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Paying Employment Related Child Care

The manual payment feature in SACWIS can be used to create payments for
ancillary services, such as paying employment related child care. To do so,
complete the following steps:

Important:

e The term day care (mentioned occasionally in this Knowledge Base
Article) is interchangeable with the term child care.

e To complete this process, you will need to put the newly created provider
payment on a roster, approve the payment, and then disburse the
payment. The steps for doing these activities can be found in the Foster
Care Maintenance (FCM) Payment Processing Knowledge Base Atrticle.

e Appendix A of this Knowledge Base Article presents scenarios for two
system warning messages that could appear when the record is saved,
along with steps to resolve the issue.

Creating a Manual Payment

1. From the SACWIS Home screen, click the Financial tab.
2. Click the Payment tab.

3. Select the appropriate Manual Payment Request link in the Navigation
menu on the left.

Home Intake Case Provider < Financial ) Administration
- |

help |

Payrment Request
Processing

Payrnent Requests Search

Subrnit Rosters for
R

The Manual Payment Selection Criteria screen appears.
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Paying Employment Related Child Care

4. Click the Payment by Provider link.

Fayrnent Reguest Manual Payment Selection Criteria
Payment By Provider

Payment Requests Search = — = h
Payment By Service Authorization

Payment Requests Roster SAUmel ¥

» Manual Payment
Request

| nep |

Payment Search

The link expands displaying the Provider Information section.

Important: If you're expecting to receive IV-E reimbursement, you need to choose
the service category and service type mentioned below.

5. In the Service Category field, choose Foster Care Miscellaneous from the
drop-down list.

6. Inthe Service Type field, choose Employment Related Child Care from the
drop-down list.

7. If you know the Provider ID number:
e Enteritin the Provider ID field (shown in orange below).
e Click the Go button. The provider information appears in the grid.

e Skip to the “Click the Create Manual Payment button” step below.

8. If you don’t know the Provider ID number, click the Search Provider button.

Fayrnent Reguest —Manual Payment Selection Criteria
Processing
= Payment By Provider

Payment Requests Search
I Service Category: * |Foster Care Miscellaneous ;I Service Type: * |Emp\oyment Related Child Care ;I I

Payrment Reguests Roster

Manual Payment
Reqguest

-

Provider Information

Payment Search T —
Submit Rosters for

Disbursernent

Disburse Payment

Agency Repayrnent Plan

Adoption Subsidy . o
Disbursements Payment By Service Authorization

Frovider ID: I m

Create Adoption Payment

The Provider Profile Search Criteria screen appears.
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9. Enter information into the filter criteria fields.
10.Click the Search button.

—Provider Profile Search Criteria

Provider Mame: || T aka Pravider Categaory: Iﬁ
Provider Type: | =l
Agency Type: ~ Agency: |
:‘:::?r st I m:;::?r test I T sounds Like
Frovider Provider
Reference I ;I Reference I Provider Status: I j‘
Type: Nurnber:
OR
Frovider ID: I

Advanced Search Criteria

= =

The results appear in the Provider Profile Search Results section of the screen.

11.Click the Select link for the appropriate provider.

Provider Profile Search Results
Result{s) 1 - 15 of 15 Page

Provider Name/ ID Provider Status Provider Category

‘ ACTIVE MONODIFS
ACTIVE NOMODIFS
ACTIVE MOMNODIFS

The selected provider appears in the Provider Information section of the Manual
Payment Selection Criteria screen (shown in orange below).

12.Click the Create Manual Payment button.

Payrment Request —Manual Payment Selection Criteria
Processing

Payrnent Requests Search
Payment Reguests Roster

Manual Payment
Request

Submit Rosters for X .
Disbursemert 1234567 Happy Times Child Care

Bt Eauen o B

Agency Repayrnent Plan

Disbursements

Create 4doption Payment Payment By Service Authorization
Provider Pavrment Info

The Employment Related Daycare screen appears.

= Payment By Provider
Service Category: * |Fuster Care Miscellaneous ;l Service Type: * |Emp\uyment Related Child Care ;I

hd

Provider Information
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Navigating the Employment Related Daycare Screen

This is a long screen and the sections are discussed in descending order below.

