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Agenda

« Staff Module Overview

« Staff Search functions

« Adding New Staff

« Staff Record Navigation

* Modify, Activate/ De-activate Staff Members
o User Security

o 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.

) Client v m - Schedulingv  Biling v | ¥ Payrollv |, Reports| g Help v

¢ @& Training Account 8450

Activities For Wednesday, Apr 07

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

Client |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

. Stafft Search

Y Clear Filter """—')- Refresh [§F New Staff }’ Print

Close

— Search Filters

Cumpam-':|

Location: |

Staff Manager: |

Coordinator:

Status:

02- Active

Reason:

L4 L4 < £ L4 L4

First Name:| | Agenw:|
Last Name: | | Position: |
Agency ID: ’ | Language: |

SSN:i|__ - - |

Z1P: | - |

Team: | ~]

[ users

Field Staff

[ contractors

[ clinical Manager

[ Non-Compliant Staff
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Adding New Staff

To enter new staff, click the New Staff button on the Staff search screen...the New Staff

N17arcd oneng:
!,_H Stafft Search

Y Clear Filter ‘4'-) Refresh [§8 New Staff & Print Close

Minimum Data needed to enter a new staff member:

* First Name

* Last Name
 Social Security Number - (Only enter last 5 digits and fill with leading zero's)

* |fthere are multiple staff members that share the same last 5-digits of their social security numbers, you may
enter the second staff member’s SSN and increment the first digit of fromaQOtoa 1l

Example:
Staff Member #1 SSNis: 123-45-6789; enter: 000-05-6/89
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

e Position

Sandata



Adding New Staff

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

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

» Name is required. Phone is recommended.

New Staff Wizard

Name And Other Information

Enter Name And Other Information For The New Staff Member.

Type: Person :
-

Title:

* First Name Sarah

Middle Init:

* Last Name: Smith
Suffis: | -

Other Information

SSN _

Sandata



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.

New Staff Wizard

Company

Which Company 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.

New Staff Wizard

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
ILST Independent Living Skills Training 1
LCSW Licensa d Clinical Social Worker
LPM Licensed Practical Nurse
OFC Offica Staff
oT Cccupational Therapist TN
OTHER Othar
PCA Personal Care Attendant
PT Physical Therapist
Ba B arcuan: Szcictank g
- _____________________________________________________________________=u
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New Staff Wizard - Position

Users with the position of Office Staff and permissions of Admin have additional
responsibilities of:

* Creating new users
« Assigning/updating security permissions to users
* Manually correct/confirm exception visits
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Staff Record Navigation

Staff profile organizes information into folders for easy na =+ staff
: E--—b.‘ Overview

Staff folder focuses on personal and demographic informe

i -8 Personal
Chart folder focuses on work related information Eﬂ Contacts
|%|—I.:| Chart

| :—Eﬂ General

: Schedules
() Availability
:— L. Compliance
é--—}f Evaluation
:—- Documents
= 7 Security
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Staff Folder > Overview Screen

The Overview screen provides a summary of information from other screens in the staff
r‘eCO rd. Halliday, Payton = Save Close

—Employment and Other Dates

- Documents
. Payroll
—% Security
=) Training
:—b} In-Service
L.\ Training

— Recent/Upcoming Events

— Personal

ED Staff Halliday, Payton Hire Date: 01/01/2014 Emergency

i Overviaw 26 Harbor Park Drive First Day Worked:

T Personal Port Washington ,NY 11050 Releazed Date: Halliday, James

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

EE| General — Compliance

- ) Schedules Compliant: Yes

-~ ) Availability Thru: 12/31/2055

— . Compliance

- M Evaluation

—Links

— Other Notes/C
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Staff Folder > Personal Screen

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

> La NgUage (can be matched to client needs when scheduling)
» Entering the /1P code auitomaticallv fills in Cityv State and Countv

