name (last name, first name) or Santrax ID
Employee When a partial name is entered the report displays results

that begin with the entered characters.
Report Grouping Tab
Reports are grouped by the following fields. Each change in these fields results in a page break.

Field Description

Account the provider agency’s Sandata EVV account number
Payer the payer
Program the program

Report Output
Each column of the report displays:

Columns Description

Client ID the Sandata client ID
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Columns Description

Client Name the client's name
the client’s Medicaid ID and/or Alternate Medicaid ID
Client Medicaid ID If not available, Payer ID. If newborn support is enabled and
the client is flagged as a newborn, is shown as “N”.
Employee ID the employee's ID
Employee Email the employee's email address
Actual Call Date the date the call was received
Actual Call Time the time the call was received
Service the service performed for the visit
Distance (Ft) the distance in feet from the client’s closest address
Closest Client Address the client’s address closest to the call’'s GPS coordinates

Report Sample

Report Paramebers
hzoount:
. . For B0 - MHI0 1 290 PY
GPS Distance Exception
| sccoun: =
ot
cLenT o 3 CLIENT HAME :)""'m lmmn EMPLOYEE NAME  EMPLOYEE EMAIL "'U“lm B ‘“"‘"’““: ERCE “""“"“m * CLOBET CLENT ADDRELS
BORE QFLIAN GO
SRS HEITAM S0
OBOEE TS AN G0 INCTNE THN Sam Fe
Amrue murtrgion
CA SO0
MOEE L AN SN
ORI CAEPM 3OO
ﬁ;ihu:u “
() Sandala 222019 10:-11:38 AM Page Tof T
GPS Distance Exception Report
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Individual Plan of Care

Description:

This report shows plans of care set up for individual clients, which each client receiving a page. The
report shows plan of care information including start/end dates, tasks and frequency.

Use:

Use this report to review individual plans of care for clients. This report can be used to easily review
planned activities for a client based on the plan of care entered into or received by the system.
Agency personal, including clinicians, can use this report to validate that the plan of care is appro-
priate for the client and is used by Sandata’s mobile application, SMC when presenting the task list to
the employee during the visit.

Fields and Columns:

Parameters

Use the following fields to limit the report output to:

Field ‘ Description
Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)
client by name (last name, first name)
Client When a partial name is entered the report will display res-

ults that begin with the entered characters.

clients with the entered Medicaid ID
Client Medicaid ID The entered value must be an exact match to a client’s Medi-
caid ID.

Report Grouping Tab
Reports are grouped by the following fields. Each change in these fields results in a page break

Field Description

Client Name the client's name
the client’s Medicaid ID and/or Alternate Medicaid ID
Client Medicaid ID If not available, Payer ID. If newborn support is enabled and
the client is flagged as a newborn, is shown as "N".
Client ID the Sandata client ID

Report Output
Each column of the report displays:
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Columns ‘ Definition

Payer the payer for the plan of care

Program the program(s) for the plan of care

Service the service(s) for the plan of care

Provider ID the s‘tat.e assigned identifier for the provider (e.g. Provider
Medicaid ID)

Account Name the account name

Account the provider agency’s Sandata EVV account number

Start Date the start date of the client’s plan of care
the end date of the client’s plan of care

End Date When no end date is selected, the end date displays as 2099
or 2999.

Tasks and Frequency
Each column of the report displays:

Columns Definition

Task the tasks assigned to the plan of care
Times/Wk the number of times per week each task is performed
the days of the week when the task is to be performed
Sun/Mon/Tues/Wed etc Days that are a part of the plan of care are indicated with an
“X.M

Sample Report

Individual Plan of Care

= TRBE W UK MOR e wED T B AT

6 Sandaly 0920 1ALE Page1of2

Individual Plan of Care - Sample
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Payer-Program-Service Listing

Description:

This report shows the payer, program, and service hierarchy for the account.

Use:

Use this report to review the payer, program and service hierarchy as well as the start and end dates
for services. The report also displays any modifiers applied to services and whether nor not the ser-
vice is required by the Cures Act. The report can assist providers in reviewing the payer configuration
for the program. It can also help payers review the current communication before communicating
with providers.

Fields and Columns:

Parameters

Use the following fields to limit the report output to:

Field Description

Payer the selected payer(s)

Report Output
Each column of the report displays:

Columns ‘ Description

Payer the payer

Program the program

Service the service

Provider ID the s‘tat.e assigned identifier for the provider (e.g Provider
Medicaid ID)

Account Name the account name

Account the provider agency's Sandata EVV account number

HCPCS the HCPCS code used for billing

Modifier 1 The first modifier applied to the service

Modifier 2 the second modifier applied to the service

Modifier 3 the third modifier applied to the service

Modifier 4 the fourth modifier applied to the service

an indicator that displays whether or not the service is
required by the Cures Act

This indicator only displays if the service has been con-
figured for it. All services for a payer program should be
assumed to be Cures Act required unless otherwise indic-
ated

Cures Required
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Columns Description

Start Date the start date for the service

the end date for the service, an end date of 12/31/2999 is
used to indicate an ongoing service

End Date

Sample Report

-----

Payer-Program-Service Listing
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Payer-Program-Service Listing - Sample
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Provider Listing
Description:

This report displays a list of all provider accounts assigned to the selected access group. It includes
general information about each account.

Use:
Use this report to review a list of all provider accounts.
Fields and Columns:

Report Output
Each column of the report displays:

Columns Description

Provider Medicaid ID the state assigned identifier for the provider

Account Number the provider's Sandata EVV account number

Account Name the account name

Account Address the account's address

Date Created the date the provider account was created by Sandata

Sample Report

Provider Listing

PROVIDER MEDSCAID D ACCOUNT NUMBER 3 ACCOUNT MAmME ACCOUNT ADDRE 55 DATE CREATED

Eaye Vi Demg 1 VNI 40837 Pu

Sandalo DA 2030 15:12:48 Pags 1 of 1

Provider Listing - Sample
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Speaker Verification Enrollment

Description:

This report displays a list of employees and the date they enrolled in speaker verification.
Use:

Use this report to review employees and identify which employees have been enrolled in speaker veri-
fication and which employees still need to be enrolled. This can be used as an operational report for
provider agencies actively enrolling users in the speaker verification platform.

Fields and Columns:

Parameters

This report has no parameters.

Report Grouping Tab

Reports are grouped by the following fields. Each change in these fields results in a page break

Field ‘ Description
Account the provider agency
Provider ID The §tajce assigned identifier for the provider (e.g Provider
Medicaid ID)
Enrolled: N/A

Report Output
Each column of the report displays:

Columns ‘ Description
Employee ID the employee ID
Employee Name the employee's name
Santrax ID the employee’s Santrax ID
Phone Number the employee’s phone number
EVV Active Date the d.ate the employee fI'I’St made known to the EVV system
(e.g first entry, first receipt, etc)
Enrollment Date the date the employee enrolled in speaker verification
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Sample Report

Speaker Verification Enroliment

ACCOUNT: Pravider Accosnt (L0001
FROVIDER ID: Wene
0: No
EMPLOYEEWD 3 EMPLOYEE MAME 3 PHOME NUMBER: & EWVACTIVE DATE 3 ENROLLMENT DATE 3
Abgad o 202
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Dame. Sancata
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Rty Cag
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Frask, Aidan

6 Sandata

DIV 15:54:40

Pagetol 1

Speaker Verification Enrollment - Sample
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Speaker Verification Enroliment (Employee)

Description:

This report displays a list of all employees enrolled in speaker verification.
Use:

This report can be used to see which employees have not yet enrolled in speaker verification by com-
paring it to the full list of employees.

Fields and Columns:
Parameters
Use the following fields to limit the report output to:

Department the selected department
employee by name (last name, first name) or Santrax ID
Employee When a partial name is entered the report displays results

that begin with the entered characters.
Report Grouping Tab
Reports are grouped by the following fields. Each change in these fields results in a page break

Field ‘ Description
Account the provider agency’s Sandata EVV account number

Report Output
Each column of the report displays:

Columns ‘ Description

Employee ID the employee's ID

Employee Name the employee's name

Santrax ID the employee’s Santrax ID
the employee’s department

Dept Depending on agency specific configurations, this field may
display a different value.

Enrollment Date the date the employee enrolled in speaker verification

Time the time the employee enrolled in speaker verification
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Sample Report

Speaker Verification Enroliment

(Employee)
Actount: Provvider Acsount (37500)
EMPLOYEEID = EMPLOYEE NAME © SANTRAX ID * DEPT & EMROLLMENT DATE ©
Carter, Jule 235885 01232020
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Page 1 681

Speaker Verification Enrollment (Employee) - Sample
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Visit Listing

Visit Listing

Description:

This report displays all actual calls for all visits across all agencies for the selected day. It allows the
user to see all activity for a specific day across agencies, allowing users to perform further analytics

on activity.
Use:

Use this report to view all visits for the selected day and review the visit status and call in/out times

in one report.
Fields and Columns:
Parameter

This report does not offer any parameters. All visits are included.

Report Output

Each column of the report displays:

Columns Description

Payer
Account
Account Name

Provider Medicaid ID

Client Name
Client Medicaid ID

Employee Name
Employee Santrax ID

the payer
the provider’s Sandata EVV account number
the account name

the state assigned identifier for the provider (e.g. Provider
Medicaid ID)

the client's name

the client’s Medicaid ID and/or Alternate Medicaid ID
If not available, Payer ID. If newborn support is enabled and
the client is flagged as a newborn, is shown as “N.”

the employee's name
the employee’s Santrax ID

Employee SSN the employee’s social security number

Call: Start the call in time for the visit

Call: End the call out time for the visit

Group Visit Code the group visit code associated with the visit

Status the status of the visit
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Sample Report
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Visit Listing - Sample
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Visit Verification
Description:

This report provides information for visits on a given date. Reported information for each visit
includes all call information.

Use:

Use this report to see all information about a visit including additional information that is not visible
directly on the visit line in Visit Maintenance, such as extraneous calls. This report can be used as a
convenient way to report and/or verify visit maintenance information.

Fields and Columns:
Parameter
Use the following fields to limit the report output to:

Field Description

Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)
client by name (last name, first name) or Sandata Client ID
Client When a partial name is entered the report displays results

that begin with the entered characters.
clients with the entered Medicaid ID

Client Medicaid ID The entered value must be an exact match to a client’s Medi-
caid ID.
Supervisor the supervisor code for the client(s) at the provider agency
Department the selected department
employee by name (last name, first name) or Santrax ID
Employee When a partial name is entered the report displays results

that begin with the entered characters.
Report Grouping
Reports are grouped by the following fields. Each change in these fields results in a page break.

Field ‘ Description
Account the provider agency’s Sandata EVV account number
Payer the payer
Program the program
Service the service performed for the visit

Report Output
Each column of the report lists:
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Columns Description

the client’s Medicaid ID and/or Alternate Medicaid ID

Client Medicaid ID If not available, Payer ID. If newborn support is enabled and
the client is flagged as a newborn, is shown as “N.”

Client Name the client's name

Phone # the client’s primary phone number

Employee Name the employee's name

Employee Santrax ID the employee's Santrax ID

Visit Date the date of the visit

Scheduled: Start the scheduled start time for the visit

Scheduled: End the scheduled end time for the visit

Scheduled: Hours the total hours scheduled for the visit

Actual: Start the actual start time for the visit

Actual: End the actual end time for the visit

Actual: Hours the actual hours elapsed for the visit

Adjusted: Start the manually entered start time for the visit

Adjusted: End the manually entered end time for the visit

Adjusted: Hours the manually entered hours elapsed for the visit

Bill Hours the total billable hours for the related visit

Client Verified Service indicates if the client verified the service

Client Verified Time indicates if the client verified the time

Client verified Signature indicates if the client verified the signature

Sample Report

o Parametedy
Acsourt Provaer Accoust

Visit Verification
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Visit Verification - Sample

Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved 12/18/2023
Page 161 of 314



SClndO'l.G Visit Verification Activity Details

Get more right from the start

Visit Verification Activity Details

Description:

This report shows all visits taking place for a specific day. The report displays visit information includ-
ing client name, employee name, call in and call out time as well as additional visit information includ-
ing scheduled visit times, and billing information.

Use:

Note: This report is from a previous version of the application and does not include all information for
a payer program.

Use this report to review activity performed for visits that occurred for a selected. This shows all of
the changes that were made for the visit along with the reason codes applied. The second line of the
visit shows what the change was, who made the change and when. This report can be used to under-
stand visits are being modified and which user is making those modifications.

Fields and Columns:

Parameter

Use the following fields to limit the report output to:

Field Description

Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)
client by name (last name, first name) or Sandata Client ID
Client When a partial name is entered the report displays results

that begin with the entered characters.
clients with the entered Medicaid ID

Client Medicaid ID The entered value must be an exact match to a client’s Medi-
caid ID.

Report Output

Each column of the report lists:

Columns ‘ Description
SPV the supervisor at the provider agency
Client the client's ID and name (last, first)
Employee the employee's username
View N/A
Date the date of the visit
Scheduled Start the scheduled start time for the visit
Scheduled End the scheduled end time for the visit
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Columns Description

Scheduled Hours the total hours scheduled for the visit
Actual Start the actual start time for the visit
Actual End the actual end time for the visit
Actual Hours the total hours based on actual calls
Pay Hours the total payable hours
Reason Codes any reason codes applied when editing the visit
Task the tasks performed for the visit
EXP indicates whether or not the visit has been exported
Sample Report
Report Parsmeters
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Visit Verification Activity Details - Sample
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Approved Visits Report

Description:

This report shows all visits flagged as approved for the selected date range. The report is grouped
with one employee and client per page, showing all visits for that employee and client. This report dis-
plays details about the visit including approval date, services, tasks and call in and out times. This
report requires the account to be using the ‘approval’ feature. The maximum date range of this report
is 730 days.

Use:

Use this report to view a summary of approved visits, by employee and client. The report can assist in
comparing the approval date versus the visit date to ensure that visits are being approved in a timely

manner. In Sandata EVV, making adjustments after the visit has occurred removes any auto or client
approval and the visit must be re-approved.

Fields and Columns:
Parameters
Use the following fields to limit the report output to:

Field Description

client by name (last name, first name) or Sandata client ID
Client When a partial name is entered the report displays results
that begin with the entered characters.

clients with the entered Medicaid ID

Client Medicaid ID The entered value must be an exact match to a client’s Medi-
caid ID.
employee by name (last name, first name) or Santrax ID
Employee When a partial name is entered the report displays results

that begin with the entered characters.

Report Grouping Tab
Reports are grouped by the following fields. Each change in these fields results in a page break

Field ‘ Description
Employee Name the employee's name
Client Name the client's name
Santrax ID the employee's Santrax ID
Client ID the Santrax client ID

Report Output
Each column of the report displays:
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Columns Description

Approved Date
Service
Task

Adj Service

EVVin
EVV Out

EVV HOURS

ADJ EVV IN

ADJ EVV OUT

ADJ HOURS
TOTAL HOURS
TOTAL ADJ HOURS

Sample Report

the date the visit was flagged as approved
the service selected for the visit
the task(s) selected for the visit

the manually entered service for the visit
This only displays if the service was manually changed in the
system.

the call in time for the visit based on any of the visit capture
methods (Mobile, Telephony, FVV, Manual, Other)

the call out time for the visit based on any of the visit cap-
ture methods (Mobile, Telephony, FVV, Manual, Other)

the length of the visit in hours, based on the EVV In and EVV
Out times.

the manually entered call in time for the visit

the manually entered call out time for the visit

the calculated visit length based on any adjustments made
the total number of approved hours

the total number of adjusted approved hours

..........

Frm—

Bienon Pacanettry

Approved Visits Report

TOTAL A8 U

Approved Visits Report - Sample

Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved

12/18/2023
Page 165 of 314



SOndOtG Auto Verification Details

Get more right from the start

Auto Verification Details

Description:

This report displays all visits for the selected date range and shows how they were confirmed (manu-
ally or automatically) as well as details about any manual edits made to the visit.

Use:

This shows visit verification activity details to enhance program compliance. To minimize manual edit-
ing, auto-verified visits are preferred. This improves visit capture and reduces provider agency work-
load.

Fields and Columns:

Parameters

Use the following fields to limit the report output to:

Field Description

Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)
Report Output
Each column of the report displays:
Columns ‘ Description
Visit Date the date of the visit
Visit Key the visit ID related to the visit
Medicaid ID the client's Medicaid ID. Blank if non-applicable or unknown.
Client Name the client’s name
Provider ID tf)e state a.ss[gned identifier for the provider (Example: Pro-
vider Medicaid ID)
Verified Type how the visit was verified (Key: A = Automatic, M = Manual)
Call Time/Call Type  |===mmmmeee-
Start the call in time for the visit
End the call out time for the visit
Manual Call a 'Y' if the call out was manually created
Adjusted Times |-
Start the manually entered start time for the visit
End the manually entered end time for the visit
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Columns Description

Updated a'Y'if an adjusted call in or call out was added
Edits e
Visit Update a 'Y'if the visit was manually updated

the related codes if an exception was acknowledged. See the
legend at the end of the report for a full list of codes.

any reason codes applied when editing the related visit . See
the legend at the end of the report for a full list of codes.

Acknowledgment Exception Codes

Reason Codes

Sample Report

Report Parameters
Account: DEV @ Agency ( )
For: 4172022 - 43012022 11:59:59 PM
Auto Verification Details
CALL TIME/CALL TYPE ADJUSTED TIMES EDITS
PAE | wisTKEY | mepicabin ‘CUEN'I’NAIE ‘ LR ‘ VENPED © | staRT * MANUAL | enps |MAMUAL | sraprs | END S | upDATED | VST (ACKNOWLEDGMENT "é&;g;( =
4142022 2148446378 3254 ADD 001 A 05:55 AM 06:55 AM AZ5 10
414022 2148446373 2355 KMS 001 A 05:47 AM 06:47 AM A25 10
41212022 2148446017 4565 TES 001 M 10:47 PM 10:57 PM 09:57 PM 1107 PM Y B9 1"
41212022 2148446016 2112 ABC 001 M 1034PM 1044 PM 0944PM  1054PM Y AZ5 1001
Auto Verification Details - Sample
Report Parameters
Account: 77 - - s (
For: 6/1/2023 - 6/30/2023 11:59:59 PM
Auto Verification Details
DEFINITION
VISIT DATE Date Visit Occurred
VISIT KEY Unique Identifier in Sandata
MEDICAID ID Medicaid Identifier for client
CLIENT NAME Client's full name
PROVIDER ID State assigned identifier for provider
VERIFIED TYPE A= Auto, M= Manual
CALL TIME/CALL TYPE
START Start of the callfvisit
MANUAL CALL Y = Visit was manually created
END End of the call/visit
MANUAL CALL Y = Visit was manually created
ADJUSTED TIMES
START Start of the adjusted time/date
END End of the adjusted time/date
UPDATED Y = an update to the visit occurred
EDITS
VISIT UPDATE Y = there is a re-transmittal of a visit (regardless of whether the information changed or not).
ACKNOWLEDGEMENT EXCEPTION CODES See Legend for definitions
REASON CODES See Legend for definitions
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REASON CODE DESCRIPTION NOTE REQUIRED?
100 Member No Show Yes
110 Member Unavailable Yes
120 Member Refused Verification Yes
130 Member Refused Service Yes
140 Member Incapable, Designee Unavailable No
150 Caregiver Failed to Call In - Verified Services Were Delivered No
160 Caregiver Failed to Call Out - Verified Services Were Delivered No
170 Caregiver Failed to Call In and Out - Verified Services Were Delivered No
180 Caregiver Called Using an Alternate Phone Yes
190 Caregiver Change No
200 Mobile App Issue/lnoperable No
210 Telephony Issue/lnoperable No
220 FVV Issueflnoperable No
230 Service Outside the Home Yes
240 Unsafe Environment No
250 Does Not Contain Task Information Yes
999 Other Yes
12/18/2023 Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved
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EXC.NO ACKNOWLEDGEMENT EXCEPTION EXC.NO ACKNOWLEDGEMENT EXCEPTION 1
A0 Unknown Clients BO Unmatched Billing and Scheduled Hours
Al Unknown Employees B1 Billing Hours less than Scheduled Hours
A2 Visits Without Any Calls B2 Unmatched Billing and Payroll Hours
A3 Visits Without In-Calls B3 Unauthorized Service
A4 Visits Without Out-Calls B4 Extraneous Calls
A5 Unscheduled Visits B5 Client Eligibility
AB Unmatched Payroll and Scheduled Hours B6 Pay Hours greater than Maximum Allowed Hours
A7 Payroll Hours less than Scheduled Hours B7 OT/ABS Exception
A8 Actual Hours more than Scheduled Hours B8 Client Signature Exception
A9 Rejected Visits B9 Service Verification Exception
A10 Missing Tasks B10 Location Required
A1 Missing Critical Tasks B11 Missing Location
A12 Invalid Contract / Payer B12 Invalid Task
A13 Employee Replacement B13 Visit Memo Requirement Not Met
A14 Missing Contract / Payer B14 Missing Medicaid ID
A15 Unmatched Client ID / Phone
A16 Missing Procedure Code
A17 Task Mileage Exception
A18 Late In-Call
A19 Early Out-Call
A20 Short Visit
A21 No Show Exception
A22 Time Entered in Tasks exceeds Payroll Hours
A23 Missing Service
A24 Time Entered in Tasks less then Scheduled Hours
A25 GPS Distance Exception
A26 Employee Speaker Verification Exception
A27 Client Speaker Verification Exception
A28 Visit Verification Exception
A29 Missing Reason Codes
A30 Client Speaker Verification Bypassed

Auto Verification Details - Legends
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Auto Verification Summary

Auto Verification Summary

Description:

This report displays verification statistics for each provider agency for the selected date range.

