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SCHEDULING OVERVIEW SCREEN




Scheduling Overview

Click Scheduling on the menu bar to open the Scheduling Overview screen.
The Scheduling Overview screen is used to view or edit an existing schedule.

_’J Client s l % Staff w “J Scheduling w l\_!/ Tracking\ _ Billing w l % Payroll w \ Q Reports\ a

Activities For Tuesday, Apr 13

Client |Sewi:::e |II"-I |Hrs ‘ Miles Status

My Schedules W _J Clients ). Compliance °
M
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Search Filters

» Client or Staff » Service or Position

» Branch Location » Date Range

» Coordinator, Managers » Days of the Week

» Status » Unassigned (no staff selected)

°Scheduling: Overview Y ClearFilter "f—) Refresh R Add é Print Close
— Search Filters:
Client:| [=]X Date From: | 03/26/2021 & “« o March 2021 »on
Admission| v/ Date To: | 03/26/2021 =] S M T W T F S
Staff: v . i : O
| - L7 Time In: Q 2 1 2 3 4 5 6
Company:| ¥ |  Position;| v | Time Out: © 7 3 9 10 11 12 13
Location:| Y| Agencyi M Omo 01w Owe O7h OFr Osa Osu 14 15 16 17 18 19 20
Admit Type:| | Service:| M [l santrax calls [ show Selected 21 22 23 24 25 s 27
Coordinator:| | Bvent:| M [J unassigned 28 29 30 3 1 2 3
Region:| v| Team| v| Hide Cancelled Events 4 5 6 7 8 9 10
[ Filter For Client *or* Staff
Status:| ] MRN #:
Primary Payor:| - | Payor #:
Clinical Manager:l v
Staff Manager:l v |
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Sorting Results

Clicking any column header sorts the results by that column

Clicking a second time reverses the sort order

Date Coordina tor Client « Chart ID Staff P/T Pos Service EC P/T INP OuUTP PfT TZ HrsP
0Z/05/18-Man Adams, Arthur WY-02017 26-MCD HHA DEF P 09:00 16:00 P E 7
02/05/18-Man Ale, Adam WNY-0201724-MCD Daniels, Jack P HHA HSK DEF P 12:00 17:00 P E 5
02/06/18-Tue Ale, Adam MY-0201724-MCD Daniels, Jack P HHA HSK DEF B iz2:00 1700 P E 5
0z/05,/18-Man AFEI‘IdErTUmm"" HOU-0201682-5C Banner, Bruce B HHA 17HC DEF B 14:30 14:45 P C 0.25
02/06/18-Tue Aranda, Tommy HOUW-0201682-5C Banner, Bruce P HHA 17HC DEF B 14:30 14:45 P C 0.25
02/05/18-Mon SZ25-Brown Ash, Ally MNY-0201722-MCD Banner, Bruce P HHA  HSK DEF B 12:00 14:00 P E 2
02/06/18-Tue S25-Brown Ash, Ally MY¥-0Z201722-MCD Banner, Bruce P HHA HSK DEF P 12:00 14:00 P E 2
02/06/18-Tue Aston, Amy MY-0201725-MCD John, Jimmy P HHA HSK DEF B 11:00 16:00 P E 5
02/05/18-Man Erill, Joyce HOU-0201610-TC Bartlett, Jedd P HHA 17HC DEF B 1%:00 z2z:00 P C 2
02/06/18-Tue Brill, Joyce HOU-0201610-TC Cook, Adele P HHA 17HC DEF P O7:00 09:00 P C 2
0Z/06/18-Tue Erill, Joyce HOU-0201610-TC Bartlett, Jedd P HHA 17HC DEF B 19:00 22:00 P C 3
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Schedule Status Colors

> In the results list, the Status column will be highlighted with a status color.

