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While the instructional materials contain the general functionality of the system, set
up is contingent on agency/payer directed configuration. When available, please
refer to the agency/payer specific training materials to obtain information on the
work flow and the applicable functionality.
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Document Scope

Document Scope
Sandata Aggregator is a component of the Sandata product suite that supports electronic visit veri-
fication vendor neutrality in statewide programs. Sandata Aggregator creates flexibility for all stake-
holders and eliminates common challenges with electronic visit verification by offering providers choice
in how they implement electronic visit verification.
Using Sandata Aggregator, vendors can review the same visit activity as a provider would, but in a read
only format. Sandata Aggregator includes several reports, letting users quickly check certain segments
of data.
The different sections of Sandata Aggregator are shown on the left hand navigation panel. This panel
displays all available sections of the system (e.g Reports, Security, etc). Access to the different sec-
tions of Sandata Aggregator 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 Sandata’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 Aggregator login
screen reading “Sandata Aggregator no longer supports this browser”.

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

System Security
Sandata Aggregator 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 Aggregator has several rules to ensure passwords are secure. Pass-
words 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.
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ADA Support

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.

ADA Support
Sandata Aggregator is designed to be compliant with the Americans with Disabilities Act (ADA). San-
data Aggregator 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 Aggregator with only a keyboard.

• 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.
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Navigate Modules

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.

• 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 Dash-
board, users must enter “Dashboard” into the Navigate Modules field.

Navigate Modules Field
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Automatic Log-Out Extension

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 application.

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 Aggreg-
ator 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:

• 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
containing temporary passwords are sent there.
• 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.
• 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.
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Resetting Password

Login Screen

Note:
When using a browser that is no longer supported, a message reading “Sandata
Aggregator 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”.

Resetting Password
Sandata Aggregator 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 this link and follow the prompts to send a reset password email to the
email address used to log in.
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Resetting Password

Sandata EVV Log In Screen - Forgot Password

Reset Password
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Common Functionality
This section describes common functions within Sandata Aggregator.

Visit Review Screen

Item Name Description
Navigation Path Indicates which screen is displayed.

Account and User
Display

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.

Log Out Button
Click this button to log out of the applic-
ation. After logging out, users are
returned to the login screen.
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Item Name Description

Calendar Icon

Click the calendar icon to display a cal-
endar with selectable dates. Use the
single arrows to move the date forward
or back a month and double arrows to
move the date forward or back a year.
Users can also type dates in fields with
the calendar icon.

Show List Icon
Click this icon, located in drop-down
fields, to display a list of options asso-
ciated with the field.

Save Settings But-
ton

Click this button to save selected
search fields. This button is visible
when using the advanced filter settings.

Reset Button
Click this button to clear any saved
search settings. This button is visible
when using the advanced filter settings.

Show/Hide
Advanced Filter
Options

Click this link to show or hide additional
filters. Hidden filters are still applied to
search results if a value is entered in
the field.

Search Button Click this button to execute a search.

Export

Click the button to view all current res-
ults, limited based on the selected fil-
ters in an excel or CSV format. This
functionality allows the export of all
authorization data, which can be used
in place of many authorization reports.

Page Listing

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

Clear Button Clear all data entered in search fields.
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Additional Buttons and Icons

Item Name Description

Number of Items
per Page Setting

Use this drop-down to select the num-
ber of records displayed on each page
of the results list.

Results Summary Displays a summary of the number of
records available in the results list.

List Sorting Icon

Click a column header displaying this
icon to sort the results in ascend-
ing/descending order based on that
column's content.

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

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.

Time Field

Click this icon to select a time. Use each field’s
up or down arrow to increase or decrease the
value and switch between AM or PM. Users can
also enter times in these fields (Format: hh:mm
AM/PM).

Delete Button

Click this icon to move an item to “Inactive”
status.
Note: It is best practice to only delete records

when the Reactivate ( ) 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.

Finish Button Click this button to complete a task.
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Additional Buttons and Icons

Button Function Description

Radio Button Use radio buttons to select an item from a list.

Refresh Button Click this button to refresh the related fields.

Save Button
Click this button to save the information that has
been entered. Modifications are not saved
unless the user clicks Save.

Show Information Icon Click this icon to unmask masked charactersentered in certain fields.
Reactivate Icon Click this icon to reactivate the related record.
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Confirmation and Error Messages

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

Confirmation Message

Error Message
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Assignment Buttons

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.

Add Item

Moves single or multiple items from the Available field to the
Assigned field. Click on multiple items to add them together, if
necessary.

• To select consecutive items, press and hold <Shift> and then
select the first and last schedule.
• To select multiple items not listed consecutively, press and
hold <Ctrl> and then select the desired schedules.

Remove Item(s)
Moves single or multiple items from the Assigned field to the Avail-
able field. Click on multiple items to add them together, if neces-
sary.

Remove All Moves all items from the Assigned field to the Available field.

Visit Review
The Visit Review section is where all information related to visits is located. Access to the functions in
this section are controlled by User Roles and Privileges. Sandata Aggregator 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 .
Visit Review Screen
Use the Visit Review 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.
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Visit Review Screen

Visit Maintenance Screen

Field Description

AGENCY Use this field to limit the result by a single agency.
Note: Users can only see agencies they are working with.

CALL TYPE Use this multi-select field to limit the results to visits with the
selected special call type(s) (MVV and Manual).

CLIENT

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 ID Use this field to limit the results by the client's ID number.

DATE RANGE

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.

DEPARTMENT Use this field to limit the results to the visits associated with
the employee’s department.
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Visit Review Screen

Field Description

EMPLOYEE
Use this field to limit the results by employee name (format:
last name, first name). When a partial value is entered the
report displays results that begin with the entered value.

EMPLOYEE ID Use this field to limit the results by employee ID number.

EMPLOYEE SSN Use this field to limit the results by the employee’s Social
Security Number.

EXCEPTION TYPE

Use this multi-select field to limit the results to visits with the
selected exceptions. The exceptions in this drop-down 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 Exports the results in the results grid to a CSV or Excel
format.

FILTER VISITS BY

By default, this field is set to All Exceptions, which displays
all visits with exceptions. In order to include visits without
exceptions, select All Visits. Select Exception Type to limit
the results to only visits with the selected exception(s).
Example: Unknown Client visits.

GROUP VISIT CODE

Use this field to limit the results by the selected group visit
code. Group Visit Codes are a unique six digit code asso-
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.

MEDICAID ID# Used to limit the results by the client’s Medicaid ID.

PAYER

Use this drop-down field to limit the results to a single 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.

PROGRAM

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.

RESET Clears saved filter settings.

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

SAVE SETTINGS
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, Client.
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Visit Review Screen

Field Description

Show/Hide Advanced Filter Options Displays additional fields, including the ability to save or reset
filter selections.

Show/Hide Display Options Use this link to display additional column options for the res-
ults list.

SERVICE

Use this field to limit the results by the selected service. 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.

SUPERVISOR Use this field to limit the results to the visits associated with
the selected supervisor.
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Columns

Field Description

VISIT STATUS

Use this drop-down field to limit the result by visit status.
• 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 visits
are placed in this status if the scheduled start time has
passed or the system has received a call. Unscheduled
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 results
list, the column with the wrong/missing information must
be enabled. All unresolved exceptions for the visit are dis-
played 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.
• Approved – a visit is placed in this status to indicate that
the client or user manually approved the visit based on Cli-
ent Confirmation/Signature or by the user selecting the
Approved checkbox on the results list or the Visit Details
screen.
• Processed – the visit was returned to the adjudication
system during claims validation.
• 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 exceptions
management.

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.
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Columns

Column Selection Screen

Column Description
This symbol is used throughout the results list and indicates
one or more exceptions for the related field. Click the symbol
to open the Visit Detail screen to the appropriate tab. Hover
over this field to show all currently applied exceptions 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.

ADJUSTED HOURS Displays the time elapsed between the adjusted in and out
times, in minutes, when applicable.

ADJUSTED IN Displays the manually entered call in time, when provided.
This field is always updated with the Adjusted Out field.

ADJUSTED OUT Displays the manually entered call out time, when provided.
This field is always updated with the Adjusted In Field.

APPROVED Displays a checkbox indicating whether or not the visit was
approved.

BILL HOURS
Displays the total bill time for the visit. This value is auto-
matically calculated based on the call in/call out times, if
applicable. (Format HH:MM)

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

CALL IN Displays the call in time (Format: AM/PM).
CALL OUT Displays the call out time (Format: AM/PM).

CLAIM VERIFICATION STATUS

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’.

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

Column Description
CLIENT MEDICAID ID Displays the client’s Medicaid ID.
CLIENT NAME Displays the client’s name (format: last name, first name).
CLIENT PRIMARY PHONE NUMBER Displays the client’s primary phone number.

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

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

EMPLOYEE CONTACT PHONE
NUMBER Displays the employee’s phone number.

EMPLOYEE ID Displays the employee’s ID. Hover over this item to view addi-
tional employee information.