Use:

This report allows users to compare the number of automatically verified visits versus manually con-
firmed visits across agencies. The results include all visits. This report displays cross agency visit veri-
fication trends, which provides an overview of the overall program compliance. To minimize manual
editing, auto-verified visits are preferred. This improves visit capture and reduces provider agency

workload.

Fields and Columns:

Parameters

Use the following fields to limit the report output to:

Field

Payer
Program
Service

Report Output

Each column of the report displays:

Columns

the selected payer(s)
the selected program(s)
the selected service(s)

Account
Account Name

the provider’'s EVV account number
the account name
the state assigned identifier for the provider (e.g Provider

Provider ID ..
Vi Medicaid ID)
Verified Visits ~ -—ee-
the number of visits that did not have any manual updates
Auto .
applied
% the percentage of visits that did not have any manual
° updates applied
Manual the number of visits that have manual updates applied
% the percentage of visits that have manual updates applied
Non Verified Visits -
the number of unverified visits missing necessary inform-
In-Complete .
ation
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Columns Description

the percentage of unverified visits missing necessary inform-

% .
ation
Omit the number of unverified visits flagged for omission
% the percentage of unverified visits flagged for omission

With Manual Updates

Manual Calls

the number of manually created calls

% the percentage of manually created calls

Manual Edits the number of visits with manual edits

% the percentage of visits with manual edits

Adj, Visits the number of visits with adjusted times

% the percentage of visits with adjusted times

All Visits e

Verified Visits the number of verified visits

% the percentage of verified visits

Non Verified Visits the number of visit§ that hf;\ve not been completed and are
scheduled or are still pending manual updates

% the percentage of visits that have not been completed and

Sample Report

are scheduled or are still pending manual updates

Auto Verification Summary

Report Parameters

Actount DEV (. Agency
For. 7/1/2023 - 7/31/2023 11:59.59 PM

{ VERIFIED VISITS NON VERIFIED VISITS WITH MANUAL UPDATES ALL VISITS
NON
ACCOUNT PROVIDER IN- MANUAL MANUAL ADJ. VERIFIED
ACCOUNT ““NaAME D | AUTO % MANUAL % lcompere * OMT % Tcauss * Teoms * wisms % [ Twisits % VERIEED %
[100 DEV 001 0o 00 1 w00 | 18 9a7 0 00 1 100 1 100 0 0 1 53 18 947
Agency
Grand Totals: 0 1 18 L] 1 1 [] 1 18

“*The values in "WITH MANUAL UPDATES" section can overlap. This means that a visit can belong to more than one group.
The percentage is based on all visits that were manually verified.

10/10/2023 12:39:20 Page 1 of 1

Sandata

Auto Verification Summary - Sample
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Client Visit Summary Report

Description:

This report shows all visits for the selected date range sorted by client, with one client per page, for
the selected date range. The report provides visit hour sub-totals by date and client as well as basic
visit information which includes: visit date, employee's Santrax ID, employee's name, number of visits,
visit start and end time, and visit hours.

Use:

Use this report to review visit hours and information by client.

Fields and Columns:

Parameters

Use the following fields to limit the report output to:

Field Description

Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)
client by name (last name, first name) or Sandata client ID
Client When a partial name is entered the report displays results

that begin with the entered characters.
Clients with the entered Medicaid ID

Client Medicaid ID The entered value must be an exact match to a client's Medi-
caid ID.
Supervisor the selected supervisor
Department the selected department
Task the selected task(s)
employee by name (last name, first name) or Santrax ID
Employee When a partial name is entered the report displays results

that begin with the entered characters.

Report Output
Each column of the report displays:

Columns Description

Santrax ID the employee’s Santrax ID.

Email the employee’s email address.

Employee the employee who conducted the visit.

Date the date of the visit.

Start the start time of the visit.
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Columns Description

End the end time of the visit.
# Of Visits the number of visits conducted.
Hours the length of the visit in hours
Sample Report
l_hm.l:l..&iummu
. L. For BAMIRIT - TLTONT 11.50:50 P
Client Visit Summary Report
ACCOUNT-
PAYER:
FROGRAM: Mona
SERVICE: None
5PV: Mone
CLIENT Dz e,
MEDMCAID ID- 9%EB8T 7665544
CLIENT NAME: - |
SANTRAXID = EMAIL EMPLOYEE = DATE = START = END = #OEVISITS  1BOURS
COOSOa2ET oanorT 000 Pt 0214 PR Q08
DODEDE0LT AT OcE PR OOcRD PR 003
CODEDEIET EADHT DRSS PR OOSE PR 005
ChantDate Sub-Total: 3 anr
DODECIRET osn1AT 10081 Al 1100 A a3z G
Cheendt Tokals: 4 Oas 11:00
G Sandata ST 19:16:37 AM Page 2 ol 15
Client Visit Summary Report-Sample
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Consolidated Activity

Description:

This report displays visit information and detailed task data, including any collected readings for the
account, over a selected date range. The report consolidates activity by client showing the employee
and tasks for each visit. The maximum date range for this report is 31 days.

Use:

Use this report to review visit and task activity over a selected date range for a given client. This can
assist users in reviewing visit and task history.

Fields and Columns:

Parameters

Use the following fields to limit the report output to:

Field Description

Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)
Client by name (last name, first name) or Sandata client ID
Client When a partial name is entered the report displays results

that begin with the entered characters.
clients with the entered Medicaid ID

Client Medicaid ID The entered value must be an exact match to a client’s Medi-
caid ID.

Supervisor the supervisor code for the client(s) at the provider agency
Employee by name (last name, first name) or Santrax ID

Employee When a partial name is entered the report displays results

that begin with the entered characters.

Report Grouping Tab
Reports are grouped by the following fields. Each change in these fields results in a page break

Field ‘ Description
Account the provider agency
SPV the supervisor at the provider agency

Report Output
Each column of the report displays:

12/18/2023 Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved
Page 174 of 314



Sandala

Get more right from the start

Sample Report

Columns Description

Client Medicaid ID

Client Name
Employee ID
Employee Name

Santrax ID
Visit Date

Start

End

Task ID

Task Name

Reading

Grand Total of Visits

Grand Total of Tasks

Sample Report

the client’s Medicaid ID and/or Alternate Medicaid ID
If not available, Payer ID. If newborn support is enabled and
the client is flagged as a newborn, is shown as "N".

the client’s name.
Blank if unknown.

the employee ID

the employee’s name
Blank if unknown.

the employee's Santrax ID

the date of the visit

the start time of the visit (actual or adjusted, if an adjust-
ment exists)

the end time of the visit (actual or adjusted, if an adjustment
exists)

the task ID

the task(s) performed for the visit

the reading associated with the task

the grand total of visits for the selected date range

the grand total of tasks performed for the selected date
range

Consolidated Activity
ACCOUNT: Provider Account
Eot Wone
E‘élgi'&m S CLIENT NAME % EMPLOYEE : EMPLOVEE NAME * SANTRAX ; VST % STARTS END®  TASKID  TASKNAME READING
Abigail, Jeal 555900 4152021 403PM LITPM (120 Housekeegng
139 Dvessing Change
1.5 Assist with Toileting
[ 31 Fool Care
QX Incontnent Care
SE3045834095 Bacon. James abgal Josl 555999 415201 JE4PM 3SSPM g0 Assist with Todetng
Cantae Juls 235895 4102021 [1F-] Housekeeps ing
o3 Dresung Change
11 Axsist with Todeting
Grand Total of Visits: 3
Grand Total of Tasks: 9
€ Sandata D4HBZET 12:43H Page 10f 1
Consolidated Activity - Sample
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Daily and Weekly Hours Worked - Detail

Description:
This report displays a detailed view of the hours worked by each employee for each agency, daily and
weekly.

Use:

This report allows users to view the total hours being worked per employee and should be used with
the Summary version for analysis. This information can be compared across agencies to locate dis-
crepancies and trends. Users can also review this report to identify workers who may be working
more than a given number of hours per day or week.

Fields and Columns:

Parameters
Use the following fields to limit the report output to:

Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)
Employee the selected employee

Report Grouping Tab
Reports are grouped by the following fields. Each change in these fields results in a page break

Field Description
Account the provider agency
Provider ID the s‘tat'e assigned identifier for the provider (e.g Provider
Medicaid ID)

Report Output
Each column of the report displays:

Employee Name the employee's name
Employee ID the assigned employee ID
Santrax ID the employee's Santrax ID
Sun/Mon/Tus/Wed/Thus/Fri/Sat the total number of hours worked by employees for each
day of the week
the total number of hours worked by the employee (for the
Total week)

Individual values are displayed as minutes.

12/18/2023 Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved
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Columns ‘ Description

the average number of daily hours worked by the employee

Average (for the week)

Sample Report

Report Parameters

':glrmﬁ'q?-'z:ZD - 11772020 11 593;95?!.‘
Daily / Weekly Hours Worked - Detail
ACCOUNT: (37500) |
PROVIDER ID: None
EMPFLOYEE NAME > EMFLOYEEID » SANTRAXID » SUN 5 MON & TUE ¥ WED THU 5 FRI 3 SAT & TOTAL ¥ AVERAGE 5
Carter, Juliz 235805 00:08 00:08 o0:01
Osbome, Santiago 812250 00:50 00:50 0007
Lowri, Kelley 100255 00:20 00:20 00:03
Page Totals: 01:18 00:04
Grand Totals: 01:18 00:04
Sandata 01/17/2020 11:13:41 Page 1 of 1
Daily / Weekly Hours Worked - Detail - Sample
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Daily / Weekly Hours Worked - Summary

Description:

This report displays the number of hours worked per employee, by agency, for the selected week.
Use:

This report is intended to help users to understand the total amount of hours being worked per
agency and review the total number of employees and the average hours worked, per employee. This
information can be compared across agency in order to identify discrepancies and trends.

Fields and Columns:

Parameters
Use the following fields to limit the report output to:

Field ‘ Description
Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)
Employee the selected employee

Report Output
Each column of the report displays:

Columns Description

the state assigned identifier for the provider (e.g Provider

Provider ID Medicaid ID)
Account Name the account name
Account the provider agency's Sandata EVV account number
# Of Employees the number of employees
Sun/Mon/Tue/Wed,/Thur/Fri/Sat Total the total number of hours worked by all employees for each
day of the week.
Sun/Mon/Tus/Wed/Thur/Fri/Sat Aver- the average number of hours worked by all employees for
age each day of the week.
the total number of hours worked by all employees for the
Total
week
Average the average number of daily hours worked by all employees

for the week
the grand totals for the total and average numbers of hours
Grand Totals: worked by all employees, across all agencies in the program,
for the week
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Sample Report

Beport Parameters
Account (37500}
For: 1/11/2020 - 1/17/2020 11:50:50 PM

Daily / Weekly Hours Worked - Summary

PROVIDER = ACCOUNT - Z §OF = SUN-» SUN-- MON-- MON-- TUE-= TUE-= WED-= WED-» THU-» THU-=  FRl-- FRF.  SAT-» GSAT- - -
I ~ NANE - ACCOUNT - cyplovEES ™ TOTAL~ AWG ™ TOTAL~ AVG™ TOTAL® AVG ™ TOTAL= AVG™ TOTAL™ AVG~ TOTAL™ AVG > TOTAL~ AvG > 'OTAL - AVERAGE -
7500 3 o148 6026 o118 o004
Grand Totals:  01:18 00:04
SOndOlO 011712020 11:20:48 Page 1 of 1

Daily and Weekly Hours Worked - Summary - Sample
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Detail Visit Status

Description:

This report is a detailed view of all visits based on the selected date range and parameters. The report
groups the client and employee information pertaining to the visit with the visit details such as, excep-
tions, services, date, time and the actual/adjusted call-in and call-out times.

Use:

Use this report to review a detailed overview of all visits within a selected date range.

Field and Columns:

Parameters Use the following fields to limit the report output to:

Field ‘ Description
Payer visits for the selected payer
Program the selected program(s)
Supervisor visits for the selected supervisor
Visit Status visits for the selected visit status

Report Output
Each column of the report displays:

Field Description

Visit ID the Visit ID related to the visit

Medicaid ID the client's Medicaid ID

Client the client associated with the visit

Employee the name of the employee who conducted the visit
Service the service(s) performed during the visit

Date the date of the visit

Scheduled, Start, End the scheduled start time and end time for the visit
Call, In, Out the call-in and call out time of the visit

Adjusted, In, Out the manual call in and call out times for the visit
Exceptions any exceptions that occurred during the visit
12/18/2023 Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved
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Sample Report

VIRID *  MedicaidiD ¥ Chent = Employes =
TEI0A0N Sow, John
sTezEOez Diow. Jahn
prerrear i, crmges

ﬁ Sanciala

Detail Visit Status Report

Sebaduled

Servics = Dube = Mart  End In

SEi T

Sub Tatal ¥ of Vesits: ]

BATR0AT 12:53:45 PW

in

&2t
Far BIT1200T - 81120 3525 P
Encagtony

WUnincan Clhyndy Wmdy WSyl In-Cally

Chenr Sigraiune Exceplion. Sanee Vardoasen
Excapmon. Lininows Chans, Vet Vardonion
Excapmoe. Viis Winout bn-Cals

t Sigratur Bxcepton, Masng Sarece
Wnkndwn Chensi, Vel Yerliceton Bxcepion, Wil
iiithaet In-Cada

Page Jol 4

Detail Visit Status Report
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Employee Activity

Description:

This report shows visit activity for each employee with each employee’s information displayed on its
own page. The report displays information about visits performed by the employee for the selected
date range. The maximum date range of this report is 31 days.

Use:

Use this report to review visit activity by employee. The report shows the detailed employee visit his-
tory. It can be used to monitor employee trends for late visits and tasks being performed. Times
shown for the visit are based on the final visit times, using actual times or adjusted times if any adjust-
ments occurred.

Fields and Columns:

Parameters

Use the following fields to limit the report output to:

Field ‘ Description
Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)
employee by name (last name, first name) or Santrax ID
Employee When a partial name is entered the report displays results

that begin with the entered characters.

Report Grouping Tab
Reports are grouped by the following fields. Each change in these fields results in a page break

Account the provider agency
Employee ID the employee's ID number
Employee Name the employee's name
Employee Santrax ID the employee's Santrax ID

Report Output
Each column of the report displays:

Columns Description
Client ID the Sandata client ID
Client Name the client's name
12/18/2023 Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved
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Columns Description

the client’s Medicaid ID and/or Alternate Medicaid ID
If not available, Payer ID. If newborn support is enabled and
the client is flagged as a newborn, is shown as “N.”

the date of the visit
the scheduled start time for the visit
the actual or the manually entered start time for the visit

Tasks:

Client Medicaid ID

Visit Date
Schedule Start

Start If no adjustment was made, the actual start time displays.
End the actual or the manually entered end time for th-e visit

If no adjustment was made, the actual start time displays.
Hours the duration of the visit in hours based on either the adjus-

ted or actual times

the difference between the scheduled and actual/manually
entered start time (in minutes)
If no adjustment was made, the actual start time displays.

the service code for the visit

Late Minutes

Service

Tasks:
Tasks repeat as many times as needed to display all tasks entered for the visit.

Each column of the report displays:

Columns ‘ Description
ID the task ID
Name the task name
Reading any reading entered for the task
Total Visits the total number of visits performed by the employee
Total Tasks the total number of tasks entered by the employee
Average Tasks/Visit the average number of tasks performed per visit

Sample Report

Egroe Paramenery

Employee Activity

Employee Activity - Sample

12/18/2023
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Employee Visit Log

Description:

This report shows a log of all visit activity for employees. The report displays information about the
visit, employee and client. Each payer receives its own page. The maximum date range for this report
is 31 days.

Use:

Use this report to view detailed information about the visit. This report includes standard visit inform-
ation, as well as the status of the visit, the location of the visit, any visit notes entered using a mobile
device and tasks. This report can be exported to excel to allow for sorting and filtering. Schedules are
not shown on this report.

Fields and Columns:

Parameters

Use the following fields to limit the report output to:

Field ‘ Description
clients with the entered Medicaid ID
Client Medicaid ID The entered value must be an exact match to a client’s Medi-
caid ID.
employee by name (last name, first name) or Santrax ID
Employee When a partial name is entered the report displays results

that begin with the entered characters.

Report Grouping Tab
Reports are grouped by the following fields. Each change in these fields results in a page break

Field Description
Payer the payer
Report Output

Each column of the report displays:

Visit: PRG the program for the visit

Visit: SRV the service for the visit

Visit: Date the date of the visit

Visit: Time In the actual or the manually entered start time for the visit

If no adjustment was made, the actual start time displays.

the actual or the manually entered end time for the visit.

MBS TS e If no adjustment was made, the actual end time displays.
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Columns Description

Visit: Hours
Visit: Status

Location In: Latitude, Longitude

Location In: Phone #

Location Out: Latitude, Longitude

Employee: Name
Employee: Medicaid ID
Employee: Santrax ID
Client: Name

Client: ID/Medicaid

the calculated duration for the visit in hours
the status of the visit

the latitude and longitude of the primary address displayed
in the report

This value only displays for visits captured with a mobile
device.

the EVV phone number from which the call was made

the latitude and longitude of the primary address displayed
in the report

This value only displays for visits captured with a mobile
device.

the employee's name

the state or payer assigned identifier for the employee
the employee's Santrax ID

the client's name

the client’s Medicaid ID and/or Alternate Medicaid ID
If not available, Payer ID. If newborn support is enabled and

the client is flagged as a newborn, is shown as "N.”

indicates if a signature was recorded for this client for the

SIG visit

Sample Report

Employee Visit Log
PAYER:
war LOCATION IN LOCATION 0UT EMPLOYEE CLEENT
PRG:  sav: DaTE: TME TME youps grarus |LATTUDE.  puowes |LAWTUDE  puones | mame: MEQEAD . SAMPRAX | wgmc Bt e
ez L R 003 tepoved $1648L4400 184844400 | Cartes. Jube 234088 rooee gL L Y
1202020 w veriied 5164846400 | Canter, e 29505 | Kewy Yoers L IMIAL
wazzn 00 X o5 vetes [—— $154544400 | Carer e eo— B;z‘: o I
Moles: Testng Schedule
Tk List 0001
vezoze 0 ZM 100 veres SOBSBETTTT Lo Riria Sy svnasarioes M
wsane LR M g5y vtes 9648464400 5164846400 | Frank. Aidan 565965
oty Testng Scheddes
wazee by e 033 Appoved SUUBBETTTT S184864400 | Lowi, Kebey 100258
020 s weeed | [ 5164842400 | Lowes, Kebey toazss | Bamoos
20 Wr 02 appoved e s164544400 | Tomrr®. §12250
B a2 Appeowd $164804400 siesnasann | Toome 12250
o200 23 32 a7p apeved 5964844400 sadsasinn | Tart 12050
ez AN 08 Ao prms— scﬁ"s:as:""‘é‘:;':" 51235 186320
wrze TS T3 100 speoved soaTrEAM seanmenya | TeRETR sz 184320
Total Hours: 968
§ st 0572020 15:38:31 Page2of3

Employee Visit Log - Sample
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Expanded Visit Sum (Cli)

Description:

This report shows an expanded summary of all visits for the selected date range. The report is broken
out by client, with each change in client starting a new page. The visit dates, start/end times and other
general information about the client’s visits are included. The maximum date range of this report is
730 days. Subtotals are listed by date.

