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Overview

This document covers the high-level changes made to the User Interface (Ul) of the
Sandata EVV portal. While the look is new, most of the functionality across the system
remains the same. Our new Ul is a modern EVV software solution, combining the
functionality of our existing platform, with a solution that is modern, scalable, and

reliable.

You'll discover the following in Sandata EVV Enhanced:
e Modern look and feel
e Workflows are simplified with fewer clicks for key tasks
e ADA compliance retained
e Easy to find information
e Old-style search wizards removed

e Filters are easier to use

This document is intended for a general audience of Sandata EVV users and uses the
Standard Configuration. Your state or payer may utilize a different configuration in the

platform.

This document intends to highlight the enhanced look and feel of Sandata EVV.

Upgrades are highlighted in each of the sections, starting with Navigation.
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Navigation

Notice the Naviation menu has the same look and feel, making it easy for your to

navigate to each Sandata EVV module.

Sondata

O~ el

Q ranvigane Modvies

7 Tawd ik Verfeatun =

D Ortire Mot

Figure 1. Navigation Menu

The Dashboard

Figure 2. Former Dashboard

The landing page dashboard has a new look, with snapshots of visit exceptions and visis

statuses to guide users on steps to take in the Visit Maintenance module.
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Visit exceptions display by color and type, and can be filtered up to the last seven days.
The list on the left are the types of visit exceptions in the past seven days. Exceptions
shown will be specific to your program. On the right, a chart shows exception count by

day displays, based on the chosen date range.

W boar § 1 - » Loaour

s Wit Ot i 1

vt Gt 10/ Mome
CO——$

Figure 3. New Dashboard/Landing Page
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There are two tabs for viewing, with Visit Counts by Exceptions being the default. The
tab Visit Counts by Status is also new. A single day can be selected for the date range,
which will include overnight visits from the previous day. Again, the types of visit

statuses shown will be specific to your program.

Dashboord Account Emw aie - » L0G OUT

Visit Cournts 8y Excaptons Visit Counts By Stotun

Incompiote 1 - ' -
n Process R »

Verified 1

Scheduled 2

Processed 0

Oenit 0

Figure 4. Visit Counts by Status Dashboard
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Key Differences in the Updated Ul

Module Data Auto Loads

When you visit a module, the data for that module automatically loads. Previously users
had to search first to see data for that module. This feature is implemented in the

following modules: Clients, Employees, Schedules, Visit Maintenance, and Security.

Clients Account: 7200007 [US/Eastarn] - santrax @ LOG OUT

CREATE CLIENT Q Type bere for & quick search YFILTERS BEXPORT DATA

B2 Dashboard CLENT * STATUS ¥ PROGRAM  ° SUPERVISOR * :‘A)tmouo 7|/ CONSUMER DA% o%

Sandata

Q  Navigation Modules

SOC ¥ EOC ¥ SERVICES ¥

D OF
4 Clients %) BARNES, PENELOPE © Active HOME HEALTH 111324 9n224 Ti5e3
Client Management D BELL LUCY @Active  HOME HEALTH w28 N4 GO493
%) BROOKS, ABIGAIL ® Active
M Employees
P 5 smovazs  eaawe Data Auto-Loads without
o ) CHANG, CHO @ Active . .
ORI Searching First
2 CHOICE, CHARLIE @ Active
@ Billing
2 COOK, ISABELLA ® Active HOME HEA
Report:
- > <) COOPER, JACK @ Active ABI-MFP 11924 N4 TI004
W Authorizations S FRANKLIN, MADELINE @ Active HOME HEALTH 924 924 GO153
o Security 5 GEORGE, AARON @Active  HOME HEALTH w28 R4 60493
= 1 1
2 Admin D GRIFFIN,MADISON  @Actve Frail Elder Waiver a2 an2e e
B8 Online Manual - HOME CARE
5 HAWKINS, R 1124 2
o S, RUBY ®active i waver S2a 94 55130
lamoe Bictie LIOME LICR! T 2S04 RS04 GRISH 2

Figure 5. Client Management Screen
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Quick Search Field

The quick search field is new and is at the top of the screen on the right, next to
FILTERS. When you want to find a client or employee, just start typing in the name and

the results will appear in the data grid.

m ; Yiurees  BEXECET CATA

MIDICND ¥ consumeEm 5 a5 §

N © STAns * mmOGRAM ? surtovison 2 > o of soC % fOC ? semwces 9

.........