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

EXPORTED

Displays an indicator that identifies whether or not a visit was
exported. ‘Y’=the visit has been exported, ‘N’=the visit has
not been exported. NOTE: This indicator does not display if
the visit was exported via a data warehouse export.

MEMO

Displays the first few characters of an entered memo on the
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.
SCHEDULED HOURS Display the total amount of scheduled hours for the visit.
SCHEDULED TIME IN 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.

TASKS Displays the number of tasks entered. Detailed task inform-
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.
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Searching for Visits

Searching for Visits
To learn more about the fields or columns for this process please use the following links: Visit Review

1. Navigate to the Visit Review screen.
(Visit Review)

2. Enter the search criteria.

3. Click SEARCH.

4. Click the Edit icon ( ) icon to view the Visit Detail screen.

Visit Search Results
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Visit Details Screen

Visit Details Screen
Use the Visit Details screen to review detailed information about a visit. The screen is divided into mul-
tiple tabs, with each tab containing a different set of information about the visit. 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 - 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.

Visit Details Screen – General
The General tab contains detailed information about the visit. This tab allows users to quickly review
visit information.

Visit Details - General
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Visit Details Screen – General

Field Description

ADJUSTED IN HH:MM AM/PM

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 Adjusted
In or Adjusted Out values are changed, the value in both
fields is saved.

ADJUSTED OUT HH:MM AM/PM

Displays the manually entered call out time, when applicable.
If there is a call out, this value is automatically populated 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.

AGENCY ID Displays the agency’s Sandata assigned ID.
AGENCY NAME Displays the agency’s name.

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

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

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

CALL OUT Displays the call out time for the visit.
CALL IN Displays the call in time for the visit.

CLIENT SIGNATURE

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.
CLIENT VERIFIED SERVICE Displays whether or not the client has verified the service.

CLIENT VERIFIED TIME Displays whether or not the client has verified the visit start
and end times.

DO NOT BILL Selecting this check box flags the visit as omitted. Visits with
this status will not be submitted for claim validation.

EXTERNAL ID Displays an ID number identifying the third party that sent the
visit/schedule.

FROM DATE Displays the visit start date.
GROUP VISIT CODE Displays a group visit code, if this visit is part of a group visit.
PAY HOURS Displays the payable hours. Format (HH:MM).
PAYER Displays the payer for the visit.
PROGRAM Displays the program for the visit.
SCHEDULED END TIME Displays the scheduled end time of the visit.
SCHEDULE ID Displays the ID number associated with the visit's schedule.
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Visit Details Screen – Client

Field Description
SCHEDULED START TIME Displays the scheduled start time of the visit.

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

TO DATE Displays the visit end date.

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

VISIT STATUS Displays the status for the visit.

VISIT SOURCE

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.

VISIT TIME ZONE Displays the time zone for the visit.

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. The number dis-
played in the FVV field is the serial number of the FVV device assigned to the client as of the visit date.

Visit Details - Client

Field Description
Client Contact Information Displays the contact information from the client’s profile.
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Visit Details Screen – Employee

Field Description

Emergency Contact Displays the emergency contact information from the client’s
profile.

Find Client
Use these fields to search for a client to update the visit with.
Select the INCLUDE INACTIVE CLIENTS checkbox to
include clients with a status of ‘Inactive’ in the search results.

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.

Visit Details - Employee

Visit Details - Employee

Field Description
Employee Information Displays the general information from the client’s profile.

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 information differs
based on the call type.
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Visit Details Screen -Tasks

Call Log

Field Description
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).

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.
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Visit Details Screen – Merge Calls

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.

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.
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Visit Details Screen - Exceptions

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.

Visit Details Screen - Exceptions
This screen displays all exceptions that prevent a visit from being billable or ready for claims validation.
All exceptions must be resolved in the system of record and cleared to verify the visit.

Visit Details - Exceptions
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Visit Details Screen – GPS

Field Description

Orange Exception
Indicates an exception that must be acknowledged exists for
this visit.

Red Exception Indicates an exception must be resolved for the visit.

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.

Visit Detail-GPS

Field/Button/Column Description

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

No GPS Exception
Drop pin that indicates that a GPS call (in or out) occurred within
range of one of the client’s addresses.

GPS Exception
Drop pin that indicates a GPS exception. GPS call (in or out)
occurred outside of an acceptable distance from any of the cli-
ent’s addresses.
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Visit Details Screen – Memo

Visit Details Screen – Memo
The Memos tab shows all memos for the visit. Visit notes received from Sandata Mobile Connect dis-
play in the read only Visit Note field. The Unknown Visit Details section displays the information cap-
tured by Sandata Mobile Connect when starting an Unknown Visit.

Visit Details - Memo Tab

Field Description
MEMO This field displays additional notes for the visit.

UNKNOWN VISIT DETAILS Displays the details entered in the SMC application when an
SMC user starts an Unknown Visit.

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

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 reference.
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Visit Details Screen – Claims

Visit Details – Claims Tab

Field Description

BATCH ID An adjudications system’s unique number used to identify an
individual or a group of claim requests.

BILLED The number of billed units requested in the claims validation
request.

DATE RETURNED FOR CLAIMS
PROCESSING

The date the system returned the visit data in response to a
claims request made by the payer.

DETAIL LINE NUMBER The number of billed units calculated for the claims validation
request.

INTERNAL CONTROL NUMBER A unique number assigned to the submitted claim, by the
payer’s adjudication system.

PAYER SOURCE

The source of the claim request. For programs that receive
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

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.

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.

REASON CODE
Displays the reason code applied when the visit was manu-
ally updated. Roll over this field to view the resolution code
applied along with the visit note.

Reports
Sandata Aggregator 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 gen-
erate 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 reference
billing data. Daily reports are used to return data for one selected day. Date range reports are used to
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Export Only Reports

return data for a selected timeframe. FVV reports allow users to reference FVV data about which cli-
ents have assigned FVV devices and FVV calls. Security reports allow users to reference system activ-
ity, 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 button
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.
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
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Sections of the screen

Filter Description

Select Report

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.
• 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.
• 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.

Select Parameters
Use the filters in this section to further limit the report output. Example: Payer,
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

Running a Report

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

2. Select the CORPORATION, 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.

Running a Report
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Scheduling a Report

Scheduling a Report

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

2. Select the CORPORATION, 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.
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.
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Scheduling a Report

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.
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Navigating a Report

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.

Highlighted Reporting Functions

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.

Reporting Export Options

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.

Report Grouping Tab
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Navigating a Report

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.

Example of Column Headers

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

Incomplete Call

FVV Call

FVV Parent

FVV Attempt

Manual Call

Telephony Call

Employee Voice Recording

Client Voice Recording

Employee Speaker Verification - Pass

Employee Speaker Verification - Fail
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Navigating a Report

Icon/Text Text
Client Speaker Verification - Pass

Client Speaker Verification - Fail
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Scheduled Reports Screen

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.

Filter Description

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

SCHEDULED DATE &
TIME

Displays the date and time that the report is scheduled to run. Clicking this
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

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 output.
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.

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

Sample Report

Alert Configuration - Sample
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ALERT LISTING

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

Alert Listing Report - Sample
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No Show

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 member
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
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
clients with the entered 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
employee by name (last name, first name) or Santrax ID
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
Supervisor the client's supervisor at the provider agency
Client: ID the Sandata client ID
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Sample Report

Columns Description

Client: Medicaid 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".

Client: Name the client's name
Client: Phone the client's primary phone number

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

Employee: Name the employee's name
Employee: Sandata ID the employee's Sandata ID
Employee: ID the employee ID
Scheduled Start Time the scheduled start time for the visit

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

Grand Total of No Shows the grand total of no shows

Sample Report

Alert No Show Report-Sample
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Authorization Hours vs Actual Hours
Used by Client

Authorization Hours vs Actual Hours Used by Client
Description:
This report displays the number of authorized hours compared to the total number of verified hours
recorded by the system. The report is grouped by client.
Use:
This report allows identify to compare the number of hours being utilized for each client versus the num-
ber of hours that client has authorizations for.
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 the entered client
Client AR# the entered client account receivables number

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
Name the client's name

ID Type 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 type specified
Payer the authorization's payer
Program the authorization's program
Service the authorization's service
Start/End Date the start and end dates of the authorization

Auth ID the authorization’s reference ID number provided by the
payer

Auth Type the type of authorization (hourly, units, visit)
Limit Type the type of limitation set for the authorization
Authorized Units the number of authorized units
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Columns Description

Used Units

the number of units that have been associated with verified
units
The number of units displayed is based on EVV data only
and does not represent adjustments or actual billing inform-
ation.