Use:

Use this report to review visit activity for clients over a selected date range. This report allows users
to view client activity across all workers. The report can be used to support billing when there are rol-
lups by member and date.

Fields and Columns:

Parameters

Use the following fields to limit the report output to:

Field ‘ Description
Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)
Client by name (last name, first name) or Sandata client ID
Client When a partial name is entered the report displays results
that begin with the entered characters.
Supervisor the supervisor code for the client(s) at the provider agency
Department the selected department
Employee by name (last name, first name) or Santrax ID
Employee When a partial name is entered the report displays results

that begin with the entered characters.

Report Grouping Tab
Reports are grouped by the following fields. Each change in these fields results in a page break

Field ‘ Description
Account the provider agency
SPV the supervisor at the provider agency
Client ID the Sandata client ID
Client Name the client's name
Client Medicaid ID the client's Medicaid ID

Report Output
Each column of the report displays:
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the visit date

Description

the employee's Santrax ID

the employee's name

the payer for the related visit

the service performed for the visit
the start time of the visit

the end time of the visit

the length of the visit in hours

the sub total of visits that occurred on that day

the total number of visits performed for the client over the

selected date range

Columns
Visit Date
Santrax ID
Employee Name
Payer
Service
Visits: Start
Visits: End
Hours
Date Sub-Total
Client Totals
Sample Report

Chent Medicasd ID: None

VASIT DATE SANTRAX ID
4152021 555999
202 6559
a2 555595
4152021 555000
4152021 555909
45202 £L5559
4152021 555900
452021 565599
4152021 S55900
212021 235885
€ Sandata

Report Paramsters
EXPANDED VISIT SUMMARY BY =
CLIENT
VISITS
EMPLOYEE NAME PAYER SERVICE START | END
Amigail, Joa 330 PM
Abigail, Joed T4 PM
ADgad, Joe! m.s:rufaueq,. m,l.;njguw
Amigail, Joa m_i:::ueq. m_s:nj:i:uea
Aigail, Jo 5:22 PM
Abigai, Joe 344 PM HEEPM
Amigail, Joa 321 PM 329PM
Absgail, Joeé IEM 40 PM
Amigail, Joed 429 PM 439 PM
Date Sub-Total: ]
Carter, Jube u.|_,1cn,.2:u,d_, ar.l.slc‘n:ueu_

041162021 14:35:10

Date Sub-Total: 1

Client Totals: 10

HOURS|

018
0.13
028
017

0.7

Page 2ol 4

Expanded Visit Summary by Client - Sample
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Sandala Expanded Visit SUM (Emp)

Get more right from the start

Expanded Visit SUM (Emp)

Description:

This report shows an expanded view of all visits for the selected date range. The report is broken out
by employee, with each change in employee starting a new page. The visit dates, start/end times and
other general information about the employee’s visits are included. The maximum date range of this

report is 730 days.

Use:

Use this report to review all employee activity to support payroll and understand how many hours
specific employees are working.

Fields and Columns:

Parameters

Use the following fields to limit the report output to:

Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)
Client by name (last name, first name) or Sandata client ID
Client When a partial name is entered the report displays results
that begin with the entered characters.
Supervisor the supervisor code for the client(s) at the provider agency
Department the selected department
Employee by name (last name, first name) or Santrax ID
Employee When a partial name is entered the report displays results

that begin with the entered characters.

Report Grouping Tab
Reports are grouped by the following fields. Each change in these fields results in a page break

Account the provider agency
Employee ID the employee's ID
Employee Name the employee's name

Report Output
Each column of the report displays:

Columns ‘ Description
Visit Date the date of the visit
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Columns Description

Client ID the Sandata client ID

the client’s name.
Blank if unknown.

the client’s Medicaid ID and/or Alternate Medicaid ID

Client Name

Medicaid ID If not available, Payer ID. If newborn support is enabled and
the client is flagged as a newborn, is shown as "N".
Service the service performed for the visit
the start time of the visit (if an adjusted value exists, it is dis-
Visit: Start played here. if no adjusted value exists then the actual start

time is displayed)
the end time of the visit (if an adjusted value exists, it is dis-

Visit: End played here. If no adjusted value exists then the actual end
time is displayed)
Hours the duration of the visit in hours

Sample Report

Espor Paramsiers

EXPANDED VISIT SUMMARY BY

EMPLOYEE
| Acoount:
Employes ID: BA345454
Employee Mame: Conner, John
VISITS

WISIT DATE CUENTID CLIENT NAME MEDICAID 1D SERWICE START END HOURS|
3220 Connon, Sarsh 24485738888 S05AM
262021 STSTE4 Conner. Sarsh 244655736586 1AM s17aM 0.0
262021 575764 Connae Sarsh 244655736586 T204M
0262021 575784 Conner. Sansh 24465573506 $08aM

Date Sub-Totak: 4 0.0
162021 Eonnse Sarsh FI6AM

Date Sub-Total: 1
ViS22 Connar. Sanan 100 AM

Date Sub-Totak: 1

Employes Totals: 5 .05

) Sandata Q2R 134742 Page 1.of 16

Expanded Visit Summary by Employee- Sample
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Full Visit Export

Description:

This report produces a comma separated file or an excel spreadsheet that includes details for all visits
that occurred within the selected date range. This includes all details about the visit including call in/c-
all out times, exceptions, employee and client information and other data points. If specific data items
are not collected by the program, that field will be blank on the report output. This report can be run
for a maximum of 31 days.

Use:

Use this export to create an easily sortable list of all visits that occurred within the selected date
range. This information can also be used to populate a third-party data store including agency man-
agement systems, payroll systems and/or a data warehouse.

Fields and Columns:

Parameters

Use the following fields to limit the report output to:

Field Description

Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)
Client by name (last name, first name) or Sandata client ID
Client When a partial name is entered the report displays results

that begin with the entered characters.
clients with the entered Medicaid ID

Client Medicaid ID The entered value must be an exact match to a client's Medi-
caid ID.
employee by name (last name, first name) or Santrax ID
Employee When a partial name is entered, the report displays results

that begin with the entered characters.

Report Output
Each column of the report displays:

Columns ‘ Description
Account the provider agency's Sandata EVV account number
Account Number the account name
indicates the source of the visit (Sandata or the Alt
EVV vendor providing the information)
Payer the payer for the visit

Visit Source
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Columns Description

Program

Service

Employee Last Name
Employee First Name
Employee SNN
Employee ID
Employee Santrax ID
Client Last Name
Client First Name
Client Medicaid ID

Client Alternate Medicaid ID

Client Payer ID
Sandata Client ID
ALT EVV Client ID
Newborn

Visit Status

In Call

Call In Type
Call In Phone
Call In Latitude

Call in Longitude
Out Call
Call Out Type

Call Out Phone

Call Out Latitude

the program for the visit

the service for the visit

the last name of the employee

the first name of the employee

the employee's social security number

the employee's ID

the employee's Santrax ID

the client's last name

the client's first name

the client's Medicaid ID

the client's Medicaid and/or Alternate Medicaid ID

If not available, Payer ID. If newborn support is enabled and
the client is flagged as a newborn, is shown as "N".

the client's payer ID

the Sandata client ID

the client's ID from an alternate EVV system

indicates if the client is a newborn

the status of the visit

the date and time the call in was received

the call type used to place the call in (TVV/MVV/Manu-
al/Other)

the phone number from which the call in was made, if applic-
able

the latitude of the location the call in was made from. This
value only displays for visits captured by a mobile device
the longitude of the location the call in was made from. This
value only displays for visits captured by a mobile device
the date and time the call out was received

the call type used to place the call out (TVV/MVV/Manu-
al/Other)

the phone number from which the call out was made, if
applicable

the latitude of the location the call out was made from. This
value only displays for visits captured by a mobile device
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Columns Description

the longitude of the location the call out was made from.

Call Out Longitude This value only displays for visits captured by a mobile
device

Adjusted In Time the manually entered start time of the visit

Adjusted Out Time the manually entered end time of the visit

Actual Time the total duration of the visit based on actual call times

Adjusted Time the total duration of the visit based on manually entered call

times
Bill Time the total billable time for the visit
Units the total billable units for the related visit, if applicable
Group Visit indicates whether or not the visit was a Group Visit
Group Visit Code the group visit coded associated with the visit, if applicable
indicates whether or not the visit was flagged with a
GPS Exception GPS exception
This field is blank if the GPS Exception is not enabled.
GPS Call In Distance the distance in feet from the client's closest address
GPS Call Out Distance the distance in feet from the client's closest address
. . indicates if a signature was recorded for this client for the
Client Signature ..
visit
. . indicates the type of signature recorded for the visit (Voice
Client Signature Type or Written)
Client Verified Time indicates whether the client verified the time of the visit
Client Verified Service indicates whether the client verified the service

indicates whether the visit is flagged with an exception
caused by an unknown client

indicates whether the visit is flagged with an exception
caused by an unknown employee

Unknown Client Exception

Unknown Employee Exception

indicates whether the visit is flagged with an exception
caused by a missing in call

indicates whether the visit is flagged with an exception
caused by a missing out call

indicates whether the visit is flagged with an exception
caused by a mismatched phone number

indicates whether the visit is flagged with an exception
caused by a missing service

Visit WO In Call Exception
Visit WO Out Call Exception
Unmatched ClientID Phone Exception

Missing Service Exception
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Columns Description

indicates whether the visit is flagged with an exception
caused by an unauthorized service

indicates whether the visit is flagged with an exception
Visit Verification Exception caused by the client not verifying the start and end times of
the visit

Total Original Exceptions the total number of exceptions originally applied to visits
Total Current Exceptions the total number of exceptions currently applied to visits

the state assigned identifier for the provider (e.g. Provider
Medicaid ID)

Unauthorized Service Exception

Provider ID

Sample Report
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Hours Worked Summary

Description:

This report shows a summary view of all hours worked by employees for the selected date range. The
maximum date range for this report is 31 days.

Use:

This report can be used by an agency to review the amount of time being spent by field staff on visits.
The report can help payers review how much times agencies are spending on visits on average. This
report is limited to verified or processed visits and does not include visits which are still in process or
that are flagged with exceptions.

Fields and Columns:

Parameters
Use the following fields to limit the report output to:

Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)
client by name (last name, first name) or Sandata client ID
Client When a partial name is entered the report displays results

that begin with the entered characters.
clients with the entered Medicaid ID

Client Medicaid ID The entered value must be an exact match to a client’s Medi-
caid ID.

Report Grouping Tab
Reports are grouped by the following fields. Each change in these fields results in a page break

Field Description
Account the provider agency Sandata EVV account number
Provider ID the s‘tat'e assigned identifier for the provider (e.g. Provider
Medicaid ID)

Report Output
Each column of the report displays:

Columns ‘ Description
Payer the payer for the visit
Client: ID the Sandata client ID
Client: Name the client's name
12/18/2023 Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved
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Columns ‘ Description

the client’s Medicaid ID and/or Alternate Medicaid ID

In some programes, this could be a custom Payer ID. If new-
born support is enabled and the client is flagged as a new-
born, shown as "N.”

Client: Medicaid ID

Total Hours the total number of hours for each client
SUB Totals the total number of all hours worked by employees
GRAND Total the grand total of hours worked by the employee

Sample Report

Hours Worked Summary

6 Sancals WU 145541 Page 101

Hours Worked Summary - Sample
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Individual Client Activity Report

Description:

This report shows visit activity for clients for a selected date range, with each client on their own
page. The report displays scheduled versus actual hours, tasks, services and information about the
employee who performed the visit. The maximum date range for this report is 31 days.

Use:

Use this report to review visit activity by client and compare scheduled times to actual times. This
report shows the services being provided to specific clients over the course of the month. Tasks per-
formed are displayed to show the specific activities being provided to the client.

Fields and Columns:

Parameters
Use the following fields to limit the report output to:

Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)
client by name (last name, first name) or Sandata client ID
Client When a partial name is entered the report displays results

that begin with the entered characters.
clients with the entered Medicaid ID

Client Medicaid ID The entered value must be an exact match to a client’s Medi-
caid ID.

Report Grouping Tab

Reports are grouped by the following fields. Each change in these fields results in a page break

Account the provider agency’s Sandata EVV account number
Client Name the client's name
Client Medicaid ID the client's Medicaid ID

Report Output
Each column of the report displays:

Columns ‘ Description
Employee Name the employee's name
Employee Santrax ID the employee's Santrax ID
Visit Date the date of the visit
12/18/2023 Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved
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Columns Description

Schedule: Start the scheduled start time for the visit

Schedule: End the scheduled end time for the visit

Schedule: Hours the total hours scheduled for the visit
Actual/Adjusted: Start the actual/manually entered start time for the visit
Actual/Adjusted: End the actual/manually entered end time for the visit
Actual/Adjusted: Hours the actual/manually entered hours elapsed for the visit
Service the service performed for the visit

Tasks

Each column of the report displays:

Columns Description

ID the task ID
Name the task name
Reading any reading entered for the task
the total number of visits for the client over the selected

Total Visits
date range

the total number of scheduled hours for the client over the
selected date range

the total number of actual hours for the client over the selec-
ted date range

the total number of manually entered hours for the client
over the selected date range

Total Tasks the total number of tasks

Average Tasks/Visit the average number of tasks performed for the visit

Total Scheduled Hours
Total Actual Hours

Total Adjusted Hours

Sample Report

Individual Client Activity Report

A
CLIENT MAME Eton, Jares

SCHEDULE ACTUAL | AELUSTED TAEKS
EMPLOTEE NAME & EMPLOYEE SANTRAX® 3 WINTOATE 5 [§TA8T 3 Enp 2 WOURS S |START 5 EwD 3 HOURS 3 |SERWICE = D 3 WAME T READING =

Total Veuts: 1; Total Scheduied Hours: 054 Total Acbsal Hours: 032 Total Adusted Hours: 0 30 Total Taskn: 0: Average Taskeriait 9,00

6 Sandats OWTN020 10:35:53 Page 1al2

Individual Client Activity Report - Sample
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Late and Missed Visit Detail

Description:

This report displays a listing of all late or missed visits that occurred within the selected date rate. The
report shows whether the visit was late (the call in was received after the scheduled start time) or
missed (no call in was received for the schedule). The report includes general information about the
visit, including client and employee information. The scheduled start, actual and adjusted start times
are also shown on this report as well as whether or not the visit was rescheduled.

Use:

Use this report to gauge an agencies schedule compliance. This report allows users to track both late
and missed visits to ensure clients received care as scheduled. Users can also review actual recorded
times versus the adjusted times entered to assist in determining if visits are regularly being adjusted
to match the scheduled times.

Fields and Columns:

Parameters

Use the following fields to limit the report output to:

Field Description

Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)
client by name (last name, first name) or Sandata client ID
Client When a partial name is entered the report displays results

that begin with the entered characters.
clients with the entered Medicaid ID

Client Medicaid ID The entered value must be an exact match to a client’s Medi-
caid ID.
employee by name (last name, first name) or Santrax ID
Employee When a partial name is entered the report displays results

that begin with the entered characters.

Report Output
Each column of the report displays:

Columns Description

The state assigned identifier for the provider (e.g Provider

Provider ID ..
Medicaid ID)
Late Type indicates whether the visit was LATE or MISSED
Payer the payer for the related visit
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Columns Description

Program
Service
Client: ID
Client: Name

Client: Medicaid ID
Employee: ID
Employee: Name
Scheduled Start
Actual: Start

Actual: Late Minutes
Adjusted: Start
Adjusted: Late Minutes

Reschedule

Reason Code(s)
Resolution Code(s)

the program for the visit

the service performed for the visit
the client's ID number

the client's name

the client’s Medicaid ID and/or Alternate Medicaid ID

If not available, Payer ID. If newborn support is enabled and
the client is flagged as a newborn, is shown as "N".

the employee ID

the employee's name

the scheduled start time of the visit

the actual start time of the visit

the difference between the scheduled and actual start times

showing if the employee was late based on the scheduled
start

the adjusted start time of the visit

the difference between the scheduled and adjusted start
times showing if the employee was late based on the sched-
uled start

N=No or Y=Yes, indicating whether there the visit was res-
cheduled from an earlier visit

any reason codes applied when editing the related visit
any resolution codes applied when editing the related visit
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Sample Report

Fu
CLENT EMPLOYEE | [ ACTUAL ADJUSTED |
PROVIDER = LATE = . - 2 o= - SCHEDULED = - WATE - = L. .
= S LR D PAYER S PROGRAM 3 IERWICE S (02  MAME & 5 t|smaar s MATE s (gnmr s LR o liescucnme o
WD CTOSS TGOS iz 8120 Basen Jamas Gunted 1000 AM n
REASON CODE(S)
RESCLUTION COOE(S)
wou
wssED CTOSS TGOS T R SR 1S Avgal b BAT$2021 0400 B N
REASON COCE(S)
RESCLUTION COOE(S)
wsseD  cToss 34130 Basen Jaman SEEIAGE S Agad o ban20ts 0300 P u
REASON CODE(S)
RESCLUTION CODE(S)
wssgo messa s 4 Baree Gy r ST - . u
REASON CODE(S)
RESCLUTION CODELS)
TOTAL OF LATE VISITE: 0
TOTAL OF MISSED VISTS: &
6 Sandala AR 16:23:18 Page 1of1

Late and Missed Visit Detail - Sample
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Observation Question Report

Description:

This report displays the details of the responses provided to observation questions entered using San-
data Mobile Connect. The report is broken out with each client receiving their own page. It displays
the date of the visit, the employee who performed the visit and the observation questions and
responses recorded during the visit. Each question is displayed in a separate column.

Use:

Use this report to assist in understanding responses to observation questions over time. This inform-
ation can assist in monitoring trends and to review how different employees answer the same ques-
tion. This ability to track trends increases the value of the collected observation information.

Fields and Columns:

Parameters

Use the following fields to limit the report output to:

Field | Description
Payer the selected payer(s)
Client by name (last name, first name) or Sandata client ID
Client When a partial name is entered the report displays results

that begin with the entered characters.
clients with the entered Medicaid ID

Client Medicaid ID The entered value must be an exact match to a client’s Medi-
caid ID.
Employee by name (last name, first name) or Santrax ID
Employee When a partial name is entered the report displays results

that begin with the entered characters.
Report Grouping Tab
Reports are grouped by the following fields. Each change in these fields results in a page break

Field Description

Account the provider agency's Sandata EVV account number

Provider ID the s‘tat'e assigned identifier for the provider (e.g Provider
Medicaid ID)

Client Name the client’s name.

Blank if unknown.

the client’s Medicaid ID and/or Alternate Medicaid ID
Client Medicaid ID If not available, Payer ID. If newborn support is enabled and

the client is flagged as a newborn, is shown as "N".
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Report Output

Field

Diagnosis Code
Supervisor

Report Output

‘ Description
The diagnosis code and brief description, if available
The supervisor at the provider agency

Each column of the report displays:

Columns Description

Visit Date
Employee Name

Santrax ID

Observation Questions

Sample Report

the date of the visit

the employee’s name

Blank if unknown.

the employee's Santrax ID

the observation questions and responses recorded during

the visit
Each observation question is displayed in it’s own column.

Observation Question Report

03312021 15:31:56 Fage 1o

Observation Question Report - Sample
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Payroll Summary by Client

Description:

This report shows a summary view of payroll information, sorted by client. The report is broken out
by client with each change in client starting a new page. The report includes the number of visits per-
formed for the client, basic visit information and payable hours in decimal and fractional formats.

Use:

Use this report to review payroll information by client. This report is used to understand the impact of
specific clients on overall agency payroll.

Fields and Columns:

Parameters
Use the following fields to limit the report output to:

Field Description

Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)
client by name (last name, first name) or Sandata client ID
Client When a partial name is entered the report displays results

that begin with the entered characters.
clients with the entered Medicaid ID

Client Medicaid ID The entered value must be an exact match to a client’s Medi-
caid ID.
Supervisor the supervisor code for the client(s) at the provider agency
Department the selected department
employee by name (last name, first name) or Santrax ID
Employee When a partial name is entered the report displays results

that begin with the entered characters.

