WHAT IS “AT YOUR
FINGERTIPS”?

“At Your Fingertips” is a bi-
monthly tip sheet to help
providers navigate Electronic
Visit Verification (EVV) by
answering common questions
and providing assistance for
resolving common issues
encountered by providers in
their use of the EVV system.

This tip provides instruction
on how to utilize the mass
editing functionality in
Santrax. With this you will be
able to make changes on
multiple entries within the
scheduling screen of Santrax.

NOTE: Questions or issues
containing client PHI must be

sent via encrypted/secure e-
mail to the resource addresses
noted in this document.

Page | 1of 3

At Your
Fingertips!

EVV TIP # 20
MASS EDITING SCHEDULES

Mass editing schedules is a time saving procedure that assists in
making multiple changes for a specific client’s schedule all at one
time. One of the many benefits of this functionality is being able to
change the scheduled staff member in a single edit instead of editing
each visit in the schedule.

HOW TO MASS EDIT SCHEDULES:

1. Click on Scheduling to access the schedule overview screen.
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2. Narrow your results. Use the search filters to return only the
appropriate schedules.
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3. Select the schedules you would like to edit. Press and hold the <Ctrl> key while selecting the schedule(s)
you want to edit to select multiple entries at once.

In the example below, a search was performed for a particular staff member under a specific client. All
schedules associated with this staff member will be mass edited, and a different staff member added to the

schedule.
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4. Choose which category you would like to mass edit. Right click within the results and hover over “Mass
Edit”. A second menu will appear and from here you will choose what kind of change you would like to
make. In our example we are going to choose “Staff”.
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5. A pop-up box will appear and allow you to make the necessary changes.

Please select a staff.

Staff: | staff Member #2

Once you have made your selection, click save. Now your change has been made for multiple entries and
will be reflected in your results screen.
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