Available Units the number of units remaining for the authorization (based on
verified EVV visits)

Sample Report

Authorization Hours vs Actual Hours Used by Client - Sample
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Authorizations
Description:
This report displays a list of all authorizations in the system as of the selected day.
Use:
This report allows users to view all authorizations over the selected date range. This report displays
any authorizations in effect on any day that falls within the selected date range. The report helps mon-
itor overall authorization 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 the entered client
Client AR# the entered client AR number

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
Name the client's name

ID Type 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 type specified
Payer the client's payer
Program the program(s) for the visit

Auth ID the authorization’s reference ID number provided by the
payer

Start/End Date
the start and end date for the authorizations
Authorizations that are considered ‘open ended’ may display
with an end date that is blank.

Service the authorization's service
Unit Type the type of unit (hourly, unit, visit)

6/25/2024 Proprietary and Confidential. Copyright © 2024 Sandata Technologies, LLC. All rights reserved

Page 64 of 231



Sample Report

Columns Description
Authorized Units the number of authorized units
Limit the type of limitation set for the authorization

Sample Report

Authorizations - Sample
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Clients without Authorizations

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

ID Type 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

Authorization Expired
the date the client’s authorization expired
This field is blank if the client has not had an authorization.
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Sample Report

Sample Report

Clients Without Authorizations - Sample

Proprietary and Confidential. Copyright © 2024 Sandata Technologies, LLC. All rights reserved 6/25/2024

Page 67 of 231



Report-Expired Authorizations

Report-Expired Authorizations
Description:
This report displays a listing of authorizations that have expired as of the selected date.
Use:
This report allows users to review all expired authorizations and using that data, determine whether or
not replacement authorizations need to be obtained. Only authorizations that have not been replaced
by a subsequent authorization for the save service 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
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 AR# the client’s Account Receivable (AR) number

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

Client: ID Type the type of identifier displayed on the report for the client (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

Service End Date the end date for the authorization's service
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Sample Report

Expired Authorizations - Sample
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Expiring Authorizations

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 expiring.
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
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 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

Client: ID Type the type of identifier displayed on the report for the client (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

Service End Date the end date for the authorization's service
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Sample Report

Expiring Authorizations – Sample
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Visit Claims Verification

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

Client Name
the client name
Blank if unknown

Medicaid 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”.

Visit Date/Start/End the date, start time and end time of the visit
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Sample Report

Columns Description
Group Visit Code the group visit code associated with the visit, if applicable
Status the status of the visit
Batch ID Currently Unavailable
Transaction ID Currently Unavailable
Visit Verified Date Currently Unavailable

Sample Report

Visit Claims Verification Status
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Claims Validation Rejection

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 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)

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 state assigned identifier for the prover (e.g Provider Medi-
caid ID)

Report Output
Each column of the report lists:

Columns Description

Received the date the claim was received by Sandata Claims Val-
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
Service the service for the claim line
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Columns Description

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

Exception the information returned for the failed claims request

Provider Medicaid 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".

Client Name the client's name.
Blank if unknown.

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

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

Sample Report

Claims Validation Rejection - Sample
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Active Client Contacts

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 ref-
erence 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 dis-
played 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
client by name (last name, first name) or Sandata client ID
When a partial name is entered the report will display results
that begin with the entered characters.

Client Medicaid ID
clients with the entered 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

Medicaid 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.”

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
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Sample Report

Active Client Contacts - Sample
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Active Clients

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:

Field Description
Payer the selected payer(s)
Program the selected program(s)

Client
client by name (last name, first name)
When a partial name is entered the report will display results
that begin with the entered characters.

Client Medicaid ID
clients with the entered 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
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 Medicaid 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.”

Client Name the client's name
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
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Sample Report

Columns Description
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

Active Clients- Sample

Proprietary and Confidential. Copyright © 2024 Sandata Technologies, LLC. All rights reserved 6/25/2024

Page 79 of 231



Active Employees

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:

Field Description
Department the selected department

Employee
employee by name (last name, first name) or Santrax ID
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

Dep
the employee's department
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)
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Sample Report

Active Employees – Sample
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Agency Master Schedule

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
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 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
employee by name (last name, first name) or Santrax ID
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

Agency Master Schedule – Sample
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Available Task List

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 Description
Task ID the identifier for the task
Task Name the name of the task
Critical Task N=No or Y=Yes, indicating whether or not the task is critical

Reading N=No or Y=Yes, indicating whether a reading is required for
the task

Minimum Amount the minimum value that must be entered for this task’s read-
ing, if configured

Maximum Amount the maximum value that may be entered for this task’s read-
ing, if configured

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

Sample Report

Available Task List - Sample
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Call Listing

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
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
clients with the entered 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
employee by name (last name, first name) or Santrax ID
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
SPV the supervisor assigned to the employee
Service the service performed for the call
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Client ID the Sandata client ID

Client Medicaid 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.”

Client Name the client's name
Phone # the client’s primary phone number
Employee Name the employee's name
Employee Email the employee's email address
Employee Santrax ID the employee’s Santrax ID
Call Type the call type for the visit
Call Time the time of the visit
Group Visit Code the group visit code associated with the visit

Indicators an icon representing call functionality used for the call (see
Legend)

Grand Total of Actual Calls the grand total of calls

Sample Report

Call Listing - Sample

6/25/2024 Proprietary and Confidential. Copyright © 2024 Sandata Technologies, LLC. All rights reserved

Page 86 of 231



Call Summary

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
client by name (last name, first name)
When a partial name is entered the report will display results
that begin with the entered characters.

Client Medicaid ID
clients with the entered 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
employee by name (last name, first name) or Santrax ID
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
Client ID the Sandata client ID
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Columns Description

Client Medicaid 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.”

Client Name the client's name
Employee Name the employee's name
Employee Email the employee’s email address
Employee Santrax ID the employee’s Santrax ID

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

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

Call: Hours the calculated duration for the visit in hours
Bill: Hours the billable hours for the call
Bill: Units the billable units for the call
Total of Bill Hours the total billable hours
Total of Completed Visits the total number of completed visits
Total of Visits the total number of visits
Grand Total of Billed Hours the grand total of billable hours
Grand Total of Completed Visits the grand total of completed visits
Grand Total of Visits the grand total of visits

Sample Report

Call Summary - Sample
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Client Address Listing

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:

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

Client
client by name (last name, first name)
When a partial name is entered the report will display results
that begin with the entered characters.

Client Medicaid ID
clients with the entered 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:

Columns Description
EVV Active Date the date the client became active in the system
Client ID the Sandata client ID

Client Medicaid 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.”

Client Name the client's name
Time Zone the client’s time zone.
Client SSN the client’s social security number
Phone # the client’s primary phone number
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Sample Report

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

County
the county from the client’s primary address
This value is manually entered or received via an interface
and is not validated against the client’s address.

Sample Report

Client Address Listing – Sample
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Client List with Scheduled Dates

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 ongoing.
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
client by name (last name, first name)
When a partial name is entered the report will display results
that begin with the entered characters.

Client Medicaid ID
clients with the entered 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

Client Medicaid 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.”

Reference ID the authorization’s reference number
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Sample Report

Columns Description

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

First Schedule the date of the first scheduled visit after the authorization’s
start date

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

Sample Report

Client List with Scheduled Dates -Sample
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Employee Attributes

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
employee by name (last name, first name) or Santrax ID
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 state 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

Term Date
the employee’s termination date or the date the employee
was marked as inactive (deleted) in Sandata EVV

Last Visit the date and time of the last visit started by the employee
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Sample Report

Columns Description
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 - Sample
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GPS Distance Exception Report

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 cli-
ent’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 indicates
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
client by name (last name, first name)
When a partial name is entered the report will display results
that begin with the entered characters.

Client Medicaid ID
clients with the entered 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
employee by name (last name, first name) or Santrax ID
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
Client Name the client's name
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Report Sample

Columns Description

Client Medicaid 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”.

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

GPS Distance Exception Report
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Individual Plan of Care

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 appropriate 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
client by name (last name, first name)
When a partial name is entered the report will display results
that begin with the entered characters.

Client Medicaid ID
clients with the entered 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

Client Medicaid 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".

Client ID the Sandata client ID
Report Output
Each column of the report displays:

Columns Definition
Payer the payer for the plan of care
Program the program(s) for the plan of care
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Tasks and Frequency

Columns Definition
Service the service(s) for the plan of care

Provider ID the state 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

End Date
the end date of the client’s plan of care
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

Sun/Mon/Tues/Wed etc
the days of the week when the task is to be performed
Days that are a part of the plan of care are indicated with an
“X.”

Sample Report

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

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 service 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 pro-
viders.
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 state 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

Cures Required

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

Start Date the start date for the service
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Sample Report

Columns Description

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

Sample Report

Payer-Program-Service Listing - Sample
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Provider Listing

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 - Sample
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Speaker Verification Enrollment

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 pro-
vider 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 state 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 date the employee first 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

Sample Report

Speaker Verification Enrollment - Sample
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Speaker Verification Enrollment
(Employee)

Speaker Verification Enrollment (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:

Field Description
Department the selected department

Employee
employee by name (last name, first name) or Santrax ID
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

Dept
the employee’s department
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

Sample Report

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

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

Client Name the client's name

Client Medicaid 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.”