Report Grouping Tab
Reports are grouped by the following fields. Each change in these fields results in a page break

Field \ Description
Client ID Sandata Client ID
Client Name the client's name
Client Medicaid ID the client's Medicaid ID

Report Output
Each column of the report displays:
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Sample Report

Employee
Employee ID
Santrax ID
Visit Date
Service

# of Visits

Columns

Pay Hrs Decimal
Pay Hrs Fractional

Sample Report

‘ Description
the employee's name

the employee's ID number

the employee's Santrax ID

the date of the visit

the service performed for the visit
the number of visits

the pay hours in decimal numbers
the pay hours in fractional numbers

Beport Parameters
ity ey B
PAYROLL SUMMARY e 8
BY CLIENT
Chent 1D 5386142
Clant Hamma: Comnsr. Laeah
Clnt
EMPLOYEE EMPLOYEE 0 SANTRAX ID 'VISIT DATE SERVICE #OF NISITS PAY HRS DECIMAL P\lu\‘lmlisrnl:nnm.
Sub Torals . . -
SMC T
Sub Torals 08 o
Total : = w":
§ Singia 08022021 13:57:02 S

Payroll Summary by Client - Sample
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Payroll Summary (Emp)

Description:

This report shows a summary view of payroll information, sorted by employee. The report is broken
out by employee with each change in employee starting a new page. The report includes the number
of visits performed by the employee, basic visit information and payable hours in decimal and frac-
tional numbers.

Use:

Use this report to review payroll information by employee. This report can be compared to actual
payroll or exported to support payroll operations as necessary.

Fields and Columns:

Parameters
Use the following fields to limit the report output to:

Field Description

Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)
Client by name (last name, first name) or Sandata client ID
Client When a partial name is entered the report displays results

that begin with the entered characters.
The client’s Medicaid ID and/or Alternate Medicaid ID

Client Medicaid ID If not available, Payer ID. If newborn support is enabled and
the client is flagged as a newborn, is shown as "N".
Supervisor the supervisor code from the client(s) at the provider agency
Department the selected department
Employee by name (last name, first name) or Santrax ID
Employee When a partial name is entered the report displays results

that begin with the entered characters.

Report Grouping Tab
Reports are grouped by the following fields. Each change in these fields results in a page break

Field Description

Employee ID the employee ID
Santrax ID the employee's Santrax ID
Employee Name the employee's name

Report Output
Each column of the report displays:
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Columns ‘ Description

the client’s name.

Client Name Blank if unknown.

Client ID the Sandata client ID
Visit Date the date of the visit
Service the service performed for the visit
# of Visits the number of visits
Pay Hrs Decimal the pay hours in decimal numbers
Pay Hrs Fractional the pay hours in fractional numbers
Sample Report
_E_E_m
PAYROLL SUMMARY e
BY EMPLOYEE
| Empiayee Name: Sonnar, John .
.CLEIHNIHE CLENT O VISIT DATE SERVICE FOEVISTS  PAY MRS DECMAL  PAY HOURS FRACTIONAL
Sub Totaly 4 [ §1] N;
= =
f) Sargatd DADGZ021 12:50:18 Pagelolé
Payroll Summary by Employee- Sample
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Plan of Care Listing

Description:

This report shows the summarized plan of care for visits scheduled during a selected date range. The
maximum date range for this report is 730 days.

Use:

Use this report to review the plan of care for visits scheduled during the selected date range. This
report allows users to see when each Plan of Care expires (the end date) for each client and service.
The report also shows the days per week and hours per day to help agency staff ensure visits are
scheduled appropriately.

Fields and Columns:

Parameters

Use the following fields to limit the report output to:

Field Description

Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)

plans of care with client by name (last name, first name) or
Sandata Client ID.

When a partial name is entered the report displays results
that begin with the entered characters.

Client Medicaid ID the client Medicaid ID

Report Output
Each column of the report displays:

Columns Description

Client

Payer the payer for the plan of care

Program the program for the plan of care

Service the service for the plan of care

Client: ID the Sandata client ID

Client: Name the client's name
the client’s Medicaid ID and/or Alternate Medicaid ID

Client: Medicaid ID If not available, Payer ID. If newborn support is enabled and
the client is flagged as a newborn, is shown as "N.”

Start Date the start date of the client's plan of care
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Columns ‘ Description
the end date of the client’s plan of care
End Date When no end date is selected, the end date displays as 2099
or 2999.
Days Per Week the number of days a week where visits are expected based

on the plan of care

the number of hours per day where visits are expected

Hours Per Day based on the plan of care

the total number of hours per week where visits are expec-

Total H
otal Hours ted based on the plan of care

Sample Report

Boport Parameters
Plan of Care Listing e
| | CLIENT | m| mnn| TomL
|mn: PROGEAM 2 SERVICE = |n: HAME D WEDICAID 1D T Imm: END D4TE = .rsnn.ui: | FER DR T | HOURE =
o) Bamatt, Gary AR ID04 ORELID [T e F o -]
() p¥ . . PRZIZO20 140443 . . Pago 1of1
Plan of Care Listing - Sample
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Plan of Care Over-Under Served Report

Description:

This report shows the plan of care requirements and if they were over or under served during a spe-
cific date range grouped by client. The report displays the client’s identification information, the plan

of care details and if the plan of care conditions were met. The maximum date range for this report is
31 days.

Use:

This report allows users to compare the planned activities (plan of care) to the actual tasks logged for
each visit during selected date range. If more tasks were performed than scheduled, Over displays in
the last column. If less tasks were performed than scheduled, Under displays in the last column. This
report allows agency and payer users to view overall client care and identify gaps occurring within the
visits. Poor plan of care compliance could mean poor outcomes for a client and would need to be
investigated to determine if the plan of care needs to be updated, the caregiver needs to understand
the activities that need to happen or if other action is needed.

Fields and Columns:

Parameters
Use the following fields to limit the report output to:

Field Description

Payer the selected payer(s)
Service the selected service(s)

client by name (last name, first name) or Sandata client ID
Client When a partial name is entered the report displays results

that begin with the entered characters.
clients with the entered Medicaid ID

Client Medicaid ID The entered value must be an exact match to a client’s Medi-
caid ID.

Report Grouping Tab

Reports are grouped by the following fields. Each change in these fields results in a page break

Field | Description
Provider ID the s.tat.e assigned identifier for the provider (e.g. Provider
Medicaid ID)
Account the provider agency's Sandata EVV account number
Client ID the Sandata client ID
Client Name the client's name
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Field ‘ Description
the client’s Medicaid ID and/or Alternate Medicaid ID
Client Medicaid ID If not available, Payer ID. If newborn support is enabled and
the client is flagged as a newborn, is shown as "N".
Alternate Medicaid ID the client’s Alternate Medicaid ID if available

Report Output
Each column of the report displays:

Columns Description

Service the service performed for the visit

the start of the week displayed
If more than a week is selected or the selected week doesn’t

Start Date match to the week for the Plan of Care, multiple sections dis-
play for a single client for each week.

End Date the end of the week displayed

Task ID the ID of the task entered during telephony

Task the name of the task

Times the number of times the task should be performed

Planned Duration the number of times the task should be performed
the actual amount of time for each task

Actual Duration This field only displays for tasks configured to require a read-
ing.

Over / Under if the client was over or under served based on the plan of

care and the tasks entered for the visit

Sample Report

Bepont Pasmotors
Plan of Care Over / Under Served = im wmm

Report

SUN MON TUE WED THU PRI ST | SUN WON TUE WE
it Lo s ST M8 A2 300 10n B2 100 | AST ASE 829 490 1 102 104 UNDER

6 Sandats 08020 17:06:27 Page1of 2

Plan of Care Over / Under Served Report - Sample
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Schedules by Client
Description:
This report shows all schedules for a selected date range. The report is grouped by client with each cli-

ent receiving their own page. The report displays the employee and client’s name and identification
information as well as the visit information. The maximum date range on this report is 31 days.

Use:

Use this report to review and verify client schedules for a selected date range. Users can print this
report for a client or client designee review all upcoming schedules.

Fields and Columns:

Parameters
Use the following fields to limit the report output to:

only those visits with the entered client by name (format:
Client last name, first name). When a partial value is entered the

report will display results that begin with the entered value.
Client Medicaid ID the client's Medicaid ID

Report Grouping Tab
Reports are grouped by the following fields. Each change in these fields results in a page break

Account the provider agency's Sandata EVV account number

Provider the s‘tat.e assigned identifier for the provider (e.g Provider
Medicaid ID)

Client Name the client's name
the client’s Medicaid ID and/or Alternate Medicaid ID

Client Medicaid ID If not available, Payer ID. If newborn support is enabled and
the client is flagged as a newborn, is shown as "N.”

Client Address the client's primary address

Report Output

Each column of the report displays:

Schedule Date the scheduled date of the visit

Time In the scheduled start time for the visit

Time Out the scheduled end time for the visit

Hours / Min the scheduled length of the visit in hours and minutes
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Columns ‘ Description
Employee Name the employee's name
Employee Santrax ID the employee's Santrax ID
Employee Email the employee's email address
Payer the payer for the visit
Program the program for the visit
Service the service scheduled for the visit
Number of visits the number of visits scheduled for the client
Number of hours the total duration of visits scheduled for the client
Grand Totals the total of all visits for all clients

Sample Report

Benort Parsmeters

fooou
For: WA - AN 16050 P

Schedules by Client

I0;
CLIDNT HAME: Botsman, Sooft
CLIENT MEGICAT |0 SXS2380I83
CLIENT ADDRESE:

ot
Seattle, WA, 31480000

SCHEDULE & mwgw®  mwnourd woussswm D gwpuovie w3 EWFLOVEE SINTRAY 2 qupLovel qum 3 raen S PROGRAN T sERMCE

oo ama0 WONPM  OTSSPM 05 Frank, Adwn at0s
Wagmbar of wigite: 1; Mumser of hours- 0 592

Orand Totuls:  Bhumbar of wsits: &; Hurber of hours: §.33

o\

Sandild 09232020 13:17:84 Page 3ol 3

Schedules by Client - Sample
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Schedules by Employee

Description:

This report shows all schedules for a selected date range. The report is grouped by employee with
each employee receiving their own page for easy distribution. The report displays the field staff and
client’s name and identification information as well as the visit information. The maximum date range
for this report is 31 days.

Use:

Use this report to review and verify employee schedules for a selected date range. This report can be
provided in hard copy (or PDF) to the employee so they have information about upcoming schedules.
This allows to review upcoming activity and make any changes before the visit.

Fields and Columns:

Parameters

Use the following fields to limit the report output to:

Field ‘ Description
employee by name (last name, first name) or Santrax ID
Employee When a partial name is entered the report displays results
that begin with the entered characters.
Report Grouping Tab
Reports are grouped by the following fields. Each change in these fields results in a page break

Account the provider agency's Sandata EVV account number

Provider ID the s‘tat'e assigned identifier for the provider (e.g Provider
Medicaid ID)

Employee Name the employee's name

Employee Santrax ID the employee's Santrax ID

Employee Email the employee's email address

Report Output
Each column of the report displays:

Schedule Date the scheduled date of the visit

Time In the scheduled start time for the visit

Time Out the scheduled end time for the visit

Hours / Min the scheduled length of the visit in hours and minutes

Client Name the client's name
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Sample Report

Client Medicai

Columns

dID

Client Address

Payer
Program
Service

Number of Visits
Number of Hours

Grand Totals
Sample Report

‘ Description

the client’s Medicaid ID and/or Alternate Medicaid ID

If not available, Payer ID. If newborn support is enabled and
the client is flagged as a newborn, is shown as "N.”

the client's primary address

the payer for the visit

the program for the visit

the service scheduled to be performed for the visit
the number of visits scheduled for the employee

the total duration of visits scheduled for the employee
the total of all visits for all employees
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stz OIOOPM 0I5 PM D055

o\
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Schedules by Employee
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Schedules by Employee - Sample
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Summary Visit Status Report
Description:

This report is a summary view of the status of all visits based on the selected date range and para-
meters. The results are sorted by the duration of time each visit has remained in the same status.

Use:

Use this report to review the status of all visits within a selected date range.
Fields and Columns:

Parameters

Use the following fields to limit the report output to:

Field Description

Payer the selected payer(s)
Program the selected program
Supervisor the selected supervisor

Report Output
Each column of the report displays:

Columns ‘ Description

Status the status for the related visit
Age, <1 days, 1-5 days, 11-15 days, 16- . . .

g 4 4 4 the amount of days a visit status has remained unchanged
31 days
Total # the total number visits for the related status
Sample Report

_Eg.m_ﬂ'nuﬂ_vueﬂ
Summary Visit Status Report

S5

.E‘Mu:. | 1 Days 1 -5 Days & - 10 Days 11 - 13 Days 9§ - 31 Days Tokal #

. . . . : : "

Procaiind o o o & = ]

o 2 o
Totsl § ] a o [ -] :?.
ﬁ aadata BM4209T 51225 AM Pape 1 of 2
Summary Visit Status Report
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Unresolved Late & Missed Visits

Description:

This report shows all unresolved late and missed visits taking place for a selected date range. The
report displays the client and field staff’s name and identification information. The report also displays
the scheduled start time of the visit and if the call in was received after the scheduled start time. This
report uses data from the schedule. For values to display in the late minutes column, the account must
be configured to use the Late In Call exception and the threshold for a late call in must be defined as a
parameter in the system. The maximum date range for this report is 7 days.

Use:

Use this report to review any visits marked as late or missed. The report can be used with the Contin-
gency Plan feature to review which visits require attention. It can also be used to view visits that are
either late or missed, over a selected date range. This information allows users to identify trends for
specific clients or employees.

Fields and Columns:

Parameters

Use the following fields to limit the report output to:

Field \ Description
Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)
client by name (last name, first name) or Sandata client ID
Client When a partial name is entered the report displays results

that begin with the entered characters.
clients with the entered Medicaid ID

Client Medicaid ID The entered value must be an exact match to a client’s Medi-
caid ID.
employee by name (last name, first name) or Santrax ID
Employee When a partial name is entered the report displays results

that begin with the entered characters.

Report Output
Each column of the report displays:

Columns Description

Payer the client's payer from the schedule

Program the program(s) for the visit from the schedule

Service the service scheduled to be performed for the visit
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Columns Description

Supervisor
Client: ID

Client: Medicaid ID

Client: Name

Client: Phone
Employee: Name
Employee: Santrax ID
Employee: ID
Scheduled: Date
Scheduled: Start Time

Actual: Call Start
Actual: Late Minutes

Total No Show & Missed Visits
Sample Report

the client’s supervisor at the provider agency
the Sandata client ID

the client’s Medicaid ID and/or Alternate Medicaid ID
If not available, Payer ID. If newborn support is enabled and
the client is flagged as a newborn, is shown as "N.”

the client's name

the client's primary phone number

the employee's name from the schedule
the employee's Santrax ID

the employee ID

the scheduled start date for the visit
the scheduled start time for the visit

the call in time for the visit.

This value only displays for a late visit.

the difference between the scheduled and actual start times
(in minutes)

This value only displays for a late visit.

the total number of no show and missed visits

fccoutz -
Provider Medicaid i Hore

)

M RIS Bamem, Doy Daveie, Toaresa 991841

Total Ho Show & Missed Visits: 3

DRTITII0 A28 Pagedof 1

Unresolved Late & Missed Visits - Sample
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Verified Hours for Payroll

Description:

This report shows the verified hours for paying field staff for a selected date range. The report dis-
plays a list of all verified visits performed by a field staff including the client names, visit information
and billable amounts, sorted by employee name. The maximum date range for this report is 31 days.
Use:

Use this report to review verified hours when processing payroll for field staff or to compare actual
payroll hours shown for a current or upcoming pay period. Only visits with a status of Verified or Pro-

cessed display on this report. Bill and pay hours may be the same or different, depending on any
adjustments made or rounding rules applied.

Fields and Columns:

Parameters
Use the following fields to limit the report output to:

Field ‘ Description
client by name (last name, first name) or Sandata client ID
Client When a partial name is entered the report displays results
that begin with the entered characters.
clients with the entered Medicaid ID

Client Medicaid ID The entered value must be an exact match to a client’s Medi-
caid ID.
employee by name (last name, first name) or Santrax ID
Employee When a partial name is entered the report displays results

that begin with the entered characters.

Report Output
Each column of the report displays:

Columns ‘ Description
Employee the employee ID
Employee Name the employee's name
Santrax ID the employee's Santrax ID

the employee’s department
Depending on the agency’s specific configurations, this field

Dept . .
P may display a different value.
Client: ID the Sandata client ID
Client: Name the client's name
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Columns ‘ Description
the client’s Medicaid ID and/or Alternate Medicaid ID
Client: Medicaid ID If not available, Payer ID. If newborn support is enabled and
the client is flagged as a newborn, is shown as "N".
Service the service performed for the visit
Visit Date the date of the visit
Start the actual/manually entered start time for the visit
End the actual/manually entered end time for the visit
Bill Hours the total billable hours for the visit
Pay Hours the total payable hours for the visit
Sample Report
Baoport Parsmters
Verified Hours for Payroll m—
Emplayee I: Hone
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e
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H ® e MEDICAID 10 % | semace 2 WASAT DATE = SDET 3 END ¥ BILL HOURS = PR HOURS &
S WAsits: 1 Tobel B3I Hours: 0.9E: Total Fay Hours: 093
Employes Mame: Lowri, Kelloy
Fot1
:s;w :::d;m ::::::ul;' [ - n-nm' mwp; m:-o;u - m;n . m‘m:
= WAsits: 1; Tobel B3I Hours: 0.3% Totel Fay Hours: 033
St e e
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Verified Hours for Payroll - Sample
Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved 12/18/2023

Page 219 of 314



Sondg'[o Visit Capture Methodology Percentage
Geat rmore right from the start Uti I ization

Visit Capture Methodology Percentage Utilization

Description:

This report shows the percentage of calls captured by a method of visit verification used by an agency
for a date range. The report displays the number of calls and what percentage of an agency’s calls
were captured using each method. The maximum date range for this report is 31 days.

Use:

This audit report can be used by individual providers to review the visit capture methodology used for
each call placed across all employees. Payers can use this report to compare visit capture meth-
odology use across a group of provider agencies.

Fields and Columns:

Parameters

Use the following fields to limit the report output to:

Field Description

Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)

Report Output
Each column of the report displays:

Columns Description

Account the provider agency’s Sandata EVV account number

Account Name the account name

Provider ID the s‘tat'e assigned identifier for the provider (e.g Provider
Medicaid ID)

the number of mobile calls captured using either SMC or a
third-party system
Mobile % the total percentage of calls captured using a mobile device

the number of telephony calls captured using either TVV or
a third-party system

Mobile # of Calls

Telephony # of Calls

Telephony # the total percentage of calls captured using telephony

EVV # of Calls the numl?er of fixed visit verification calls captured using a
FVV device

FVV % the total percentage of calls captured using a FVV device

Manual # of Calls

the number of calls manually entered in Sandata EVV or a
third-party system

12/18/2023
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Columns ‘ Description

the total percentage of calls manually entered in Sandata

M 1% .

ahuat 7 EVV or a third-party system

Other # of Calls the number of calls captured using a third-party system

Other % the total percentage of calls captured using a third-party sys-
tem

Total # of Calls the total number of all calls captured

Grand Totals the grand total of calls captured in each column

Sample Report

B0 Parsmetors:

Visit Capture Methodology o . e 12 e
Percentage Utilization

MOBILE | TELEPHONY ] v | MANUAL I OTHER

o . PROVIDER . | GOF . .| WOF . T L WOF . «| WOF .
ACCOUNT = ACCOUNT NAME - o - . =" % CALLE T L CALLE e c .
a0 Provvider Account o oo »  mam o oo T eEw 0 oom »
Grand Totals: L » o

FRAS2020 12:56:24

o)
£
&

Visit Capture Methodology Percentage Utilization - Sample
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Visit Log Report
Description:

All visits associated with each Client within the selected date range are listed with one client per page
in this report.

Use:

Use this report to track your client's visits by monitoring call times, pay, and reason codes.
Fields and Columns:

Parameters

Use the following fields to limit the report output to:

Field Description

Payer visits with the selected payer
Program visits with the selected program
Service the selected Service related to the visit
Client by name (last name, first name) or Sandata Client ID
Client When a partial name is entered the report displays results
that begin with the entered characters
Client Medicaid ID visits with the entered Medicaid ID
Supervisor the selected supervisor
Department visits that occurred in the selected department
employee by name (last name, first name) or Santrax ID
Employee When a partial name is entered the report displays results

that begin with the entered characters.