Payment Information Section

1. On the Employment Related Daycare screen, select the start date in the
Payment Start Date field,

2. In the Payment End Date field, select the end date.

— Employment Related Daycare
Request Date: Fiscal Worlker; Agency;

Payment Information

Payment Start Date: * |06/01/2011 ™ Payment End Date: * 06/17/2011 | 7 Purchase Order: I

—Case Person Information

[ PersonID [ Person | CaseID [ CaseName | Case Worker |  Case Service Member Status 1d Service Begin/End Date

—Contract Details

—Provider Information

Invoice Numnber: I Invoice Date: E Wendor Murnber: I
|| 1234567 Happy Times Child Care Happy Times Child Care
—Service Information
Service Category: Foster Care Miscellaneous User Comments:
Service Type: Employment Related Child Care =
Service Description: * | ;I
[

spell Check m 200

Important:

e The employment related day care Payment Start and Payment End
dates do not have to start and end within the same calendar month. As an
example, the dates could span from June 27" through July 2.

o Neither of these fields can be future dated or you will receive the following
error message.

Please correct the following data validation errors:
Payment Start Date and Payment End Date cannot be in future.
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Paying Employment Related Child Care

Case Person Information Section

1. On the Employment Related Daycare screen, click the Select Person
button.

—Payment Information

Payment Start Date: * |06/01/2011 | Payment End Date: * 0g/17/2011 78| Purchase Order: I

—cCase Person Information

—_— Person | Case ID | Case Name | Case Worker | Case Service Member Status Id Service BeginfEnd Date
(

The Select Person screen appears.

2. If you know the Person ID:
e Typeitinthe Person ID field.
e Click the Go button.
e Skip to the “Click the Select link again” step below.

3. If you don’t know the Person ID, click the Search Person button.

- or- Person 10 Go >

The Person Search Criteria screen appears.

4. Enter information into the filter criteria fields.
5. Click the Search button.

The results appear in the Person Search Results section of the screen.
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6. Click the Select link for the appropriate person.

Person Search Results
Resultis) 1 -1 of 1 Page 1 of 1

[ PersoniD [ Name [ Street [  City | State/Zip [ Gender [ Age [ DOB |
>

The Selected Person screen appears displaying the selected person.

7. Click the Select link again.

Select Person

]

™ . ME.asl; Se;:‘iie Service Service c N Case Case Case Status
EFson Same e{‘l;f:;atuasus Begin/End Date Description AsEamE Category Status Date

Showers, April

cancel

The Employment Related Daycare screen appears displaying the selection in the

Case Person Information section as shown in orange below.

— Employment Related Daycare

Request Date: Fiscal Worker: Agency:

Payment Information
’:’ayment Start Date: * [oesatizott | [ Payment End Date: * 06/17/2011 | 8 Purchase Order: I

Case Person Information

Showers, April

Select Person
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Contract Details Section (Optional)

If your agency has a contract already set up with a child care provider and you want
to link it, complete the following steps. However, linking contract costs is not a
required step for completing this process.

In order for contract services to appear on this screen:

e The provider must have the service already created. This is done in the
Service Credentials section of the Provider record.

e A provider contract must already exist in the system.

To save the record, the provider payee information must be setup as either a
network provider or an individual provider.

1. If needed, click the Link Contract Costs button on the Employment Related
Daycare screen.

— Employment Related Daycare
Request Date: Fiscal worker: Agency!
—Payment Information
Payment Start Date: * IDG/Dl/ZDll E| Payment End Date: * 06/17/2011 E| Purchase Order: I
—Case Person Information
T ey e B Sl N
Id Date
Cco = =
If no contract exists, only the Provider ID appears.
— Contracts Filter Criteria
Agency: County Children Services
Providsr: | = Status: IAc:tive - I
H Provider ID: 7654321 I Contract Type: I -
Contract Begin: | ™
Contract End: E| Contract Number: I
[ |
— Contracts
Result(s) 0 Page 0 of O
= Contract Contract Contract
e | cwmawe | G e | i | R0t |
No Results Returned.
|
- .
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Paying Employment Related Child Care

If a contract is already in place, this is an example of the type of information that
would appear:

| Dep |

— Contracts Filter Criteria

Agency: County Children Services
Provider: I DAY CARE ;I Status: IActiVE 'I
Provider ID: 7654321 Contract Type: I -

Contract Begin: E
Contract End: El Contract Number: I

— Contracts
Result(s) 1to 1 of 1 Page 1 of 1

= Contract Contract Contract

view Non-Placement Active  01/01/2010 12/31/2011  contract services
|

2. If needed, complete the filter criteria fields.
3. Click the Filter button.

Contracts Filter Criteria

Agency:
Provider: | 3| Status: I.Qctive -I
Provider ID: 7654321 Contract Type: I vl

Cantract Begin: IUS/Ul.fZEIlU ]
Contract End: IUG.-"IT.!’ZDll ] Caontract Number: I

i
(G ’ clear Form
—_—

The results appear in the Contracts section of the screen as shown in orange below.

