
Adding Clients to Provider EVV Account 

 

To get started, log into the EVV portal with your OH|ID at 
https://sandata.zendesk.com/hc/en-us/sections/8009092910867-Ohio-OH-
ODM 

Once logged in, follow the steps below to add clients (recipients), services, 
and authorizations.  Added clients must be activated in a separate step 
listed below. 

 

1. Select Recipients, then select Recipient Management. 

 
 

 

2. Select Create Recipient. 

 

3. A popup appears. Complete all required fields, then select Search. 

https://sandata.zendesk.com/hc/en-us/sections/8009092910867-Ohio-OH-ODM
https://sandata.zendesk.com/hc/en-us/sections/8009092910867-Ohio-OH-ODM
https://sandata.zendesk.com/hc/article_attachments/38474300692243
https://sandata.zendesk.com/hc/article_attachments/32064895570707


Notable Exceptions:  
•    If the ODA Only / No Medicaid ID switch is turned on, no Recipient 
will be found when you select “Search”, so do not select this option. 

After the Recipient’s Medicaid ID number has been assigned, the 
Medicaid ID number must be added to the Recipient’s Record. Open 
the Program tab and add the Medicaid ID under the Payer Details. 
Visits will remain in an incomplete status until the Recipient’s profile 
has been updated with their Medicaid ID number.  

 
 
Program = DD 
Client Payer ID, SSN, and phone can be left blank. 
 

https://sandata.zendesk.com/hc/article_attachments/39958865208083


4. If a matching Recipient is found, the screen will refresh and include 
Recipient details. Select Create Recipient. 

 

 

5. The Recipient record loads in a Pending status. There are required 
fields in the Personal and Program tabs. All required fields will 
have an asterisk (*). 

 
 

 

6. In the Personal tab, scroll down to the Addresses | Phone 
Numbers tile, and select Add. 

 

 

 

 

https://sandata.zendesk.com/hc/article_attachments/32064895570707
https://sandata.zendesk.com/hc/article_attachments/39958869376403
https://sandata.zendesk.com/hc/article_attachments/32064874242963


7. Complete all required fields, then select Save. 

 

 

8. In the Program tab, select Add Service. 

 
 

DD Services will be either HPC or Residential Respite (whichever service you are 
providing). 
 
 

https://sandata.zendesk.com/hc/article_attachments/32064895598995
https://sandata.zendesk.com/hc/article_attachments/39958865211411


9.  Complete all required fields, then select Save. 

 

 

10. Select Add Authorization. 

 

 

 

 

 

 

 

https://sandata.zendesk.com/hc/article_attachments/32064874253331
https://sandata.zendesk.com/hc/article_attachments/32064874255763


11. Complete all required fields, then select Save. 

 

a. The Format selection must match the selection made when 
creating a schedule for the Recipient. For example, if units are 
selected in the authorization, the schedule must be created in units. 

 

https://sandata.zendesk.com/hc/article_attachments/32064874259475
https://sandata.zendesk.com/hc/article_attachments/32064874261267


b. Authorization Limitations can be added to restrict the amount of 
time recorded within a specific range of days, weeks, months, or 
years. 

 

 

12. Select the status drop-down in the upper right corner of the 
screen, then select Active. 

 

https://sandata.zendesk.com/hc/article_attachments/32064895614867
https://sandata.zendesk.com/hc/article_attachments/38474282902419


13.  Download the Sandata Mobile Connect app on your phone.  Disable GPS 
tracking for the app in your phone settings unless you have written consent 
from the individual to use GPS. 

 
14. Use the EVV Sandata Mobile Connect app to capture visits when providing 

services.   
 
15. Monitor weekly provider billing reports in eMBS for EVV errors. 

 