Report Output
Each column of the report displays:

Program the program for the visit

Service service(s) performed during the visit

SPV the client's supervisor at the provider agency

Priority the priority assigned to the visit

Employee Name the name of the employee who conducted the visit

Visit date the date of the visit

Call, In, Out the call-in and call-out time for the visit

Actual Hours the actual hours for the visit

Adjusted, Start, End, Hours any manual edits made for the visit
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Column Description

Bill, Hours, Rate the billable hours and rate for the visit
Reason Codes any reason codes applied during the related visit

Sample Report

Rapan Parametsss
Ao ound i
= - }:H;;:';"f;‘-i';}:'?"‘}ﬁ:'f
Visit Log Report
Ateownr
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.W\e Wed 0209 . 223 PM o2ra P . IZ':Z- . [+1=r] n 13, 12, 38, 51
] WWed D209 mm':«w o632 AM 128 123 n B0, 11, 12,35, 35, 38
6 Sandata ST 11:35:14 AM Page 1ol 35
Visit Log Report
Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved 12/18/2023

Page 223 of 314



SOndOtG Visit Verification Activity

Get more right from the start

Visit Verification Activity

Description:

This report shows all visits taking place for a selected date range, sorted by client. The report displays
visit information including client name, staff member, call in and call out time as well as additional visit
information including scheduled visit times, billing information and any changes made to the visit. The
maximum date range for this report is 7 days.

Use:

Use this report to review and verify visits that occurred for a selected date range. This is available as
an excel file or CSV only due to the number of fields, it cannot be properly formatted for presentation
and printing. This is a detailed report with all visit information.

Fields and Columns:

Parameters

Use the following fields to limit the report output to:

Field ‘ Description
Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)
client by name (last name, first name) or Sandata client ID
Client When a partial name is entered the report displays results

that begin with the entered characters.
clients with the entered Medicaid ID

Client Medicaid ID The entered value must be an exact match to a client’s Medi-
caid ID.
employee by name (last name, first name) or Santrax ID
Employee When a partial name is entered the report displays results

that begin with the entered characters.

Report Output - Excel and CSV Only
Each column of the report displays:

Visit Key the visit key

Account the provider agency's Sandata EVV account number
Account Name the account name

Client ID the Sandata client ID
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Column Description

Client Medicaid ID

Alternate Medicaid ID

Client Last Name
Client First Name

Client Middle Initial
Employee Santrax ID

Employee Last Name

Employee First Name

Payer

Program

Service

Scheduled In Date
Scheduled In Time
Scheduled Out Date
Scheduled Out Time
Call In Date

Call In Time

Call Out Date

Call Out Time
Adjusted In Date
Adjusted In Time
Adjusted Out Date
Adjusted Out Time
Bill Time

the client’s Medicaid ID and/or alternate Medicaid ID
If not available, Payer ID. If newborn support is enabled and
the client is flagged as a newborn, is shown as "N".

the alternate Medicaid ID

the client’s last name
Blank if unknown.

the client’s first name
Blank if unknown.

the client’s middle initial
Blank if unknown.

the employee's Santrax ID

the employee’s last name
Blank if unknown.

the employee’s first name
Blank if unknown.

the payer for the visit

the program for the visit

the service performed for the visit

the scheduled start date for the visit

the scheduled start time for the visit

the scheduled end date for the visit

the scheduled end time for the visit

the call in date for the visit

the call in time for the visit

the call out date for the visit

the call out time for the visit

the manually entered call in date for the visit
the manually entered call in time for the visit
the manually entered call out date for the visit
the manually entered call out time for the visit
the billable time for the visit

Pay Time the payable time for the visit

Group Code the group visit code associated with the visit

Tasks the task(s) performed for the visit
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Column ‘ Description
any information entered in the Memo field of the Visit
Memo .
Details screen
Change User the user who edited the visit
Change Date the date the visit was edited
Change Time the time the visit was edited
the change made based on the privilege (e.g. Visit - Update
Change Privilege Client, Visit - Update Memo, Acknowledge exception: Client
Signature Exception)
Reason Code any reason codes applied when editing the visit

Sample Report

Visit Verification Activity - Sample
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Visit Verification Activity Summary Report
Description:

This report contains a list of modifications for each visit, if any. Only the modified visits are included
in this report and lists the user who performed the Visit Maintenance.

Use:
Use this report to review Visit Verification.

Fields and Columns:

Parameters
Use the following fields to limit the report output to:

Field Description

client by name (last name, first name) or Sandata Client ID

Client when a partial name is entered the report displays results
that begin with the entered characters

Client Medicaid ID the entered Client Medicaid ID

Department visits from the selected department

Employee visits from the entered employee.

Payer visits with the selected payer(s)

Service visits the selected service(s)

Supervisor the selected supervisor

Report Output
Each column of the report lists:

Columns Description

Client Medicaid ID the client’s Medicaid ID

Client Name the client’s name

Employee Name the employee who conducted the visit

Employee Santrax ID The employee’s Santrax ID

Employee Other ID the employee’s Other ID

HCPCS the HCPCS code used for billing

Group Visit Code the group visit code associated with the visit, if applicable
Visit Date the date the visit occurred

the start-time, end-time, and the amount of hours elapsed
for the related visit

any manual edits to the start-time, end-time, and adjusts the
hours elapsed to reflect these edits for related visits

Actual, Start, End, Hours

Adjusted, Start, End, Hours
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Sample Report

Columns
Bill Hours
Units
Reason Code

Omit

Offline Visit

Sample Report

‘ Description

the total billable hours for the related visit

the total billable units for the related visit, if applicable
any reason codes that have been applied visit

N=No. Y=Yes indicating whether or not any omissions have
been made for this visit

if any visit's call s were placed while the device used was in
offline mode

Visit Verification Activity

Report Parameters
Account:

For: 6/5(2023 - 12/11/2023 11:58:58 PM

Summary

Account:| = & - - ( )
Payer: None
Program: None
OFFLINE
AcTuat ADJUSTED i REASON OFFL
- - - EMPLOYEE - GROUP - -
GEBCADID = CLENTNamE T EMPLOYEE NAME +  SANTRAX oopioEe HCPCS & ST e < START END HOURS|START END HOURS[HOURS = UNITS  CODE  OMIT
CODE

Visit - Add Visit - TAI .COM - 9/28/2023 10-12 AM
00 A B 75 COMBO ognziz023  [9 1000 0O e 01:00 01:00 01 N NA
Visil - Add Visit - TA .COM - 9/28/2023 10:17 AM
00 A B 75 comeo oooaoza [ g0 [ g2po 01:00 01:00 01 N NA
Manual Call - Add to Specified Visit - SANTRAX - 10/13/2023 00:57 AM

BAMMERTON, 05 . 0915 & w0055
22 Evitis <] 95 99600 1womazes O it o 00:40 00:40 03 N NA
Visil - Update Employee - GEJ COM - 10/19/2023 09:30 AM

. B ra 107 1 09:07 1 09:21

22 £ c 74 99500 1011912023 o b 00:14 00-14 04 N NA
Visit - Add Visit - SH COM - 1171512023 02:06 PM

A 3 08:01 0105
23 * © 74 29500 1nzz0zz O % O HR 05:04 05:04 04 N NA
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Report Parameters
Account: MOM HOME HEALTH AND PC - CROP

Visit Verification Activity I P —
Summary

Legend
Icon Text  Description
0 GPS
&SN The value has been changed
) Memo
! FVV Call
D Manual Call
. IVR Call
L & Other Call
SCIndCI".:CI 1211172023 13:18:57 Page 37 of 37

Report Parameters
Account: MOM HOME HEALTH AND PC - CROP

Visit Verification Activity -
Summary

REASON CODE DESCRIPTION
01 Caregiver Ermor
02 Member Unavailable
03 Mobile Device Issue
04 Telephony Issue
05 Member Refused Verification
06 Service Outside the Home
03 Other
SGﬂdG'l:CI 1211112023 13:18:57 Page 36 of 37

Visit Verification Activity Summary Report - Legends
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Visit Verification Exception
Description:

This report details the various exceptions found in Visit Verification and lists each exception type
page by page. Example: GPS Distance Exception

Use:

Use this report to review the visit verification information and activity for a date range.
Parameters

Use the following fields to limit the report output to:

Field Description

Payer visits with the selected payer(s).
Exception visits with the selected exception(s).
Program visits with the selected program.
Service visits with the selected service(s) applied.
only those visits with the entered client (format: last name,
Client first name). When a partial value is entered the report will
display results that begin with the entered value.
Client Medicaid ID the selected Client Medicaid ID.
Supervisor the selected supervisor.
Department visits from the selected department.
only those visits with the entered employee (format: last
Employee name, first name). When a partial value is entered the report

will display results that begin with the entered value.

Report Output
Each column of the report displays:

Column Description

SPV The supervisor at the provider agency

Medicaid ID the client’s Medicaid ID.

Client the client’s name.

Employee the employee who carried out the visit.

Exceptions the exception the report is filtered for

Date the date the visit occurred.

Actual, Start, End, Hours the start-.tlime, end-time, and time elapsed in hours for the
related visit.
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Column Description

Adjusted, Start, End, Hours any manual edits to the s‘t:.:\rt-tlme, end-time, or hours
elapsed for the related visit.

Bill Hours the billable hours for the related visit.
Reason Codes any reason codes applied to the related visit.
Tasks the tasks performed for the visit

Sample Report

Visit Verification Exception

:{EN:II

ayer:

Program: None

Servica: None

- GPE DI Encents
ACTUAL | ADJUSTED | BuiEp REASON
EMPLOYEE =  EXCEPTIONS  DATE * START END HOURS START END  HOURS HOURS = CODES  TASKS

1128 AM "36-\.\'@ oor [iTard x
1008 A 1018 A 015 w1s
1M AM 13 AM oor (1) x

ooa [T} x

3 A (173 [T ®
022a P o0 [ F ] x
orIT P W0 AM un R x
R0 A 02 eT AN o s
- wuma;l;wuw = . l

Total of Agusted Hours: N

Totsl of Biled Hour: 1560

Total of Visits: 11
6 sangata L2017 1:29:1% PM Page 2 of 10
Visit Verification Exception Report
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Weekly Call Summary

Description:

This report displays a summary view of all calls placed for the selected week in a weekly grid format,
sorted by employee. The report includes information about each call, the client, the employee, and
general information about each call. The report includes scheduled and actual times for each call as
well as the call duration. If adjusted call times exist for the visit, they are displayed on this report. If no
adjusted times exist, the actual call time is displayed.

Use:

Use this report to view worker’s schedules and actual call information for each week. This report can
be compared to a worker’s schedule to assist in determining schedule compliance.

Fields and Columns:

Parameters

Use the following fields to limit the report output to:

Field ‘ Description
Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)
Client by name (last name, first name) or Sandata client ID
Client When a partial name is entered the report displays results

that begin with the entered characters.
clients with the entered Medicaid ID

Client Medicaid ID The entered value must be an exact match to a client’s Medi-
caid ID.

Supervisor the supervisor code for the client(s) at the provider agency
Employee by name (last name, first name) or Santrax ID

Employee When a partial name is entered the report displays results

that begin with the entered characters.
Report Grouping Tab
Reports are grouped by the following fields. Each change in these fields results in a page break

Field Description

Account the provider agency
Department the department

Report Output
Each column of the report displays:
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Column

Employee Name

Santrax ID
Employee ID

Client Name
Client ID
SCH

ACT

Date/Day of Week

Total
Sample Report

the employee’s name
Blank if unknown.

the employees Santrax ID

the employee ID
the client’s name.

Blank if unknown.

the client’s ID number
the scheduled call time

the actual call time
If an adjusted call time exists, the adjusted value is displayed in
this column.

the date and day of the week the call occurred

Description

the total duration of all calls across the selected date range

Ascaunt: Pravaer Acsoent |
Bepactrant: Nane
EMPLOYEE NAME
SANTRAX I

EMPLOYEE ID

CLIENT NAME

CLIENT 1D

Bacse Jaman

Weekly Call Summary Report

e
SATURDAY

SCH ACT

SCH ACT

o

SUNDAY MINDAY

DRER0IT 16:00:26

[T

SCH  ACT

oz

TUESDRY

SCH  ACT

[

WEDME SDAY

SCH  ACT

wns

THURSDAY

SCH ACT

e
FRIDAY TOTAL

SCH  ACT

SCH  ACT

Weekly Call Summary - Sample
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FVV Assignment

Description:

This report provides a complete view of FVV device assignment, un-assignment, and utilization.

Use:

Use this audit report to view FVV device assignments as well as the overall utilization. This report
helps users identify those devices that me be assigned and unused or not used for significant periods
of time and determine if outreach is necessary to determine if the device should be returned or reas-
signed.

Fields and Columns:

Parameter

Use the following fields to limit the report output to:

Payer the selected payer(s)

Program the selected program(s)

Service the selected service(s)
client by name (last name, first name) or Sandata Client ID

Client When a partial name is entered the report displays results
that begin with the entered characters.

Client AR# the client's AR#
clients with the entered Medicaid ID

Client Medicaid ID The entered value must be an exact match to a client’s Medi-
caid ID.

Supervisor the supervisor code for the client(s) at the provider agency

Report Grouping
Reports are grouped by the following fields. Each change in these fields results in a page break.

Field ‘ Description
Account the provider agency’s Sandata EVV account number
Provider ID the Provider's Medicaid ID number

Report Output
Each column of the report lists:

Columns Description
Serial Number the serial number of the FVV Device
Client Name the client's name
Client ID the client's ID number
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Columns

Medicaid ID

Assigned Date
Unassigned Date
First Used Date
Last Used Date

Sample Report

‘ Description

the client's Medicaid ID and/or Alternate Medicaid ID

If not available, Payer ID. If newborn support is enabled and
the client is flagged as a newborn, is shown as "N".

the date the FVV device was assigned

the date the FVV device was unassigned

the date the FVV device was first used

the date most recent date the FVV device was used

[RECOUNT:
PROVIDER D: 303105

SERIAL NUMEER o CLIENT HAME =

Etnort Parameters
Fixed Visit Verification S
Assignment Report

G 13000

Grand Tetsl Assgnmsets. 4

0062021 16:01:34 FPage 1o0f1

FVV Assignment - Sample
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FVV Call Listing

Description:

This report displays a list of all FVV calls that occurred within the selected 7-day date range based on
the date and time the FVV call was registered in the system. The report includes information about
each FVV call including the FVV value, whether the entry was a call in or a call out, and information
about the client and employee for each call.

Use:

Use this report to quickly review FVV activity for the account.

Fields and Columns:

Parameter

Use the following fields to limit the report output to:

Field Description

Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)
client by name (last name, first name) or Sandata Client ID
Client When a partial name is entered the report displays results
that begin with the entered characters.
Client AR# the client's AR#
Supervisor the supervisor code for the client(s) at the provider agency
Department the selected department
employee by name (last name, first name) or Santrax ID
Employee When a partial name is entered the report displays the res-

ults that begin with the entered characters

Report Output
Each column of the report lists:

Columns Description

Client ID the Sandata client ID

the client's name
Blank if unknown

Client Name

Client Medicaid ID the client's ID number
Santrax ID the employee's Santrax ID
Employee Name the employee's name
indicates if the call entered was assigned as the call in or the
IN/OUT
call out
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Columns Description

the date the FVV value from the FVV device was entered
Entry Date .
into the system
. the time the FVV value from the FVV Device was entered
Entry Time .
into the system
FVV Value the reading from the FVV device

Sample Report

Aocount: Provider Acoount
For: AMRTHLT « AT0Z020 1909 PM
FVV Call Listing Report
CLIENT ID CLIENT NAME CLIENT MEDICAID ID  SANTRAX ID EMPLOYEE MAME INOUT ENTRY DATE ENTRY TIME FyW VALUE |
206120 Bacon, James SEMEASEI085 S5559 Abagad Joul
306130 Bacon, James 533045834005 555009 bl Joal

Total # Occurrences that FYV Values were Entered info Santrax: 2 |

6 Sandats 0452021 18:13:49 Page 10f1
FVV Call Listing Report - Sample
Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved 12/18/2023

Page 237 of 314



Sandatla Invalid EVV Entries

Get more right from the start

Invalid FVV Entries

Description:

This report shows all invalid FVV entries for the selected date range. The report includes general
information visits for which an invalid FVV entry was made. Invalid FVV entries are caused when a
user selections FVV when making the TVV call, but the FVV value was not translated into a valid call
time for the client. This report also includes information about the cause of the invalid entry. The max-
imum date range for this report is 730 days.

Use:

Use this report to review invalid FVV entries and identify patterns and trends in making FVV entries.
These may help identify employees requiring additional training or device registration issues.

Fields and Columns:

Parameter

Use the following fields to limit the report output to:

Field ‘ Description
Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)
client by name (last name, first name) or Sandata Client ID
Client When a partial name is entered the report displays results
that begin with the entered characters.
Client AR# the client's AR#
clients with the entered Medicaid ID
Client Medicaid ID The entered value must be an exact match to a client’s Medi-
caid ID.
Supervisor the supervisor code for the client(s) at the provider agency
Department the selected department
employee by name (last name, first name) or Santrax ID
Employee When a partial name is entered the report displays results

that begin with the entered characters

Report Output
Each column of the report lists:

Columns ‘ Description
Actual Call Date the actual date the call was received
Actual Call Time the actual time the call was received
Santrax ID the employee's Santrax ID
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Columns ‘ Description
Client ID the client's Sandata ID
Client Name the client's name
Client Phone the client's primary phone number
indicates whether the FVV call that triggered an error was
IN/OUT . o .
identified as a call in or a call out
FVV Value the value entered from the FVV device
Error indicates what caused the invalid FVV entry

Sample Report

Invalid FVV Entries Report T ——
AETUAL ACTUAL .
— calLTmg SANTRAX o EWSLOYEE = CoEnTiD S CLIENT RAME 5 CLENTPHORE & WOUT  FVV VALUE PV VALUE ERRCH

eTRAE zn 140014 Out BRaT3 STRTTN 380

=i dled 0:10 Al | L] 122730 BA88

Sty -] 140034 Ot Ll ST 0303 Tha Fopd Vot Verdcaton
Sl S T o St el
anga

Tedal ® Qecurrences 1ha Invalid FY Valees were Ertened ingo Santrax:

Sundc:lc: R RL R Page 1 ol 1

FVV Assignment - Sample
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Active Users
Description:
This report shows a list of all active users for the selected date range. The report displays when the

user was created in the system, the date each user’s password expires, the last time the user logged in
and assigned supervisors. The maximum date range for this report is 730 days.

Use:

Use this report to review the roster of active users and their last log in times. System administrators
can also use this report to review possible security changes or to view upcoming password expir-
ations.

Fields and Columns:
Report Grouping
Reports are grouped by the following fields. Each change in these fields results in a page break.

Field Description

Account the provider agency’s Sandata EVV account number
Report Output
Each column of the report lists:

Columns ‘ Description
Username the email address used to log into the system
Name the user's name
Created On the date the user was created
Expired Psw Date the date the user’s password expired or expires
Last Login the user's last Sandata account login date and time

the supervisor names or codes associated with the user if

Assigned Supervisors . .
the user is a supervisor
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Sample Report

e PROEEETE
Active Users
L
[EYSSFEE] .u-. = Eoatuil O & [ITE I e
AT
L
F .
B TR T S B, AL Do D0 oAl e L
:'N-llﬂ‘m ¥
_lj Sl CRERPII0 155801 Pager 108 1
Active Users - Sample
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Report Request Detail
Description:

This report shows all report requests made on a specific date. The report provides the username of
the requester, the report ran, times and report length. The maximum range of this report is 1 day.

Use:
Use this report to view what reports have been run in the system.
Fields and Columns:

Parameter
Use the following fields to limit the report output to:

Field Description

Payer the selected payer(s)
Program the selected program(s)
Service the selected service(s)

Report Information

This report shows the various selection criteria used when each report was run. Fields with inform-
ation are limited based on the report selected, its criteria, and the selections made by the user. The
report output is the selection information used when running each report.

