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How To Create A Bulk Upload

What Is A Bulk Upload? 

This process allows users to quickly add a large 
number of client or employee records into the 
Sandata CalEVV system using a provided Excel 
file. The file contains the necessary data and 
helps streamline data entry by reducing manual 
input. 

Preparing For A Bulk Upload 

1. Click the link Preparing a Bulk Upload File1.
This will route you to the Sandata website.

2. Open the Spreadsheet labeled California Manual
Entry Spreadsheet v3.0 – CA61.xlsm. Ensure that
the macro is enabled on your Spreadsheet. Follow
the steps below to enable macros:

3. Click Enable Editing.

 For Windows, go to File > Options >
Customize Ribbon, then in the left dropdown
choose Popular Commands, then in the left
column select Macros, then press Ok.

 For Mac, go to Excel > Preferences >
Ribbon & Toolbar, then in the Customize
the Ribbon section, under Main Tabs, check
the Developer check box, and press Ok.

4. Enter your Sandata assigned account number on
the Account tab.

5. Click the Client or Employee tab.

6. Enter all client or employee information.

7. Click the Payer-Program-Service tab.

 This must be done for each client entered.

8. Click the Account tab.

9. Click on Create Files.

10. Select a location to save the spreadsheet.

Creating A Bulk Upload 

1. Click the link Performing a Bulk Upload2. This will route you to the Sandata
website.

2. Sign in to your Sandata account.

3. On the left-hand side, select Bulk Upload.

4. Use the dropdown to select an upload type.

5. Click Browse.

6. Locate and select your spreadsheet to be uploaded.

7. Click Open.
 A success window displays when the upload is completed.

8. Click the download icon to save a copy of the result file.

 Users must save the result file, as it cannot be access after this screen is closed or
navigated away from.

9. Select a location to save the Upload File.

10. Click Save.

https://sandata.zendesk.com/hc/en-us/articles/4413742544275-Preparing-a-Bulk-Upload-File
https://sandata.zendesk.com/hc/en-us/article_attachments/45048906345747
https://sandata.zendesk.com/hc/en-us/articles/4413742543379-Performing-a-Bulk-Upload


 

 Adding any employee or client in the Bulk Upload File 
that has already been manually entered into the system 
will overwrite its existing record.  

 Leaving any field blank in the Bulk Upload File will also 
overwrite the existing field in the system. 

 

 

 

 

 

  
For videos on how to perform bulk upload of client and employee records, visit the  

CalEVV Training Library Archive3. 
 

For AltEVV providers, please access the CalEVV Alternate Vendor Resources4 for some 
helpful information. 

 

Join us for our 
July Office Hours!  

Friday, July 18 | 2pm – 3pm Q&A Only 
Register 

Monday, July 28 | 1am – 2pm Q&A Only 
Register 

CalEVV E-mail Notifications 
Stay informed with the latest news and updates. Click subscribe to join our mailing list. 

 
(Explore previous editions of the CalEVV Spotlight) 

 
 

 

 

 

 
Here are some helpful links to get you started! 

1Preparing A Bulk Upload 2Performing A Bulk Upload 

3CalEVV Training Library Archive 4Alternate EVV Resources 

DHCS CalEVV website  Sandata website  

 
 

 
Need Assistance? 

 
For program policy questions, email EVV@dhcs.ca.gov. 

For CalEVV customer support, call 1-855-943-6070 or email CACustomerCare@sandata.com. 

For EVV assistance with alternate systems, call 1-855-943-6069 or email CAAltEVV@sandata.com. 

To update administrator access to CalEVV, submit a request ticket through Sandata On-Demand. 

 

 
 

Questions? E-mail us at: EVV@dhcs.ca.gov 

                   
 

