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Creating New Schedules

CREATING NEW SCHEDULES
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0 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.

att v ° Scheduling

&3{2 New Events

@ Confirmation

)( Santrax

Note: Schedulers should review authorizations before using the New
Events screen.
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New Events Screen

The New Events screen is designed to be populated from left to
right and top to bottom.

o Staff (filtered based on Service and
Client)

* Service (including Bill and Pay Type)
* Client (filtered based on Service) e Times (military time)

* Frequency (single event, days of the week)
* Dates

— Date(s) — * Client(s)
© pRN Visits Begin: 04/22/2016 = -~ m
© single Event End: 04/22/2016 @
© ordered Frequency —Servi
© Recurring Every... * Carvice: « | [ Staff
z v * Bill Type: - | i'J.
Pay Typ
@ By Weekday
Man Fri [ rmes .
Tue Sat Times:
wed Sun —* Event Code(s)
Thu DEF-Default
— ts
—Status, C vy, Etc.
Status: 01- Pending
* Location:
* Company:
PoS: 01- Patients Home -
* shift Group:
PoS Direction: @ 1o © From @ n/a
o
e
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New Events Process

1. Select the Frequency.

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

— Frequency

© prN visits
o Single Event

) ordered Frequency

Date(s)
@ .
Recurring Every... Begin: 04/22/2016 =
0 <

End: 04/22/2016 o=
Days -

@ By Weekday
Maon 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).

 Type the name into the Client field

|7 * Client(s)
|

e Click the status square next to the field to use the

Advanced search options.

01
02
03

AL AnENEO
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04 -

- Referral
- Active
- Hold

Discharged

All admissions
View

Advanced Search

HEALTH A M AN Confidential | www.sandata.com ) San dﬂ!&

Mo mnt“’,



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.

Staff
ﬁ -/

. . E 01 - Applicant
 Click the status square next to the fieldto |g .. "
use the Advanced search options. = -
B 2 staff
Internal Staff
DService
O\ WView
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New Events Process

5.
6.

Enter the start and end times.

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:(13:00 |[14:00 6 @

— * Event Code(s) ﬂ-m-

DEF-Default
Z2Z- Default
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New Events Process

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

» . Clear Filter F:.ﬂ._d.:l

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

09-Regul 10:30 12:30 2

09-Regul 10:30 12:30 2

9. If there are no conflicts, click Commit to save schedules to the
database.
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DEMONSTRATION - NEW EVENTS

e Creating Schedules
e Checking for Conflicts
e Committing Schedules
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SCHEDULING OVERVIEW SCREEN
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Scheduling Overview

© Click the Scheduling button in the menu bar to open the
Scheduling Overview screen.

@ The Scheduling Overview screen is used to view or edit an
existing schedule.

* @ Testing Master

Activities For Monday, Apr 25

[ ® My Schedules ] ) Clients A Compliance

Client | Service | IM | Hrs | Miles
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© Client or Staff ©» Service or Position

“* Branch Location 0 Date Range

©* Coordinator, Managers ' Day of the Week

¢ Status © Unassigned (no staff)

& Scheduling: Overview Y- ClearFilter :') Refresh MR Add ‘L Print Close
— Search Filters:
Client: =X Date From: | 03/21/2016 B “« 4 March 2016 Pon
Admissicm:| |'J. Date To: | 03/21/2016 @ © M T w T E 5
Staff: ¥ . Time In: 0]
- | A 'Q 2 29 1 2 3 4 5
ompany: - Pasitian: - i :
| J l J Time Out: o 6 7 8 9 10 11 12
Location:| ¥| Agency| Ml Bmo Oru DOwe O1h Ofr Hsa Osuy 13 14 15 16 17 18 19
Admit Type: - Service: - >
) I ! I ! Santrax Calls Show Selected 20 22 23 24 &5 %
Cuordmatur:l x| Event:l T Unassigned 27 38 29 30 31 1
Region: - Team: - =
g I | I Hide Cancelled Events 3 4 3 o 7 °
Status: - MRMN #:
stus I | Filter For Client *or* Staff
Primary Pavur:l - | Payor £:
Clinical Manager:l v
Staff Manager:l x
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Sorting Results

© Clicking any column header sorts the results by that column.