Employee Name the employee's name
Employee Santrax ID 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

Sample Report

Visit Listing - Sample
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Visit Verification

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 dir-
ectly on the visit line in Visit Maintenance, such as extraneous calls. This report can be used as a con-
venient 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
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
clients with the entered 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
employee by name (last name, first name) or Santrax ID
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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Sample Report

Columns Description

Client Medicaid 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.”

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

Visit Verification - Sample
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Visit Verification Activity Details

Visit Verification Activity Details
Description:
This report shows all visits taking place for a specific day. The report displays visit information including
client name, employee name, call in and call out time as well as additional visit information including
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 understand
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
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
clients with the entered 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
Scheduled Hours the total hours scheduled for the visit
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Sample Report

Columns Description
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

Visit Verification Activity Details - Sample
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Approved Visits Report

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

Employee
employee by name (last name, first name) or Santrax ID
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:

Columns Description
Approved Date the date the visit was flagged as approved
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Sample Report

Columns Description
Service the service selected for the visit
Task the task(s) selected for the visit

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

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

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

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

ADJ EVV IN the manually entered call in time for the visit
ADJ EVV OUT the manually entered call out time for the visit
ADJ HOURS the calculated visit length based on any adjustments made
TOTAL HOURS the total number of approved hours
TOTAL ADJ HOURS the total number of adjusted approved hours

Sample Report

Approved Visits Report – Sample
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Auto Verification Details

Auto Verification Details
Description:
This report displays all visits for the selected date range and shows how they were confirmed (manually
or automatically) as well as the number of manual updates made to the visit.
Use:
This report allows users to review all visits in detail and monitor trends in how frequently manual
updates are made per visit. This helps support overall program compliance by showing the details of
visit verification activity. For any program, the goal is typically to have as many auto-verified visits as
possible to reduce manual editing. This helps improve the quality of visit capture and minimize the
amount of work a provider agency must do.
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

Auto Verified

An indicator that displays whether or not the visit was auto-
matically verified
This indicator is only displayed next to visits in a verified
status.

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

# of Manual Updates the number of manual updates made to a visit
Status the status of the visit
Call: Start/End the call in time and call out time for the visit
Adjusted: Start/End the manually entered start and end times for the visit
Reason Codes any reason codes applied when editing the related visit
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Sample Report

Sample Report

Auto Verification Details – Sample
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Auto Verification Summary

Auto Verification Summary
Description:
This report displays auto verification statistics for each provider agency.
Use:
This report allows users to compare the number of automatically verified visits versus manually con-
firmed visits across agencies. The report also displays all visits pending verification as well as sched-
ules for which a visit was not started.
This report displays cross agency visit verification trends, which is intended to help overall program
compliance. For any program, the goal is typically to have as many auto-verified visits as possible to
reduce manual editing. This helps improve the quality of visit capture and minimize the amount of work
a provider agency must do.
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’s EVV account number
Account Name the account name

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

Without Manual Updates the number of visits in the selected date range that did not
have any manual updates applied

Percent the percentage of visits in the selected date range that did not
have manual updates applied

With Manual Updates the number of visits in the selected date range that have
manual updates applied

Percent the percentage of visits in the selected date range that have
manual updates applied

Average Updates Per Visit the average number of updates made to visits in the selected
date range

% Verified Visits the percentage of verified visits
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Sample Report

Columns Description
% Non-Verified Visits the percentage of visits that have not been verified

Incomplete Visits the number of visits that have not been completed and are
still pending manual updates

Scheduled Only the number of schedules that do not have any call inform-
ation (electronic or manual) associated with them

Sample Report

Auto Verification Summary – Sample
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Client Visit Summary Report

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
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
Clients with the entered 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
employee by name (last name, first name) or Santrax ID
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.
End the end time of the visit.
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Sample Report

Columns Description
# Of Visits the number of visits conducted.
Hours the length of the visit in hours

Sample Report

Client Visit Summary Report-Sample
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Consolidated Activity

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
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
clients with the entered 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
Employee by name (last name, first name) or Santrax ID
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:

Columns Description

Client Medicaid 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".
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Sample Report

Columns Description

Client Name the client’s name.
Blank if unknown.

Employee ID the employee ID

Employee Name the employee’s name
Blank if unknown.

Santrax ID the employee's Santrax ID
Visit Date the date of the visit

Start the start time of the visit 

End the end time of the visit 

Task ID the task ID
Task Name the task(s) performed for the visit
Reading the reading associated with the task
Grand Total of Visits the grand total of visits for the selected date range
Grand Total of Tasks the grand total of tasks performed for the selected date range

Sample Report

Consolidated Activity - Sample
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Daily and Weekly Hours Worked - Detail

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:

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

Report Output
Each column of the report displays:

Columns Description
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

Total
the total number of hours worked by the employee (for the
week)
Individual values are displayed as minutes.

Average the average number of daily hours worked by the employee
(for the week)
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Sample Report

Sample Report

Daily / Weekly Hours Worked – Detail – Sample
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Daily / Weekly Hours Worked - Summary

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 inform-
ation 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

Provider ID the state assigned identifier for the provider (e.g Provider
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-
age

the average number of hours worked by all employees for
each day of the week.

Total the total number of hours worked by all employees for the
week

Average the average number of daily hours worked by all employees
for the week

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

Sample Report

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

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
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Sample Report

Sample Report

Detail Visit Status Report
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Employee Activity

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 adjustments
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
employee by name (last name, first name) or Santrax ID
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
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

Client Medicaid 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.”

Visit Date the date of the visit
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Tasks:

Columns Description
Schedule Start the scheduled start time for the visit

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

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

Hours the duration of the visit in hours based on either the adjusted
or actual times

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

Service the service code for the visit
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

Employee Activity – Sample
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Employee Visit Log

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

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

Employee
employee by name (last name, first name) or Santrax ID
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:

Columns Description
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.

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

Visit: Hours the calculated duration for the visit in hours
Visit: Status the status of the visit
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Sample Report

Columns Description

Location In: Latitude, Longitude

the latitude and longitude of the primary address displayed in
the report
This value only displays for visits captured with a mobile
device.

Location In: Phone # the EVV phone number from which the call was made

Location Out: Latitude, Longitude

the latitude and longitude of the primary address displayed in
the report
This value only displays for visits captured with a mobile
device.

Employee: Name the employee's name
Employee: Medicaid ID the state or payer assigned identifier for the employee
Employee: Santrax ID the employee's Santrax ID
Client: Name the client's name

Client: ID/Medicaid
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.”

SIG indicates if a signature was recorded for this client for the visit

Sample Report

Employee Visit Log – Sample
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Expanded Visit Sum (Cli)

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 rollups
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
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.

Supervisor the supervisor code for the client(s) at the provider agency
Department the selected department

Employee
Employee by name (last name, first name) or Santrax ID
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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Sample Report

Columns Description
Visit Date the visit date
Santrax ID the employee's Santrax ID
Employee Name the employee's name
Payer the payer for the related visit
Service the service performed for the visit
Visits: Start the start time of the visit
Visits: End the end time of the visit
Hours the length of the visit in hours
Date Sub-Total the sub total of visits that occurred on that day

Client Totals the total number of visits performed for the client over the
selected date range

Sample Report

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

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 spe-
cific employees are working.
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
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.

Supervisor the supervisor code for the client(s) at the provider agency
Department the selected department

Employee
Employee by name (last name, first name) or Santrax ID
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
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
Client ID the Sandata client ID
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Sample Report

Columns Description

Client Name the client’s name.
Blank if unknown.

Medicaid 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".

Service the service performed for the visit

Visit: Start
the start time of the visit (if an adjusted value exists, it is dis-
played here. if no adjusted value exists then the actual start
time is displayed)

Visit: End
the end time of the visit (if an adjusted value exists, it is dis-
played here. If no adjusted value exists then the actual end
time is displayed)

Hours the duration of the visit in hours

Sample Report

Expanded Visit Summary by Employee- Sample
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EVV Compliance

EVV Compliance
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 gen-
eral 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

Client
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.

Employee
Employee by name (last name, first name) or Santrax ID
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:

Column Description

Employee Name the employee’s name
Blank if unknown.

Santrax ID the employees Santrax ID
Employee ID the employee ID

Client Name the client’s name.
Blank if unknown.

Client ID the client’s ID number
SCH the scheduled call time
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Sample Report

Column Description

ACT
the actual call time
If an adjusted call time exists, the adjusted value is displayed in
this column.

Date/Day of Week the date and day of the week the call occurred
Total the total duration of all calls across the selected date range

Sample Report

Weekly Call Summary – Sample
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Full Visit Export

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/call
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 management
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
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
clients with the entered Medicaid ID
The entered value must be an exact match to a client's Medi-
caid ID.