M 41]2» M Pagesize: 100 ~

160 items in 2 pag

Status

Color

Pending

Hold

Grey

Orange

In Progress

Pink

Date Coordinator  Client Chart ID Staff P/1 Pos Service EC P/1 INP OUTP PfT TZ HrsP IN OUT Hrs Supplies Status
03/01/16-Tue Martin, Christ HOU-02016802-TCB Coleman, Bill P HHA  17HC DEF P 07:00 0O8:00 P C 1 1 0

03/01/16-Tue Castalano, Mi HOU-0201607-TCB Campbell, An P HHA 17C DEF P 07:30 08:30 P C 1 07:30 08:30 1 0 02- Confirmed
03/01/16-Tue Matin, Gloria HOU-0201608-TCB Edwards, Este P HHA 17HC DEF = 07:30 08:30 P = i i u] 09- Hold
03/01/16-Tue Cain, Madelin HOU-0201626-TCB Pearce, Erica P HHA 17C DEF 2] 07:30 10:00 P i 2.3 2.5 0 01- Pending
03/01/16-Tue Erill, Joyce HOU-0201610-TCB Rivera, Olivia P HHA  HHA DEF B 0g8:00 0OS:00 P i 1 07:45 08:43 1 u] 02- Confirmed
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Opening the Schedule Detail

To open the Schedule Detail:

* Double-click the schedule line item in the Results ~-OR-
» Right-click on a schedule line and choose Open.

02/06/18-Tue

Ale, Adam

MY-0201724-MCD

Caniels, laak

Date Coordinator Client & Chart ID Staff P/T Pos Service EC
0z2/05/18-Man Adams, Arthur MNY-02017 26-MCD HHA DEF
0z2/05/18-Man Ale, Adam MY-0201724-MCD Daniels, Jack P HHA HSK DEF

Open
0z/05/18-Man Aranda, Tommy HOW-0z201682-5C EI-ElnnEr,El P |

Select all
0z/06/18-Tue Aranda, Tommy HOU-0201682-5C Banner, B

Unselect all
02/05/18-Mon S5Z25-Brown Ash, Ally MY¥-0201722-MCD Banner,

Wiew 3
02/06/18-Tue SZ25-Brown Ash, Ally MY¥-0201722-MCD Banner, E

Edit 2
oz/06/18-Tue Aston, Amy MNY-0201725-MCD John, Jim

Copy forward
02/05/18-Man Erill, Joyce HOU-0201610-TC Bartlett,

Refresh rates
DE.FDE;].S'TUE Bri”r_]l:l‘fCE HOU-0201610-TC Cﬂﬂkra‘:‘.{m ™ TTT T ITT T T
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Viewing Schedule Detall

& Schedule Detail ) oclete
@General ] W2 Documents:0 = 4 Call Log:2 & Tasks:0
e

— General

— Status
Call "-—/[-;;te: -~ Mon Status: 02- Confirmed A— Status
DEtaIIS Service: 17C- PAS Family L1 - CEHEE|:| a

/‘mpaﬂy:| NYC Care - | — Timas I8 All Times Shown Are Centraly
Location:| Houston Best Care v| Proposedt| 1000 11015 telitbis p/T:| P 7|

Service -1 Pas: - &4 Santrax: 09:58 | 11:15 25 hrs SChEdUIe
Shift Group: Houston Homecare No Shift - Adjusted: 09:58  11:15 & TI mes
Pos Direction: () 15 © From R — Associated Totals —
Event Code(s) P.-"T:-| p - rm'm Carfare: $DT TT &timatem
DEF- Default & Miles: 0.00 TT Bill: 0 2 M | Actual
Event |_~ - TTeavio & EVV Call
COde FComments ‘ Tlmes

— Clients u—m—

Denzler, Doug - HOU0201626-TCE l

Client -
Details

Denzler, Doug ™ gill As: 05- Unit » [ override Hm
Event |T'|.’|:|E |QIJE|I'Itit',’ 4 |Ei|| Amt |C:.:-pa',' |Etatu5

DEF = 05 - Unit - . . 02 - Confirmed -

Staff
Details N e

M, Hughes, Glen - 012049-HHA ]
Hughes, Glen [~ M PrTi[P v | Payas: 05-unit ~  [Doveride kd EY

|O_uantit',r 4 |F-‘a-,r Amt |Etatu5

05 - Unit 02 - Confirmed
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Demonstration -
Scheduling overview