Figure 6. Quick Search Field

While the quick search helps you find a client fast, the FILTERS feature allows you to
search by a number of parameters or groups of individuals, like all clients in a pending

status.

This filter function is found in the Client, Employee, and Scheduling modules.
From there, the new FILTERS field will allow you to refine your search with a new easy

to use format.

CUENT * STATUS * PROGRAM  © SUPERVISOR * :;eo«cun N lc‘;msumzn % ‘; by

SoC ¥ EOC ¥ SERVICES °

) BARNES, PENELOPE ® Active HOME HEALTH MN324 IN24 7503

Figure 7. Location of Filters Button on Page

Sandatla EVV Enhanced New UI Guide.docx | 8



Export Data
The EXPORT DATA feature is a popular reporting tool and has a new look. In the

modules with this feature, once the filters are selected users can choose EXPORT DATA

and choose the type of file to produce a report based on the filtered criteria.

B EXPORT DATA IMPORT

csv
E' Excel
PDF 5

o

Figure 8. Export Data Options

Client Module

In the Navigation menu, users will use the arrow on Clients, then select Client

Management to go to the Client Module.

Sandata =

Q  Navigation Modules

2 Dashboard

Chlent Management

039 Employees

£8 Scheduling

of Visit Maintenance

Figure 9. Client Management Menu Option

Users will see the list of Active clients in the system. No need to search first to view your

list of active clients.
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The Quick Search field enables users to search quickly for a client by name.

¢ coraummx ¥ m

. MEDICAID ¢
Nt STATUS ¥ seOGRAM § uewmvsoe @ ® o o o F owc ' omavos ¢

Figure 10. Quick Search Field

Advanced filters
You can use the fields in the enhanced Filters to view lists of clients. For example, you
can search by Client Status (Active, Pending, or Inactive), and by Program and by Payer,

among other search fields.

Filters x

Chert iD
Chant Pager 10
Me e ant 10

Prugr amm

Primary Payer

o m

Figure 11. Filter Options
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Client Details
Selecting a client will take you to the Edit Client page. Their name and program status is
prominently displayed at the top with a line just below displaying their Client ID,

Medicaid ID, Address, Phone number, and Main Emergency Contact (if entered).

A ey » LOG QuT

< mox  Glowing, Gail  tw ) ww - sTONY nNOTTS

Aetnag) 10 LA | Maxs Adshwex BRE Doy © . ha Wan Trmrgency Cormact

Figure 12. Client Details

In the Personal tab, essential details appear in the Identifiers, Personal Information,

Address|Phone Numbers, and Contacts Card. Edit or add information here.

A Osertt t w LOG OuT

<« mcx Glowing, Gail v s - MsTONY NUTES
o 0 71495 | Madvanl 1) 54445
Pervemal Pragram

Identifiers 4 Contacts

Personal Information ’

Addresses | Phone Numbers MQUEST DIOVCE

Figure 13. Edit Client Screen with Name and Essential Details at the Top
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Client Program Tab

Program, Service, and Payer details are now easy to view and edit in the Program tab.

Notice that Authorizations Details are now available for viewing and editing in the

program tab. No need to navigate to a separate module! Adding and editing

authorizations is now done in the client module.

Indgiana - HOME VISIT NOS/HHA -

Program Details

Service Detalls

Payer Datails

Authorization Details '

ADD PAYIR

7S

@ oA ADD AUTHORIZATION

Figure 14. Authorization Details in Client Program Tab

Sandala
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Create Client

The Create Client button brings a new first window to enter basic required information,

such as Last Name, First Name, Program, Payer, and Medicaid ID. This will create the

client record, allowing users to add additional information in the Personal and Program

tabs. Some programs will use this feature to do a Client Lookup from a Program feed.

Sandala

New Client

*Required

Last Name™

First Name*

Program™

Payer*

Medicaid 1D

55N

Fhone

CANCEL

Test

Test

AHCCCS

ALACH

6546487654654

CREATE CLIENT

Figure 15. New Client Form
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Employee Module

Like in the Client module, Employees will automatically load when users land on the

Employee module. The current default view is for Active Employees.