Employee
employee by name (last name, first name) or Santrax ID
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

Visit Source indicates the source of the visit (Sandata or the Alt
EVV vendor providing the information)

Payer the payer for the visit
Program the program for the visit
Service the service for the visit
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Report Output

Columns Description
Employee Last Name the last name of the employee
Employee First Name the first name of the employee
Employee SNN the employee's social security number
Employee ID the employee's ID
Employee Santrax ID the employee's Santrax ID
Client Last Name the client's last name
Client First Name the client's first name
Client Medicaid ID the client's Medicaid ID

Client Alternate 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".

Client Payer ID the client's payer ID
Sandata Client ID the Sandata client ID
ALT EVV Client ID the client's ID from an alternate EVV system
Newborn indicates if the client is a newborn
Visit Status the status of the visit
In Call the date and time the call in was received

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

Call In Phone the phone number from which the call in was made, if applic-
able

Call In Latitude the latitude of the location the call in was made from. This
value only displays for visits captured by a mobile device

Call in Longitude the longitude of the location the call in was made from. This
value only displays for visits captured by a mobile device

Out Call the date and time the call out was received

Call Out Type the call type used to place the call out (TVV/MVV/Manu-
al/Other)

Call Out Phone the phone number from which the call out was made, if applic-
able

Call Out Latitude the latitude of the location the call out was made from. This
value only displays for visits captured by a mobile device

Call Out Longitude the longitude of the location the call out was made from. 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
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Report Output

Columns Description
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

GPS Exception
indicates whether or not the visit was flagged with a
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
Client Signature indicates if a signature was recorded for this client for the visit

Client Signature Type indicates the type of signature recorded for the visit (Voice 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

Unknown Client Exception indicates whether the visit is flagged with an exception
caused by an unknown client

Unknown Employee Exception indicates whether the visit is flagged with an exception
caused by an unknown employee

Visit WO In Call Exception indicates whether the visit is flagged with an exception
caused by a missing in call

Visit WO Out Call Exception indicates whether the visit is flagged with an exception
caused by a missing out call

Unmatched ClientID Phone Exception indicates whether the visit is flagged with an exception
caused by a mismatched phone number

Missing Service Exception indicates whether the visit is flagged with an exception
caused by a missing service

Unauthorized Service Exception indicates whether the visit is flagged with an exception
caused by an unauthorized service

Visit Verification Exception
indicates whether the visit is flagged with an 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
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Sample Report

Columns Description

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

Sample Report

Full Visit Export - Sample
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Hours Worked Summary

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:

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

Client
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
clients with the entered 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 state 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
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Sample Report

Columns Description

Client: Medicaid ID

the client’s Medicaid ID and/or Alternate Medicaid ID
In some programs, 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.”

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 - Sample
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Individual Client Activity Report

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 performed
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:

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

Client
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
clients with the entered 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
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
Schedule: Start the scheduled start time for the visit
Schedule: End the scheduled end time for the visit
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Tasks

Columns Description
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

Total Visits the total number of visits for the client over the selected date
range

Total Scheduled Hours the total number of scheduled hours for the client over the
selected date range

Total Actual Hours the total number of actual hours for the client over the selec-
ted date range

Total Adjusted Hours 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

Sample Report

Individual Client Activity Report - Sample

Proprietary and Confidential. Copyright © 2024 Sandata Technologies, LLC. All rights reserved 6/25/2024

Page 145 of 231



Late and Missed Visit Detail

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

Employee
employee by name (last name, first name) or Santrax ID
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

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

Late Type indicates whether the visit was LATE or MISSED
Payer the payer for the related visit
Program the program for the visit
Service the service performed for the visit
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Sample Report

Columns Description
Client: ID the client's ID number
Client: Name the client's name

Client: Medicaid 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".

Employee: ID the employee ID
Employee: Name the employee's name
Scheduled Start the scheduled start time of the visit
Actual: Start the actual start time of the visit

Actual: Late Minutes
the difference between the scheduled and actual start times
showing if the employee was late based on the scheduled
start

Adjusted: Start the adjusted start time of the visit

Adjusted: Late Minutes
the difference between the scheduled and adjusted start
times showing if the employee was late based on the sched-
uled start

Reschedule N=No or Y=Yes, indicating whether there the visit was res-
cheduled from an earlier visit

Reason Code(s) any reason codes applied when editing the related visit
Resolution Code(s) any resolution codes applied when editing the related visit

Sample Report

Late and Missed Visit Detail – Sample
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Observation Question Report

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

Employee
Employee by name (last name, first name) or Santrax ID
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 state assigned identifier for the provider (e.g Provider
Medicaid ID)

Client Name the client’s name.
Blank if unknown.

Client Medicaid 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".

Diagnosis Code The diagnosis code and brief description, if available
Supervisor The supervisor at the provider agency
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Report Output

Report Output
Each column of the report displays:

Columns Description
Visit Date the date of the visit

Employee Name the employee’s name
Blank if unknown.

Santrax ID the employee's Santrax ID

Observation Questions
the observation questions and responses recorded during
the visit
Each observation question is displayed in it’s own column.

Sample Report

Observation Question Report - Sample
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Payroll Summary by Client

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
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
clients with the entered 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
employee by name (last name, first name) or Santrax ID
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:

Columns Description
Employee the employee's name
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Sample Report

Columns Description
Employee ID the employee's ID number
Santrax ID the employee's Santrax 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

Payroll Summary by Client - Sample

Proprietary and Confidential. Copyright © 2024 Sandata Technologies, LLC. All rights reserved 6/25/2024

Page 151 of 231



Payroll Summary (Emp)

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 vis-
its performed by the employee, basic visit information and payable hours in decimal and fractional num-
bers.
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
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’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".

Supervisor the supervisor code from the client(s) at the provider agency
Department the selected department

Employee
Employee by name (last name, first name) or Santrax ID
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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Sample Report

Columns Description

Client Name the client’s 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

Payroll Summary by Employee- Sample
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Plan of Care Listing

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 sched-
uled 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)

Client

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
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

Client: Medicaid 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.”

Start Date the start date of the client's plan of care

End Date
the end date of the client’s plan of care
When no end date is selected, the end date displays as 2099
or 2999.
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Sample Report

Columns Description

Days Per Week the number of days a week where visits are expected based
on the plan of care

Hours Per Day the number of hours per day where visits are expected based
on the plan of care

Total Hours the total number of hours per week where visits are expected
based on the plan of care

Sample Report

Plan of Care Listing - Sample
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Plan of Care Over-Under Served Report

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 specific
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 invest-
igated to determine if the plan of care needs to be updated, the caregiver needs to understand the activ-
ities 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
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
clients with the entered 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 state 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

Client Medicaid 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".

Alternate Medicaid ID the client’s Alternate Medicaid ID if available
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Report Output

Report Output
Each column of the report displays:

Columns Description
Service the service performed for the visit

Start Date

the start of the week displayed
If more than a week is selected or the selected week doesn’t
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

Actual Duration
the actual amount of time for each task
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

Plan of Care Over / Under Served Report – Sample
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Schedules by Client

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:

Field Description

Client
only those visits with the entered client by name (format: 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

Field Description
Account the provider agency's Sandata EVV account number

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

Client Name the client's name

Client Medicaid 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.”

Client Address the client's primary address
Report Output
Each column of the report displays:

Columns Description
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
Employee Name the employee's name
Employee Santrax ID the employee's Santrax ID
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Sample Report

Columns Description
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

Schedules by Client - Sample
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Schedules by Employee

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 cli-
ent’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
employee by name (last name, first name) or Santrax ID
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 state 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:

Columns Description
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

Columns Description

Client Medicaid 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.”

Client Address the client's primary address
Payer the payer for the visit
Program the program for the visit
Service the service scheduled to be performed for the visit
Number of Visits the number of visits scheduled for the employee
Number of Hours the total duration of visits scheduled for the employee
Grand Totals the total of all visits for all employees

Sample Report

Schedules by Employee - Sample
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Weekly Call Summary

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 gen-
eral 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
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
clients with the entered 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
Employee by name (last name, first name) or Santrax ID
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:

Column Description

Employee Name the employee’s name
Blank if unknown.
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Sample Report

Column Description
Santrax ID the employees Santrax ID
Employee ID the employee ID

Client Name the client’s name.
Blank if unknown.

Client ID the client’s ID number
SCH the scheduled call time

ACT
the actual call time
If an adjusted call time exists, the adjusted value is displayed in
this column.

Date/Day of Week the date and day of the week the call occurred
Total the total duration of all calls across the selected date range

Sample Report

Weekly Call Summary – 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,
16-31 days the amount of days a visit status has remained unchanged

Total # the total number visits for the related status

Sample Report

Summary Visit Status Report
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Unresolved Late & Missed Visits

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

Employee
employee by name (last name, first name) or Santrax ID
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
Supervisor the client’s supervisor at the provider agency
Client: ID the Sandata client ID
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Sample Report

Columns Description

Client: Medicaid 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.”

Client: Name the client's name
Client: Phone the client's primary phone number
Employee: Name the employee's name from the schedule
Employee: Santrax ID the employee's Santrax ID
Employee: ID the employee ID
Scheduled: Date the scheduled start date for the visit
Scheduled: Start Time the scheduled start time for the visit

Actual: Call Start the call in time for the visit.
This value only displays for a late visit.

