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The Roles in EVV
* Employee = The person providing care

* Client =The person receiving care
* Designee = A Client’s representative
 Fiscal Intermediary = vendor that provides wage and benefit processing

and other activities

The Employee

* The person who comes to the client’s home to provide authorized services
for the client, known as “Visits”.

* The Employee MUST check in and check out for each visit using either the
Sandata Mobile Connect App (SMC) or by using the client’s landline
Telephone to place a toll-free telephone call.

e Depending on the state requirements, the Employee may have to add Tasks
(services) performed during each visit.

The Client

e The client (you) are responsible for making sure each home visit is
“Verified”.

e The client will have access to the EVV website to view and manage details
about the services they received.

e The client can use the EVV website to correct visit start and end times,
update details regarding services and print reports on past visits.
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The Designee

* The Designee is a person chosen by the client to handle the client’s
responsibilities when they are not able to do so for themselves.

e The Designee will have the same access and permissions to the EVV website
as the client.

* In the case when the client is a minor, the Designee is usually the client's
parent, or another legally responsible adult.

The Fiscal

* The Fiscal Intermediary is a service that performs financial functions on
behalf of the client including processing payroll documentation and
processing payroll on behalf of employer.

* The information for both the client and the employee in the EVV website is
provided by the fiscal and therefore can only be changed by the fiscal.

* |n some states the Visit Maintenance section will be handled by the fiscal,
otherwise, the client will have access to it.
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The EVV Website

You will need a computer with an internet connection to access the EVV
website.

Please use one of the following supported browsers,

e Microsoft Edge
e Mozilla Firefox
e Google Chrome

NOTE: If accessing the EVV website on a tablet, be aware that the screens may
not line up correctly, therefore, we recommend you use either a desktop or
laptop computer.

Accessing the Website

e Double-click on your browse icon ese

e Type the EVV website into the URL field at the top of the page evv.sandata.com

e Pressthe ENTER key

e The website login page will display
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How to Log in For the First Time
After completing your training, you will receive an email that will display your...

e Account =Agency

Hi Jane User,

o A Temporary Password Your Sandata.evv temporary password for account STX91100

is:

e C(lick the Login button )9Y#GF36b(Q

Please click below to login to Sandata.evv and change your password.

These are the fields you will see on the login page.

1. AGENCY Sandalta

This is the account STX number

Included in the temporary ey ¥
Password email. STX
. 2
2. USERNAME e
This is your email address 3
3. PASSWORD Enter Password &
This is the temporary password T

. . H H 5
If logging in for the first time, or

The password you created.

Forgot Password?

4. REMEMBER ME Privacy Policy
Remembers login information

5. LOGIN



You will be asked to setup a new password.

Your password MUST have at least:

1 Uppercase letter

1 Lowercase letter

1 Number

1 Special character (| @#5"&*)
Be at least 12 characters long

. Enter the temporary password in the

OLD PASSWORD field

. Enter the new password you create

twice and then click SAVE

6 Sandata

Sandata

Change Password

OLD PASSWORD *

Enter Old Password @

NEW PASSWORD *

Enter New Password @

CONFIRM NEW PASSWORD *

Confirm New Password @

Note: Password is case sensitive
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After you log in, the Visit Maintenance page will display. The Visit Maintenance
screen is where you can view visits and the necessary changes to a visit if

needed.

Sandata Account: 14435 - jeangrey@mailinator.com (Client) | Enter agency *| & LOGOUT
EWW =
VISIT Miaintenance Visit Maintenance Manmgc\fisns
Q, Mavigate Modules
>elect a Visil CREATE CALL

& Visit Maintenance

| Reports & Exports

9, Security

Ell Online Manual

Exceptions 4 Show advanced filter options =

Q SEARCH CLEAR

What are Exceptions
Exceptions occur when information is missing from a visit or could not be
verified by the EVV system.

Example:

An employee might forget to Start a visit, End a visit, Task(s) might be
missing, or the client’s location could not be verified.

These are called Exceptions and the process to correct these exceptions
are in the Visit Maintenance screen.

