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Welcome to EPStaffCheckª.  This user guide will walk you through how to use EPStaffCheckª to verify exclusion status for new 
staff and vendors, as well as how to set up regular, automatic, re-screening of your current staff, vendors, physicians, and other parties.  
Each step is numbered.  Just fi nd the corresponding number in the screenshot to fi nd your next step.

If you ever have any questions or need help, support is provided free of charge.

+email  support@YostEngineering.com
+phone  1.888.395.9029
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To get started, you will need your username and 
password.

[1] Go to the EPStaffCheckª webpage at 
 www.EPStaffCheck.com.

[2] On the left-hand side of the screen you will fi nd the  
 Client Log in box. 

[3]  Enter your YEI Login

[4]  Enter your Password

[5]  Click ÒLog inÓ

You will be taken to the Yost Engineering Client Portal.  
From this screen you can see the services to which you  
are currently subscribed, download Newsletters and 
Manuals, as well as fi nd resources to help you manage your 
CMS and OIG Compliance Plans.

[6]  To access EPStaffCheckª, click on the   
 EPStaffCheckª link located on the left toolbar under  
 the heading ÒMy Services.Ó

You are now at the EPStaffCheckª Start Screen. 

[Getting Started with 
EPStaffCheck™]
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You probably already have staff, vendors, and other parties 
with whom you are doing business.  The easiest and fastest 
way to check these individuals and businesses is to set up a 
batch fi le that can run automatic checks on a periodic basis.  
A batch fi le is a group of names stored in EPStaffCheckª 
on which searches can be run.

Although some states and programs only require annual 
checking, monthly checking is really very important, and 
is required by some states and programs.  Even if you do 
annual checking and avoid penalties and fi nes, you would 
still be responsible for repayments, which can add up 
quickly.  Doing the checks automatically doesnÕt cost you 
anything extra and provides you with timely feedback so 
that you can address any issues promptly.  

There are two ways to create and maintain your batch fi les.

Bulk Upload

The easiest way to create a batch fi le is to load them from a 
spreadsheet you have.  EPStaffCheckª can easily import 
from an Excel spreadsheet or CSV fi le.  You do not need to 
format your fi le in any particular way, and EPStaffCheckª 
will copy key information, but will not change your original 
fi le in any way.  It will also ignore extra fi elds or data that 
it doesnÕt need, so you donÕt have to create a special fi le for 
EPStaffCheckª.

[Setting up Automatic 
Searches]

-4-

[1]

[2]

[4]

[3]

[1]  In the EPStaffCheckª Exclusion Batch Files tab,  
 click ÒUploadÓ in the Batch File Options Panel.

[2]  Click on the computer icon to bring up a dialogue  
 box.

[3]  Locate the fi le you created with your search names  
 and click ÒOpenÓ to select.

[4]  Click ÒSaveÓ to begin the upload process.



[5]  Step-by-step instructions for the Batch File Upload  
 Helper are located in the bottom pane:

[5a]  You will be prompted to select the name  
  column by clicking on it in the Reference  
  Records panel.  If your spreadsheet has   
  separate columns for fi rst and last names,  
  choose the column that has the name you want  
  your list to be sorted by.  If it has a single  
  column, choose that column.

[5/6b]  Click ÒSelect.Ó

[5c]  A dialogue box will ask if there is another  
  column with name information.  If you have  
  separate columns for fi rst and last names,  
  click ÒYesÓ then choosenext name column.   
  Click ÒSelect.Ó  If you have a single name  
  column, click ÒNo.Ó  

[6a]  Select the Date of Birth column in the   
  Reference Records panel if youÕve included  
  Date of Birth in your spreadsheet.  

[5/6b]  Click ÒSelect.Ó  

[6c] If you didnÕt include a Date of Birth   
  Column in your spreadsheet, click ÒSkip.Ó

If you have State or UPIN/NPI columns in your 
spreadsheet, follow the prompts to select those columns.  
These are optional, and we highly suggest that they are 
left blank.  To leave them blank or if you donÕt have that 
information, click ÒSkipÓ for steps 3 and 4.