The Quick Search field enables users to search quickly for a employee by name.

Employees ne
CREATE EMPLOYEE  Sunny Y FILTERS
NAME *  STATUS ¥ EMPLOYEEID ¢ POSITION ¥ HIRED DATE ¥ RELEASED DATE
Day, Sunny @ Active 688502 CGV - Caregiver 08/07/2024

Figure 16. Quick Search in Employee Module
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Like the Client module, the Employee module also features the easy-to-use advanced
Filters that provide the following search fields beyond name: Status, Employee ID,
Supervisor, Position, and Language. The default view will be for Employees that are in

Active status.

Filters X
Last Name

First Name

Status Active -
Employee 1D

Supervisor ele pe -
Position elect { v
Language elect 2@ -
CLEAR APPLY FILTERS

Figure 17. Employee Filters Window
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Create Employee

An easy to use New Employee pop-up window appears when users select CREATE
EMPLOYEE. The minimum required fields are labeled with an asterisk and are First
Name, Last Name, Position, and Phone Number. Some programs have other

requirements, such as SSN.

New Employee

Last Name* Test

First Name* Test

Supervisor

Position* RN- Registered Nurse -

55N

Phone* (123) 456-7897]

National
Provider 1D

CANCEL CREATE EMPLOYEE

Figure 18. Create Employee Screen

Once the employee record is completed, users can go into the Employee record to

complete other fields, such as address, email address, mobile user access, and contacts.
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Mobile User Access Button

The mobile user check box is now in the employee address box. This is a check box to

provide employee and caregiver access to the mobile app.

To add the mobile user access after the employee is already in the system, use the (...)
menu to edit the main address. There you will see the mobile user check box, with a

requirement to enter the employee’s email address.

Personal Information s

Employee Mame Jack Brown
Date of Birth - Gender Male

Language English

Addresses | Phone Numbers ADD

. (785)124-5014  Main Address

Figure 19. Address and Phone Numbers Window
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Edit Address and Phone Number

* Required
Address Label

Enter Address Label

Address Line 1

Enter Address Line 1

Address Type

Select Address Type

Email Address*

Enter Email Address

The Email sddress is required.

Use a3 main address

B Mobile user

<+ Add number

CAMNCEL

Address Line 2

Enter Address Line 2

Zipcode

Mobile Phone Number*

(785) 124-5014

RESET MOBILE USER PASSWORD @

Figure 20. Email Address Required Field

Lt Emzleyes

Sandofa =

< sacx. Day, Sunny
Q  Navgetion Modaws
8 Dwtboas Pevsanal Schesdies
W s

Mdentifiers
O trplogres

M radang

OF Vv Matacrranun

ey . ’ "N aape)

¥ Rspoos 1w Date Fug T 034

&, Secury . Segrerviase Plattatia

@ ot Vit Venlieation =

6 Ovies Nurnas

Prrgpioyws 0 RARNTY | Phuerm Nex (777) 2370010 | Eread Ackdomy Man T

. L0G ouT

WETORY N

sy Contast

4 Contacts

NO urEaTT added

A w1 COeTaLL

ADD CONTACT

Figure 21. New Employee View with Personal Identifiers and Contacts
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Visit Maintenance

In the Visit Maintenance Module, users will now see the auto-loading visit grid. Visits

will show by the default date range which is typically the same day.

Sandata

Q Nurmrgate Maduiles
8 Dashboord

W Clieens

8 Imployees

8 Scheduling

e Visit Maintenanie
M Reports

% Xurr

¥ Authorizations

&, Secury

7 Food Visa Veriication =

8 Plan of Care

Sandala

foalt Mairas e/ Manage Visits ALooumt e ag -

= LOG OUl

Y FILTERS = SHOW DEPLAY OPTIONS

[ arvse s | seovmorems |

B EXPORT DATA -

i

CLIENT ¥ EMPLOYEE ¥ cernce 3 VST T SCHEDULED ¥ SCMEDULED ¥ SCHEDULED ¥ CALL ¥ CALL ¥ CALL
NAME NAME e DATE TIME 1N TIME OUT HOURS N our HOU
Sl Austin, Tessie  OTOM3KEC 0y 132025 12:00 PM 0300 P8 03:00 ™ °
Shane [}
Tets
o0 00
N
v 1 enmrie l

Figure 22. Visit Maintenance Module View
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Easy-to-use Visit Search

To see visits by a specific date range, or to filter by Visits with Exceptions, use the

updated FILTERS.