10
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There are Two Types of Exceptions

1 Exceptions that must be Fixed

a An exception that can only be fixed, must be done by a client or
the fiscal. Usually this means that the client will need to edit the
visit and add/change or merge certain information to put the visit
into a verified state, which means the visit is clear of all
exceptions.

2 Exceptions that must be Acknowledged

a Anexception that needs to be acknowledged has a check box next
to the exception on the right side of the screen. The check box is
checked to indicate that the exception has be viewed and
acknowledged to have the visit move to a verify state.

Exceptions are displayed when there is something wrong with a visit and cannot
be verified.

o All Exceptions must be either fixed or acknowledged by the employer in
the Visit Maintenance screen in order for the status to change to verified.

11
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Most Common Types of Exceptions

Client Signature — The client’s electronic signature or voice recording is
missing.

Service Verification — The client did not verify the service at the end of
the visit.

Missing Service — Services provided during the visit are missing.
Missing Task — The minimum number of tasks is missing.

Visit Verification — The client has not verified the visit time at the end of
a Visit.

Visit without in-calls/out-calls — The visit does not have a call-in and/or
a call-out.

12
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Visit Status

Each visit goes through statuses as information is received by the EVV
system and actions are taken by either the client, designee or fiscal.

When an employee starts a visit, the visit status will be considered “IN
PROGRESS”.

VISIT STATUS

Select Visit Status v

Select Visit Status
In Process

Incomplete
Verified
Approved
Processed
Omit

13
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When information is missing or cannot be verified, the visit status will show as

“Incomplete”.

VISIT STATUS

Select Visit Status

Select Visit Status
In Process
Incomplete
verined
Approved
Processed
Omit

Once exceptions are fixed or acknowledged, the visit status will be “Verified”.

VISIT STATUS

Select Visit Status

Select Visit Status

In Process
aleelandn —

Verified
Approved
Processed
Omit

If the visit has been approved by the client or the designee, the visit status will
show as “Approved”.

14
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If you are no longer using paper timesheets and the visit has been processed for
payroll, the visit status will show as “Processed”.

I VISIT STATUS

Select Visit Status v

Select Visit Status

In Process
Incomplete
Verified
Approved
Processed I
| Omit

If a visit is marked ‘Do Not Bill’ for any reason (e.g. mistake, extra call, etc.), the
visit status will show as “Omit”.

YISIT STATUS

Select Visit Status ~

Select Visit Status

In Process
Incomplete
Verified
Approved

Processed

15
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Reviewing Exceptions
Click Visit Maintenance from the menu on the left

count: 14435 - jeangrey@mailinator.com (Client) | Ener agency «~| @ LOGOUT

Sa'ndaEL:@

fisit Maintenance | Manage Visits

Q, Navigate Modubes
BIERSEL SOl CREATE CALL

& Reports & Exports ) | o
12/19/20 M ot 1209 P
9, Security

B Online Manual Select Category

Show advanced filter options =

o . ) . . . . .
Use the “All Exceptions” filter to find visits with exceptions.
Sa”dat‘a Apcount: 14435 - jeangrey@mailinator.oom (Client) | Enter agency *| e LOGOUT
Vv
- Maintenance Visit Maintenance | Manage Visits
Q, Navigate Modules
€ Visit Maintenance
L ) MR DO Y YY
|l Reports & Exports
121192019 B to 12192019 =] Enter Client Enter Employe
4, Security
B1 Online Manual Select Category . Select Payer . Select Visit St » Enter Client Me
‘ All Exceptions - ‘ cow advanced flter cptions =
=

16
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Data Range — The client can change the dates by clicking in the data field and typing the
date or clicking on the calendar icon to select a date using the pop-up calendar.

Account: 14435 - jeangrey@mallinator.com [Client) | Enter agency * | @ LOGoOUT

Sandaig

Maintenance Visit Maintenance | Manage Visits

Q, Navigate Modules

CREATE CALL
o) Visit Maintenance
WD

bl Reports & Exports

12M1w2s &  to 1217192019 =) nter Client Enter Employe:
4, Security
Online Manual Select Category X Select Payer . Select Visit 5t » Enter Client Me

All Exceptions = Shaw advanced filter options =

Employee —The client can enter all or part of the employee’s name to see their visits.