Halliday, Payton

—N — Current Address———————— [ 4 —Images (0/0) X
.::—uji ?tﬂff Title: - Name:
I Overview )
First Name: Payton Address: 26 Harbor Park Drive
. .
- G Middle Init: Apt.:
% Contacts
L Last Name: Halliday City: Port Washington
| Chart v
= al
Suffix: - State: NY Zip:/ 11050-
=] General
County: Nassau
() Schedules Other Information unty ks
(4 Availabili . = Region:
® Availability Birthdate: 11/07/1966 (= .
. ype:
A Compliance SSN:|123-45-7777 Evacuation Zone
B : ;
=/ Evaluation Marital: M- Married -
_- PETTET Phone Numbers, Etc.
Gender: 2- Female - H |( ) |
L ome: | ()~
~ Payroll Language: E- English - )
—% Security Ethnicity: . Mobile: I(—)—'— l —Clients Excluded from Staf———F—— L}
=) Training Work: | () Ext |
M In-Service Fax:|(_)_-_ ]
LS Training Email; Mobile: [
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Staff Folder > Contacts Screen

» Add as many contacts as available, designating type of contact, relation to staff
and CONTE ‘

=) Staff
:—Q QOverview

@ a | https://us.sandata.com/Client5taff/Contacts.aspx?conParent=28&conParentlD=4658 conlD=1108&entDisplayMame=Halliday, Payton

:‘IE Ezre Contact for staff Halliday, Payton

I—@ Schedules

:_@ Availability —Current Address

:—A Compliance Title: Name:

:—-\.’ Evaluation First Name: James Address: 26 Harbor Park Drive

IS Ml Documents Middle Init: Apt.:

i«

P _r' Payroll * Last Name: Halliday City: Port Washington

i 5

LT security Suffix: State: NY Zip:| 11050~
=) Training

i i County: Nassau
:—3 In-Service Other Information

LA Training Type: Emergency

Relation: Spouse

Type:

Evacuation Zone:

Phone Numbers, Etc.

Home: | (516)555-1212

Mabile: | ($17)555-1212
Waorlk: | ( - Ext
Fax: | ( -

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

— Agency Designations — Managers [ Ebc. — Employment Status
0 Staft . Position: Homemaker - Staff . 02~ Active ;.]
T, Overview Manager: - R a
_.1 parsonal Harme Location: -
, Coordinator: - &g Of: 0B/1814

_E Contacts Agency 10: 012106 Team: -

Cl'u’;'t : Santryo 10 |BECU El szaff Manager B marketer [ coordinator
. enara . -

= AP &) Clinical Manager ) Contractor

= % Avaalability et
Lt * Hire Date: 01/01/2014 E‘j — Contractor Information

w 4 _ 1
—&F Evaluation First Bay Worked: ells e i
~ Ml Documents ;

. = — Other Information
|+ payroll Released Date:|_J/_ S L==]
LT, security Re-Hire Date:|_Jf_f__ (=] e e
=+ Training Staff Signature: e >
H In-Servi Transpartatsan: -
J Training {’ D Referral: -
|_r p—" H_E_I |_,n,_ b :_:-ﬁ-l |—Adrnln.lor| Tw:i—{}ﬂ]
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Chart Folder > General Screen

Coordinators

« Office Staff assigned to receive email alerts
* Assigned to clients in the client record

Staff Managers

* Above Coordinators in the system

* Receive higher level alerts

—Managers / Etc.

Staff Manager: |

Coordinator:|

Team:|

[ Staff Manager ] Marketer
] Clinical Manager ] contractor
Santrax Code:l:l

Coordinator

* Managers are linked to Coordinators in User Staff record

Coordinator & Managers require a Santrax code. Use any 3 —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 of O1-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

=-|2) staff
-- (4, Overview
-8, Personal

--I=] Contacts
- .Chart

[-- General

-~ Availability
-- . Compliance

M Evaluation

—l
.- Schedules

— Agency Designations

Position: | Home Health Aide

Home Location: |

= Agency ID: |
Santrax ID:
APL:|
NPI:|

= Hire Date:|_J/_/__ -_?l

First Day Worked: IE|

— Managers / Etc.