Manage Visits Account: ¢ o age -  @®L0G

@ m Y FILTERS = SHOW DISPLAY OPTIONS B EXPORT DATA ~

Figure 23. Filter Button in Visit Management

Filters

Fram Date

Vit Seatu

Chamt Wt it
0

Filver viwes By

Fxcopticn
Tyses

Cali Type

Emalayve Other
o

Sagervinory
Dwgarzment

Crowp Vait Code

CRan w
AVE SETTINGS

Figure 24. Filters Window in Visit Maintenance
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Create Visit Button

Some programs will now see a Create Visit Button on the Manage Visit screen next to

the Create Call button. Use Create Visit to create a manual visit where both the call in

and call out were missed.

Sandat

ome Core

Q Mavigate Modules

22 Dashboard

& dients

B Employees

Lo T P N P

Visit Maintenance / Manage Visits

D G

Show Legend

-

CLIENT *
NAME

EMPLOYEE ~

NAME

SERVICE ~

VISIT
DATE

~ SCHEDULED {
TIME IN

Figure 25. Create Visit and Create Call Buttons

After choosing Create Visit, the system will guide the user through the needed

information for the visit, including Client, Employee, Date, Times, and Services.

o Find Client

o Find Employea

o Set Date and Tima

Figure 26. Visit Information Progress View

Visit Details Page

The prior Visit Details page had tabs going down the left side. The new page uses much

more of the screen real estate with the tabs across the top, mirroring tab design in other

modules. Users will land on this page by either selecting an exception dot on the Visits

Grid, or by selecting the edit visit icon.

Sandala
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Data can be sorted by selecting the Column Header to sort by that field.

CREATE VISIY CREATE CALL Y FILTERS = SHOW DISPLAY OPTIONS B EXPORT DATA ~
Show Legend
CUENT * EMPLOYEE * s VISIT « SCHEDULED ® SCHEDULED * CALL * CALL ® calL % wvisimr @
: 1S A
NAME NAME b DATE TIME IN TIME OUT IN ouT HOURS  STATUS SIS ACTIONS
(516)484- 0253
4800 o ® 11/21/2024 oat ® Incomplete r
o
Castro, Home Heaith
F WSS, ] 2 -0 . >
Fidel ong. Alyssa Nursing M12024  06:00 PM 0%:00 PM ) [ ] Incomplete rs
Client. '
I
Mountain  Fong Alyssa  CorebleMedical o024 0530 PM 06:00 PM ® ™ Incomplete V.
- Equipment
e
Client,
Mountain  Fong Alyssa  DUreRleMedical o) 004 12:00 AM 12:00 PM P ™ Incomplets s
Tme Equipment

Figure 27. Edit Visit in Visit Grid
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Selecting exception dots will take the user to the tab where the missing or incorrect data
needs to be entered. In Figure 28, clicking on the missing call in takes the user to the Call

Log tab.

Maint y Visit Detalls Account -

< BACK Visit From Date: 11/11/2024

Client 1D: 33713% | Olent Name Medicald 1D: 234245 | Employee ID: 121708 | Employee Name: Fong. Alyssa

Genera Client Empioyee Call Log Merge Calls Tasks Exceprions GPS Memo Claims History

Add Manual Call

Call Date MMW/DDIYYYY Call Time HHMM AMFM Service Time Zane
s 10:21 AM (0] ol . . LIS/Maunt sin
Reason Code Reason Note

Figure 28. Visit Details Screen with Tabs Across Full Screen for Resolving Exceptions

Sandata EVV Enhanced New UI Guide.docx | 23



The Exceptions tab provides a list of exceptions for this visit that need to be fixed or

acknowledged. Users can fix those in the General tab or tab related to that exception.

General Chem Employee

Exceptions

< BACK Visit From Date: 10/08/2024

Chendt 1D: 952340 | Clienit Name: Ball, Foot | Medicaid ID: 234245 | Employes 1D 208714 | Employes Name: Tester, joe

History

SELECT ALL

ACENOWLEDGE THIS EXCEPTION

nis exception needs 10 ba fued

ADD REASON CODE

Figure 29. Exceptions Tab in Visit Details Screen

Sandala
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After resolving the visit exceptions, the VISIT STATUS should display as Verified and the

visit is ready to be submitted for claims.