4. Click the appropriate Contract Services link (on the right). Depending on
your filter criteria, multiple rows may appear.

—Contracts Filter Criteria
Agency:

Provider: Happy Times Child Care = Status: IAC.‘tiVE -
Provider ID: 7654321 Contract Type: I -

Contract Begin: I E|
Contract End: I El Contract Number: I

— Contracts
Result(s) 1 to 1 of 1

- Contract Contract Contract

MNon-Flacement Active  01/01/2009  01/01/2025

Fage 1 of 1

contract services

Hew Happy Times Child Care

The Contract Service History Filter Criteria screen appears displaying the
Contract Service History screen below it.
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Paying Employment Related Child Care

This is an example of what appears if no existing contract services are in place:

Contract Service History Filter Criteria

Service Type: Ij

Service Description: Ij Child I1D: l—

Cost Begin: I— g Cost End: l— g

Sort Result By: ICost Begin Date (Descending) ;I Sort Result By: ISerwce Description {A=scending) ;I

Contract Service History
Contract Number:

Result(s) 0

Page 0 of O

|| Service Description [ Service ID [ Cost ID [ Cost Description | Person [ Person ID [ Unit Type [ Unit Cost Cost End [ |

No Results Returned.

| Add Placement Service Cost | Add Non-Placement Service Cost

This is an example of what appears if three types of rates are in place:

(-~ TR |
— Contract Service History Filter Criteria

Service Type: [E—-;.;,--=_-- Related

Child Care B

Service Description: I ;l Child [D: I
| Cost Begin: E l :""]
Sort Result By: |Ccs—t Begin Date {Descending) _\;J Sort Result By: ISE’vic& Description {Ascending) _:j

Contract Service History —
Contract Number:

Result(s) 1to 30f 3

Fage Lof L

Person Unit Unit
s vmcrn | 5 oo coocrpn [renn S | S |52 Jcotron] oot | — |
edit Employment Related ERD Full -time
. Child Care weekly rate $£200.00 01/01/2009 01701L/2025 delete

edit Employment Related ERD Part-time T -

S, Thad Cars pies gl $100,00 01/01/2008 01/31/2020 delete
edit . R

. ETF““V"’E’“ Related ERD Hourly Rate $5.00 01/01/2008 01/31/2020 dalste
select Child Care ]
e

Important:

e This example shows three distinct contract services and the cost
descriptions for employment related child care. One cost description is for
Full-Time Weekly; one is for Part-Time Weekly; and one is for Hourly.

e A separate reimbursement ceiling exists for each unit of measure.

e The Cost Description column information can be whatever you choose to
type in the field.
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Paying Employment Related Child Care

5. If the Contracts Service History screen appears displaying the service you
want to select, skip to the “Click the Select link” step below.

If not, complete the filter criteria fields.
Click the Filter button.

Note: Adding a Provider Contract Service is discussed later in this Knowledge
Base Article.

| nep |
— Contract Service History Filter Criteria
Service Type: |Em|:\c'm1&\*t Related Child Care ;I
Service Description: | =1 Child ID: I
Cost Begin: E Cost End: I E
Sort Result By: |C05t Begin Date (Descending) ;I Sort Result By: |Sarwce Description (Ascending) ;I
s— s—

8. Click the Select link for the appropriate service in the Contract Service
History section.

— Contract Service History
Contract Number:

Result(s) 1 to 3 of 3 Fage 1 of 1

I T e T e e e B R T i
<:L Emﬂ”g;intp‘e‘ate‘j EREEJ;IL;EE $200.00 01/01/2008 01/01/2025 delete
i Eg,m”gg';”tp“a'ate‘j iP;EkFI’;?TagnE $100.00 01/01/2009 01/31/2020 delete
f;:n E’;im°égli”tRe‘atEd ERD Hourly Rate £5.00 01/01/2008 01/31/2020 dalste

| Add Placement Service Cost | Add Non-Placement Service Cost
= |

The Employment Related Daycare screen appears displaying the selected contract
in the Contract Details section as shown below.