Sandafa Account: 14435 - jeangrey@mailinator.com (Client) | Enter agency +| @& LOGOUT
EWV

Maintenance visit Maintenance | Manage Visits

Q Mavigate Modules

CREATE CALL
& Visit Maintenance
WD

I Reports & Exports

121192019 B to 121192019 =] riter Client Enter Empleye:
G, Security :
Online Manual Select Category % Select Payer . Select Visit 5t Enter Client Me

All Exceptions = Show advanced filter options =

17



Category — Ignore this option, not used.

Sandala

EWW

0 Navigate Modules

O Visit Maintenance

I Reports & Exports

8, Security

Online Manual

5 Sandala

Account

14435 - jsangrey@mallinator.com (Clhent)

t Maintenance visit Maintenance /| Manage Visits

MGE MWD

12/19/2019 i)

Select Category

All Exceptions

Select Payer v

Enter agency

Enter Client

Select Visit 5t =

| = LOGOUT
CREATE CALL
Enter Emplaye:
Enter Client Me
Show advanced filter options =
-

18
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[
¥

Payer - Ignore this option, not used.

= | @ LOGOUT

Account: 14435 - jeang

yi@mailinator.com (Client) | Enter agency

Sandasfvg

Maintenance Visit Maintenance | Manage Visits

Q Navigate Modules

CREATE CALL
of Visit Maintenance
£ MWD

Ll Reports & Exports

121972012 @ 12192019 =] nper Client Enter Employe:
8, Security .

CATEGORY

Online Manual Select Category i Select Payer . Select Visit 5t Enter Client Me
el . Show advanced filter options =

Visit Status — You can find visits by status, however, these may or may not have

exceptions.

Sandafa Account: 14435 - jeangrey@mallinator,oom (Chent) | Enter agency | @ LOGOUT
EVV
aintenance Visit Maintenance | Manage Visits
Q Navigate Modules
CREATE CALL
of Visit Maintenance
£ MWDONYYY

LW Reports & Exports

1219209 8 to 121192019 ™ nter Client Enter Employe
4, Security —
Oniine Manual Select Category v Selact Payer v Select Visit St v Enter Client Me

All Exceptions " Show advanced filter options =

-

19
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Filter Visits By — You can find all visits with exceptions or all visits with a specific

type of exception.

Sandacz:g

Q Navigate Modules

o Visit Maintenance

bW Reports & Exports

4, Security

Online Manual

= | = LOGOUT

ACcount: 14435 - jeangrey@mallinator.oom [Clhient) | Enter agency

Maintenance Visit Maintenance | Manage Visits

CREATE CALL

MW DDA
12192019 & to 12192019 =] nter Client Enter Emnploye:
Select Category Select Payer - Select Visit 5t = Enter Client Me

All Exceptions Show advanced filter options «

Show Advanced Filter Options — You may ignore these filters options.

Sandata

EVW
Q, Navigate Modules

& Visit Maintenance

I Reports & Exports

4, Security

Online Manual

Account: 14435 - jpangrey@mailinator.com (Clent) | Enter agency * | ® LOGOUT

Maintenance Visit Maintenance | Manage Visits

CREATE CALL

WMDY

Enter Employe

12192019 8 to 12192019 =] nter Client

Select Category Select Payer v Select Visit S5t - Enter Cliemt Me

All Exceptions Show advanced filter options =

20
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Exceptions Screen

The Visit Detail screen will list the exceptions for the visit and the options to
resolve each exception. Double click on any visit to bring up the Visit Detail
screen, then click the Exceptions tab.

Fixing Exceptions
A red dot is displayed in the column where there is an exception.

™ Locabisn Rusgusred

You can use your mouse and hover over the red dot to read more about the
exception and what you need to do to correct it.
e You can click the column name to sort by that column.
,Q
e To view the details of a visit, either click on the visit line or the Edit icon.

e The Edit icon is located to the right of the visit line in the column name
“ACTIONS”.

e You may need to use the scroll bar located at the bottom of the page to
move to the right to view the Edit icon.