¢ Clicking a second time reverses the sort order

N

Date | Client & Chart ID

07/02/13-Tue Adams, Abigail BR-0000058-R0O7
07/02/13-Tue Adams, Abigail BR-0000058-R0O7
07/03/13-Wed Adams, Abigail BR-0000058-R0O7
07/03/13-Wed Adams, Abigail BR-0000058-R0O7
07/02/13-Tue Boyd, Manny BR-0000001-RO7
07/02/13-Tue Boyd, Manny BR-0000001-RO7
07/03/13-Wed Boyd, Manny BR-0000001-RO7
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Schedule Status Colors
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“ In the results list, the Status column will be highlighted with a
status color.

‘i] ‘i] 2 m w Page size: 100 ~ 160 items in 2 pag
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

In Progress
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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.

Date Client Chart 1D Staff Pos Service EC

07/02/13-Tue Boyd, Manny BR-0000001-RO7 Gay, Tasha HHA T1004 22z

07/02/13-Tue Webb, Charlene = BR-0000003-RO7 o v d

L L= J

07/02/13-Tue Adams, Abigail BR-0000058-R0O7 (oF| > 22
Select all

07/02/13-Tue McKinley, Hamiltc MAR-0000002-R0O7 Cl ; 22
Unselect all

T _ Abicai " 5 _ L

07/02/13-Tue Adams, Abigail BR-0000058-R0O7 Ca i v | zZZ

07/02/13-Tue McKinley, Hamiltc MAR-0000002-R0O7 Cl Edit : 22

07/02/13-Tue Webb, Charlene BR-0000003-R0O7 C4a Copy forward ; i
Refresh rates
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Viewing Schedule Detail

Calls

@ Schedule Detail

—
WGeneral ] 2 Documents:0

 General

B Suppli_l.a_s:__..; W Call Log:1

W Tasks:0 %)LatefMissed Visit Handling
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Date:07/06/2011

Service: 71021

Service

Home He

J-wed [

[~ Status

Status: :03- In Process

Status

Client

Staff
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f El ~ Times
Company:| Company 7 T‘ . ] -
Locations| Location M =] Proposed: [11:5¢ |[12:50 | = 0.9 hrs
PoS| - Santrax: |11:56 | ]= 1 hrs\
PoS Direction: | Tg Fram Adjusted: (11:56 | EI =1hrs
[~ Event Code(s) — Associated Totals
GY- Dual Eligible

Schedule

Proposed Miles:|0.00
Miles: 0.

Supplies:

[~
2nA
2ledid,

TT Pay: 0

Actual Miles: 0.0C
TTEIll: 0

R
¥
tal
b

~ Clients

[ A Sandra - M00000090ST-HH |

&

Sandra. . .« . a4 o0 o4

L

52484905 [~ || eill As: [0z- vis

|E-||| Amt |'._:::|:.5-,

~ Staff

LI

D, Elizabeth - D0026-HHA ]

[=]

. .00026. . . .

.o "3. D]yAs:iﬂZ'\-"isit

£0.00 £0.00 [02 - Confirmed [=]

El & Override

K
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DEMONSTRATION -
SCHEDULING OVERVIEW

e Search Filters
e Sorting search results
e Schedule Details

Confidential | www.sandata.com



6 Sandata
o e,

s,

N R

Angoamn ¥

0.
2,

9,
% &
% e
3 ¥
gy

EDITING SCHEDULES

HEALTH & HUMAN
SERVICES

TECHNDLOCIES
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Individual Schedule Edit — Times

0 Opening the Schedule Detail allows for editing the individual
schedule.

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

a Schedule Detail

#Genera I W2 Documents:0 @ Supplies % Call Log:0 & Tasks:0
— General — Status
Date: gas25/2016 | - Mon @ Status: 01- Pending -
Service: AD- Aide Services - Cancel:| |=1
Company: A1 Home Care -] —Times
Location:| New Yark Office | Proposed: go00 || 1300 | 4hrs PIT: T
PoS: 01- Patients Home - n " Santrax;| 4\
Shift Group: A1 Home Care No Shift - Adjusted: 09:00 | 13:00 |= 4 hre
PoS Direction: © Ta © From @ w/a — Associated Totals
—Event Code(s) AR R ) v 41 X o Miles: 0.00 & TT Bill: 0 *
DEF- Default o Supplies: $0.00 TT Pay: 0 c
-
Comments

il =
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©* To change the scheduled caregiver:
1. Change the schedule Status to Cancelled.

