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Using Visit Maintenance
To fix and acknowledge exceptions on the Sandata website

Log into the Sandata website.  You will land on 
the visit maintenance screen.
          1. Use the “all exceptions” filter to find 
               visits with exceptions.
          2. Use the date range filter to narrow 
               your search, if needed.
          3. Use the employee filter to narrow your
               search, if needed.

When the visits are displayed, a red dot will mean there is an exception to approve.

Click the edit icon to view 
details of the visit.

Most common reasons for an Exception
1. Client Signature, or voice recording, is missing.
2. Client did not verify the services provided at the end of the visit.
3. Services provided during the visit are missing.
4. The minimum number of tasks is missing.
5. Client has not verified the visit time at the end of a visit.
6. Visit was logged without a call-in or call-out time.
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Exceptions that need to be FIXED will 
display a red dot.

  
Exceptions that need to be 
ACKNOWLEDGED will display an 
orange dot.

Acknowledging an Exception

To acknowledge an exception, 
click the box next to “acknowledge
this exception”.

Select a Reason Code and a 
Resolution Code from the 
drop-down menu.
     *you may add an optional Reason Note

Click SAVE

Fixing an Exception

Fixing an exception requires clicking on it
and completing or adding information.

If the shift is missing a call-in or 
call-out, you may either add a 
manual call or merge calls to fix
the exception.
  *See next page for instructions.
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Merging Calls
Follow this method if the employee enters a wrong/bad Santrax ID or if the employee calls in or out NOT using a 
registered phone number.

1. Click Merge Calls on the left side of the page.
2. If there are calls that can be merged, click 
     the round button next to the visit line to select
     the call.
3. Select the reason code and resolution code.
     *You may enter an optional reason note.
4. Click ADD

Manually Adding a Call
Follow this method if the call-in or call-out is missing.

1. Click Call Log on the left side of the page.
2. Enter the call-in date & time, as well as the
     call-out date & time.
3. Select the reason code and resolution
     code and service.
     *You may enter an optional reason note.
4. Click ADD