Staff

Manager:|

— Employment Status
[] 01- Recruit ;]
=

=d

Coordinator: |

Team:|

(] staff Manager
O clinical Manager

[ marketer
[0 contractor

[ coordinator

As Of: 03/09/21

— Contractor Information

Agency: |
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Chart Folder > Schedules Screen

» Staff's 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

Halliday, Payton

— Staff Information
=+ Staff . . ) .
[ . Address: 26 Harbor Park Drive City:  Port Washington State: NY Zip: 11050
--C4, Overview )
Home: Mobile: work:
-8, Personal
| — Staff Schedules A
_ F= contacts W‘ +§
=2 Chart Date From: 03/21/2016 | Date To: 03/27/2016 [5] ® hide cancelled Events
-5 General
E ) o e || 4 » | M| Pagesize:| 20 6 items in 1
age size: g items in 1 pages
T Availability R ) * e 9 (22 7| pag
- ). Compliance Date Client Chart ID P/1 Pos Service EC P/1 INP QUTP Pf1 TZ HrsP 1IN ouT Hrs Supplies Status PRN Comments
A i
~F Evaluation Al = A~
- Documents
. Payroll 02/21/16-Mon  McQuire, Claude HOU-0201692-SCE P HHA 17HC DEF P 16:00 17:00 P € 1 1 a 01- Pending
—% Security 02/22/16-Tue McQuire, Claude HOU-0201693-5CE P HHA 17HC DEF P 16:00 17:00 P € 1 1 ] 01- Pending
E‘"DTmi"i"Q 03/23/16-Wed McQuire, Claude HOU-0201633-SCE P HHA 17HC  DEF P 16:00 17:00 P € 1 1 0 01- Pending
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Chart Folder > Security Screen

The Security screen is used to grant system access to office staff and mobile
device access to field staff.

To create the login credentials:

User must have initials (3 character), username and password designated.
A ‘Set Password’ button is displayed upon saving the username

— System Login Privileges — Group Memberships d—ﬁ-
=) staff
@ I:l This Staff Member can log into the system as User. D MWW User
"--':-a Owerview .
. Initials:
-8, Persona I
Username:
EI Contacts
[_]@ Chart DThis User is a System Administrator.
-5 Genera I
1) Schedules e |A-:|-:I |E-:Iit |Delete |A-:In'|ir1
- ) Availability AR In Collact r O r O O
b Compliance Admin Change Company or Location [ [ [ [ I
M Evaluation ! )
Admin EVV Task Reading to EC [ [ [ [ [
- DT = Admin EVV Task To Service [ I I [ [
m
Zirc Admin Generate Schedules [ ] [ [ [
r?, Security Admin Merge Clients [ [ [ [ [
L g i !rarnml:l M M = — — — — —
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Chart Folder > Security Screen

Requirements for Office Staff:

Username is not case sensitive
Password is case sensitive, must be at least 8 characters long and contain: a capital letter, number
and special character.

System privileges are determined by Group Membership assignment
Choose multiple groups for Office Staff who do both scheduling and billing
Only System Administration Oversight will be able to grant user access

Requirements for Field Staff:
Username is not case sensitive and must be alpha or alphanumeric

Password is case sensitive, must be at least 8 characters long and contain: a capital letter, number

and special character.

QIO Group Membership assignment is needed as field staff do not log into the system, only the
evice.
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Chart Folder > Security Screen

» Add Members . Select

Billing
Module access is determined by Security group cinicalsaf
assignments on the Security screen N-User

Manage Attributes

Merge Clients

Scheduling

Scheduling Override

System Administration Oversight
Temporary Client

Name Description TPL Functionality
. . L . Visit Maintenance Read Only
Billing Responsible for billing functions i
Clinical Staff Staff who use the clinical functions of the system
HR Access to Staff module
Manage Attributes Manage staff and client attributes and exclusions
Merge Clients Allows for the manual merging of clients
Scheduling Users responsible for creating client/staff schedules
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Chart Folder > Security Screen (cont'd)

Module access is determined by Security group assignments on the Security screen

Sandata

Name

Scheduling
Override

System Admin
oversight

Temporary client
TPL Fuctionality

Visit Maintenance
(Read Only)

Description

Allows for the creation of schedules while waiting for
authorizations

Works alerts, visit dashboard and user security
assignment

Allow for the entry of clients on a temporary basis
Responsible for assigning TPL Payors

Reviews alerts



Exclusions & Attributes




Introduction

Exclusions limit which staff members are allowed to be assigned to a particular client
and which clients are allowed to be assigned to a particular staff member. VWhen

exclusions are created in Santrax® Agency Management, users are warned or
prevented from creating and editing a schedule that will conflict with the exclusions.
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Exclusion Set-up: User Security

The ability to add and edit client exclusions depends on the assigned security group. The
Security Group, ‘Manage Attributes’, is must be assigned to a user to allow access to
Exclusions and Attributes by going to Staff> Staff Profile > Security.

