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System Functionality

The RI EVV functionality includes:

0 Electronic Visit Verification - Tracks Time and Tasks

©* Provider EVV Web System - View and manage Home Care
services

* Provider Scheduling Module - Schedule visits based on authorized services
* Provider Billing Module - Validates Home Care claims prior to submission
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System Requirements

0 Santrax® Payor Management

* |s aweb-based application accessed using a web browser
e Support Internet Explorer 9, 10, 11, and Firefox

e Chrome and Safari are not supported

" Windows 7 or Higher are Recommended

e Apple/Linux Operating System users can use an approved
browser (see above) in a virtual PC environment to access the
SPM System

e Santrax Payor Management requires the ability to right-click

TECHNOLOCIES

Confidential | www.sandata.com 5 Sandata



System Requirements (cont’d)

0 Acrobat Reader or other PDF Viewer to view reports

“* Hard Drive and Internet Requirements

Internet connection — High Speed Broadband (T1, cable, FIOS)

Display Resolution: 1024 x 768 or higher

At least 2 GB RAM

At least 1 GB free space on the hard drive

© The Agency Management web system is designed for use on
desktops and laptops
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Account Access

© Upon completing the Site Survey and training, you will receive
your agency Welcome Kit email containing:

e Database URL

e ADMIN login credentials
e (Call Reference Guide

* Getting Started Guide

© Agencies will need to set up each system user with a unique
user name and password.

© To protect your information, Santrax Payor Management will
automatically log you out after a period of inactivity.
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LOGGING IN
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Logging In

7 Once a user enters the database URL, two browser windows
will open

e The first window is the launch window and is used to launch the application.

https://us.sanda...rity/legin.aspx %

~—
@/""i'ﬂ https://us.sandata.com/security/login.aspx & || Q Search * B 9 3 @ 9

SAM application has been launched in full screen mode. You may close this window. Close

e Use the launch window as the URL to set a Bookmark (Firefox) or Favorite
(Internet Explorer)

recHNODLOCIES

A .
HEALTH S TRBEAK Confidential | www.sandata.com ) Sandata

QSEII’VICES
"o moo‘-“‘\’




Logging In

e The second is the dedicated Santrax Payor Management application login
window

» Usernames and Passwords are case sensitive

e Passwords must be at least 8 characters in length and contain a capital letter,
number and special character

“* Launch window can be closed once application window opens
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Pop Up Blockers

If the application login window does not open, check to confirm
that pop-ups are allowed for the URL: .sandata.com

Firefox prevented this site from opening a pop-up window.

Allow pop-ups for ok.sandata.com

Edit Pop-up Blocker Options...

Don't show this message when pop-ups are blocked
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Home Page
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> My Documents | § Authorization I My Notes

‘ Auth Date

Activities For Thursday, Jun 07
My Schedules _J Clients A, Compliance [ L ges and Notificati ] 8 Santrax Dashboard
Message of the day.
Make sure all schedules are confirmed each day.
Notifications
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ONLINE DOCUMENTATION
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Documentation Library

© Help Menu opens the Sandata Universal Documentation
Library

©* Provides application documentation, not EOHSS program
specific documentation

0 The first time you access the Help menu for the day, the
system will prompt for a username and password

* Username: samtraining

e Password: radiant26
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©* The Library contains PDF documents organized by module
©* Documents can be printed or saved to local computers

Staff Search
- Click Su.ffmto searching for a staff member. Manual
- ::::)e:j:tszgﬁ members. Manual

- Entering Staff Flow Chart Flow Chart
Staff Navigation Bar

Staff P I Se
. The fu:cl:i:):.ality:::he staff personal screen. Manual
E :;:ﬁ':::t::zlity of the staff contacts screen. Manual

Chart

B3 :’:::ﬁff:c':oun:z:yr:‘:he staff general screen. Manual
[;IJ ‘?’:\:ﬁfﬁ:’::::laeh’ty of the staff schedules screen. Manual -
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Rhode Island EVV Page

As documentation specific to Rhode Island EVV Program is
created, it will be available on the Rhode Island EOHHS website:

http://www.eohhs.ri.ecov/ProvidersPartners/ElectronicVisitVerific
ationEVV.aspx
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COMMON ELEMENTS

* Page elements used throughout the System
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Menu Bar

© Allows access to the major system modules and is displayed
throughout the application

0 Only display’s functions the user has permission to access

0 The current time zone setting and username of the current
user is displayed on the right

© Clicking the username opens the user profile, allowing the
user to change their password

NE Op
01‘ k,o
SN PR

TECHNOLOCIES

SERVICES
o, ®
S

SO\ e (
HEARTH A PR A Confidential | www.sandata.com ) Sandaf&'



Tool Bar

Y Clear Filter /'F) Refresh q: New Staff \& Print

0 The Toolbar is the blue bar located at the top of the screen
below the Menu Bar

© Appears to the right of the Screen Title, once a menu (Client,
Staff, Scheduling, etc...) is selected

©* Actions available are specific to the module screen
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“Breadcrumbs”

' Appears at the bottom of every screen
© Listing of all open screens accessed by user
“' Quick navigation to previously viewed information

¢ Home screen always appears as the first item on the Go To
bar as a shortcut back to the homepage N
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Search Functionality

Search is consistent throughout the application and is divided
into 3 parts:

For Santrax Payor Management screens:

 Sta
ff Bl Search Filters: Specify Criteria
e C(lient

e Scheduling

« Billing Review = Summary Bar: Count Items in the Results

e [nvoice

e Billing Export o8 Results List: Details of Items

e Payroll Review |
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Example — Client Search
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Clear Filter B New Client \A Print