Columns ‘ Description

the grouping or type of report
On the Reports Page, this is the Report Type drop-down

the reports selected
On the Reports Page, this is the Report Name

the number of rows returned for the report based on the

Report Type

Report Name

Rows Returned selected criteria
If no rows were returned, the report was blank
Report Run Start the date and time the report began
Report Run End the date and time the report finished
User Name the username of the individual requesting the report

the provider agency's Sandata EVV account number used for
the report if applicable

Account . .
Users may see multiple accounts for the Aggregator version
of this report or an 'A' which indicates 'All'

Group internal accounts grouping
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Columns Description

Jurisdiction

Payer
Program
Service
Supervisor
Client Name

Client Medicaid ID

AR Number

Department

Employee Name
Employee Santrax ID
Employee Team
Task

Visit Status

the group name used for generating the report which
defines report row level security within Aggregator
Used for Aggregator reports only

the payer selected for the report if applicable

the program selected for the report if applicable
the service selected for the report if applicable

the supervisor selected for the report if applicable
the client name selected for the report if applicable

the client's Medicaid ID and/or Alternate Medicaid ID
If not available, Payer ID. If newborn support is enabled and
the client is flagged as a newborn, is shown as "N".

the client Accounts Receivable (AR) number selected for the
report if applicable

the employee's department selected for the report if applic-
able

the employee name selected for the report if applicable

the employee Santrax ID selected for the report if applicable
the employee's team selected for the report if applicable

the task(s) selected for the report if applicable

the Visit Status selected for the report if applicable
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Sample Report

Sample Report

Report Requests Detail

REFORT TWFE:

Dt Farsps Rago®ti REFORT RUN JTRRE AT 00D P REFORT START R GE: AL DS 1500 D0 A
REFORT rolmiE- Auls irfestion Repet Detsl WEFOET Rin Ehab: R 4 od 3 REFDRT BN AAMDE: AT iS5 Aa
RoAE BETURMED: i UEER MAME: e i USER: -
CLIEMT EMPLIEE
ACEDUNT RO AURHHNCTION PR FEOG&EAM FERAGE FUFERVISOR MAME [[e] MEDICAID D AR HIUMBER DEFSRTEWENT FeAE RANTRAY D TEAN WIEIT ST
- - - - -
REFORT TP Futhorirations EBDFCET BuN STRRT LAGT 4:14:4) REFGRT STAT RANGE: VARTEGD 130000 A
REFOAT remi- Expirng Puhorcaions BEFOET RUN ERD: LNAGTED 4:14:8 P REFORT [ND AANOT: TARTOGD 10505 P
RivwE RETURNED: -] WEER MUME: e — UEER: -
CLIENT EHPLOWEE
BECOUNT [T JURISDICTIOH PR PO SERMACE SuFEEaEoR MAME [I:] MEDICMD D AR HOMBER DEFRTRENT FAmE SANTRA 1D Tiam W ST
- _—— L o L
REFORT TWFE: L B EREFQET RUN FTRRT EAAGUG) 408 T4 P REFQRT STRRT RAMGE: VARTIGD 13 0000 Al
REFORT RASE- Engety iyl terg fans REFOERT RUN ERD: BTG A Dol Tl PR REFQORT EHD RAMOE: TARTIGD 155954 Pl
ROWS EETURKIED: [ SR MANE; L - usER: —
CLIENT EMPLIVEE
AL COURNT FEOL AURHIDICTIIH - PR FEQGEA SERACE FUFERAS0R MAME =] MEDICAD D AR HIJERER DEFSATEENT HAME RANTRAY ID TEAN WISIT ST
Report Requests Detail - Sample
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Role Listing
Description:

This report displays a list of the account’s roles and all the privileges assigned to those roles. The cre-
ation and deletion dates for each role is included in the report.

Use:

Use this report to audit the roles for the account to ensure the appropriate privileges are assigned to
the correct roles.

Fields and Columns:

Report Grouping

Reports are grouped by the following fields. Each change in these fields results in a page break.
Field ‘ Description

Account the provider agency’s Sandata EVV account number

Report Output
Each column of the report lists:

Columns ‘ Description
Role the name of the role
Role Description a short description of the role
Created the date the role was created
Deleted the date the role was deleted
Privilege Description a short description of the privilege
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Sample Report

Fer AR952Y « 4BI0I1 17:0009 FM

Role Listing

Rpidura  Praveder Aidier ]
ROLE * ROUE DESCRIPTION = CREATED = DELETED * PRIVILEGE DESCRIPTION =
ALY mooR Suppicts e cterdeie - didl Ehasencs Ressrsiog - Assedd Made
ASST_Co0R $upsann thy cosrinaiss Jrmng st Chans e Rusorsing - Rasond Markags v Fhons
ASST_Co0R $uppan thy cosrimaias Jrmend st Danbonst - Assann Madiie
ASST_COON $uppata thy cosrimaias Jormaeri st 068 M - Azcan Maduin
A387T_co0n $upoomn o orcranasr o it Bisgcrts - Rism g Claems
A387_co0 Supoom o orcranasr o b Hagaty - Rum Bapss
ALET_CO0R Hppasty thy soerdmgine ﬂ"“:" Ll Hgeasty Aosann Vadua
ASET_CO0R ety thy smerdmgine 3'6 Sl Hgmasty Lesn Emplevenn
ASET_CO0R Hppadty thy smerdmgine f;'a' B roar Rammrty Sommiey il Sipg
ASET_COOR Tpmisy e seard e g 3:“:'1 bear Rigas Vi Lissg
AEET_COOR Topmadtn 1 sherd s gl 1R f AT Rusarts Vi Lag
ABET_COOR Sumnats o harse e Fiksany Vit Vs gestn
AZET_COOR e e Rserts. Vit Clnms Wenses St
ASET_COOR utsan g tEe e R e VAE Mameanon - Vi Vst
EEORTRATOR ms:—mawjmmwﬁumim 3-6!:” BT it gt et - ACCRE Mool
COORDMATOR ms:—mmwxmmwﬁums“u ﬂ"”:" Ll Chas Mt anon - A2 Daitn Usdats Adanaeal Clast A2 Sanmn
CODRDMATOR ms:—mmwxmmww-ms:nu Chas Wt anon - A2 Daitn Ut ate Adanasal Clast Promad
CODRDMATOR ASmesIM pesartial happoning viecu Sanmiy IS 0T Chans Masmesanc - A2aUsda Chant
EOSRTMATOR ::':.’:‘m“"““‘ wapponing virisus Sareo :i‘,’““i e Coant Murmasinog - Asa Uit Chant Py (8lrmasen
CODRDMATOR AmmSaUM PATHSL Raponag vt Sanri IBIRTEIE 10T Chane Massusancn - Duiten Ciaee
CODRDMATOR AmmSaUM PATHS Rapnag v Banri IBIRTEIE BT Ciane Masmenancd - Liotion Ciees b
CODROMATOR AmmSa aTES Ranag v Banmin IHIRTEE HAT Coane Marmunance - Lissios Cieen S
CODRDMATOR Aomsae peaEa Rapneg v Banmi WG HAT Conne Vamunance - Liptis Medesa O
CODRDMATOR el pearra Rapeneg wie Baemin ARG NT Coane Vamunanot < Vi Ciunt Fapss inbemanen
CODROMATOR T i Rapenag we Saemn IeERE T o ManageTant - Vi Gt
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Role Membership
Description:

This report displays a list of all roles configured for the account and which users are assigned to those
roles as of the date the report was run.

Use:

This report is used to audit role assignments to individual users. The report allows users to easily view
the current role assignments and determine if changes are needed.

Fields and Columns:
Report Grouping
Reports are grouped by the following fields. Each change in these fields results in a page break.

Field ‘ Description
Account the provider agency’s Sandata EVV account number
Report Output
Each column of the report lists:

Columns ‘ Description
Role the name of the role
Role Description a short description of the role
Created the date the role was deleted
Deleted the date the role was deleted
User Full Name the full name of the user assigned the role
User Name the username/email address of the user assigned the role
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Sample Report

Role Membership

Mocowrt Frovader Accowrt
BOLE 5 BOLE D ECRPTION & WFECE FULL RANE 5 WFHDE MANAD 2
Bl D0 Dal S
R ea——
BIET Sl T Lo
ARYE_SO0A Suroorh the oordeme
EADAEREE ;ir:'.rb::‘;:-r}rr.m--;-!w.r
T — Bkt it e e b it abah
T - JarTRE B
ARt bl i = H -
e Bast e ivtm
R Py g% il "V G RTE g FTE
LA Dt S i
P _ADRAS BT Mamten can pms Sy P00 modoe
Fv_aSmany i il
Wamian oen et e _PUC_ieeerT)
Bt asiEH per i = ’
R Vampad 455 Fe b P00 _pRmey
BOC_ADCESS i
P Vamten can vas
e St lene-ty_brosiuad—a_ st —odve
B ER_ amsy i Wamian o ket vy Hamw Yeriopian |
J = o Vel dat Vet Eopay loasie Vet
BY_EMF_AD68_ROLE i
- - Memoan can pas Erpioy Spanuy Venicane
S_EMP_soeany_ mOLE e
Batyrty s g 1
Satty s, B
Ty _dome LN
Baryrty_idme g
ﬁ Candata G S ehdc Page 1 0d 1

Role Membership - Sample
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System Activity

Description:

This report shows all activity taking place in the system for a selected date range. The report displays
a list of users, modules accessed, log in and log out times and the actions made within the system. The
maximum date range for this report is 7 days.

Use:

This is an audit report using the system logs to understand user activity within the system. All
accounts are shown together on this report. Both the overall user login information is available as well
as the time spent in each individual module. This can be used to view individual user activity or activ-
ity for date range within the system.

Fields and Columns:

Report Output
Each column of the report lists:

Columns ‘ Description

Account: Provider ID the s.tat.e assigned identifier for the provider (e.g. Provider
Medicaid ID)

Account: Number the provider agency's Sandata EVV account number

Account: Name the account name

Log Date: In the date and time the user logged in
the date and time the user logged out

Log Date: Out This value is blank if the user did not use the
LOG OUT button to log out of the system.

User: ID the email address used to log into the system

User: Name the user's name (last, first)

Request: Start the date and time the module was accessed

the date and time the module access was completed (e.g. the

Request: End
qu user logged out or went to another module)

Module the name of the module accessed

Privilege the privilege allowing access to the module

Description the activity performed by the user
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Sample Report
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User Login History
Description:
This report shows a list of all users who logged into the system for a selected date range. The report

displays the username, time, browser and the IP addresses of the users. The maximum date range for
this report is 7 days.

Use:

Use this report to allow authorized users to view all user login activity. This report can assist with
audits and be useful to identify trends or patterns within or across providers.

Fields and Columns:

Report Output
Each column of the report lists:

Columns Description

the state assigned identifier for the provider (e.g Provider

Provider ID Medicaid ID)
Account the provider's Sandata EVV account number
Account Name the provider's account name
User ID the email address used to login to the system
Log In the date and time the user logged in
the date and time the user logged out.
Log Out This value is blank if the user did not use the
LOG OUT button to log out of the system.
IP Used the IP address the user logged in and out from
Browser Details the second row displays additional browser information
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Sample Report

Beport Parameters
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Scheduling

The Scheduling tab of Sandata EVV allows the viewing and creation of schedules by client and
employee. Scheduling for Consumer Directed programs is generally optional. This is the basic version
of Sandata scheduling, intended for a consumer directed user. Agencies will have enhanced scheduling
available.

| = LOGOouT

QsearcH || cLEAR

Note:
‘ When scheduling, clients or designees can only view and select themselves and/or the
clients they are associated with.

Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved 12/18/2023
Page 253 of 314



Sondg'[c Fields and Buttons on the Select Client

Geat rmore right from the start Ta b

Fields and Buttons on the Select Client Tab
Here is a description of the fields found on the Select Client tab.

Field Description

Enter the client’s first name.

CLIENT FIRST NAME When a partial name is entered, results display that begin with the entered
characters.
Enter the client’s last name.

CLIENT LAST NAME  \When a partial name is entered, results display that begin with the entered

characters.
CLIENT MEDICAID ID Use this field to search for a single client based on the client’s Medicaid ID.
CATEGORY Select the category.
SUPERVISOR Select the supervisor.
PAYER Select the payer.

LAST ACTIVE DATE Adds the Last Active Date column to search results.
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Fields and Buttons on the Select Employee Tab
Here is a description of the fields found on the Select Employee tab.

i) m m

Field Description
Enter the employee’s first name.
EMPLOYEE FIRST

NAME When a partial name is entered, results display that begin with the entered
characters.

Enter the employee’s last name.
EMPLOYEE LAST

NAME When a partial name is entered, results display that begin with the entered
characters.

LAST ACTIVE DATE Adds the Last Active Date column to search results.
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Fields and Buttons on the Create Schedule Tab
Here is a description of the fields found on the Create Schedule tab.

=3 3
Field ‘ Description
DATE * MM/DD/YYYY Enter or select the date the visit is scheduled to start.

FROM TIME * HH:MM AM/PM Enter the time the visit is scheduled to begin.

TO TIME * HH:MM AM/PM Enter the time the visit is scheduled to end.

SERVICE Select the service.

If the client being entered does not have a Medicaid ID or a uses a

paeliesioile different Medicaid ID for this visit only, enter it in this field.

SELECT A CONTRACT Select the contract.

MEMO Enter any additional notes for the visit.

PAY RATE Enter the pay rate for the visit.

DEPARTMENT Enter the department.

BILL RATE Enter the bill rate for the visit.

PROCEDURE CODE Enter the procedure code.

DISCIPLINE Enter the discipline.
Select this box to indicate the visit includes a paid break. For pro-

DUTY FREE grams not configured to use this functionally, selecting this checkbox
without enabling the required functionality has no effect.

LIVE IN Select this box to indicate a live in visit.
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Scheduling a Visit

1. Navigate to the Create Schedule screen.

Sandata

EVV

Q Navigate Modules
E& Dashboard

|l Reports

Data Entry

A Scheduling

&, Security

[# Fixed Visit Verification

Plan of Care

Online Manual

2. Enter/select the appropriate fields on the Select Client tab.
3. Click Search.
4. Select the client.

5. Click Next.
[« e Sehedul ( = i LOGOUT
£
4
o
slect t &
B p/
2 )8 A
£
4
O[] y
V.
Clent I o o me ( ar §  Select
£
g 4]
£
’ 1
£
y (5]
£ £
r
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6. Enter /select the appropriate fields on the Select Employee tab.
7. Click Search.

8. Select the employee.

9. Click Next.
Create Schedule ( - ® LOG OUT
(
o
EN y
F
£
o . 4
® £
(7 e ¢
£
Employie 10 £ s select
F
. 0
f
F
f
py o
y =3
.

10. Enter/select the appropriate fields on the Create Schedule tab.
11. Click Finish.

ENE T
r
£
B s
@ - ° ¢
V.
.
4
Ly
f
f
£
4
¥
<
¢
e 1)
p 3 ) 23
12. Click OK.
Save Confirmation X
You are going to save changes. Are you sure you want to proceed?
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J Schedule was successfully saved.
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Authorizations
The Authorizations section allows users to search for and view read only versions of all authorizations
that meet the selected search criteria.

Authorizations, often referred to as Prior Authorizations (PAs) inform the employee of the services
they are allowed to perform for the client. They also specify the maximum amount of the specified ser-
vice that the provider can bill for.

Manage Authorizations

Blaragr et o g ai avy LG U

CREATE ALFTHEOHILLA TR

| ooronr - |
Manage Authorizations Screen
Fields
Field ‘ Description
Use these fields to limit results to authorizations with a
LA STUIE (LA DIDANANY begin/end date within the entered date range
CLIENT ID Use this field to search for authorizations based on the cli-

ent’s Santrax ID number.

Use this field to search for authorizations based on the cli-
ent’s first name.

Use this field to search for authorizations based on the cli-
ent’s last name.

CLIENT FIRST NAME

CLIENT LAST NAME
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Field Description

Use this field to search for authorizations based on the ori-

PAYER ..
ginating payer.

PROGRAM Use. this field to search for authorizations based on the
assigned program.

SERVICE Usg this field ‘to search for authorizations based on the
assigned service.

SUPERVISOR Use. this field to §earch for authorizations based on the
assigned Supervisor.

AUTHORIZATION STATUS Use this field to search for authorizations based on its cur-
rent status.
By default, this field is set to display All authorizations. Use

INCLUDE this field to limit results to active, expired or future author-
izations.
Use this field to search for a single authorization based on

AUTHORIZATION REFERENCE the authorization’s exact Ref No (reference number) which

NUMBER is provided by the payer.
Click this button to view all current results shown in an

EXPORT Excel or CSV format. This functionality allows the export of

: EXPORT ~ all authorization data, which can be used in place of many

authorization reports.

Columns

Status Indicates the authorization is currently active.

. Indicates the authorization is currently active (within the

Active .
begin and end date range).

Client ID Displays the client’s Santrax ID.

Client Name Displays the client’s name.

S !Z)isr:ﬂays the numbef‘ of visi’.cs. which may apply to the author-
ization that are not in a verified status.

Payer Displays the authorization’s payer.

Program Displays the authorization’s program.

Service Displays the authorization’s service.

Authorization Reference Number Displays the number used to identify the authorization.

Begin Date Displays the authorization’s start date.

End Date Displays the authorization’s expiration date.
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Field ‘ Description
. Displays the authorization’s billing format (Example: Hourly,

Authorization Type Unit, Visit)
Authorized For Displays the authorization’s MAX UNITS ALLOCATED.

e Displays the number of units or hours used against the
Verified .. o

authorization in a verified or processed state.
. Displays the unused units or hours (authorized for - veri-

Dift fied)

Displays the number of visits which may apply to the author-

Pending Visits ization that are not in a verified status.

Searching for Authorizations

1. Navigate to the Manage Authorizations screen.
(Authorizations)

2. Enter the search criteria.
3. Click SEARCH.
4. Click the Edit icon (21 ) to view the Edit Authorizations screen.

Sondafta = A i L - cations | Mhanage Aul horizations G 1o+ ape =| = LOG oUT
—— P [E=mmm

B Dashboard

..........

Manage Authorizations Screen
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Create Authorization Screen: Find Client Tab

C SEARCH CLEAR

Find Client Tab
Fields
CLIENT ID Enter the client’s Santrax ID number.
CLIENT MEDICAID ID Enter the client’s Medicaid ID number.
CLIENT LAST NAME Enter the client’s last name.
CLIENT FIRST NAME Enter the client’s first name.
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Create Authorization Screen: General Tab

=
preous
General Tab
Fields
Field Description

COMMENTS Use this field to record additional authorization notes.

PAYER Select the payer.

AUTHORIZATION TYPE Selfact t.h'e authorization’s billing format (Example: Hourly,
Unit, Visit).
Enter the maximum allowable value for the authorization.
This relates to the type selected; if the type is Units, the

MAX UNITS ALLOCATED Maximum is in units. If the type is in Hours, the Maximum is
in hours. Enter “0” to indicate that maximum value has no
limit.

BEGIN DATE (MM/DD/YYYY) Enter the authorization’s start date.

AUTHORIZATION REFERENCE e e

NUMBER Enter the authorization’s ID number.

END DATE (MM/DD/YYYY) Enter the authorization’s expiration date.

AUTHORIZATION MEMBER ) . . .

PREFERENCE Displays the number used to identify the authorization.
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Messaging

The Messaging section is only shown when the messaging feature is enabled in both the Aggregator
and Provider accounts. Messages are created by the payer in Aggregator and are viewed in EVV.
Users with the correct permissions can use the Messaging section to post messages to all agency
accounts or a subset of the assigned accounts All of the account's users may view the message as long
as they have the correct privilege.

The Messaging section displays messages sent to the EVV account. Messages are read only. Users can-
not use the system to respond to messages. Only users with the appropriate privileges may view this
section.

View Messages

The View Messages screen is used to view messages. Each message is displayed with the message’s
text, start date and end date. Clicking the column's header, when the arrows are present, will sort the
results in ascending/descending order based on that column's content.

Fields and Buttons on the View Messages Screen

View Messages Messaging / View Messages ® LOGOUT
ROWS PER PAGE:
EEE[[| Showing 1 to 1 of 1 entries
Message = FromDate - ToDate 2
This is a test message during out B&T demo. 02/15/2022 04/30/2022
[EE[E| Showing 1 to 1 of 1 entries
View Messages Screen
Field ‘ Description
MESSAGE The display of the message(s).
START DATE The date the message starts displaying.
END DATE The date the message stops displaying.
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Viewing a Message
The Messaging section displays messages sent to the EVV account. Messages are read only. Users
cannot use the system to respond to messages.