Legerd
CLIENT ¥ EMPLOYEE + service ¢ V1T * SCHEDULED * SCHEDULED ¥ SCHEDULED * CALL * CALL * call * wisit # ONITS
NAME NAME DATE TIME IN TIME OUT HOURS iN our HOURS STATUS
Crent Durabile e 100 13
dunham 10/28/202 o100 01:30 omplel

MONTAIN Z.L] "' Medical 0/28/2024 A-l“ 4 ) 0030 Incomplele
Time e Equipment A e °
Chent Home 800 )
Mountain  Forg Alyssa  Health 10/28/2024  12:00 M $2:00 PM 2400 R @ e
Time Basic o ®
Chent, Ourabie

10:35 10:51
Mountain  Fong, Alyssa Medical 10/28/2024 M AN 05 verified
Time Equigment r e
Client Durable 02:07 02:29
Maountain  Fong, Alyssa Medical 10/28/2024 PM PAM 0022 Verifed
Time Equeament

Figure 30. Visit List Showing Visit Status as Verified

Sandata EVV Enhanced New UI Guide.docx | 25



Scheduling

Users that have scheduling as part of their program will see the Scheduling module has

similarly updated Ul, with the list of scheduled visits auto loading.

As shown below, the new quick filters are applied when entering the Scheduling module.
Users can quickly adjust the date range, select a client, an employee, or a visit status to
quickly find scheduled visits. Select the “x” to remove the loaded date range to view all

scheduled visits.

Smdﬂom 7 Scheduies Accognt; @D1E = ta a » L0G oUY
m ew Tengios Everna Or AT YHLTERS B EXPORT DATA
Q  Nervigatinn Modules
tar by DATE HANGE: (V02,2024 - OW13/2024 CLENT, » BMOVIE - STATUS -

B Deshbosrd

Totad Scheduled Hours: 33.1)
¥ Oem CALL

CUBNT EMFLOYRE VINT 3 SOMRDULY
ATE * JENT ® M & s ° ] TA :
DATE CUEN SUPERVISON FROGRAN ENPLOYEE SUPERVISOR SERVICE coot N 7 OUr MRS N MRS STATUS
OB Employoss ouT
2 3 v HC™ or CNE Pendrg
5320274 HCP #HBA oME AN
Sehetule SrGieaty EIVINZE Are Sooce HO™ AL ONE Pending
o Visk Maistonance OAOLITE ACe, g MO g, Atyrsa ol = Pandng  »
10 By OSMAITAS Ace. Somoe Ve Fong, Abs WHBAS NONE Pending
. Popemre WM ] [} I - i
- = ale T .
& Security = —— N . Confirmed
0P
Ak ' e R4 ' 2, Penitng

[F Fieed Vit Vertfianon *

Figure 31. Default Filters in Scheduling Module
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Advanced Filters in Scheduling

New search fields have been added to the Filters function in Scheduling to help users

narrow down their search and quickly find the scheduled visit and make changes or

cancel.
Filters X
Client Type 2 letters of the Client's name
Frogram Select Program -
From Date 12/30/2024 &2
To Date 01/10/2025 B
From Time i o
To Time i @
Employee Type 2 letzers of the Employee's name
Schedule Status  Select Schedule Smatus -
Exception Select Exception v
Supervisor
(Employee Or Select Supervisor [Employee Or Cliznr) -
Client)
Frimary Fayer Select Primary Payer -
Position Select Position hd
Service Select Service hd
Event Code Select Event Code -
Payer Number Enzer Fayer Mumber
Medicaid 1D Enter Medicaid 1D
Authorization I )
Number e e
EVV Call
Schedules with no employee assigned
Hide Cancelled Schedules [ ]
CLEAR APPLY FILTERS

Figure 32. Filters Window in Scheduling Module
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Creating Schedules

When selecting Create Schedule, users will enter the required information as before.

Now, they can select this as a repeat event in the Repeat Event check box, choosing a

date range, days, and employee for the recurring events.