21
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Click on any red dot exception indicator to enter the Visit Details screen. All the
exceptions for the visit will be listed, fixed and/or acknowledged here.

Click EXCEPTIONS on the left of the page.

Visit Details

CLIENT NAME

(575)323-7846

CLIENTID #

MEDICAID ID #

@ Unknown Clients

@ Unknown Employees

@ Visits Without Out-Calls

@ Missing Tasks

@ Missing Service

@ Visit Verification Exception

@ Client Signature Exception

EMPLOYEE NAME

Visit Start Date: 03/03/2019

EMPLOYEE ID #

X

vV vy vy v vY

v

This exception needs to be fixed

This exception needs to be fixed

This exception needs to be fixed

This exception needs to be fixed

This exception needs to be fixed

Both “fixed” and “acknowledged” exceptions are displayed on the right side of

the Visit Details screen.

You can view additional information about the visits on the tabs on the left of

the page in this screen (Visits Details).

22



5 Sandala

Acknowledging an Exception

e Check the ACKNOWLEDGE THIS EXCEPTION checkbox.
e C(lick the ADD REASON CODE button.

Visit Details Visit Start Date: 01/10/2020 X

CLIENT ID # MEDICAID iD # EMPLOYEE NAME EMPLOYEE ID #

Srmiti, Fata

¢

ADD REASON CODE

EXCEPTIONS

= m
5 =2
= |
: 5
-

e Select the REASON CODE for the exception.
e Select the RESOLUTION CODE for the exception (if applicable).

23
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m . Visits Without In-Calls This exception needs to be fixed
CLIENT @ Missing Service This exception needs to be fixed
EMPLOYEE
@ Visit Venfication Exception ACKMOWLEDGE THIS EXCEPTION
CALL LOG
m REASOM CDDE * RESOLUTION CODE REASDN MOTE
EXCEPTIONS Select Reason * Select Resoluti * Enter Reason Note | SAVE
“ @ Client Signature Exception ACKNCWLEDGE THIS EXCEFTION
REASON CODE * RESOLUTION CODE REASOM NOTE
CLAIMS |
Select Reason ¥ Select Resoluti * Enter Reason Note | SAVE
HISTORY

e C(Click SAVE

Fixing an Exception
e Select the Exception to be fixed.
e Enter any Missing Data or Modify Incorrect Data.

@ Visits Without In-Calls This exception needs to be fixed

CLIENT @ Missing Service This exception needs to be fixed

CALL LOG

MERGE CALLS

EXCEPTIONS

CLAIMS

24
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Fixing Call Exceptions
If a Call-in or Call-out times are missing, the exception MUST be fixed.

How to Add a Call-In or Call-Out
From the EVV website menu, click Visit Maintenance.

Sandata

EVV

Q Mavigate Modules

‘ o Visit Maintenance

|l Reports & Exports

The Manage Visits screen displays

&4 | tof 03/31/2019 -] Enter Client

FAEBRUARY 2019

Calact Catesary L 4 TODAY > O»
select Category SUN MON TUE WED THU FRI SAT

1 2
IR
" 1 L] 0 N n n

2 2 2% an n
o | B

10 n 12 13 14 135 16 Show advanced filter options +

Select the date or date range to search and find the visit that needs to be adjusted.

25



. |
Click either the visit or the Editicon #  all the way to the right to view the details of
the visit.

6 Sandata

B L cvice & Visit . Call _ call _ call . Adjusted Adjusted Adjusted Pay . Bill Visit s+ Do Not Bill Approved Actions
- " pDate ° In ° out ° Hours In out Hours Hours ° Hours  Status PP
PCA OVER- 10:08
- Pa 2/117
., Pam CFC/CHE 02/11/2019 L ] A [—1] [—1 Incomplete rd
NURSE
10:46 03:53
L Pam TRAINING- 02/05/2019 AMC P 05:07 05:00 05:07 Incomplete 7
CFC
NURSE 08:56
.00
L Pam TRAINING- 02/05/2019 L ] A [—] [-1 Incomplete V'
CFC
4

You might need to use the scroll bar at the bottom of the page to move to the right to

\d
see the Edit icon K4

The Visit Details screen displays details, such as CLIENT NAME, CLIENT ID, MEDICAID ID,
EMPLOYEE NAME, and EMPLOYEE ID for the visit.

