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Agenda

A Staff Module Overview

A Staff Search functions

A Adding New Staff

A Staff Record Navigation

A Modify, Activate/ De-activate Staff Members
A User Security

A Adding Exclusions & Attributes
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Accessing the Staff Module

Clicking the Staff icon on the menu bar opens the search screen.
By default, search parameters will be set for Active Field Staff.
Additional search filters are available.

I___JCJ.i.an.tv %Staﬁv! - Scheduling v ~ Billing w }%Pa'ﬂauv ."éjﬂepmts aHalpv

" '@ Training Account 8450

Activities For Wednesday, Apr 07

My Schedules ] _J Clients j, Compliance o ¥ Messages and Notifications |

|:::|ier.t |1r-4 |Hr5 |Mi|-:as Status Message of the day.
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Staff Search Filters

Caregivers are designated as Field staff

Office staff are designated as Users

Use appropriate filters to reduce the results list
Use the Position filter to search by job role

® staff Search Y Clear Filter 6 Refresh |4 New Staff b Print Close

— Search Filters

ZIP: | - [ Non-Compliant Staff

ream]| g [Reassign Manager/Coordinator |

Status: 02- Active

Company: el First Name:| | Agency:| "| [Jusers
Location: | ~| Last Name: | | Position: | v| Field Staff
Staff Manager: V: Agency ID: I | Language: | v| [l contractors
Coordinator: | ~| SSN: I_-_- | L] clinical Manager
- |

Reason:
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Adding New Staff

To enter new staff, click thdNew Staffbo ut t on on t he St aff sear ch
Y Clear Filter ﬁ Refresh |8 New Staff k Print Close

_\Wizard anens:
._,N Staff Search

Minimum Data needed to enter a new staff member:

A First Name
A Last Name ‘ o | |
A Social Security Numbeg( Onl'y enter |l ast 5 digits and fill wi
A If there are multiple staff members that share the same lasiigits of their social security numbers, you may
enter the second staff memberHs SSN and increment t

Example:
Staff Member #1 SSN is: 12:315-6789; enter: 000-05-6789
Staff Member #2 SSN is: 9865-6789 (note- the last 5 digits are the same as Staff Member #1); Provider

will enter into Santrax: 10005-6789

A Position
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Adding New Staff

The New Staff Wizard also asks for Company, Location and Admit type.
A Selecting specific values on these screens limit staff to only those items selected
A If the staff is available across all values, do not select anything

A Click Next without selecting for maximum staff availability/flexibility
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New Staff Wizard — Personal Information

» Name is required. Phone is recommended.
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New Staff Wizard - Company & Location

Selecting Company and/or Location is optional.

If selections are made the staff will only be able to work in the selected
company/location.

Leave blank to allow the staff to work across all companies and locations.

Company

Which Company will this Staff Member be associated with?

7 4054 CT Agency

EE—— New Staff Wizard

Location

Which Location will this Staff Member be associated with?
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New Staff Wizard — Admission Types

Admission Types may include options from other payers in addition to
Connecticut

Selecting Admission Type is optional. If selected it will limit the staff to only
working those admission types.

Admission Type

Which Admission Types can this Staff Member be associated with?

ABI Acguired Brain Injury

ABP Acguired Brain Injury

CHI CT Home Care Program

CHP CT Home Care Program

PCI Personal Care Assistant — Waiver-Eligible Clients
PCP Personal Care Assistant — Waiver-Eligible Clients
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New Staff Wizard - Position

Select the appropriate position for the staff (can only select one position)

New Staff Wizard

Position
What Position will this Staff Member hold?
. .
COMP Companion
HHA Home Health Aide
HME Homemakear A
ILST Independent Living Skills Training r
LCSW License d Clinical Sacial Worker
LPM Licensed Practical Nurse
OFC Office Staff
oT Cccupational Therapist TN
OTHER Othar
PCA Personal Care Attendant
PT Physical Therapist

-

a B armuans Accictant
______________________________________________________________________________|
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New Staff Wizard - Position

Users with the position ofOffice Staffand permissions oAdmin have additional
responsibilities of:

A Creating new users
A Assigning/updating security permissions to users
A Manually correct/confirm exception visits

Sandata



Staff Record Navigation

Staff profile organizes information into folders for easy

Staff folder focuses on personal and demographic infor

Chart folder focuses on work related information

=) Staff

| :— 4, Overview
:—.'51 Personal

. E--—Eﬂ Contacts
|%|—|.__:| Chart

E :—Eﬂ General

1 Schedules
() Availability
i--—| Compliance
é--—"}" Evaluation

i . Documents

L. 7 Security
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Staff Folder > Overview Screen

The Overview screen provides a summary of information from other screens in the staff

record.