1. Navigate to a the View Messages screen Messaging.

Sandala

AGGREGATOR

Q. Navigate Modules

BR Visit Review

Ll Reports & Exports

& Authorizations

®, Messaging

4, Security

Online Manual

2. Click the message.

View Messages
ROWSPERPAGE: | 10 v
« < 1 = » ‘ Showing 1 to 2 of 2 entries
Message 3 FromDate + ToDate %

03/30/2022 03/31/2022

View More
03/29/2022 03/30/2022
« | < |1 |=>1|n» ‘ Showing 1to 2 of 2 entries
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View Messages"Viewing a Message" on the previous page

3. Click the View More link to display a pop up screen with the full message, if applicable.
4. Click CLOSE.

Message X

|| CLOSE
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Security
The Security section allows users with the correct privileges to create and update new and existing
users. Using a combination of assignable privileges and customizable roles, access to the system and
specific functionality can be defined and controlled. Security settings allow users with appropriate sys-
tem permissions to:

e Change your own password.

e Create and update users and user roles.

e Reset user passwords.

e Lock/Unlock users, which restricts or restores that users access to the system.

¢ Create user roles and assign security privileges to those roles. Assigning multiple roles grants

users the privileges assigned to each role.

e Assign one or more roles to specific users.

¢ Assign individual security privileges to users.

Universal User Passwords
User IDs are based on email addresses and a single email address has the same password across San-
data EVV. Changing the password for an email address changes it across all accounts.

Available Assignments
Access to the system is based on assignments made in this section. Available assighments change
based on system configuration. Users can be assigned:

1. User Roles, which are a set of privileges. It is best practice to create and assign a role instead of
assigning individual privileges, as privileges may change.

2. Privileges, which grant access to individual screens and functions.

3. Clients, which can be assigned to consumer directed users.

4. Employees, which can be assigned to consumer director users.

5. Supervisors, who are typically the person assigned to supervise that user.
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Manage Users

The Manage Users tab allows users with the appropriate security permissions to create and update

users. ‘Users’ are staff members authorized to use the Sandata EVV system. Use this section of the
application to search for, create and deactivate users.

| crareuse |
=3
Select a User Screen
Field ‘ Description
CREATE USER Use this button to create a new user.
FIRST NAME Use this field to search based on a user's first name.
LAST NAME Use this field to search based on a user's last name.
USERNAME Use this field to search based on a user's email address, which is also the user-
name.
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Searching for Users

Searching for Users

Use the Select a User section of the Manage Users screen to search for existing users.

1. Navigate to the Manage Users screen. (Security > Manage Users)

2. Enter search criteria.

3. Click SEARCH.

Sc:ndcxt_q =

€ Navigsts Moduls

= | ® LoGour

Search Users

12/18/2023
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Create/Edit User
The Create Users screen is where new users are created.

Security / Manage Users / Create User Enter agency v ‘ ® LOG OUT

€ GO BACK

Create User CREATE USER

‘ Enter Username/Email ‘ ‘ Enter Username/Email Confirmation ‘

‘ ‘ Enter First Name ‘

ASST_COOR

BILLING

CLIENT / DESIGNEE
COORDINATOR
NDIVIDUAL PROVIDER
SECURITY_ADMIN

Create New User Screen

Field Description

CREATE USER Click this button to save the user’s profile.
Use this field to enter a user’s email address, which will
USERNAME/EMAIL also be the username. A user’s email can’t be changed

once the profile is saved.
Use this field to confirm a user’s email address, which will
also be their username.
LAST NAME Use this field to enter the user's last name.
FIRST NAME Use this field to enter the user's first name.
Select this checkbox to prevent a user from logging into
the system. Uncheck the box to allow access.
LOCKED ¢ The Locked checkbox is used to temporarily restrict
the user's access to Sandata EVV. Deselect this check-
box to restore access.

CONFIRM USERNAME/EMAIL

CLIENT USER Select to label user as a client.
NON- AGENCY USER Select to label user as a non-agency user.
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Field Description

Select this checkbox to indicate this user is not affiliated

NON-AGENCY USER with a pr.oviderj agency: This field.is visible based on sys-
tem configuration and is only available for non-agency pro-
viders.

The items in these fields are available for assignment.

AVAILABLE e Each system begins with a standard set of roles that

ROLES/PRIVILEGE/CLIENTS can be updated and changed as required.

EMPLOYEES/SUPERVISORS e Privileges should be assigned to roles rather than

individual users, whenever possible.

ASSIGNMENT BUTTONS Use the§e buttf)ns to move items between the Available
and Assigned fields.

ASSIGNED

ROLES/PRIVILEGE/CLIENTS The items in these fields are assigned to the user.

EMPLOYEES/SUPERVISORS
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Creating a New User

1. Navigate to the Manage Users screen. (Security > Manage Users > Create User)

Note:
‘ To prevent duplicate user profiles, search to ensure there is not an existing profile
before creating a new user profile.

2. Enter and confirm the new user’s email address, this is also the username for this user.

3. Enter the user’s Last Name and First Name.
Create User m

Enter Username/Email Confirmation ‘

Enter Username/Email |

LAST NAME * 6557 NAME #

Enter Last Name | ‘ Enter First Name

WORK SCHEDULE

‘ DEFAULT

Create New User

4. Click on a role and use the assignment buttons to move roles between the AVAILABLE ROLES
and ASSIGNED ROLES fields.

The roles in the Available Roles field represent all roles that can be assigned to a user. The roles in
the Assigned Roles field represents which roles are assigned to the user. Assigning multiple roles
to a user gives them the privileges assigned to each assigned role.

AVAILABLE ROLES ASSIGNED ROLES

AGENCY ADMIN
ASSISTANT COORDINATOR

Managing Roles
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5. Click on a privilege and use the assignment buttons to move privileges between the AVAILABLE
PRIVILEGES and the ASSIGNED PRIVILEGES fields.

The privileges in the AVAILABLE PRIVILEGES field represent all privileges that can be assigned to
a user. The privileges in the ASSIGNED PRIVILEGES field represent all privileges assigned to the
user.

Note:

It is best practice to assign User Roles rather than individual Privileges. This is
because privileges may change over time and if changed must be updated for each
user assigned that privilege. Updating a user role with a new privilege grants that priv-
ilege to every user assigned that user role, making it much easier to manage.

[ ]

Managing Privileges

6. Click on a client and use the assignment buttons to move clients between the AVAILABLE
CLIENTS and ASSIGNED CLIENTS fields.

The clients in the AVAILABLE CLIENTS field represents all clients that can be assigned to the
user. The ASSIGNED CLIENTS field represents all clients currently assigned to the user. These
fields are only available for consumer direct and non-agency accounts.

2~ @

Manage Clients
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7. Click on an employee and use the assignment buttons to move employees between the
AVAILABLE EMPLOYEES and ASSIGNED EMPLOYEES fields.

The AVAILABLE EMPLOYEES field represents all employees available to be assigned to this user.
The ASSIGNED EMPLOYEES field represents all employees currently assigned to this user. These
fields are only available for consumer direct and non-agency accounts.

L]

»

>

<

&

Manage Employees

8. Click on a supervisor and use the assignment buttons to move employees between the
AVAILABLE SUPERVISOR and ASSIGNED SUPERVISOR fields.

The AVAILABLE SUPERVISORS field represents all supervisors available to be assigned to this
user. The ASSIGNED SUPERVISORS field represents all supervisors currently assigned to this

user. When no show alerts are enabled, the user receives alerts for the clients of all assigned super-
visors.

0o I

Assign Supervisors

9. Click CREATE USER.
The system creates a new user and displays a confirmation message. An email is sent to the new
user’s email address (also their username) with a temporary password.

CREATE USER

Create User Button
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Modifying a User

Modifying a User

1. Navigate to the Select a User section of the Manage Users screen and search for a user.
(Security > Manage Users)

2. Click the Edit Icon (21) for the user.

Sondol:g

Q Navigate Modules

B2 Dashboard

& Clients

B Employees

#8 Scheduling

€ Visit Maintenance

@ Billing

L Reports

£ Data Entry

A& scheduling

& Authorizations

& security

Online Manual

= | ® LoGour

Unername

Select a User Screen

Security / Manage Users / Modify User

€ GO BACK

Enter agency | ® Logour

Modify User

*indic:

USERN:

‘ STXUSER

LAST NAME =

FIRST NAME *

Enter Last Name

Enter First Name

WORK SCHEDULE

DEFAULT

‘7| LOCKED
[ centuser

(] non-acencruser

| pesicnez user

AVAILABLE ROLES

- ‘ USER CONTACT INFO

ASSIGNEDROLES

ASST_COOR

BILLING

CLIENT / DESIGNEE
COORDINATOR
INDIVIDUAL PROVIDER
SECURITY_ADMIN

[

Manage Users

12/18/2023
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3. Make any changes to the user.
4. Click Modify User.

5. A notification of confirmation or error displays at the top of the screen.
Modify User Button

| woorry user
Modify User Button

v Success
User was successfully modified.

Save Confirmation and Confirmation/Error Notification

Resetting a User’s Password

Users with the proper permissions can send a reset password email for another user’s password.
1. Navigate to the Modify User screen. (Security > Manage Users > search for a user)
2. Click the Edit icon (21) for the user.

CREATE USER

Shaow:

Username = Account Status Flrst Name * Last Name = Actions

CRE

rl

User Search
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3. Click RESET PASSWORD.

A temporary password is emailed to the user. The temporary password expires if it is not used to
log into the system within a set period of time. When logging into the system using a temporary
password, users are prompted to create a new permanent password.

Manage Users Enter agency = =& LDGOUT

e—. RESET PASSWORD

Reset Password Button

Manage User Roles

User Roles allows users to create a group of system privileges combined into a single, assignable role.
A user assigned a User Role is given all the privileges assigned to that role. Edits made to a User Role
affect all users assigned that role.

D ecurit ragency *| ® LoGouT
Scndalq Security / Manage User Roles Enter agency | 3
EVV

Manage User Roles CREATE USER ROLE
Q Navigate Modules

% Clients L3 A B S ‘ Showing 1to 6 of 6 entries

8 Employees Role Name 4 Role Description [ Actions

CLIENT / DESIGNEE CLIENT / DESIGNEE ra

£ scheduling

INDIVIDUAL PROVIDER individual Provider /ia

©§ visit Maintenance —
SECURITY_ADMIN Members can run SECURITY application /7§54

® Billing v BILLING NIA /ia

4 Reports COORDINATOR N/A /ia

ASST_COOR N/A /ia
Data Entry

A scheduling v el<l1]> E‘ Showing 1 to 6 of 6 entries

& Authorizations

Manage Users Role Screen

Field ‘ Description
CREATE USER ROLE Click this button to create a new user role.
ROLE NAME Name of the role.
ROLE DESCRIPTION Short description of what each role is used for.
ACTIONS Click to edit, delete, lock or unlock the role.
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Deactivating User Roles

1. Navigate to the Manage Users screen. (Security > Manage Users)

2. Search for a user.

3. Click the Deactivate icon ( ).

Manage User Roles ALCQUNE: TR0 mrhinanarinn@eandats com Enter age | = LOGOUT

CREATE USER ROLE

Show:

Role Name % Role Deseription s Actians

o
-
ra K-
Fa ¥
Fa K-
S -
Fa ¥
Fa K-
rFa N
Fa ¥

Deactivating a User
4. Click DELETE.

Delete User Role X

CANCEL DELETE

Delete User

Note:
While the pop-up says Delete, the user is only deactivated.
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Create/Edit User Role

Sandatla Security / Manage User Roles / Create User Role [ER— B - oEEn
EW
€GO BACK

O Create User Role

&2 Dashboard

. oL NavE = o RoLEDESCRRTION 9
& Clients

Enter Role Name

Enter Role Description

B8 Employees

£8 Scheduling

AVAILABLE PRIVILEGES

Acknowledge exception: Actual Hours more than Scheduled Hours o
Acknowledge exception: Billing Hours less than Scheduled Hours
Acknowledge exception: Client Speaker Verification Exception

& Visit Maintenance

»
@ Billing Acknowledge exception: Employee Speaker Verification Exception .
Acknowledge exception: Invalid Task >
@i Reports Acknowledge exception: Location Required
Acknowledge exception: Missing Location
Acknowledge exception: No Show Exception
bEEE Acknowledge exception: Payroll Hours less than Scheduled Hours
Acknowledge exception: Time Entered in Tasks exceeds Payroll Hours
A scheduling Acknowledge exception: Unmatched Billing and Scheduled Hours
Acknowledge exception: Unmatched Payroll and Scheduled Hours -

& Authorizations

2, security

CREATE USER ROLE
Online Manual

Edit User Role Screen

Field Description

1 Role Name Name of user role.

2 Role Description Short description of what each role is used for.

Use these buttons to move items between the Available

and Assigned fields.

The system privileges in this field are available to be

4 Available Privileges assigned to the user role but have not been. Privileges
shown will vary based on account configuration.
The system privileges in this field have been assigned to

5 Assigned Privileges this user role. All users who are assigned this role will
have access to these privileges.

3 Assignments Buttons

Modifying User Roles

1. Navigate to the Manage User Roles screen. (Security > Manage User Roles)
2. Click the Edit icon (21) for the role.
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Sm&] i T ety Wanags o e Nt . v b L0GOUT
[
0 Kaigata M
Boisasi [—
0 Vik Mabrtoounce
il oy Raki ami b ols Dwripeion i At
B ity /i
AN BN (a1
. . e e — g—wn
W dithirieatior P A o ] adt | i
& Swcurity I i
AT
- i y o (a1
UmpLurR:mQ—o re 1 /i
Mo St ' ol th [T
Change Faswwand
[ Vi Vit Verifcation ™
[T
Manage User Roles Screen
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3. Change the system privileges for the role by moving them between the AVAILABLE
PRIVILEGES field and the ASSIGNED PRIVILEGES field.

4. Click MODIFY USER ROLE.
A notification of confirmation or error displays at the top of the screen.

ety /. Manage User ok B LOG OUT

Modify User Role Screen

J Euccess

Successfully updated role €

Save Confirmation and Confirmation/Error Notification
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Change Password

Users with the correct permissions can use the Change Password link to reset the password used to
log into Sandata EVV.

Change Password Instructions

1. Navigate to the Change Password screen. (Security > Change Password)

Sandata

EVV

Q Navigate Modules

&€ Visit Maintenance

|l Reports & Exports

E Data Entry ¥
Manage Users

Manage User Roles

Change Password

Online Manual

Path to Change Password Screen
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2. Enter the current password in the OLD PASSWORD field.
3. Enter the new password in the NEW PASSWORD field.
4. Re-Enter the new password in the CONFIRM PASSWORD field.

5. Click SAVE.
A notification of confirmation or error displays at the top of the screen.

Change Password x

Change Password Screen
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Creating a New User Role

1. Navigate to the User Roles screen. (Security > Manage User Roles > Click CREATE USER
ROLE)

irity | Manage User Rolus @ LOG OuT

show: 10 = pe .

Manage User Roles Screen
2. Enter the ROLE NAME.
3. Enter the ROLE DESCRIPTION.

4. Click on a privilege and use the assignment buttons to move privileges between the AVAILABLE
PRIVILEGES and ASSIGNED PRIVILEGES fields.

The AVAILABLE PRIVILEGES field represents all privileges available to be assigned to this User
Role. The ASSIGNED PRIVILEGES fields represent all privileges currently assigned to this user.

5. Click CREATE USER ROLE.

Create User Role = LOGOuT

O —c=x=x

Create User Roles

Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved 12/18/2023
Page 285 of 314



Sandatla Alert Settings

Get more right from the start

Alert Settings

From the Alert Setting section users can control who receives alerts and how or when those alerts are
delivered.

Alerts, if configured, are sent when a scheduled visit has not received the call in within a configurable
window. Up to 5 escalating alerts can be configured and sent.

Clients are assigned a ‘supervisor’. This is a code which is associated with an individual or set of indi-
viduals. Based on user security setup, the associated user(s) can receive either an email or text mes-

sage for missed schedules. For example, supervisors may wish to only receive alerts during non-work
hours.

The following screens allow for further setup of the alerting function.

Setup Holidays

From the Setup Holidays screen users can temporarily suspend alerts for a specified holiday or date.
(Security > Alert Settings > Setup Holiday)

[ crcar |
[ ]
Setup Holiday Screen
Fields
Field ‘ Description
HOLIDAY NAME Used to limit results based on the holiday's name.
START DATE (MM/DD/YYYY) Used to select the dat.e range, all holidays that occur within the
selected date range display in the search results.
Columns

Column Description

Holiday Name Displays the name of the holiday.
Holiday Date Displays the date the holiday occurs.
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Searching for Holidays

1. Navigate to the Setup Holiday screen. (Security > Alert Settings > Setup Holiday)
2. Enter the search criteria.

3. Click SEARCH.

4. Click the Edit icon (#) to view the Edit Holiday screen.

= B LOoGOUT

Setup Holiday Screen
Create Holiday

The following screen allows account level configuration of a holiday calendar.

Create - Holiday X

HOLIDAY MAME =

DATE MM/DDAYYY

10/24/2019 &

e |

Create Holiday Screen

Field | Description
HOLIDAY NAME Enter the name of the holiday.
HOLIDAY DATE ‘
(MM/DD/YYYY) Select the date the holiday occurs.
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Creating a Holiday

1. Navigate to the Create - Holiday screen. (Security > Alert Settings > Setup Holiday > Create)
Create Button
2. Enter/Select all applicable fields.

3. Click SAVE.
A notification of confirmation or error displays at the top of the screen.

Create - Holiday x

HIOLIDAY MAME * e

OATE RO

10/24/2019 =

Create Holiday Screen

’/ Success

Holiday saved successfully.

Save Confirmation and Confirmation/Error Notification
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Setup Agency Account's Emails

From the Setup Agency Account's Emails screen users manage which email addresses receive alerts.
(Security > Alert Setting > Setup Agency Account's Emails)

Ex
o o o P |
o+ & §
Setup Agency Account’s Emails Screen
Fields
Field ‘ Description
CONTACT TYPE Used to limit results based on the assigned contact type.
CONTACT Used to limit the results to email addresses that contain the
text entered.

MEMO Used to limit the results to those with memos that contain

the text entered.

Used to limit the result based on the associated username.
USERNAME The username entered must be an exact match for the one
on the record.

Columns

Contact Type Displays the name of the type of emails address.

Contact Displays the email address that will receive the alert.

Username Displays the username of the user that entered the contact.

Enabled Indicates if the email address is currently able to receive
alerts.
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Column ‘ Description

Indicates the email address only receives alerts during busi-
ness hours.

Indicates the emails address receives alerts after business
hours and during holidays.

Memo Displays any additional notes affiliated with the record.

Active at business Hours

Active at non-business Hours
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Searching for Agency Account's Email

1. Navigate to the Setup Agency Account's Emails screen. (Security > Alert Setting > Setup
Agency Account's Emails)

2. Enter the search criteria.

3. Click SEARCH.
4. Click the Edit icon (2) to view the Edit - Agency Account's Email screen.

¥ = LOGouT
& Gamms % Usesams % Gnekwd 8 b . R
) ” o |
4 & @
" o F
Setup Agency Account’s Emails Screen
12/18/2023
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Creating Agency Accounts Email
Use this process to create an email for a contact to receive alerts.

1. Navigate to the Create - Agency Account's Email screen.
(Security > Alert Settings > Setup Agency Account's Emails > Create)

Note:
‘ When creating an Agency Account Email for an internal user please use the

USER CONTACT INFO button (“)on the Manage User screen. This links
the Agency Account Email to the user's username.

Create Button

2. Enter/Select all applicable fields.

3. Click SAVE.
A notification of confirmation or error displays at the top of the screen.

Create - Agency Account's Email x

CONTACT TYPES * 9

Select

CANC 3 SAVE SEND TEST MESSAGE

Create - Agency Account’s Email Screen

Success

J Agency Account's Email saved
successfully.

Save Confirmation and Confirmation/Error Notification
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Setup Work Schedules

From the Setup Work Schedules screen users can create a schedule to define the workdays and con-
trol when alerts are sent (during the workday or after hours).