Actual: Late Minutes
the difference between the scheduled and actual start times
(in minutes)
This value only displays for a late visit.

Total No Show & Missed Visits the total number of no show and missed visits

Sample Report

Unresolved Late & Missed Visits - Sample
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Verified Hours for Payroll

Verified Hours for Payroll
Description:
This report shows the verified hours for paying field staff for a selected date range. The report displays
a list of all verified visits performed by a field staff including the client names, visit information and bil-
lable 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 adjust-
ments made or rounding rules applied.
Fields and Columns:
Parameters
Use the following fields to limit the report output to:

Field Description

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

Employee
employee by name (last name, first name) or Santrax ID
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

Dept

the employee’s department
Depending on the agency’s specific configurations, this field
may display a different value.

Client: ID the Sandata client ID
Client: Name the client's name
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Sample Report

Columns Description

Client: Medicaid 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".

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

Verified Hours for Payroll - Sample
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Visit Capture Methodology Percentage Util-
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 state assigned identifier for the provider (e.g Provider
Medicaid ID)

Mobile # of Calls 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

Telephony # of Calls the number of telephony calls captured using either TVV or a
third-party system

Telephony # the total percentage of calls captured using telephony

FVV # of Calls the number 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

Manual % the total percentage of calls manually entered in Sandata
EVV or a third-party system
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Sample Report

Columns Description
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

Visit Capture Methodology Percentage Utilization - Sample

6/25/2024 Proprietary and Confidential. Copyright © 2024 Sandata Technologies, LLC. All rights reserved

Page 170 of 231



Visit Log Report

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
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 visits with the entered Medicaid ID
Supervisor the selected supervisor
Department visits that occurred in the selected department

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

Report Output
Each column of the report displays:

Column Description
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
Bill, Hours, Rate the billable hours and rate for the visit
Reason Codes any reason codes applied during the related visit
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Sample Report

Sample Report

Visit Log Report
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Visit Verification Activity

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

Employee
employee by name (last name, first name) or Santrax ID
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:

Column Description
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

Client Medicaid 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".

Alternate Medicaid ID the alternate Medicaid ID
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Report Output – Excel and CSV Only

Column Description

Client Last Name the client’s last name
Blank if unknown.

Client First Name the client’s first name
Blank if unknown.

Client Middle Initial the client’s middle initial
Blank if unknown.

Employee Santrax ID the employee's Santrax ID

Employee Last Name the employee’s last name
Blank if unknown.

Employee First Name the employee’s first name
Blank if unknown.

Payer the payer for the visit
Program the program for the visit
Service the service performed for the visit
Scheduled In Date the scheduled start date for the visit
Scheduled In Time the scheduled start time for the visit
Scheduled Out Date the scheduled end date for the visit
Scheduled Out Time the scheduled end time for the visit
Call In Date the call in date for the visit
Call In Time the call in time for the visit
Call Out Date the call out date for the visit
Call Out Time the call out time for the visit
Adjusted In Date the manually entered call in date for the visit
Adjusted In Time the manually entered call in time for the visit
Adjusted Out Date the manually entered call out date for the visit
Adjusted Out Time the manually entered call out time for the visit
Bill Time 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

Memo any information entered in the Memo field of the Visit 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
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Sample Report

Column Description

Change Privilege
the change made based on the privilege (e.g. Visit - Update
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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Weekly Call Summary

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 gen-
eral 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
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
clients with the entered 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
Employee by name (last name, first name) or Santrax ID
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:

Column Description

Employee Name the employee’s name
Blank if unknown.
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Sample Report

Column Description
Santrax ID the employees Santrax ID
Employee ID the employee ID

Client Name the client’s name.
Blank if unknown.

Client ID the client’s ID number
SCH the scheduled call time

ACT
the actual call time
If an adjusted call time exists, the adjusted value is displayed in
this column.

Date/Day of Week the date and day of the week the call occurred
Total the total duration of all calls across the selected date range

Sample Report

Weekly Call Summary – Sample
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Visit Verification Activity Summary Report

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 the report is sorted by 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
Payer visits with the selected payer(s)
Program visits with the selected program
Service the selected service(s)

Client
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 entered Client Medicaid ID
Supervisor the selected supervisor
Department visits from the selected department
Employee visits from the entered employee.
Report Output
Each column of the report lists:

Columns Description
SPV the client's supervisor at the provider agency
Medicaid ID the client’s Medicaid ID
Client the client’s name
Employee the employee who conducted the visit
Date the date the visit occurred

Actual, Start, End, Hours the start-time, end-time, and the amount of hours elapsed for
the related visit

Adjusted, Start, End, Hours any manual edits to the start-time, end-time, and adjusts the
hours elapsed to reflect these edits for related visits

Bill Hours the total billable hours for the related visit
Memo the Memo icon if there is a memo for the related visit
Reason Code any reason codes that have been applied visit
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Columns Description

Omit N=No. Y=Yes indicating whether or not any omissions have
been made for this visit

Time-Stamp the date and time the visit was verified by the client

Sample Report

Visit Verification Activity Summary Report
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Visit Verification Exception

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.

Client
only those visits with the entered client (format: last name,
first name). When a partial value is entered the report will dis-
play 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.

Employee
only those visits with the entered employee (format: last
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-time, end-time, and time elapsed in hours for the
related visit.

Adjusted, Start, End, Hours any manual edits to the start-time, end-time, or hours
elapsed for the related visit.

Bill Hours the billable hours for the related visit.
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Column Description
Reason Codes any reason codes applied to the related visit.
Tasks the tasks performed for the visit

Sample Report

Visit Verification Exception Report
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Weekly Call Summary

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 gen-
eral 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
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
clients with the entered 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
Employee by name (last name, first name) or Santrax ID
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:

Column Description

Employee Name the employee’s name
Blank if unknown.
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Sample Report

Column Description
Santrax ID the employees Santrax ID
Employee ID the employee ID

Client Name the client’s name.
Blank if unknown.

Client ID the client’s ID number
SCH the scheduled call time

ACT
the actual call time
If an adjusted call time exists, the adjusted value is displayed in
this column.

Date/Day of Week the date and day of the week the call occurred
Total the total duration of all calls across the selected date range

Sample Report

Weekly Call Summary – Sample
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FVV Assignment

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 reassigned.
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
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 AR# the client's AR#

Client Medicaid ID
clients with the entered 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

Medicaid 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".
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Columns Description
Assigned Date the date the FVV device was assigned
Unassigned Date the date the FVV device was unassigned
First Used Date the date the FVV device was first used
Last Used Date the date most recent date the FVV device was used

Sample Report

FVV Assignment - Sample
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FVV Call Listing

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
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 AR# the client's AR#
Supervisor the supervisor code for the client(s) at the provider agency
Department the selected department

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

Report Output
Each column of the report lists:

Columns Description
Client ID the Sandata client ID

Client Name the client's name
Blank if unknown

Client Medicaid ID the client's ID number
Santrax ID the employee's Santrax ID
Employee Name the employee's name

IN/OUT indicates if the call entered was assigned as the call in or the
call out
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Columns Description

Entry Date the date the FVV value from the FVV device was entered into
the system

Entry Time the time the FVV value from the FVV Device was entered into
the system

FVV Value the reading from the FVV device

Sample Report

FVV Call Listing Report - Sample
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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 maximum 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
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 AR# the client's AR#

Client Medicaid ID
clients with the entered 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
employee by name (last name, first name) or Santrax ID
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
Client ID the client's Sandata ID
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Columns Description
Client Name the client's name
Client Phone the client's primary phone number

IN/OUT indicates whether the FVV call that triggered an error was
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

FVV Assignment - Sample
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Active Users

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 expirations.
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

Assigned Supervisors the supervisor names or codes associated with the user if the
user is a supervisor

Sample Report

Active Users - Sample
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Member Access

Member Access
Description:
This report allows system administrators and auditors to review a user’s activity. The report displays
the staff member’s name and user information, the client’s name and identification information and the
activity taken. This report is available as an Excel or CSV export as it contains significant amounts of
information, even for a short period of time. The maximum date range for this report is 7 days.
Use:
This report can be used to view a staff member’s activity in the system when performing an audit or
review.
Fields and Columns:
Report Output - Excel and CSV only
Each column of the report lists:

Columns Description

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

Account Name the provider's account name
Account the provider agency's Sandata EVV account number
Log In the date and time the user logged in

Log Out
the date and time the user logged out.
This value is blank is the user did not use the
LOG OUT button to log out of the system.

UserID the email address used to log into the system
User First Name the user's first name
User Last Name the user's first name
Request Start the date and time the module was accessed

Request End the date and time module access was completed (e.g the
user logged out or navigated to another module)

Module Name the name of the module accessed
Privilege the privilege allowing access to the module
Description the activity performed by the user
Access Time the date and time the activity was accessed

Client Medicaid 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 a newborn, is shown as "N"

Client Alternate Medicaid ID the client's alternate Medicaid ID
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Columns Description

Client Key

the client's key for the related activity
The Client Key is assigned each time a client is created or
updated and is needed if further information is required from
the system logs.