Search Filters
Sorting Search Results
Schedule Details
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Creating New Schedules

 Permanent Templates
 New Events




Permanent Schedule Templates

Supports a variety of schedule patterns = E client o
* Everyday, Every weekday, Every Other week, different :E S‘“’WET
workers on different days...... E e
. . . {? Medical
From the Client record, click the Permanent link ¥ Documents
) ) . <& Directions
Click the Green Plus in the upper-right to add a =
Genera
schedule pattern week ¥ Documents
“ ! Schedules
Right-click under any day to add a schedule :_Pmt
- I Compliance
template e Diag:usis

—Schedules - Generated Through: 02/18/2018

Genara te 02/25/2018  (mm/dd STOT+H]X

Throught fyyyy)




Permanent Schedule Templates

> Fill in the pattern details and ‘apply changes’ to save

— Service

eek 1 Event #2
e Time In: 12:33
Time Out
Bill Typ

Fupplies: $0.00
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Permanent Schedule
Manual Generation

On aclient by client basis, you will be able to generate schedules past the normal pattern to
capture changes:

E.g. Regular staff member tells you that she will be away for the next month, you know the replacement

aide, but you only have schedules for the next 2 weeks, Generate the schedules for just that client
capture the change and the system will save it

1. This Generate Through date indicates schedules exist up to that date.
2. Togenerate additional schedules (for iust this client). modify the ‘Generate Through'’ field and

click tl 1"\ 2

'|!‘u:hzdul-e: = Generated Through: 0&/230/2016 'i

LBIank week indicates every other week pattern.J
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Demonstration - Permanent templates

Creating Permanent Schedule Template
Edit a Permanent Schedule Template

DEMO
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New Events

» Creating schedules is done from the New Events Screen

» To access the New Events screen, hover over the Scheduling icon and then click
New Events.

_J Clients A Compliance
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New Events Screen

Information on the screen is best populated from left to right and top to bottom.

» Freqguency (single event, days of the week) o Staff (filtered based on Service and Client
o Dates » Service (including Bill and Pay Type
o Client o Times (military time)

V. ClearFiter [§f Add

— Freguency — Date(s) — * Client(s)
O PRN Visits Date: |03/17/2021 ._5! - .
) | |
@ Single Event .
—Service
O oOrdered Frequency . — Staff
O Rec q Every, Service: | v -
B “E\IIType:\ "l =
= Pay Type: ~
Days ¥ TYP ‘ | Pay.
Q By Weekday —Tim |—
Mon Fi
Tue Sat Ti [ | Eil Pay
imes:
Hrs:
Wwed 5
Thu — * Event Code(s)
— Ci 5 7Z-Default (Maodifierspecified in billing)
— Status, C vy, Etc.
Status:\ 01- Pending vl
* Location: | ~]
= Company: | ~]
[ 01- Patients Home |
PoS: &

= Shift Group:‘ ~]
pos Direction: OTo O From @ nya
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New Events Process

1. Select the Frequency
2. Select the date or date range to be scheduled

[54) [

— Frequency
O PRN Visits
@ Single Event Date(s)
C Ordered Frequency
) rRecurring Every... Begin:|03/17/2021
0 v End:|03/29/2021
Days
O By weekday
Mon Fri
Tue Sat
Wed Sun
Thu
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New Events Process

3. Select a Client (Service, Bill type

and Pay type will populate).  x Client(s)
Type the name into the Client B o1 reer
field. - Staff B o2 Acive
B 03 - Hold
Payor . 04 - Discharged
: B B A Admissions

Click the status square next & v
to the field to use the N P—
Advanced Search OptiOﬂ. m
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New Events Process

4. Select a Staff (caregiver)
Type the name into the Staff field.

The Staff field can be left blank if
the caregiver has not yet been
identified.

Click the status square next to
the field to use the Advanced
search options.

Sandata

Staff

]

Payor

—

01

02 -
03 -
04 -

- Applicant

Active
Hold

InActive

All 5taff

|F- Internal Staff
|_-Sewice

View

Advanced Search




New Events Process

Enter the start and end times.