[7]  Using the Corrected Record Panel as a guide, check  
 for accuracy

[8]  If all looks correct, click ÒFinishÓ (you can always  
 edit records later).

[9]  If changes need to be made, click the ÒBackÓ button  
 until youÕre at the correct screen to make those   
 adjustments. -5-

[5c]

[5]

[5]

[5a]

[5/6b] [6c]

[7]

[8][9]



[10]  Click ÒYesÓ to verify that the Corrected Records look  
 correct.

[11] Click ÒOKÓ to confi rm
[12]  With your new batch fi le selected in the Batch File  
 Options panel, choose your:

[12a]  AutoCheck frequency

[12b]  Day of the month the report is to be run

[13]  Check the boxes next to each email address you want  
 to receive the report (add emails as needed).

[14]  Click ÒFinish.Ó

[15]  Once you are fi nished, click on the ÒSearchÓ button in  
 the Batch File Options Panel to run the report.

[16]  Click ÒOKÓ to confi rm the search.

In a few minutes, youÕll receive an email from 
EPStaffCheck@YostEngineering.com with your results.  
This email will be sent to you each time an automatic search 
is run.  

Uploading batch fi les will not make any changes to your 
original document.  You can maintain multiple batch 
fi les.  This way you can have separate lists for employees, 
vendors, board members, etc.
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Manual Entry

[1] From the EPStaffCheckª Start Screen, click on the  
 Exclusion Batch Files tab to access the Batch Files  
 Screen.

[2]  Click ÒNew.Ó

[3]  Name your new batch fi le.

[4]  Click ÒCreate.Ó

[5]  Click ÒOKÓ to confi rm.

[6]  Choose an email to which the reports from this batch  
 fi le should be sent.

[6a]  If you need to add an email address, click  
  ÒAdd EmailÓ in the upper left of the dialogue  
  box.

[6b]  You will be prompted to enter an email   
  address.

[6c]  Click ÒAdd EmailÓ to submit.

[6d]  Make sure the correct email(s) are checked.

 [6e]  Click ÒFinishÓ to confi rm.

[7]  With your new batch fi le selected in the Batch File  
 Options panel, choose your:

[7a]  AutoCheck frequency

[7b]  Day of the month the report is to be run
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[8]  To add individual names to this batch fi le, click ÒAdd  
 RecordÓ in the Batch File Contents panel.

[9]  Enter the name of the person or business.

[10]  Enter the Date of Birth if you have one.  This step is  
 optional, but helps to reduce the number of results.

In the majority of cases, we suggest that you leave the 
remaining fi elds blank.  

[11]  Click ÒAdd RecordÓ to add that name to the Batch  
 File.

[12]  You will now see that personÕs name in the Batch File  
 Contents panel.

Repeat steps [8]-[12] for all the names you want to check.

[13]  Once you are fi nished entering names, click on   
 ÒSearchÓ in the Batch File Options panel to run the  
 report.

[14]  Click ÒOKÓ to confi rm the search.

In a few minutes, you will receive an email from 
EPStaffCheck@YostEngineering.com with your results.  
This email will be sent to you each time an automatic search 
is run.
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Each time you run an automatic search, you will receive an 
email from EPStaffCheck@YostEngineering.com letting 
you know that a report is ready to view along with a link to 
access this report.  

You should save these reports in a safe location on your 
company network.  These reports provide you with a 
complete, date-stamped, ready-to-go audit history that 
documents your compliance, and makes it easy to provide 
every piece of information an auditor might want should 
you ever be audited.  

Remember to download and save your batch lists to your 
local network, in a safe location for future reference.  Many 
organizations set up a folder called Òsanction checksÓ or 
something similar, and drop each result set into that folder 
as part of their complete documentation.