—Search Filters
Company: ~  First Name: i Clinical Manager: v Address: i
Location: - Last Name: Staff Manager: - City: o State:
Admit Type: - Language: - Marketer: F 4 I1 w:_ -

Team: - 1D: Coordinator: e rg
Status: 02- Active - SSN: __ - - Payor: -

Reason: - MRN #: Payor No: Non-Compliant Clients

| Reassian Manager/Coordinator |

As Of: 03:21 AM

e OUMMary

ChartID Other ID Compliant Referrer
Through
Jones, Edward 1-6854207-PP -02 02/24/2016 02/24/2016 12/31/2055
Jones, George 1-6854127-PP .02 09/11/2013 08/01/2013 6854127 12/31/2055
Jones, Janet 1-6854183-PP Moz 06/15/2015 06/15/2015 12/31/2055
Jones, Lucy 1-6854140-PP Moz 12/12/2012 R It s 12/31/2055
Jones, Marjarie 489-6854175-UHC .02 01/01/2015 ﬁﬁy 12/31/2055
Jones, Sandy 1-6854195-AET .02 11/15/2015 11/15/2015 12/31/2055
Jones, Smitty 1-6854194-AET .02 11/19/2015 11/02/2015 12/31/2055
Jones, William 671-6854156-AET .02 05/05/2014 05/05/2014 12/31/2055
Joseph, Mary 1-0000002-PP -02 08/05/2013 08/05/2013 12/31/2055
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Entering Dates

" Enter the date directly into the From and To fields
e Format must be in mm/dd/yyyy
1 Use the calendar icon next to the Date field to choose the

date —

Date From: | 03/23/2016 Hh
Date To: | 03/23/2016 &

0 Use the larger Calendar to select a date or enter a date range

e Select the From Date
“ o« March 2016 »
e Hold Shift Key + Click the To Date B ke G W E B B
4

28 29 1 2 3
6 7 8 9 10 11 12

42
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Calendar Controls

1. On either side of the month =0 _
are single and double S o5 a5 A i

6 7 8 9 10 11 12
alfFroOws. 13 14 15 16 17 18 19

e  Single arrows advance one month 20 21 22 23 24(25) 26
at a time

. Double arrows advance one year El = -_i—

at a time

2. Clicking the month name

allows the user to type in 6 s
13 Go Today
the year and select the 20

Jan  Feb Mar
month - Apr May  Jun
Jul Aug Sep
Oct Nov Dec

Confidential | www.sandata.com




7 Notes can be created in Staff, Client and Schedule records

e Can be marked completed or left open for follow up

0 From the bottom panel on the Home Screen > My Notes tab,
a user will see their ‘open’ notes

%> My Documents 8 Authorization | . My Notes I

‘ Attached To

Aide called off, dog died Schedules | Task Note Details BP Add Comment & Print e Delete
Rita has the skills to work for any clie Contacts Name: Smith, Penny Name: Williams, Susan

No show, client does not want employ Schedules — Note

Original aide called off...going on vac Schedules Type: |31 - call Out

& Note: No show, client does not want employee back.

Completed:

&
x
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Action Buttons

v. @ Clear Filters — removes previously entered filter

criteria

© Refresh — run search/refresh the screen
© Add — add information to that area of the screen
0 Delete — delete selected information

@ See All Options — view all choices for the field
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4

& Schedule Detail

“A short pencil is better than a long memory”
0 Audit Trail of changes made by: user, date & timestamp
© Clicking a historian entry will highlight the values saved in that

instance
0 Call times are logged as: Santrax interface

" HISTORIAN

Confidential | www.sandata.com

WGeneral > Documents:0 4@ Supplies & Call Log:0 & Tasks:0
I
—General — Status p
Date: |3/16/2016 12:00 - Wed Status:| 02- Confirmed =l
Service: AD- Aide Services - Cancel:| 1=d
Company:| Al Home Care —Times
Location:| New York Office - Proposed: 10:00 15:00 = 5.00 hrs P/Tijp =
PoS: ~ 3 Santrax: _:__ _:__  5.00hrs
Shift Group: Al Home Care No Shift - Adjusted: 10:00  15:00 | = 5.00 hrs
PoS Direction: @ 7o © From © n/a — Associated Totals
— Event Cod P/T: ‘ iles:i AP |
vent Code(s) /T p v HHaaah miles: 0.00 | TT Bill: 0 .
DEF- Default a Supplies: $0 TT Pay: 0 cl
I’_CQ.m.!!l.Le"ts - |
l—clie ts ﬂﬂ]

2 Sandata/System i

377016
6:17:12 AM




What You Have Learned

©» Santrax® Payor Management (SPM) minimum system
requirements; web based and supported by Internet Explorer
9, 10, 11 and Firefox.

©* Login and Password requirements:

* Usernames and Passwords are case sensitive

e Password minimum length is 8 characters and must contain capital letter,
number and special character

© Welcome Kit sent via email will contain:
e URL for your agency’s database
e Getting Started Booklet (GSB)
e Santrax Call Booklets for your field staff
e ADMIN login credentials
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What You Have Learned

“» How to access the documentation online:

e Sandata Universal Documentation Library

e Rhode Island EOHHS website
(http://www.eohhs.ri.gov/ProvidersPartners/ElectronicVisitVerificationEVV.aspx)

© Common System functionality including:

e Menu Bar

e Tool Bar

e Breadcrumbs

e Search, Date Entry
e (Calendar controls
* Notes

e Action buttons

e Historian
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