6. Enter the Event Code, if needed, selecting the Event Code matching the
authorization.

/. Remove unwanted Event Codes by selecting and clicking the red X to remove.

— Times
Times: IW Bl Pay
W Hrs: Hrs:
— * Event Code(s) Jﬁ—
ZZ-Default (Modifierspecified in billing)

Sandata



New Events Process

8. After all options have been set, click Add to preview the schedules.

E-t~ ' SANDATA 7 Logout

Boxes next to schedule line indicates if schedules have conflicts (e.g. selected staff
has overlapping assignment)

| ouT |T: | Duration | Status
| | | | 2/5/2018-Mon Adams, Arthur Bartlett, Jedd HHA DEF-Default  10:00 15:00 S5 01- Pending
[" [ 1] 1=z/7/2018-wed Adams, Arthur Bartlett, Jadd HHA DEF-Default 10:00  15:00 5 01- Pending
' 2/8/2018-Thu Adams, Arthur Bartlett, Jedd HHA DEF-Default 10:00 15:00 S5 01- Pending

9. Ifthere are no conflicts, click Commit to save schedules to the database.
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Demonstration — New Events

Creating Schedules
Checking for Conflicts
Committing Schedules

DEMO
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Editing Schedules




Individual Schedule Edit - Times

Opening the Schedule Detall
allows for editing the individual
schedule.

To adjust the schedule time,
update the Proposed Time
fields and Save.

Sandata

¥ Documents:0 % Call Log:0 & Tasks:0 Autharizations

General — Status
Date: [p3/30/2021 “Tue £| Status:[01- Pending ~]
[ e e : -
Service: 17HC- Personal Assist Srvcs v] Cancel:
Company: Acme Homecare [ Times
Location: New Yark Proposed: g7.00 || 13:00 =& hrs PITP |
PoS:| “l:.l Santrax: 6  hrs
Shift Group: New York No Shift ~] Adjusted: 07:00 |13:00 = 6 hrs
Pos Direction: O'To OFrom ® /A : R——
’*EVE"t Code(s) —————————————P/Tijp ~ \"J’dﬂ“ Carfare: $0.00 TT Estimate
R : . ~ il ~
EC1- Special I Miles:|0.00 {2 TT Bill{0 v
FCnmment, | TT Pay: 0 b

— Clients B EY

Jane, Mary - NYC0201517-MCD ]

Jane, Mary 1~ [ Bill As: [01-Hourly ] [Joverride L3 B4

‘Quantltv tate |E1|H Amt

EC1 01 - Hourly 0.00 $0.00 $0.00 01 - Pending

— Staff e

Bryant, Jean - 000012081-HHA }

Bryant, Jean | ‘. P/T: ‘L v | PayAs: [01-Hourly ~ Override .Jm

| Quantity

EC1 01 - Hourly 6.00 01 - Pending

’ 0 s




Individual Schedule Edit - Changing
Caregiver

> Tochange the scheduled caregiver: SGenerl || W voruments0_ | @ Colllonr0_| @ Tk | Auhorcanons

— General —Status
Date: Tue EI Status:| 01- Pending =
1. Change the status to Cancelled. o r— |
Company: Atme Homecare . —Times - 02- Confirmed M

03- In-Process

Location: New York Prop
PoS:| v|u g 04- Closed
shift Group:| New York No Shift <] Adif --:
Pos Direction: O To O From ® nya v‘__ 10- Cancelled
Euant Cadals) N~ T W

2. Click the arrow next to the Cancel field, choose the appropriate reason code and click

>ave.

WGeneral %> Documents:0 & Call Log:0 & Tasks:0 Authorizations
— General — Status
Date: 03;30}{2021 - Tue E Status'l 10- Cancelled V|
Service:| 17HC- Personal Assist Srvcs ~] Cancel: a
Company: Acme Homecare — rimes
Location: New York Proposed: p7.00 || 13:00 |=6hrs /TP ¥ |
PoS:| v|a Santrax: & hrs
Chift Croue. New York No Shift v
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Individual Schedule Edit - Changing
Caregiver

3. Click OKwhen prompted to Clone the schedule to Reassign it
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Individual Schedule Edit - Changing
Caregiver

4. Click OK to view the new schedule to add the replacement caregiver and click Save. - OR

Click Save without selecting a replacement caregiver if not yet known.