[1]  Click on the link.

[2]  Choose the option to ÒSave to your computer.Ó

There are three reports that will be in each zip archive.

[3]  SearchTerms.csv.

The fi rst report is SearchTerms.csv.  This is simply a receipt 
that lists all the names EPStaffCheckª checked for you.  
There is nothing you need to do, other than save this.

[Reviewing Batch 
Reports]
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[4]  QuickSearchResults.csv

The fi nal report is QuickSearchResults.csv.  This can 
be opened in any spreadsheet application like Excel or 
OpenOffi ce, etc.   

 [4a]  The fi rst columns show you the name of your  
  employee or vendor that you wanted   
  EPStaffCheckª to search, along with their  
  Date of Birth if you entered one.  

 [4b]  The next columns show you the information  
  about any possible matches.  If there are no  
  matches for an employee, then they will not  
  show up on this report.  This report only tells  
  you about things you need to  check out, so  
  you can use it as a work list.  Additional  
  details can be found in the 
  SearchMatches.html report if needed.

 [4c]  As you review each possible match, use the  
  two columns on the right to place an ÒxÓ when  
  you decide the possible match is not really  
  your employee, and then add a quick reason as  
  to why you decided he or she was not a match.  

[5]  SearchMatches.html

Another report is SearchMatches.html.  This opens as a 
fully formatted report and can be used in conjunction with 
your QuickSearchResults.csv report.

When you have these reports, go back into EPStaffCheckª 
and perform an individual record search (enter the name 
the exact same way and with the same Date of Birth if you 
entered one initially), and then clear the results that were 
not actual matches.  This becomes part of your permanent 
audit trail and these records will no longer appear in your 
monthly reports.
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left of the page.  After 90 days, reports are moved to archive status and may be requested 
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normal business use.



To check entities without uploading a batch fi le, or to run 
an initial check on a potential new hire before adding them 
to a batch fi le, it is useful to run an individual search.  You 
can also add records to existing exclusion batch fi le via an 
individual search.

[1]  Select the Exclusion Search Tab.

[2]  In the Search Terms panel, enter the name to be   
 searched.  Use only the fi rst and last names.  It does  
 not matter in what order you enter the name.  For  
 example, Judy Johnson and Johnson Judy are both  
 acceptable).  EPStaffCheckª uses a matching   
 technology that will return close results, common  
 nicknames, as well as phonetically similar matches.

[3] If you have a birth date, this will reduce the number of  
 results you have to review, but it is not required.  

For business entities, enter the business name only.  You can 
add a state if desired, but do not enter any other criteria.

[4]  If this is a person/business that you want to add to  
 one of your batch fi les for automatic checking, select  
 the master fi le to which it should be added.

Leave the other fi elds blank.

[5]  Click ÒSearch.Ó

[Searching for 
Individual Records]
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[6]  Results of your search will appear in the center pane  
 labeled ÒSearch ResultsÓ and may include:

         * Possible matches

         * Location where the sanction took place

         * UPIN/NPI

         * Date of Birth

         * Notifi cation of duplicate matches

[7]  If the duplicates symbol appears this means the entry  
 is present in more than one sanction database.    
 Clicking on the duplicates symbol will show you the  
 other entries in case there is additional information  
 that would be helpful to your review.

[8]  Click on a name and detailed results will appear in the  
 right pane under Record Details additional   
 information varies with the source database, and may  
 include:

         * Sanction date

         * Name of which sanction database which is reporting  
    the information

         * Type of offense

         * Specialty and/or license number

 * Notes fromt eh sanctioning authority

Review the provided information to determine if a true 
match exists within your search results.  If the result is not 
actually your employee, add them to the cleared list (see 
next section).