Halliday, Payton

D) Staff
1 G, overview

— . Compliance
.2} Evaluation
- Documents
. Payroll
—% Security
=) Training
—b} In-Service
Lxp Training

— Personal

Halliday, Payton
26 Harbor Park DCrive

—Employment and Other Dates

Hire Date: 01/01/2014
First Day Worked:

— Recent/Upcoming Events

Close

—Contacts

Emergency

= Personal Port Washington ,NY 11050 Released Date: Halliday, James

-"E§| Contacts Re-Hire Date: Home:(516) 555-1212
43 Chart Born: 11/07/1966 Mobile:(917) 555-1212

EE| General — Compliance

- ) Schedules Compliant: Yes

-~ ) Availability Thru: 12/31/2055

—Links

— Other Notes/C it
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Staff Folder > Personal Screen

Staff addreSS(can be used for proximity searches when scheduling)
Languaggcan be matched to client needs when schedullng)

Halliday, Payton

=0 Staff
-, overview

LF= Contacts
=+ Chart

-l General

- +) Schedules
L) Availability
— M Compliance
—>F Evaluation
-l pocuments
=, Payroll
T security
(=) Training

M In-Service
LJ Training

—&%, Personal

Title:
First Name: Payton
Middle Init:
Last Name: Halliday
Suffix:

Other Information
Birthdate: 11/07/1966
SSN:[123-45-7777
Marital: M- Married
2- Female

E- English

Gender:
Language:

Ethnicity:

=

44 4 A

— Current Address

Name:
Address: 26 Harbor Park Drive
Apt.:
City: Port Washington
State: NY
County: Nassau
Region:
Type:
Evacuation Zone:

Phone Numbers, Etc.

Zip{ 11050-

Home: I )

Mobile:[(__)__-___
Work: | () - Ext
Fax: | ) -
Email: Mobile: [

— Clients Excluded from Staﬂ—._}
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Staff Folder > Contacts Screen

> Add as mamycoptactsasavailable designatiog ivpeobcantacltelation to staff
and CON ko

=) Staff
:—Q. QOverview
= Personal

!‘E General Contact for staff Halliday, Payton

(E—) Schedules
Availability —Current Address
. Compliance Title: Name:
2F Evaluation First Name Address: 26 Harbor Park Drive
. Documents Middle Init: ] Apt.:
o/ Payroll * Last Name: Halliday City: Port Washington
!_‘% Security Suffisc:

State: NY Zip: 11050-
=+|_2) Training

b} In-Service Other Information

i Type:
LAF Training Type: Emergency vp
Evacuation Zone:

County:

Relation: Spouse

Phone Numbers, Etc.

Home: | (516)555-1212

Mabile: | ($17)555-1212
Worke |(__)__ - Ewt___

Faxi|(_ ) -
 Mobile:
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Chart Folder > General Screen

» The General screen contains work related information
» The Santrax ID is entered by the caregiver to identify themselves during the call process.
» The Hire Date is populated when the staff is made Active in the Employment Status panel

Halliday, Payton £ Eamie
— Agency Designations — Managers [ Elc — Employment Status
Fa f‘iﬂ Position: Homemaker - Staff I 02 Active ;J
=Ly Overview vome Location: = || e gar: . ) u
. Vai: -
i Persona I Coordinator T - As Of: DB/18/14
=] Contacts ® Agency 10: 012106 —_—
E -
= Chart Al - - -
Santroc 10| BLELOR . Szaff Manager L Marketer L Coordinator
] General . . .
APL: &) Clinical Manager ) Contractor
— Schedules
LIy B
= % Avaalability
=k Compliance * Hire Date: 01/01/2014 = — Contractor In formation —_—
~J Evaluation First Day 'ﬂlur‘\-ted:. i Agency
-l Documents .
. = —Other Information
L) payrol Released Date:|__JS__ S L==]
- =1 Class:
LB security Re-Hire Date: |/ == s -
! Miltary: -
=+ Training Staff Signature:
Lx . Transpartatsn: -
=F In-Service D .
I—ﬁj Traning ..’ Referral: -

|—I:nr|1,_ I

u‘m‘l |— Locations

;_:—m-l rhd mission Types
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Chart Folder > General Screen

—Managers / Etc.

Coordinators Stof :
A Office Staff assigned to receive email alerts e
A Assigned to clients in the client record [ Staff Manager

Staff Managers

L] Marketer

] Clinical Manager ] contractor

Santrax Code:l:l

Coordinator

A Above Coordinators in the system
A Receive higher level alerts
A Managers are linked to Coordinators in User Staff record

Coordinator & Managers require é&Santraxcode. Use any §character alphanumeric

code.

Coordinators and Managers also require an email address on the Personal screen.
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Chart Folder > General Screen

New staff will appear with a status d1-Recruit.

Blue arrow next to status changes status.

Hire Date is set when staff is made Active.

Blue arrow below the status adjusts the effective date of a status change.

Diaz, Tom
— Agency Designations — Managers / Etc. — Employment Status
=) staff )
- c _ Position: | Home Health Aide ~ Staff [ o1-Recruit £
-, Overview _ Manager:| ~] - a
.8 personal Home Locatlon:| ~ ]
, Coordinator:| ~] As OF 03/09/21
--I=] Contacts = Agency ID:| | Team:| ~]
=) Chart . .
e = I Santrax ID: [] staff Manager [] Marketer [] coordinator
"Eé Genera : API:| | O clinical Manager [ contractor
= Schedules
I MPI:
= Availability | |
.. | Compliance = Hire Date: |_,.f_,.f __.! — Contractor Information
Y i . pa— . -
- Evaluation First Day Worked: [3:] Agency.|
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Chart Folder > Schedules Screen

»StaffHAs assigned schedul es
» Schedules can be filtered for a specified date range
» Schedules can be edited from this screen by doudkcking on a schedule line
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