' Security Groups

Total Security Groups: 12

| Description

Billing Responsible for billing functions

Clinical staff Staff who will use the clinical functions of the system

HR Works with agency staff screens, onboarding, compliance
dmebaidaineban ettt ctional User will have access to.

Manage Attributes Manage Attributes and Exclusions

Merge Clients

Scheduling Agency staff responsible for scheduling

Scheduling Override Advanced Scheduling Features

System Administration Oversight Works alerts, visit dashboard, security assignment. Assigned to SA users responsible for oversight.
Temporary Client Temporary Client

TPL Functionality Responsible for assigning TPL payors

Visit Maintenance Read Only Reviews alerts, read only access
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Adding Exclusions

1. Toexclude clients from a staff member, click the green plus sign in the section
'Clients Excluded from Staff.

Sandata
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Adding Exclusions (cont'd)

2. Enter the Client’s name by clicking the blue arrow. Use the Client Search filter to
select a client. If the client has the Other ID field populated in their profile it display
In the staff exclusion screen.

3. Enterthe Exclusion Type (Prevent/Warn) and the Reason for Exclusion

Prevent - when scheduling, a message appears informing the user a schedule
cannot be created using the client and staff combination

Warn - when scheduling, a warning appears if a user attempts to confirm or
commit a schedule with a client and staff member that are excluded from one
another. The user can choose to override the warning message or choose
another staff member.
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Adding Exclusions (cont'd)

— Clients Excluded from Staff

4. CliCk Save. Other ID: DDS599909M
5. Click Save in the Staff Personal screg| s e
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Deleting Exclusions

r— Clients Excluded from Staff .J—

1. Double click an Exclusion to open the Clie
2. Clickthered Xto Delete — —
3. Click OKto confirm e .
4. Click Save to save record updates e
[save] [ciose]

'e Are You Sure You Want To Delete This Exclusion?

OK ] l Cancel
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Scheduling with Exclusions

1. When 'Prevent' is set on an exclusion, the following messages appear If a user
attempts to save or commit a schedule with a client and staff member that are
excluded from each other. This also applies when a staff member is excluded from a
client's payor.

* Saving from the Schedule Detail screen:

You cannot confirm this schedule.
Schedule on 5/5/2018 for client and staff member Barrentine, Ali is not
permitted as they are excluded from one another.

OK
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Scheduling with Exclusions (cont'd)

« Committing from the New Events screen:

Sandata

You cannot commit the event/s added.

Schedule on 5M1/2018 for client BAMCROFT, MIRIAM and staff member Barrentineg, Ali is not permitted as they are excluded from one another.




Scheduling with Exclusions (cont'd)

2. When 'Warn'is set on an exclusion, the following warning appears if a user attempts
to confirm or commit a schedule with a client and staff member that are excluded

from one another. The user has the option of confirming the schedule.
« Confirming from the Schedule Detail screen

9 The following potential problems were found, would you like to

continue?

Schedula on 8/17/2012 for client and staff member A, Adam

is not permitted as they are excluded from one another.

This i= a warning only.

Sandata



Scheduling with Exclusions (cont'd)

» Committing from the New Events screen

The following errors have been found:
Authorization Violations: 0

Availability Conflicts: 0

Time Conflicts: 0

Compliance Violations: 0
Order Conflicts: 0

Schedule on 8/30/2012 for client A, Anna and staff membaer 01, Test is not permitted as they are excluded from one ancther. This is a warning only.

Continue?
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Adding Attributes

To assign attributes, from the Personal section of the staff profile, locate the Attributes
section of the screen and complete the following steps.

1. Click Add ().

2. Select the Attribute.
3. Select the Property.
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Adding Attributes (cont'd)

4.  Select the Values.
Multi-Select using the <Ctrl> or <Shift> key.

6. Select the Requirement checkbox, if applicable (selecting Requirement
indicates the attribute 5.must he met/satisfied)

/. Click Save. —

1
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Deleting Attributes

To delete a Staff Attribute

1. DOUble q — Attributas +3

Properties |
m Will Mot Service Locations With[Cat] [
Smeking Prefers Someone Who Is a[Mon-Smoker] [w

Attribute for staff Beehler, Jenice

— General
.
2. Click Delete - .
. . Property: | Will Not Service Locations With |
* walues:
Dog
Rabbit
Bird
Requi eeeeee
2 [s2ve][croe]
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Deleting Attributes (cont'd)

3. Click Yes to confirm the deletion.

0 Are You Sure You want To Delete This
Item?

i-

4. Click Save.
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Scheduling with Attributes

Supported Scheduling Locations
— Attributes can be applied when using the Advanced Search option at the
following locations:

« Permanent Schedule screen, when clicking Apply Changes and Apply to all
Templates.