. Schedule Detail

WGenera 1 %2 Documents:0 ¥ Call Log:0 & Tasks:0 Authorizations
— General — Status
Date: ~Tue |2 Status:|01- Pending ~]
Service: 1021Z- Personal Care Services | Cancel: a
Company: Acme Homecare —Times
Location; New York Proposed: g7.00 || 0%:00 |=2hrs PT{P ~|
Pos| "|ﬂ Santrax: 2 hrs
Shift Group:[New York No Shift ~] Adjusted: 07:00 09:00 = 2 hrs
Po5 Direction: O To O From ® r/a — Associated Totals
—Event Code(s) PT1p rﬂj’."ﬁ' Carfare:$0.00 TT Estimate
ZZ- Default (Modifierspecified in billing) Miles: 0.00 3 TT Bill:; 0 3
—Ce ts | TT Pay: 0 A

= ==

Sandata



Individual Schedule Edit - Quick Cancel

To cancel a schedule due to aclient reason:

1. Change the schedule status to
Cancelled.

2. Click the arrow next to the Cancel

field, select the appropriate reason
code and click Save.

. Schedule Detail

Location: MNew York

Prop

Pos| v|a gar 0% Closed
Shift Group:| New York No Shift -
PoS Direction: O To CFrom
Tl o

WGenera 1 %2 Documents:0 & Call Log:0 i Tasks:0 Authorizations
— General — Status
Date: 03/30/2021 - Tue ._';'l Status:| 01- Pending e
- Cancel:| 01- Pending
Service:| 17HC- Persona | Assist Srvcs v] :
— Times — 02- Confirmed
Company: Acme Homecare

032- In-Process

Tasks:0

Authorizations

— Status

Statys:| 10- Cancelled

\,||

Cancel: a I|
— T1mes -
Proposed:| n7.00 13:00 |=6hrs pﬁ:|i M|
Santrax: 6 hrs
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Mass Edit —

Times, Staff, Event Codes, Status

Allows for quick editing of schedules individually or as a group.
Use the filters to focus on the schedules that need to be updated.

Right-click on schedules and choose Select All or click the schedules to be edited.
(Ctrl + click to select multiple).

Right-click again and choose Mass Edit
Mass Edit options displayed are: Times, Staff, Event Codes, Bill Type or Pay Type.

Select the appropriate choice and follow the wizard.
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Mass Edit

Open
Select all
Unselect all

View
Mass edit

Copy forward
Refresh rates

Client

Event code

Service

Staff
Status

Times
Bill by
Pay by
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Mass Edit — Service

The Service for schedules can also be edited as a group instead of individually

From the Scheduling Overview screen, use the filters to identify the schedules
to be edited.

The current Service must be selected as one of the filter options
Once the schedules are displayed, right-click to ‘Select All.
Right-click again and choose Mass Edit > Service.

Select the new service, click Save and choose the appropriate reason for the
change.

Sandata



Schedules and Client Status

Changing a client’s status to Hold or Discharged will cancel previously
scheduled encounters.

e Schedules will be cancelled from the effective date forward.
« Staff will be removed and available for re-assigsnment
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Schedules and Client Status

Changing a client’s status from Hold to Active will reactivate previous cancelled
schedules.

» Schedules can be rebuilt based on any new or revised authorizations.

* |fexisting schedules are changed from Cancelled to Pending status (with Mass
Edit), staff will be blank.
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DEMONSTRATION - EDIT SCHEDULES

Mass Edit Tool

DEMO
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What You Have Learned

Accessing the Scheduling Overview screen
» Search Filters, Sorting, and Status colors
* Opening and viewing the Schedule Detall

How to create new schedules
* Permanent Template
* New Events

Editing individual schedules
Using Mass Edit for quick editing of a group of schedules

NP8 KNOWLEDGE IS KEY
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Questions...
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How to Stay Connected

' ctcustomercare@sandata.com

' Telephone

. 1-855-399-8050
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