https://sandata.zendesk.com/hc/en-us/articles/4418031200787--CalEVV-Standard-English-Video-Training-Recordings
https://sandata.zendesk.com/hc/en-us/articles/23540997257107-Alternate-EVV-Resources
https://events.gcc.teams.microsoft.com/event/c0b96e16-ca65-43ac-9271-e868a6d02b75@265c2dcd-2a6e-43aa-b2e8-26421a8c8526
https://events.gcc.teams.microsoft.com/event/ddcde164-d260-4d65-85c2-0c7a02c3406e@265c2dcd-2a6e-43aa-b2e8-26421a8c8526
https://cadhcs.workflowcloud.com/forms/1541e755-f2e7-4f81-8188-b9388d55baf6
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.dhcs.ca.gov%2Fprovgovpart%2FPages%2FCalEVV-Spotlight.aspx&data=05%7C02%7CDiamond.Le%40dhcs.ca.gov%7C4a7083ede4954428d52108dd9d31f1dc%7C265c2dcd2a6e43aab2e826421a8c8526%7C0%7C0%7C638839560034696040%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=5%2FkxMWpI8lfmvFT6%2Fk9iCc3OJFHUx%2BCxvpyaXFTqlUg%3D&reserved=0
https://sandata.zendesk.com/hc/en-us/articles/4413742544275-Preparing-a-Bulk-Upload-File
https://sandata.zendesk.com/hc/en-us/articles/4413742543379-Performing-a-Bulk-Upload
https://sandata.zendesk.com/hc/en-us/articles/4418031200787--CalEVV-Standard-English-Video-Training-Recordings
https://sandata.zendesk.com/hc/en-us/articles/23540997257107-Alternate-EVV-Resources
https://www.dhcs.ca.gov/provgovpart/Pages/EVV.aspx
https://sandata.zendesk.com/hc/en-us
mailto:EVV@dhcs.ca.gov
mailto:CACustomerCare@sandata.com
mailto:CAAltEVV@sandata.com
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Furldefense.com%2Fv3%2F__http%3A%2Flinks.sandata.com%2Fls%2Fclick%3Fupn%3Du001.JAP7SrIL5DNrWj-2BerXNmLs5IDnlq-2BhYpe5dkeRC9BizgD7xn0BiDARCrLaq4LxR4WWpF865Koe4boWOwmeBbIQ-3D-3DXTAN_2OOvuHlRn9-2Fa-2BlnumfNattxwS2zr9Io-2FHACInzZi2gxdxYldGxkf6y6BRiHP-2BGeqhBNvBVkFNJMlrxmEagWdF-2FWgk-2BQog7a3TDRAKe75yLvpsA-2FhtFEi3i1sECVATvMLcY50k-2F8xxPp9XYAAaXSWd1MELSpYjZ8UdmTQ1yxLrrgUgHB8mwUhGZNjFQgR1OkOtodTgerxH8DiZc-2FvmmP5XMC9r8vw1Pr1JPqZOk6jpcyRREHCe5N89haQaNC3ELyiIjGyQs2lE-2Fg8w7-2Bi7-2FxsOfYkTPaylUYeYiWlX357-2B5uTNWUUsxzQiSXXppe1T1KxhAF0x3GnvYsZlaeNNfch-2BJWH2HRaL8McauvtsZXQLuwqwbwyQKBCV9ySaU-2FUZKrTx15CtP42wztz64r9kIpk4hAufdBmCH3uUw0IN0t2PiKLspckijfZuR1liBpsFIR5e4CNO-2BJmpOJoK9E0FZ094IYoPdy-2F-2B-2BwyoV4z3a6izghsNRtbFpewg6UY8PZvhGGjXFcG2uiEB0-2BW693RiIJe6yG0GPa4loo-2B05yf2mepiOpgjoH5ToGkpoWEPKe2I54BbQtqWeBYtvV6oRZqLFxzJVA5tPEQ-2Bi1wWFm3cxORyhjdRs2sMzl1iHvWSSu84IXG6ai8wyMTrUTQVAO8cMIvW-2FM5rQhytvVR78H5PO7Ji4tHaYW0h7CJyHR-2Fz9QADq2h71do-2FnOaF9CYTlX1Fa0SaOYVMzrw-2FYfq-2FcnmrDA1GHCcz3ixonrp-2Foq7DY0k5djfvzFAvprayjkPN1F0uaWTP6FSkr39vnyDiLQHeupXVpb-2BETn2KyxdQPbfrwBxBSGd0c1LyqnX-2BRA1qarJwN4cqONsBZiAvstolczgMkymFLuBmTTjptPk-2BIR5Kagj-2Fpv9uCKcGs-2BJP5UaARlFBXrSNA55xW303lZGnX4CYvzvedV30wOdJfSNjmhgSAHnobQ4UnVEkJvqLz-2FdQswMxBqV5mCDhl-2FKUMwneOyvtWvDgse-2B1SlCj8SlgGrWPtxY1TkG__%3B!!EuW5fDSpzeg!fgfNd0k_qodVQajTLyNwSTunyyl--co644qJJhWchy9kr2i4Lgd4Cb2fR5FoE3DrAQsfGeAIA0CwiovKa4kLBn6yhg%24&data=05%7C02%7CDiamond.Le%40dhcs.ca.gov%7C4a7083ede4954428d52108dd9d31f1dc%7C265c2dcd2a6e43aab2e826421a8c8526%7C0%7C0%7C638839560034774080%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=4k6T87Ehvy5wgqyXZ2pqVVjv5lHsGiRbp%2B6sF%2F%2BqvSA%3D&reserved=0
mailto:EVV@dhcs.ca.gov
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