Type in the adjusted dates for either the in or out calls along with the time.

Visit Details Visit Start Date: 02/05/2019 X
CLIENT NAME CLIENTID # MEDICAID ID # EMPLOYEE NAME EMPLOYEEID #
Grayson, Pete 32546 900123987453 Garner, Pam

GENERAL
m None 02/05/2019 America/New_York Incomplete
Erl . |
| vencccas | - -

26




Merging Calls
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Displays a list of calls that may be merged with a visit if the visit is missing a call time. Calls
can be merged if start/end times are close and they are not associated with another visit.
1. Click the MERGE CALLS link to see if there are any available calls that can be
merged to the visit.
2. Click the radio button next to the line to select the call, if there is a call to merge.
3. Select the REASON CODE, RESOLUTION CODE and REASON NOTE, if needed.

4. Click SAVE.

252 F BAe2007 (B3 fE39
12:54 are201 [3A7¥51
1:10 PM 8M&20 (51625 3-0% .
125
Select Reason Con ™ Celect Resolution = Reason Naote e

When you click the exception indicator under the call time column, the Visit
Details screen automatically opens to the Call Log screen.

Client Employee Service & Visit Call Call
Name Name v ¥  Date In Y out T
oS, Young, Charlie OHCWPCA 04/04/2019 06:00
Donna E. (-H{”g} * A M

]
Maoss, L _

27
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TASKS

Tasks are services performed by the employee during the visit. They are entered into the
system by the employee after the visit. A person with the appropriate permissions can add
additional tasks to the visit or delete existing tasks.

Adding a TASK

¢ |n the Visit Detail screen, click TASKS on the left of the page.

e Inthe Add Task section, select which TASK you would like to add from the drop-
down box.

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

32546 900123987453 Garner, Pam 89776

Task ID “  Description * Reading Manually Added Status

TASKS

Q0080 AagaC

e Select a REASON CODE.

e You may enter a REASON NOTE if you would like, however, it is not a
required field.
e Click ADD.

28
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Running Reports
e You can run reports to help you manage your visits.
e The reports you run depend on your program.
e You can print reports or save reports to your computer to view at any time.
e (lick Reports.

Sandata

EVV

Q. Navigate Modules

£ Visit Maintenance

il Reports — sie—

e The Time Sheet report is the only available report.

Select Report

REPORT TYPE REPORT MAME

Date Range Reports v Time Sheet

29



e Select the Timeframe options.

€ Sandata

Select Timeframe

FROM DATE MM/DDAYYYY

TO DATE MM/DDSYYYY

12/04/2020 = 12/18/2020 =
FROM TIME HH:MM AM/PM TO TIME HH:MM AM/PM
12:00 AM (o] 11:59 PM ©
MNote: The range for this report cannot exceed 31 days
e Select Parameters (optional).
Select Parameters
PAYER CLIENT
All selected (1) v Enter Client
CLIENT ARZ SUPERVISOR
Enter Client AR# All v

EMFLOYEE

Enter Employee

e Click RUN REPORT.

CLEAR RUN REPORT

30



Security/Changing Your Password
You can change your password at any time.

e (lick Security on the left of the page then, select Change Password.

Q MNavigate Modules

o Visit Maintenance

Wl Reports & Exports

&, Security

Change Password

Your EVV password MUST have at |least:

e 1 Uppercase letter

e 1 Lowercase letter

e 1 Number

e 1 Special character (| @#5"&*)
e Be atleast 12 characters long

i

g Sandata
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Enter your Old Password Sa n d a t a

Enter a New Password

Enter the New Password (again) SRR
—_— = s
Enter Old Password &
NEW PASSWORD *
Enter New Password &
a COMNFIRM MNEW PASSWORD *
Confirm New Password @

Mote: Password is case sensitive

Click savE—— [

Contact Information:
Questions regarding the Sandata EVV system? Contact: (833) 656-1021
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