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Rhode Island EOHHS Electronic Visit Verification 
(EVV) Program Provider Training – Phase I 
Scheduling Module 
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Agenda 

Creating Schedules 

Searching for Schedules 

Editing Schedules 
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Creating New Schedules 

 
 
CREATING NEW SCHEDULES 
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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. 

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. 
• Frequency (single event, days of the week) 
• Dates 
• Client (filtered based on Service) 

• Staff (filtered based on Service and 
Client) 

• Service (including Bill and Pay Type) 
• Times (military time)  
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New Events Process 

1. Select the Frequency. 

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

 

 

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



Confidential | www.sandata.com Confidential | www.sandata.com 8 

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. 
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New Events Process 

5. Enter the start and end times. 

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

7. Remove unwanted Event Codes by selecting and clicking the 
red X to remove.  
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New Events Process 

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

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

9. If there 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 
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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. 
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Search Filters 
Service or Position 
Date Range 
Day of the Week 
Unassigned (no staff) 

 Client or Staff 
Branch Location 
Coordinator, Managers 
Status 
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Sorting Results 

Clicking any column header sorts the results by that column. 

Clicking a second time reverses the sort order 
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Schedule Status Colors 

In the results list, the Status column will be highlighted with a 
status color. 
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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. 
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Viewing Schedule Detail 
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DEMONSTRATION −  
SCHEDULING OVERVIEW 

• Search Filters 
• Sorting search results 
• Schedule Details 
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EDITING SCHEDULES 
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Individual Schedule Edit – Times 

Opening the Schedule Detail allows for editing the individual 
schedule. 
To adjust the schedule time, update the Proposed Time fields 
and Save. 
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Individual Schedule Edit – Changing Caregiver 

To change the scheduled caregiver: 
1. Change the schedule Status to Cancelled. 

 
 
 
 
 

2. Click the Blue arrow next to the Cancel field, select the appropriate reason code 
and click Save. 
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Individual Schedule Edit – Changing Caregiver 
3. Click OK when 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. 



Confidential | www.sandata.com Confidential | www.sandata.com 25 

Individual Schedule Edit – Canceling a Visit 

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

 
 
 
 
 

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

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 
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Schedules and Recipient Status 

Changing a client’s status to Hold or Discharged will cancel 
previously scheduled encounters. 
• Schedules will be cancelled from the effective date forward. 
• 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 

How to create new schedules 
• New Events 

Accessing New Events and entering schedules 

Accessing the Scheduling Overview screen 
• Search Filters, Sorting, and Status colors 
• Opening and viewing the Schedule Detail 

Editing  individual schedules  

Using Mass Edit for quick editing of a group of schedules 
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DEMONSTRATION − EDIT SCHEDULES 
• Mass Edit Tool 
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