& Schedule Detail ¥ oelete
b 1
WGeneral W2 Documents:0 @ Supplies & Call Log:0 @ Tasks:0
—General — Status
Date: pa/25/2016 - Mon @ Status: 01- Pending

- - i |:| 01- Pending
Service: AD- Aide Services ance

- 02- Confirmed
Company:|A1 Home Care v| — Times— 03- In-Process
Lucation:| Mew York Office v| Frop 84_ Closed
PoS: 01- Patients Home - n Sa
Shift Group: Al Home Care No Shift - Adjusted:|09:00
PoS Direction: © Tq @ From @ n/a

e WW\._,J-W‘N'U

2. Click the Blue arrow next to the Cancel field, select the appropriate reason code
and click Save.

& Schedule Detail e‘ Delete
.
#General %2 Documents:0 @ Supplies & Call Log:0 & Tasks:0
—General —Status
Date: ga4/25/2016 - Mon @ Status: 10- Cancelled ]
Service: AD- Aide Services - Cance|:| | :]
Company:| AL Home Care -] TS
Location:| New York Office | Proposed: ggi00 |[1300 |=4hrs  P/TH T
PoS: 01- Patients Home - n Santrax: 4 hrs

Shiff Group: Al Home Care No Shift - Adi = . _
justed:09:00 |[|13:00 |=4 hrs
W 'J\O—"-MM v -
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Individual Schedule Edit — Changing Caregivers;

3. Click OK when prompted to Clone the schedule to Reassign it

This Event Is Being Cancelled Because Of The Staff Member Would You Like To Clone
This Schedule To Reassign it?

ok ][ cancal
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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 g Delete
| WGeneral %2 Documents:0 @ Supplies @& Call Log:0 W Tasks:0
— General — Status
Date: W - Mon @ Status: 01- Pending -
Service: AD- Aide Services - CEHCEI:| |=]
Cumpany:| Al Home Care vl —Times
La-caticm:| New York Office vl Proposed:| ngnn || 1300 | =4 hrs BIT: T
PoS: 01- Patients Home - E Santrax: 4 hrs
WWM NATS ’ﬁﬂmw‘r R S |
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Individual Schedule Edit — Cancelinga\Visit

“ To cancel a schedule due to a client reason:
1. Change the schedule Status to Cancelled.

& Schedule Detail

WGeneral W2 Documents:0 @ Supplies

—General

& Call Log:0

& Tasks:0

— Status

9
%

o
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g Delete
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Date: p4/25/2016

- Mon @

Service: AD- Aide Services

Company:| Al Home Care

Locati 0n:| Mew York Office

PoS: 01- Patients Home

Shift Group: Al Home Care No Shift

Status: 01- Pending

— Times— 03

04-
Proy
A 0

Cancel:| 01- Pending
02- Confirmed
- In-Process
Closed

2. Click the Blue arrow next to the Cancel field, select the appropriate reason code
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and click Save.

aSchedule Detail

#General %2 Documents:0 @ Supplies

—General

& Call Log:0

& Tasks:0

e Delete

Date: pa/as/2016

- Man @

Service: AD- Aide Services

Cumpany:|A1 Home Care

Lucatiun:| Mew York Office

PoS: D1- Patients Home

— Status

ez

pe- 10- Cancallad
-
Cancel:|

Proposed:| ggop

Santrax:

Shiff Group: Al Home Care No Shift - adi .
justed:

Confidential | www.sandata.com
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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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Open
Select all
Unselect all

Vi . Client
T . Event code
Copy forward SESe
Refresh rates Staff
Status

Times
Bill by
Pay by
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Schedules and Recipient 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.
o Staff will be removed and available for re-assignment
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Schedules and Recipient 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.

If existing schedules are changed from Cancelled to Pending
status (with Mass Edit), staff will be blank.
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What You Have Learned

2 How to create new schedules

e New Events

©» Accessing New Events and entering schedules

© Accessing the Scheduling Overview screen

* Search Filters, Sorting, and Status colors
e Opening and viewing the Schedule Detail

© Editing individual schedules
0 Using Mass Edit for quick editing of a group of schedules
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DEMONSTRATION - EDIT SCHEDULES

e Mass Edit Tool
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