


Å Staff Module Overview

Å Staff Search functions

Å Adding New Staff

Å Staff Record Navigation

ÅModify, Activate/ De-activate Staff Members

Å User Security

Å Adding Exclusions & Attributes



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.



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



To enter new staff, click the New Staffbutton on the Staff search screenĮthe New Staff 
Wizard opens:

Minimum Data needed to enter a new staff member:
ÅFirst Name
ÅLast Name
ÅSocial Security Number ģ(Only enter last 5 digits and fill with leading zeroĦs)

Å If there are multiple staff members that share the same last 5-digits of their social security numbers, you may 
enter the second staff memberĦs SSN and increment the first digit of from a 0 to a 1

Example:  
Staff Member #1 SSN is: 123-45-6789; enter: 000-05-6789
Staff Member #2 SSN is: 987-65-6789 (note- the last 5 digits are the same as Staff Member #1); Provider 
will enter into Santrax: 100-05-6789

ÅPosition



The New Staff Wizard also asks for Company, Location and Admit type.

ÅSelecting specific values on these screens limit staff to only those items selected

ÅIf the staff is available across all values, do not select anything 

ÅClick Next without selecting for maximum staff availability/flexibility



Name is required. Phone is recommended.



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.



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.



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



Users with the position of Office Staff and permissions of Adminhave additional 
responsibilities of:
ÅCreating new users

ÅAssigning/updating security permissions to users

ÅManually correct/confirm exception visits



Staff profile organizes information into folders for easy navigation

Staff folder focuses on personal and demographic information

Chart folder focuses on work related information



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



Staff address (can be used for proximity searches when scheduling)

Language (can be matched to client needs when scheduling)

Entering the ZIP code automatically fills in City, State and County



Add as many contacts as available, designating type of contact, relation to staff 
and contact information.



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



Coordinators
Å Office Staff assigned to receive email alerts 
Å Assigned to clients in the client record

Staff Managers
ÅAbove Coordinators in the system
ÅReceive higher level alerts
ÅManagers are linked to Coordinators in User Staff record

Coordinator & Managers require a Santraxcode.  Use any 3 ģcharacter alphanumeric 
code.

Coordinators and Managers also require an email address on the Personal screen.



New staff will appear with a status of 01-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.



StaffĦs assigned schedules

Schedules can be filtered for a specified date range

Schedules can be edited from this screen by double-clicking on a schedule line