Client ID
the client's ID for the related activity
This value is either assigned by the provider or automatically
assigned when the client is created

Client First Name the first name of the client whose information was viewed
Client Last Name the last name of the client whose information was viewed

Client Middle Name the middle name or initial of the client whose information was
viewed

Sample Report

Member Access - Sample
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Report Request Detail

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 information
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

Report Type the grouping or type of report
On the Reports Page, this is the Report Type drop-down

Report Name the reports selected
On the Reports Page, this is the Report Name

Rows Returned
the number of rows returned for the report based on the selec-
ted 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

Account

the provider agency's Sandata EVV account number used for
the report if applicable
Users may see multiple accounts for the Aggregator version
of this report or an 'A' which indicates 'All'

Group internal accounts grouping

Jurisdiction
the group name used for generating the report which defines
report row level security within Aggregator
Used for Aggregator reports only

Payer the payer selected for the report if applicable
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Columns Description
Program the program selected for the report if applicable
Service the service selected for the report if applicable
Supervisor the supervisor selected for the report if applicable
Client Name the client name selected for the report if applicable

Client Medicaid 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".

AR Number the client Accounts Receivable (AR) number selected for the
report if applicable

Department the employee's department selected for the report if applic-
able

Employee Name the employee name selected for the report if applicable
Employee Santrax ID the employee Santrax ID selected for the report if applicable
Employee Team the employee's team selected for the report if applicable
Task the task(s) selected for the report if applicable
Visit Status the Visit Status selected for the report if applicable

Sample Report

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

Active Users - Sample
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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 - Sample
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System Activity

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 activity for date
range within the system.
Fields and Columns:
Report Output
Each column of the report lists:

Columns Description

Account: Provider ID the state 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

Log Date: Out
the date and time the user logged 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

Request: End the date and time the module access was completed (e.g. the
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

System Activity - Sample
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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 dis-
plays 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

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

Log Out
the date and time the user logged 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

User Login History - Sample

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.
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Manage Messages
The Manage Messages screen is used to view messages. Aggregator users can use this screen to cre-
ate, edit or delete 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 ascend-
ing/descending order based on that column's content.

Fields and Buttons on the Manage Messages Screen

Manage Messages Screen

Field Description
CREATE MESSAGE

Click this button to create a message.

MESSAGE The display of the message(s).
START DATE The date the message starts displaying.
END DATE The date the message stops displaying.

ACTIONS Click the Edit icon to either edit or Delete icon the mes-
sage.
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Create Message Screen

Create Message Screen
This screen is used to create and post messages for agencies.

Create Message Screen

Fields and Buttons on the Manage Messages Screen
Field Description

CREATE MESSAGE BUTTON
Click this button to create a message.

FROM DATE Enter the date the message will start displaying.
TO DATE Enter the date the message will stop displaying.
ACCESS GROUP Select the group that receives the message.
AVAILABLE ACCOUNTS Account(s) in this field are available to messages.
ASSIGNED ACCOUNTS Account(s) in this field will receive the message.
MESSAGE Enter the message.
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Creating a Message
Posted messages can be created from the Manage Messages screen.

1. Navigate to the Manage Messages screen (Messaging).

Navigation Menu

2. Click CREATE MESSAGE.

3. Select the START DATE.

4. Select an END DATE.

5. Select an ACCESS GROUP.
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Creating a Message

6. Click on an account and use the assignment buttons to move accounts between the
AVAILABLE ACCOUNTS and ASSIGNED ACCOUNTS fields.

7. Enter a MESSAGE.
Messages have a limit of 2000 characters.

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

Create Message Screen

Save Confirmation
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Viewing a Message
Aggregator users can view messages on the Manage Message screen.

1. Navigate to a the Manage Messages screen Messaging.

2. Click the message.

Manage Messages"Viewing a Message" above
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Viewing a Message

3. Click the View More link to display a pop up screen with the full message, if applicable.

4. Click CLOSE.
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Editing a Message

Editing a Message
Users can adjust the text of the message, the start or end dates. The edit message process is the sim-
ilar process used to create a message.

1. navigate again to the Manage Message screen (Messaging).

2. Click the Edit ( ) icon to edit the message.

Editing a Message

3. Edit all applicable fields for the message

4. Click MODIFY MESSAGE.
A notification of confirmation or error displays at the top of the screen.

Modify Message Button

Modify Message Confirmation

Deleting a Message
Aggregrator users can use the Manage Message screen to delete message(s).

1. Navigate to the Manage Messages screen (Messaging).

2. Click on Delete ( ) icon in the message Actions column.
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Deleting a Message

3. Click OK to confirm the deletion.
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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. Sandata Aggregator also allows users to create
Access Groups which allow users with appropriate privileges or roles to define custom groups with
access to specific accounts, payers, programs and services. Security settings allow users with appro-
priate system permissions to:

• Change your own password.
• Create and update users and user roles.
• Reset user passwords.
• 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.
• 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
Sandata EVV and Sandata Aggregator. Changing the password for an email address changes it across
all accounts.
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 and Sandata Aggregator system.
Use this section of the application to search for, create and deactivate users.

Field Description
CREATE USER Use this button to create a new user.

USERNAME Use this field to search based on a user's email address,
which is also the username.

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.
Searching for Users
Use the Select a User section of the Manage Users screen to search for existing users.
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Deactivating Users

1. Navigate to the Manage Users screen. (Security > Manage Users)

2. Enter search criteria.

3. Click SEARCH.

Deactivating Users
Users can be deactivated on the Manage Users screen.

1. Navigate to the Manage Users. (Security > Manage Users)

2. Search for a user.

3. Click Deactivate icon ( ).

6/25/2024 Proprietary and Confidential. Copyright © 2024 Sandata Technologies, LLC. All rights reserved

Page 212 of 231



Deactivating Users

4. Click DELETE
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Create/Edit User

Create/Edit User
The Create Users screen is where new users are created and existing users are updated.

Field Description
CREATE USER Click this button to save the user’s profile.

USERNAME/EMAIL
Use this field to enter a user’s email address, which will also
be the username. A user’s email can’t be changed once the
profile is saved.

CONFIRM USERNAME/EMAIL 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.

LOCKED

Select this checkbox to prevent a user from logging into the
system. Uncheck the box to allow access.

• The Locked checkbox is used to temporarily restrict the
user's access to Sandata EVV. Deselect this checkbox to
restore access.

AVAILABLE 
ACCESS GROUPS

Use these fields to assign ACCESS GROUPS to the user.
Access Groups

USER GROUPS Use these fields to assign PRIVILEGES or USER ROLES to
the users individual ACCESS Groups.
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Creating a New User

Field Description
AVAILABLE PRIVILEGES/AVAILABLE
USER ROLES

Use these fields to assign PRIVILEGES or USER ROLES to
the user.

Creating a New User

1. Go 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.

4. Select ALL or individual ACCESS GROUPS.

5. Select ADD.

6. Select a USER GROUP (ACCESS GROUP) and then PRIVILEGES or USER ROLES.
Based on these choices the next section will display the PRIVILEGES or USER ROLES related to
the USER GROUP (ACCESS GROUP) for this user.

7. Select ALL or individual PRIVILEGES or USER ROLES.
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.

8. Select ADD.

9. Click CREATE USER.
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Creating a New User
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Editing a User

Editing a User

1. Go to the Manage User's screen.
(Security > Manage Users > Search for the User > Edit User )

2. Make any changes to the user.
You can change the users name, ACCESS GROUPS, USER ROLES, or PRIVILEGES.

3. Select SAVE CHANGES.
A message displays to confirm the action.

[

Resetting a User’s Password

1. Navigate to the Modify User screen. (Security > Manage Users > search for a user)

2. Click the Edit icon ( ) for the user.
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Resetting a User’s Password

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 pass-
word, users are prompted to create a new permanent password.
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Manage User Roles

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.

Manage Users Role Screen

Field Description
CREATE USER ROLE Click this button to create a new user role.
USER ROLE Enter a user role name to search
ROLE NAME Name of the role.
ROLE DESCRIPTION Short description of what each role is used for.
Deactivating User Roles

1. Navigate to the Manage Users screen. (Security > Manage Users)

2. Search for a user role.

3. Click the Deactivate icon ( ).
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Deactivating User Roles

Deactivating a User

4. Click DELETE.

Delete User

Note:
While the pop-up says Delete, the user is only deactivated.
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Edit User Role

Edit User Role

Edit User Role Screen

Field Description
Role Name Name of user role.
Role Description Short description of what each role is used for.

Available Access Groups The access groups in this field are available to be assigned
to the user role but have not been.

Add Button Use this button to add a group or privilege.
ALL Use this checkbox to add all in the

Access Groups
The access group in this field have been assigned to this
user role. All users who are assigned this role will have
access to the accounts specified groups listed below.