* New Events screen, when clicking Confirm.
 Schedule Detail screen, when clicking Save.
 Schedule Overview > (Mass) Edit Staff screen, when clicking Save.
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Scheduling with Attributes (cont'd)

A schedule with incompatible attributes can be overridden at the New Events,
Schedule Detail and Mass Editing screens by a user with the correct security
permissions.

Continue?
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Scheduling with Attributes (cont'd)

Byl Warning

o The following potential problems were found, would you like to
continue?

Payor 'MEDICARE PART A' for client 'BANCROFT, MIRIAM' requires an
authorization, but 'BANCROFT, MIRIAM' has no authorizations
defined for this date for this bill type, or all matching authorizations
have been exhausted.

Staff 'Beehler, Jenice' refuses to see clients who 'Has - Cat', but
client 'BANCROFT, MIRIAM' is assigned to this visit who 'Has - Cat'.
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Scheduling with Attributes (cont'd)

@ @ https;//beta-ct.sandata.com/Scheduling/EditEvent.aspx?Title=51 *»» @ ¥

Warning

The waming message Staff 'Beehler, Jenice' refuses to see clients who 'Has - Cat’, but
repeats for each Schedule client ‘BANCROFT, MIRIAM' is assigned to this visit who 'Has -
selected. Setatistine

Staff 'Beehler, Jenice' refuses to see clients who 'Has - Cat’, but
client ‘BANCROFT, MIRIAM' is assigned to this visit who 'Has -
Cat'.vbNevdine

Staff 'Beehler, Jenice' refuses to see clients who 'Has - Cat’, but
client ‘BANCROFT, MIRIAM' is assigned to this visit who 'Has -
Cat'.vbNevdine

Staff 'Beehler, Jenice' refuses to see clients who 'Has - Cat’, but
client ‘BANCROFT, MIRIAM' is assigned to this visit who 'Has -
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Scheduling with Attributes (cont'd)

Schedules cannot be overridden at the Permanent Schedule Template screen.

Missing Required Attribute: Clien ‘A. Elizabeth’ reauires staff members who ‘Speaks -
i ', but staff member 'S, Connie’ does not meet this requirement.
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Scheduling with Attributes: Advanced
Search

When scheduling using the Advanced Search function, the Attributes checkbox is
selected to narrow the results of potential matches. The search results are listed in
order of closest match to the client’s attributes.

i
ri
pa
ocat!
Age
Te
Status: 02- Active - rACON [T proximity [T avaitability [Tl prev worked
Reason 3 v Region: v Date: 05/10/2018 lﬂ
Coord: ad DWorking in Zip/Region Tolerance 60__ | minutes From: To:
Ly Jiligl, M| PageSize: |50 ~ 4 items in 1 pages
Name Agency ID Position Status Hired Rank |Phone# Hours Worked Zip Code County
Ackland, Robert 000987641 RN moz oi/01/2016 ||
Charland, Cammie 000123476 RN moz os/o1/2014 ||
Crandell, Melisa 000123460 RN moz os/o1/z0:4 ||
Rigg, Arminda 000123453 HHA ENO02 05/01/2014
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Let's Review

Accessing the Staff Module and Search Filters

Entering New Staff:
* New Staff Wizard and minimum data required

Accessing and viewing the Staff Profile screens

System Administrator user and permissions:
« Assign Security permissions to users
* Manually confirm visits ; /")

/
Coordinators and Manager permissions o ‘lv
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Demonstration

Search for Staff

Enter New Staff

Change Staff Status

Adding Staff Exclusions & Attributes
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Questions...
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How to Stay Connected

We |look forward to working with you.
Please do not hesitate to reach out with questions or comments as we move forward.

Website

___________________________________________

___________________________________________

. ctcustomercare@sa ndata.com

' Telephone

___________________________________________

' 1- 855-399-8050
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