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Introduction 

This document contains instructions on entering and removing staff exclusions for a specific payor. Agencies will use this 

procedure when the payor has indicated that a staff should not be working with any of the payor’s patients. Once an 

exclusion has been entered, the system will prevent the staff from being scheduled for any cases corresponding to the 

selected payor. 

Entering Staff Exclusions for a Contract 

1. From the top navigation bar, hover over Billing and select Payor from the menu. 

 
 

2. Locate the contract for which you will enter the exclusion and double click on its name. 
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3. From the System Payor screen, click on the Staff Exclusions tab. 

 
 

4. Click on the Add button (green square with plus sign) to enter a new exclusion 

 
 

5. Enter the details of the exclusion and click Save once finished. 
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6. The excluded staff will now be listed. Click on Save to exit the System Payor screen. 
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Removing an Exclusion 

If you receive notification that the staff should no longer be excluded from the payor, you will need to remove the 

exclusion to allow scheduling the staff to the payor’s cases. Follow these steps: 

1. Locate the contract for which you will enter the exclusion and double click on its name. 

 
 

2. From the System Payor screen, click on the Staff Exclusions tab. 
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3. All excluded staff for the contract will be listed. Double click on the staff that will be removed from the 

exclusions list. 

 
 

4. Enter and End Date for the exclusion. Then, click on Save to exit this screen. 

 



 

Staff Exclusions at Payor Level 

 

Staff Exclusions at Payor Level   
Proprietary and Confidential. Copyright © 2019 Sandata Technologies, LLC. All rights reserved.                                                 Page 6 of 6 

5. The employee will continue to be listed and the End Date will be displayed. Click on Save to exit this screen. 

 