Available Privileges
The system privileges in this field are available to be
assigned to the user role but have not been. Privileges
shown will vary based on account configuration.

Privileges
The system privileges in this field have been assigned to this
user role. All users who are assigned this role will have
access to privileges listed below.

Actions Use this column to delete a access group or privilege.
Save Changes Save any changes made.
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Creating a User Role

Creating a User Role

1. Go to the Manage User Roles screen.
(Security > Manage User Role >.

2. Select the CREATE USER ROLE button.

Manage User Roles Screen

3. Enter the new ROLE NAME.

4. Enter the new ROLE DESCRIPTION

5. Select ALL or an individual ACCESS GROUPS.

6. Select ADD.

7. Select ALL checkbox and ADD to add all privileges or select an individual PRIVILEGE to add
one at a time .

8. Select SAVE CHANGES.
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Editing User Roles

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

Modify User Role Screen

Save Confirmation and Confirmation/Error Notification

Editing User Roles

1. Navigate to the Manage User Roles screen.
(Security > Manage User Roles > Search for the User Role > Edit User Roles ).

2. Make any changes to the user.
You can change the ACCESS GROUPS and PRIVILEGES.

3. Select SAVE CHANGES.
A message displays to confirm the action.
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Case Manager Access

Case Manager Access
Some accounts are configured for Case Manager Access. Case Managers are identified within an
authorization. Case Managers can log into Sandata Aggregator but can only view data associated with
their clients/payers. Case Managers are identified by the Case Manager Indicator on the Manage Cli-
ents screen. Case Managers must be created within an authorization feed, they cannot be created in
the system manually.
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Change Password

Change Password
Users with the correct permissions can use the Change Password link to reset the password used to
log into Sandata Aggregator.
Change Password Instructions

1. Navigate to the Change Password screen. (Security > Change Password)

Path to Change Password Screen

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 Screen

Proprietary and Confidential. Copyright © 2024 Sandata Technologies, LLC. All rights reserved 6/25/2024

Page 225 of 231



Appendix A: Exceptions:

Appendix A: Exceptions:
Field Description

Actual Hours more than Scheduled
Hours

The calculated amount of time between the visit's call in and
call out is more than the scheduled duration of the visit. This
exception is resolved by updating the Adjusted In and Adjus-
ted Out fields on the Visit Details screen fields to match the
scheduled times. Adjusting Call Times Instructions.

Billing Hours less than Scheduled
Hours

The total amount of time billed for the visit is less than
amount of time scheduled for the visit. This exception can be
resolved by updating the bill hours to match the scheduled
hours: Adjusting Bill Hours

Client Eligibility

The service entered for the visit was not included in the cli-
ent's authorization. This exception is resolved by updating
the service for the visit. Changing or Updating Service Instruc-
tions.

Client Signature Exception

A written signature for the visit was not provided by the client.
This exception only applies to visits performed using Sandata
Mobile Connect. This exception is resolved by acknow-
ledging it. Acknowledging Exceptions Instructions.

Client Speaker Verification Bypassed
(Potentially Remove)

The client did not verify the visit information. (Acknowledge)
(TVV and SMC?)

Client Speaker Verification Exception
The client did not provide a voice signature for the visit. This
exception is resolved by acknowledging it. Acknowledging
Exceptions Instructions.
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Appendix A: Exceptions:

Field Description

Early Out Call

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.

Employee Replacement

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 Speaker Verification Excep-
tion

The employee’s voice did not match the voice on record. This
exception is resolved by acknowledging it. Acknowledging
Exceptions Instructions.

Extraneous Calls

Additional calls were received between the call in and the call
out. Depending on configuration, this exception is resolved
by being acknowledged (Acknowledging Exceptions Instruc-
tions) 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.

GPS Distance Exception

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. Acknow-
ledging Exceptions Instructions.

Invalid Contract / Payer (Third Party
Interface Only)

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.
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Appendix A: Exceptions:

Field Description

Late In-Call

The call in was received after the scheduled start time of the
visit. This exception is resolved by updating the Adjusted In
field on the Visit Details screen. Adjusting Call Times Instruc-
tions.

Location Required
A location was not entered for the visit. This exception is
resolved by updating the Location field on the visit details
screen.

Missing Critical Tasks
Required critical tasks were not entered for the visit. This
exception is resolved by adding missing tasks. Manually
Adding and Removing Tasks Instructions.

Missing Service
A service was not entered during the visit. This exception is
resolved by updating the service for the visit. Changing or
Updating Service Instructions.

Missing Tasks
Required tasks were not entered for the visit. This exception
is resolved by updating the tasks on the Visit Details screen.
Changing or Updating Tasks Instructions.

No Show Exception
An employee did not call in for a scheduled visit. This excep-
tion is fixed by acknowledging it. Acknowledging Exceptions
Instructions.

Pay Hours greater than Maximum
Allowed Hours

The total amount of time paid for the visit is more than the
maximum payable time allowed by the authorization. This
exception is resolved by updating the Pay Hours fields on the
Visit Details Screen.
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Appendix A: Exceptions:

Field Description

Payroll Hours less than Scheduled
Hours

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.

Service Verification Exception
The client did not confirm the selected service. This excep-
tion is resolved by acknowledging it. Acknowledging Excep-
tions Instructions.

Short Visit

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.

Task Mileage Exception
The mileage entered for the visit does not match the mileage
that was calculated. This exception is resolved by acknow-
ledging it. Acknowledging Exceptions Instructions.

Time Entered in Tasks Exceeds
Payroll Hours

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 less than
Scheduled Hours

The total entered time for tasks is less than the scheduled
hours for the visit. Acknowledging Exceptions Instructions.

Unauthorized Service

The employee selected a service for the visit that does not
match a service the client is authorized to receive. This excep-
tion is resolved by updating the service on the Visit Details
screen. Changing or Updating Service Instructions.
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Appendix A: Exceptions:

Field Description

Unknown Clients
The client for the visit could not be matched to a known client
in the system. This exception is resolved by updating the cli-
ent on the Visit Details screen. Updating a Client Instructions.

Unknown Employees

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.

Unmatched Billing and Payroll Hours

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 Scheduled
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 Client ID/Phone
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 Payroll and Scheduled
Hours

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)

Unscheduled Visits
The call-in or call-out that was received for the visit that does
not match to a schedule. This exception is resolved by
acknowledging it. Acknowledging Exceptions Instructions.
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Appendix A: Exceptions:

Field Description

Visit Verification Exception
The client did not verify the visit information. This exception is
resolved by acknowledging it. Acknowledging Exceptions
Instructions.

Visits without Any Calls
No calls were made for a scheduled visit. This exception is
resolved by manually creating calls using the Call Log tab of
the Visit Details screen. Manually Adding Calls Instructions.

Visits without In-Calls
A call in was not received for the visit. This exception is
resolved by manually creating calls using the Call Log tab of
the Visit Details screen. Manually Adding Calls Instructions.

Visits without Out-Calls
A call out was not received for the visit. This exception is
resolved by manually creating calls using the Call Log tab of
the Visit Details screen. Manually Adding Calls Instructions.
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	Sample Report

	Visit Verification Activity Summary Report
	Description:
	Use:
	Fields and Columns:
	Parameters
	Report Output

	Sample Report

	Visit Verification Exception
	Description:
	Use:
	Parameters
	Report Output

	Sample Report

	Weekly Call Summary
	Description:
	Use:
	Fields and Columns:
	Parameters
	Report Grouping Tab
	Report Output

	Sample Report

	FVV Assignment
	Description:
	Use:
	Fields and Columns:
	Parameter
	Report Grouping
	Report Output

	Sample Report

	FVV Call Listing
	Description:
	Use:
	Fields and Columns:
	Parameter
	Report Output

	Sample Report

	Invalid FVV Entries
	Description:
	Use:
	Fields and Columns:
	Parameter
	Report Output

	Sample Report

	Active Users
	Description:
	Use:
	Fields and Columns:
	Report Grouping
	Report Output

	Sample Report

	Member Access
	Description:
	Use:
	Fields and Columns:
	Report Output - Excel and CSV only

	Sample Report

	Report Request Detail
	Description:
	Use:
	Fields and Columns:
	Parameter
	Report Information

	Sample Report

	Role Listing
	Description:
	Use:
	Fields and Columns:
	Report Grouping
	Report Output

	Sample Report

	Role Membership
	Description:
	Use:
	Fields and Columns:
	Report Grouping
	Report Output

	Sample Report

	System Activity
	Description:
	Use:
	Fields and Columns:
	Report Output

	Sample Report

	User Login History
	Description:
	Use:
	Fields and Columns:
	Report Output

	Sample Report

	Messaging
	Manage Messages
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	Deactivating Users
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	Creating a New User
	Editing a User
	Resetting a User’s Password

	Manage User Roles
	Deactivating User Roles

	Edit User Role
	Creating a User Role
	Editing User Roles
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	Change Password
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