Create Schedule

Maroges Corw Org

Clert Service Information

v Coder

NONE - Dutaus «

Authorizations
2000 tors
Scheciuie Eventis)

e e

ey
Sere

08 00 AN

Solect Emplayee

Caragver »

Crenr e

Comvert fogecrsh

Virs og s

Avave =

Sandala

Figure 33. Create Schedule Window
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When a user selects the schedule as a Repeat Event, the Repeat Event window displays,

allowing the user to select the Repeat pattern and the Ending instance by date or after a

specific number of events.

Sandala

Repeat Event

CANCHL

Figure 34. Repeat Event Window
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Users can now preview the schedule details before saving and adding to the client’s

schedule. Then, in the Preview window, users can select visits to edit using the

checkboxes or choose the reschedule option to make changes before saving.

Sandala

Preview

Check the events in Preview to proceed with schedule creation.

Schedule Details

[ Friday, September 6, 2024 - Wednesday, September 18, 2024

@® 7:00 AM - 12:00 PM (5h)
Repeating event(s): 6

Scheduled events

[ Events (6)

U Friday, September 6,
2024

Reschedule

Monday, September 9,
2024

Reschedule

Wednesday, September
11,2024

Reschedule

U Friday, September 13,
2024

Reschedule

(] Monday, September 16,
2024

Reschedule

O Wednesday, September
18, 2024

Reschedule

Figure 35. Schedule Preview
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If conflicts occur, the Preview window will display the conflict and the reason for the

conflict so that the user can adjust the schedule by selecting the checkbox and making

the needed adjustment.

Sandala

Preview

Check the events in Preview to proceed with schedule creation.
Schedule Details

Friday, January 24, 2025 - Friday, January 24, 2025

®7:00 AM - 8:00 AM (1h)

© 234 Central Street, Acton, MA, 01720-0000 © Main  © Home
Repeating event(s): 1

Scheduled events

() Events (1)

O © Mai

© Main Friday, January 24, 2025  Hide
© Home conflicts (1)
Authorization Violations Resolve

Figure 36. Schedule Preview Window with Conflicts
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Once the box is selected to edit, contextual choices will appear, such as Change Date,

Change Employee, or Override.

Preview

Check the events in Preview to proceed with schedule creation

Schedule Details

[ Friday, January 24, 2025 - Friday, January 24, 2025
®7:00 AM -8:00 AM (1h)
@ 234 Central Swreet, Acton, MA, 01720-0000 Main Home

Repaating eventis): !

Scheduled events

Events (1)

 Main Friday, January 24, 2025 Hide conficis (1) =
@ Home
Authorization Violations Resolve

Figure 37. Options Highlighted to Edit
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Batch Editing Schedules
In the Scheduling Module, users can edit more than one schedule at a time. They can

select a schedule or schedules via the checkboxes in front of the scheduled visit. The

EDIT EVENTS button will appear. Once EDIT EVENTS is selected, the number in the

parentheses shows how many events the user chose to edit.

hack 2 / Schedules
Ve Templste Evemrrs Ordy Y FILTERS
ter by DATE RANGE: D1/20/2025 - 01/31/2025 CLIENT. = EMPLOYEE: « STATUS:
Total Sched

[ 0T EVENTS (1) 1 sedected J
o p . CUENT X . EMPLOYEE . EVENT * SCHEDULEIN CALL

DATE CLIENT o [y PROGRAM = EMPLOYER = _ o o seRvice ¢ FouT MRS lONUI‘
\ - HEALTH G £E :‘

HOME HEALTH  Slu, Rina 1103
o HOME HEALTH GOM33

Figure 38. Edit Events Button in Scheduling Module
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In the Edit Events window, fields are listed and can be edited, such as Employee, Client,

Service, and Start and End times.

Edit Events (1)

Edn indformasion for selected | 1) events
Replace Employes With Nona

Replace Client With

Replace Service with olect

Replace Event Code With oot -
Change 5tatus To et -
Start Time End Time
Change Schedule in/Out Ta o (o)
Regplace 8ill By With p— .
Replace Pay By With — -
CANCEL

SAVE CHANGES

Figure 39. Edit Events Window
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Once changes are saved, a notification displays any conflicts caused by the change. In
the image below, no conflicts are indicated. Once the user selects SAVE SCHEDULES,

the visit(s) will update with the new information.