[10]   Certain government databases allow for Social   
 Security Number or Employer Identifi cation Number  
 Verifi cation.  If a result is from a database with this  
 capability, a green checkmark will appear in the  
 ÒVerifyÓ column.  Clicking on this checkmark will  
 display the SSN/EIN Verifi cation dialogue box.
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[10a]  Enter the entityÕs SSN/EIN.

[10b]   Click ÒVerify.Ó

[10c]   The result of the search will be shown in the  
  result fi eld.

There are three possible results for the SSN/EIN verifi cation 
process:

Match

If the result states a match, then you defi nitely have a person 
who is sanctioned/excluded and you should immediately 
follow your procedures for such a situation.

Not Verifi able

If the result is not verifi able, this means the reporting 
government agency does not have a number on fi le for this 
entry.

Not a Match

If the result is not a match, this means the number you have 
entered does not match the number on fi le with the reporting 
government agency.  Because errors are possible in this fi eld, 
you should check with the sanctioning egency directly if all 
of the other available data seems to match your employee.

If at this point you are still unsure whether or not an entry 
is a match, you may need to acquire additional information 
on the individual.  Follow your organizationÕs procedures 
on doing so.  If the sanction listing is missing key 
information, or if you still cannot be sure of a match, contact 
the sanctioning authority, such as OIG.  To fi nd contact 
information, go to the Help tab, and the About the Databases.
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Once you have determined that a result is not a true match 
(for example, middle names do not match or the Date of 
Birth is not close), you can add that record to your cleared 
records list so it does not appear in your search results 
again.  You can also add a note to these cleared records.  
This is an important part of your audit trail and it will be 
saved in your EPStaffCheckª account for you.

To add a record to the Cleared Records list:

[1]   Select the record by clicking on it.

[2]   Click ÒAdd to Cleared Results.Ó

[3]   In the ÒCleared Result Notes,Ó add a notation as  
 to why this entry was not a match.  When   
 entering these notes, many offi ces also enter the date  
 and their initials as a record of who made the   
 determination.

[4]   Click ÒOK.Ó

[5]   Click ÒYesÓ to verify.

To clear an entire page of results:

[6]  Click ÒAdd this page to Cleared Results.Ó

Repeat steps [3] - [5].

The history of who you have cleared is always in 
the ÒCleared RecordsÓ tab, so if you clear someone 
accidentally, or want to ensure someone in your offi ce has 
not cleared themselves, etc., you can look at the cleared 
results and see what results are currently suppressed.

[Adding Records to the 
Cleared List]
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You may also click the Print button to generate a full report of all cleared results.
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[1]  In the last tab you will fi nd the Help Section, which  
 has reference materials and helpful tools.  

[2]  When you click Help, you will fi nd the ÒQuestion  
 Submit Form.Ó  You can use this to send us a request,   
 set up a training session, suggest improvements, etc.   
 We try to respond to submissions during the same  
 business day, usually within 1-2 hours.  You can also  
 email us at support@YostEngineering.com

 If you need immediate, urgent assistance, please call  
 us toll-free at 888.395.9029.

[3] Under ÒWhy Check for Excluded Parties,Ó you will  
 fi nd background information on exclusion checking.   
 Feel free to use this language if you want to add to  
 your employment applications and policy manuals.

[4] ÒWhy use EPStaffCheckªÓ and ÒFAQsÓ provide a  
 quick overview of program features, along with  
 frequently asked questions.

[Tips and Advice]
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[5] In ÒAbout the Databases,Ó you will fi nd information about the federal databases, as  
 well as information for each agency, to help you confi rm suspected matches.  For   
 example, you can look up the reason/source of the exclusion.  This can be helpful if you  
 have what appears to be a match, but the employee claims it is not him.  You will also  
 fi nd contact information for each sanctioning agency, so that you can contact them when  
 you are unable to confi rm a possible match any other way.

[6]  Tab specifi c help entries walk you through each of EPStaffCheckÕs screens.  Each   
 screenshot provides quick tips and instructions for best use.