Alert settings / Setup Work Schedules Enter agency -| ® LoGour
Setup Work Schedules CREATE
‘ Enter Name
LETUEN | cLEAR
«l <1 ‘ Showing 1 to 2 of 2 entries
Schedule Name 4 Created Date + Actions
10/18/2023 an i
1018/2023 I i
S N A R ‘ Showing 1 to 2 of 2 entrie:

Setup Work Schedules Screen

Fields
NAME Used to limit results based on the schedule’s name.
Columns
Column ‘ Description
Schedule Name Displays the name of the schedule.
Created Date Displays the schedule's creation date.
Actions Click to add or delete.
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Create Work Schedule

Create - Work Schedule x

SUN MOMN TUE WED THU FRI SAT

000 &

01:00 am

02:00 am

03:00 am

04:00 am

05:00 am

DE:00 am

07:00 am

08:00 am

0r9:00 am

10:00 am

11:00 am

CANCEL SAVE

Create - Work Schedule

Field Description

SCHEDULE NAME Enter the schedule's name/description .
Click a time/date cell to turn the cell green and indicate
Calendar/time grid work hours can be sent. These schedules identify work vs.
off hours to define when alerts are sent.
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Searching for Work Schedules
1. Navigate to the Setup Agency Account's Emails screen. (Security > Alert Setting > Setup Work
Schedules)

2. Enter the search criteria.
3. Click SEARCH.
4. Click the Edit icon (£]) to view the Edit - Work Schedules screen.

fartuap Wers Sahridur = | B LOGouT

O FFAECH CLEAR

Setup Work Schedules Screen

12/18/2023
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Creating a Work Schedule

This process is used to define when an alert is sent. As a default, alerts are sent between the hours or
9AM and 5PM. Work schedules are used to define alternate times and are assigned at the Manage
User screen.

1. Navigate to the Create - Work Schedule screen. (Security > Alert Settings > Setup Work Sched-

ules > Create)

Create Button
2. Enter the Schedule Name (description).
3. Click all applicable fields date/time cells.

4. Click SAVE.
A notification of confirmation or error displays at the top of the screen.

—0

Create - Work Schedule *

SUN MOM TUE e WED THU FRI SAT

00:00 am

01:00 am

02:00 am

03:00 am

04:00 am

05:00 am

06:00 am

07:00 am

OE: 00 amm

0F9:00 am

10:00 am

11:00 am

CANCEL | m

Create - Work Schedule
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Success
v

Work Schedule edited successfully.

Save Confirmation and Confirmation/Error Notification
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Plan of Care

The Plan of Care section details how to search for, edit, and create a client Plan of Care (PoC) in San-
data Electronic Visit Verification. Plan of Care information is important to ensure the consistency of
care. If the Plan of Care is received from a third party via an interface feed, the following screens are
available in a view-only mode.

The Plan of Care is a record of tasks to be performed within a defined time frame for each individual
client. A PoC acts as a schedule for tasks including when various tasks should be performed. It can be
used to compare tasks which should have been performed to the tasks actually performed during
each visit. Clients can have multiple PoCs with overlapping date ranges, as long as each PoC is for a
different service.

View Plans of Care Screen

The screen below allows the user to search for Plans of Care using the search criteria shown. Use the
export button to export the search results in an excel format.

- | B | -
[ asewcr | [ETTY
[ oy - |
View Plans of Care Screen
Fields and Buttons
Field \ Description
Use these fields to select the start and end dates of the

DATE RANGE search. All visits that began within the selected date range

will display in the search results.

Use this field to search for a single client based on the
CLIENT ID assigned client’s ID. NOTE: Client ID is always numeric and
may be provided by a third party or assigned by Sandata.
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Field Description

Use this field to search for clients based on first name.
CLIENT FIRST NAME If a partial name is entered, matches will display based on

the entered characters.

Use this field to search for clients based on last name.
CLIENT LAST NAME If a partial name is entered, matches will display based on

the entered characters.

Use this drop-down field to limit the results to a single

payer. All payer drop-down options have defined date
PAYER ranges identifying when the payer was valid for the account.

If a date range has already been entered, payers that fall out-

side the date range will not display in the drop-down.

Use this field to limit the results by the selected service. All

service drop-down options have defined date ranges when
SERVICE the service is valid for the account. If a date range has

already been entered, services that fall outside the date

range will not display in the drop-down.

Use this field to limit the results to client’s associated with

the selected supervisor/supervisor code.

SUPERVISOR

Create Plan of Care button
Click this button to create a new plan of care.

\ Fa
ra
View Plans of Care Screen Results List
Columns
Field ‘ Description

Client ID Displays the client’s ID #.
Client First Name Displays the client’s first name.
Client Last Name Displays the client’s last name.
Payer Displays the payer for the plan of care.
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Field ‘ Description

Service Displays the service for the plan of care. This may be the

same as the HCPCS code.
. Use this field to limit the results to client’s associated with

Supervisor . )
the selected supervisor/supervisor code.

Begin Date Displays the Begin Date on the plan of care.

End Date Displays the End Date on the plan of care.

Searching for a Plan of Care
1. Navigate to the View Plans of Care screen. (Plan of Care).
2. Enter the search criteria.
3. Click SEARCH.

4. Click the Edit icon (2] ) icon to view the Creating New / Editing Plan of Care screen.

Note:

Searching with no criteria selected displays a complete list of all Plans of Care which
were active during the selected date range.

View Plans of Care planof Care / View Plans of Care Account: 37500 - mchiapperino@sandata.com| enter agency v | ® LOG OuUT

DATE GE * MM/DD/YYYY CLIENTID CLIENT FIRST NAME
09/01/2021 & | to | 09/02/2021 ‘ ‘ Enter Client ID | | Enter Client First Name |
L PAYER SERVICE
| Enter Client Last Name ‘ Select Payer . | | Select Service v |
SUPERVISOR
| Select Supervisor v ‘

ROWS PER PAGE:
EEE - " | @ Showing 1 to 4 of 4 entries

client ID % Client First Name % Client Last Name $ Payer $ Service E] Supervisor s From Date 3 To DaN Actions
306130 James Bacon CTDSS ATCH (CIH/FSW) 09/23/2020 OPEN W L]
803291 Scott Botsman CTDsS ATCM (AZD/TBI} 09/23/2020 OPEN P 1
538777 Ramona Finnez CTDSS MTS fam w/o indv (AMHH) 09/23/2020 OPEN rd ‘-‘
358426 Gary Barnett CTDSS ATCH (A&D/TBI) 10/08/2020 OPEN P |

EEE i | Showing 1 to 4 of 4 entries

12/18/2023 Proprietary and Confidential. Copyright © 2023 Sandata Technologies, LLC. All rights reserved
Page 300 of 314




Creating New/Editing Plan of Care Screen SOHdOiG

Get more right from the start

Creating New/Editing Plan of Care Screen

Clians 1D

Create Plan of Care: Find Client Tab
Fields and Buttons: Find Client Tab
The following fields are available on the Find Client tab.

Field Description

CLIENT LAST NAME Enter the client’s first name.

CLIENT FIRST NAME Enter the client’s last name.

CLIENT MEDICAID ID Enter the client’s Medicaid ID number.

CLIENT ID Enter the client’s ID number.
L JE

Create Plan of Care: Plan of Care Tab

Fields and Buttons: Plan of Care Tab
The following fields are available on the Plan of Care tab.
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Fields and Buttons: Tasks Tab

Field Description

CLIENT NAME
CLIENT ID
SERVICE

TYPE OF SERVICE
PAYER
COMMENTS

DATE SELECT

TOTAL HOURS

DAYS PER WEEK

HOURS PER DAY

Fields and Buttons: Tasks Tab

Displays the client’s first name based on the selected client.
Displays the client’s ID number.

Select the service.

Select a drop-down option to indicate if the service entered
is new, a replacement, or a resumption of care.

Select the client’s payer.

Enter comments related to the client’s plan of care, if applic-
able.

Select the beginning and ending dates of the client’s plan of
care.

Displays the total number of task hours permitted for the cli-
ent’s plan of care. This field automatically populates based
on the days of the week selected and the HOURS PER DAY
entered.

Displays the total number of days tasks may be performed.

This field automatically populates when the boxes below
indicating day of the week are selected or de-selected.

Enter the total number of hours permitted each day.

# LOG OUT

.......... s per m Actlons
]

Create Plan of Care: Tasks Tab

The following fields are available on the Tasks tab.
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Field Description

TASK Select the task to be added to the plan of care.
LIMIT TIME Select the time frame for the task.
LIMIT UNITS Select the units for the limit.

Enter the number of units to limit the task.
LIMIT

This field will only accept numeric characters.

Displays the number of days the task must be per-

formed/scheduled.
DAYS PER WEEK o .
This field automatically populates when the boxes below

indicating day of the week are selected or de-selected.
COMMENTS Comments for the task.
ADD Adds the task to the plan of care.

Note:
‘ The Finish button does not display on a Plan of Care that has been closed.
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Creating a Plan of Care

Note:
Only one Plan of Care can be created per client.

1. Navigate to the Creating New Plan of Care screen. (Plan of Care > Create Plan of Care)

CREATE PLAN OF CARE

Create Plan of Care Button
2. Enter the search criteria.

3. Click SEARCH.

Note:
Searching with no criteria entered displays a complete list of clients.

4. Select the client using the Select column.

5. Click NEXT.

Create Plan of Care planof Care / Create Plan of Care Enter agency v | = LOGOUT
Creating new Plan of Care
1. Find Client 2. Plan of Care 3. Tasks
Select Client e
CLIENT FIRST NAME CLIENT LAST NAME CLIENT MEDICAID ID CLIENT ID
‘ Enter Client First Name | Enter Client Last Name | Enter Client Medicaid ID | Enter Client ID
s
Client ID % Client Name % Client Medicaid ID 3+ Select
437295 Wells, Tiffany 492034032048 o—b()
246539 Wrangla. Karen 890318230918 C)
PREVIOUS
Create Plan of Care: Select Client Screen
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6. Enter/Select all applicable fields on the Plan of Care tab.
The DAYS PER WEEK field will automatically populate based on the days of the week selected.

The TOTAL HOURS field will automatically populate based on the HOURS PER DAY field and the
days of the week selected.
For example, 6 HOURS PER DAY X 4 days selected= 24 TOTAL HOURS

7. Click NEXT.

Create Plan of Care Planof Care / Create Plan of Care Enter agency | ® LOGOUT

Creating new Plan of Care
1. Find Client [ 2. Plan of Care 3. Tasks

Create Plan of Care

= indicates required field

SERVICE TYPE OF SERVICE PAYER

Select Payer v ‘

Select Service Type v ‘

‘ Select Service v ‘

COMMENTS

Add a comment ‘

DATE RANGE *

Select From Date ] | to | OPEN ] ‘

TOTAL HOURS DAYS PER WEEK * HOURS PER DAY

Enter Hours per Day ‘

Enter Days per Week ‘

Enter Total Hours ‘

D SUNDAY B MONDAY D TUESDAY D WEDNESDAY D THURSDAY D FRIDAY D SATURDAY

PREVIOUS NEXT CANCEL

Create Plan of Care: Plan of Care Tab
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Creating a Plan of Care

8. Enter/Select all applicable fields on the Tasks tab.

9. Add, Edit (7]), or Remove ) tasks.
The Plan of Care can be saved with no tasks or limit time entered.

10. Click FINISH.

Create Plan of Care planof Care / Create Plan of Care

Creating new Plan of Care

1. Find Client 2. Plan of Care [ 3.Tasks

Enter agency

+| ® LoGout

Create Tasks
*indicates required field
TASK = LIMIT TIME * LIMIT UNITS

Select Task v | Select Limit Time v | Select Limit Unit v |
umim DAYS PER WEEK *

Enter Limit | 0 |
COMMENTS

Add a comment ‘
|:| SUNDAY D MONDAY D TUESDAY D WEDNESDAY |:| THURSDAY D FRIDAY D SATURDAY

Task Limit Limit Units Limit Time Days per Week Sun Mon Tue Wed Thu Fri Sat Comments JActions
0110 Meal Preparation Serve Dollars Day 1 L' Fa }
PREVIOUS FINISH CANCEL
oo =3
10
Create Plan of Care: Tasks Tab
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Editing a Plan of Care

1. Navigate to the Editing Plan of Care screen.
(Plan of Care > Search for the plan of care > Click EDIT (1))

2. Modify the desired fields on the Plan of Care tab.
The CLIENT NAME and CLIENT ID cannot be changed.

3. Click NEXT.

Edit Plan of Care Pplanof Care / Edit Plan of Care Enter agency *| ® LOGOUT

Editing Plan of Care

1. Wells, Tiffany [ 2. Plan of Care ] 3. Tasks
Edit Plan of Care 9

* indicates required field

| Wells, Tiffany ‘ ‘ 437295 |
ATCM (A&D/TBI) v ‘ New v | CTDSS ‘
Add a comment
05/08/2021 =] |ID | OPEN iz ‘
: RE | o |
\:‘ SUNDAY MONDAY D TUESDAY WEDNESDAY D THURSDAY FRIDAY B SATURDAY
o3
4. Add, Edit (21 ), or Remove ) tasks.
The plan of care can be saved with no tasks or limit time entered.
5. Click FINISH.
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Edit Plan of Care plan ofcare / Edit Plan of Care Enter agency v | @ LOGOUT

Editing Plan of Care

TASK * LIMIT TIME * LIMIT UNITS

Edit Tasks

* indicates required fisld

Select Limit Unit -

Select Limit Time v

Select Task v

LiMIT DAYS PER WEEK *

0 |

Enter Limit |

COMMENTS

Add a comment ‘

D SUNDAY D MONDAY D TUESDAY D WEDNESDAY D THURSDAY D FRIDAY D SATURDAY

Task Limit Limit Units Limit Time Days per Week Sun Mon Tue Wed Thu Fri Sat Comments Actions

0110 Meal Preparation Serve Dollars Day 4 P

o I=0.£0 e
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Appendix A: Exceptions:

Field Description

The calculated amount of time between the visit's call in and
call out is more than the scheduled duration of the visit. This

Csul) s el i sz exception is resolved by updating the Adjusted In and Adjus-

alllE ted Out fields on the Visit Details screen fields to match the
scheduled times. Adjusting Call Times Instructions.
The total amount of time billed for the visit is less than
Billing Hours less than Scheduled amount of time scheduled for the visit. This exception can be
Hours resolved by updating the bill hours to match the scheduled
hours: Adjusting Bill Hours
The service entered for the visit was not included in the cli-
Client Eligibility ent's authorization. This exception is resolved by updating

the service for the visit. Changing or Updating Service
Instructions.

A written signature for the visit was not provided by the cli-
ent. This exception only applies to visits performed using
Sandata Mobile Connect. This exception is resolved by
acknowledging it. Acknowledging Exceptions Instructions.

Client Signature Exception

Client Speaker Verification Bypassed The client did not verify the visit information. (Acknowledge)
(Potentially Remove) (TVV and SMC?)

The client did not provide a voice signature for the visit. This
Client Speaker Verification Exception exception is resolved by acknowledging it. Acknowledging
Exceptions Instructions.
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Field Description

The call out was received before the visit's scheduled end
time. This exception is resolved by updating the Adjusted
Out time to match the schedule's end time. Adjusting Call
Times Instructions.

Early Out Call

The employee who performed the visit is different from the
employee who was originally scheduled to perform the visit.
This exception is resolved by acknowledging it. Acknow-
ledging Exceptions Instructions.

Employee Replacement

The employee’s voice did not match the voice on record.
This exception is resolved by acknowledging it. Acknow-
ledging Exceptions Instructions.

Employee Speaker Verification Excep-
tion

Additional calls were received between the call in and the
call out. Depending on configuration, this exception is
resolved by being acknowledged (Acknowledging Exceptions

Extraneous Calls Instructions) or by merging the extraneous calls using the
Merge Calls tab of the Visit Details screen (Merge Calls
Instructions). If your EVV system does not have the Merge
Calls tab, you cannot merge calls.

The GPS coordinates for the call in or call out of the visit are
too far from the client's address, based on a configurable
limit. This exception is resolved by acknowledging it.
Acknowledging Exceptions Instructions.

GPS Distance Exception

The service selected for the visit was not valid based on
payer or program rules. This exception must be resolved in
the third party system.

Invalid Contract / Payer (Third Party
Interface Only)
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Field Description

The call in was received after the scheduled start time of the
visit. This exception is resolved by updating the Adjusted In

Late In-Call . . . . .. .
aten-%a field on the Visit Details screen. Adjusting Call Times Instruc-
tions.
A location was not entered for the visit. This exception is
Location Required resolved by updating the Location field on the visit details

screen.

Required critical tasks were not entered for the visit. This
Missing Critical Tasks exception is resolved by adding missing tasks. Manually
Adding and Removing Tasks Instructions.

A service was not entered during the visit. This exception is
Missing Service resolved by updating the service for the visit. Changing or
Updating Service Instructions.

Required tasks were not entered for the visit. This exception
Missing Tasks is resolved by updating the tasks on the Visit Details screen.
Changing or Updating Tasks Instructions.

An employee did not call in for a scheduled visit. This excep-
No Show Exception tion is fixed by acknowledging it. Acknowledging Exceptions
Instructions.

The total amount of time paid for the visit is more than the
Pay Hours greater than Maximum maximum payable time allowed by the authorization. This
Allowed Hours exception is resolved by updating the Pay Hours fields on
the Visit Details Screen.
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Field Description

The payroll hours are less than the visit's scheduled hours.
This exception is resolved by updating the Payroll Hours
field on the Visit Details screen.

Payroll Hours less than Scheduled
Hours

The client did not confirm the selected service. This excep-
Service Verification Exception tion is resolved by acknowledging it. Acknowledging Excep-
tions Instructions.

The length of the visit is less than the total scheduled length
of the visit. This exception is resolved by updating the Adjus-
ted In and Adjusted Out fields on the Visit Details screen
fields to match the scheduled times.Adjusting Call Times

Exceptions.

Short Visit

The mileage entered for the visit does not match the mileage
Task Mileage Exception that was calculated. This exception is resolved by acknow-
ledging it. Acknowledging Exceptions Instructions.

The total entered time for tasks is greater than the payroll
hours for the visit. This exception is resolved by acknow-
ledging it. Acknowledging Exceptions Instructions.

Time Entered in Tasks Exceeds Payroll
Hours

Time Entered in Tasks less than Sched- The total entered time for tasks is less than the scheduled
uled Hours hours for the visit. Acknowledging Exceptions Instructions.
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Field Description

The employee selected a service for the visit that does not
match a service the client is authorized to receive. This
exception is resolved by updating the service on the Visit
Details screen. Changing or Updating Service Instructions.

Unauthorized Service

The client for the visit could not be matched to a known cli-
ent in the system. This exception is resolved by updating the
client on the Visit Details screen. Updating a Client Instruc-
tions.

Unknown Clients

The Santrax ID entered on the phone during a TVV visit
does not match to a known employee in the system. This
exception is resolved by updating the employee on the Visit
Details screen. Updating an Employee Instructions.

Unknown Employees

The total amount of hours billed for the visit does not match
the visit’s total amount of payroll hours. This exception is
resolved by updating the Bill hours field on the Visit Details
screen. Updating Bill Hours Instructions.

Unmatched Billing and Payroll Hours

The total amount of time billed does not match the total
amount of time scheduled for the visit. (Fix. General tab.
Update Field Bill Hours)

Unmatched Billing and Scheduled
Hours

The Client ID was entered on a TVV call placed from a num-
ber not associated with that client. This exception is
resolved by acknowledging it. Acknowledging Exceptions
Instructions.

Unmatched Client ID/Phone
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Field Description

The total amount of time paid for the visit does not match
the total amount of time scheduled for the visit.
(Fix. General tab Payroll Hours field)

Unmatched Payroll and Scheduled
Hours

The call-in or call-out that was received for the visit that
Unscheduled Visits does not match to a schedule. This exception is resolved by
acknowledging it. Acknowledging Exceptions Instructions.

The client did not verify the visit information. This exception
Visit Verification Exception is resolved by acknowledging it. Acknowledging Exceptions
Instructions.

No calls were made for a scheduled visit. This exception is
Visits without Any Calls resolved by manually creating calls using the Call Log tab of
the Visit Details screen. Manually Adding Calls Instructions.

A call in was not received for the visit. This exception is
Visits without In-Calls resolved by manually creating calls using the Call Log tab of
the Visit Details screen. Manually Adding Calls Instructions.

A call out was not received for the visit. This exception is
Visits without Out-Calls resolved by manually creating calls using the Call Log tab of
the Visit Details screen. Manually Adding Calls Instructions.
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