Schedule Bulk Edit Validation (on 1) X

summary
Authorization Violations

Time Conflicts
Overtime Warnings

Figure 40. Conflict Screen

Schedule Templates

Recurring schedules can be set up by using Schedule Templates from the Schedules tab
in the Client Profile. This allows users to schedule each day of the week by time and by
employee. This is useful when clients need to be set up with a consistent schedule.

The CREATE TEMPLATE button sits above the list of scheduled visits.

nts / Edit Client

< sack McPherson, James  nu HOME HEALTH | Active =

Client ID: 788733 | Medicaid ID: 102030405060 | Main Address: 100 Main St | Phone No: (303) 501-2525 | 4

Personal Program Schedules

[
( creaTe TEMPLATE )

Figure 41. Client Schedule Tab
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Users will complete the fields. An employee is not required for a template to be created.

Type

Service*

GO156- HH Aide - Home Health -
Event Code*

(No modifiers) Defauit (DEF) b
Bill Type*

05- Unit -

Schedule

Dav(sS) Of The Evernt*

Select day(s) of the avent v

Start Time* End Time*

Assignment

Employee

Comments
7~

u Aclive Schedule population

If checked, your template will generate schedule for two weeks in future

Figure 42. Create Template Window
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Once ADD EVENT is selected, the user enters the end date in the pop-up window and
select GENERATE.

Generate Schedule(s)

End Date® 03/01/2025 s )

coce =D

Figure 43. Schedule Template End Date Window

The Schedule template appears in the Client Schedules tab. Additionally, the scheduled

visits will appear for this client in the Scheduling module.

S l 'o et Clinnt Atcount: 7200007 [USEasem | - santrax e LOG OUT
b G
<ok McPherson, James i wowe near acove = NISTORY noTES
Q  Navigatioo Modufes Chent I0; TEETI | Mecicaa 1D 102030435020 | Man Address: 100 Main St | Phone No: (303 501.2525 | Main Emergency Contact
22 Deshiboard Pecsannl Program Scheduley
W Chencs
*  Generated Threugh - 42/2172024 = Active @ DELETE TEIMPLATE
Chent Mansgement
3 brgloyees *  Week1 +ADDEVENT ©
8 scheduling Sun Mon Tue Wed Thy Fel St
€ Visn Maintenance » ALGDISEY » A GO¥SEY
200 P - 500 Z00 P4 - 510

¥ Biting PMEST PMEST

W Repores

W Authorizations

&, Security
+ ADD WEEX

W Admin

Figure 44. Generated Schedule Template View
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Reports

The Reports module has neen updated so that report names display when users navigate
to the Reports module. Searching for a specific report first is no longer necessary. Users
first select the name of the report to run, then use the related set of filters to specify
parameters for the report. Reports can also be scheduled in this manner. Reports listed

are program-specific.

= LOG DuT

THLYEES = COLLAPSE

Schushsial Raprts

re e Suemmary
&, Security -
ekl Vs Statu
G Fioed Vit Veetication ~ Srvarm S0 °
0 Onlow Marrsal Vist Log

Figure 45. Reports Module List of Reports by Type and in Alphabetical Order
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Filters

Figure 46. Example of Filters in Reports

Collapsed View in the Reports Module

For a quick glance at the types of reports available, users now have the option to

COLLAPSE the report view. The arrow on the right will expand to display the individual

report names.

Daily Reports

Date Range Reports

Y FILTERS =COLLAPSE

Sandala

Figure 47. Reports Module in Collapsed View
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Security Module

In the Security module, there are two Ul updates. In Manage Users, system

administrators will see the list of users automatically load, and can select a user for

editing permissions and resetting a password.

Additionally, the CREATE USER button now appears in the top left of the screen.

Manags Usirs * LOG Ou

Y FILTERS
USERNAME *  USERTYPE $ STATUS FIRST NAME 3 ACTIONS
; o ADMIN OPEN co AD
ADMIN OPEN ="a ‘ﬂ
ADMIN OPEN d L Ja]
M oMIN OSEN Gen AQD
ADMIN SEN seph ‘0
ADMIN EN Joul AD
AOMIN OPEN G aD
1 ADMIN CPEN ance AD
ADMIN EN Ol a0
2]} OPEN Sear an
ADMIN OPEN a
ADMIN (3] Vier a0

Sandala

Figure 48. Manage Users View in Security Module
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