9. To remove this service, click the Unlink link (on the right).

Contract Details
[ [ Provider Name [ CostType [ Contract ID/Number [ Cost Description [ Cost ID [ Begin Date | _End Date

view CONTRACT ERD Full-time weekly rate 01/01/2009 01/01/202 unlink
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Paying Employment Related Child Care

Provider Information Section

In the Provider Information section (Employment Related Daycare screen),
complete the following fields as needed:

1. In the Invoice Number field, type the invoice number.
2. In the Invoice Date field, select the appropriate date.
3. In the Vendor Number field, enter the vendor number.

Provider Information

Invoice Numnber: ISSSSSSS Invoice Date: 06/05/2011 E Wendor Nurnber: |7676?676
Paye Pavee . e Provide

1234567 Happy Times Child Care Happy Times Child Care

Note: Since you've already selected the provider, the Provider Information section
auto-populates with some data as shown in orange above.

Service Information Section
When a manual payment is already linked to a contract cost, the:

e Service Description field auto-populates with the value of Employment
Related Child Care

e Service rate appears in the grid based on the contract service cost
information. However, this rate only becomes apparent when you select
the Calculate button.

Important: You cannot override the service rate on the manual payment to anything
other than the contracted cost.

—Service Information

Service Category: Foster Care Miscellaneous User Comments:

Service Tvpe: Emplovment Related Child Care |14
I Service Description: * Employment Related Child Care I

[spetcrce |
— Payment Details
Unit of Measure: * IFuII Time Weekly vl
Units: * I 4

Other | Beh Add- | Add-
Case | Trans | Trans | Direct | Health On On Add-
Claim Maint Mgmt | Maint | Admin | Srvcs | Care | Other Non- Basic Maint | Admin | On
Dates (M) {A) (A {A) (M) (NR) (NR) | Placement | Cost [€)] (A) (NR) | Total el

05/01/2011
05/31/2011

4 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $200.00 $0.00 $0.00 $0.00 $0.00 $0.00 $800.00
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Paying Employment Related Child Care

When a manual payment is not being linked to a contract cost:

1. In the Service Description field drop-down list, select Employment Related
Child Care.

2. Enter the Service Rate amount (shown in orange) as discussed in the next
section.

3. When you click the Calculate button, the amounts appear in the grid.

—Service Information

Service Category: Foster Care Miscellaneous User Comments:

Service Type: Employ, Related Child Care
™ Service Description: * Employment Related Child Care =
T ——

A

— Payment Details
Unit of Measure: * IFuII Time Weekly vl
Units: * I 4 System Service Rate: Service Rate: * 200.00

Ben
Health

Total | Com

gg;giﬁgﬂ 4 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $200.00 $0.00 $0.00 $0.00 $0.00 $800.00

Payment Details Section

1. In the Unit of Measure field (Employment Related Daycare screen), select
the appropriate value. The drop-down list choices are Full-Time Weekly,
Part-Time Weekly, and Hourly.

Important:
e If you are not linking a contract cost, you must still complete this field.

e With a Full-Time Weekly or Part-Time Weekly, the number of units
equals the number of weeks.

e With Hourly, the number of units equals the total number of hours being
paid within the payment start and end dates.
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Paying Employment Related Child Care

2. In the Units field, enter the appropriate number.
3. In the Service Rate field, enter the service rate.
4. Click the Select Dates Paid button.

— Payment Details

Unit of Measure: * IFuII Time Weekly vl

Units: * I 4 System Service Rate: Service Rate: * 200.00

A calendar appears showing the payment start and end dates that were previously
entered (in a light blue color) with boxes for check marks.

Important Calendar Information:
e Sunday is the beginning of the week and Saturday is the end of the week.
e A week only counts toward Full-Time Weekly and Part-Time Weekly units.

e The system looks at each week as one unit. Since the previous screen
shot shows “4” units were selected for a full-time week, you should only
check mark “four weeks” worth of days on the calendar.

¢ |If your calendar dates and units do not match (for example, if you have
more weeks selected than units), you will receive an error message when
you save the record. The error message along with how to resolve the
issue is discussed in Appendix A of this Knowledge Base Article.

e The system will gray out any calendar dates not within your claim period.

5. Check mark the appropriate dates.
6. Click the OK button at the bottom of the screen.

Sun Mon Tue Wwed Thur Fri Sat
1 2 3 4 5 6
1= r r I r I r
8 g 10 11 12 13 14
1= = r I I r r
15 16 17 18 19 20 21
3 = r I r I r
22 23 24 25 26 27 28
r r r r
29 30 31
r

(ED==n

The Employment Related Daycare screen appears.
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Paying Employment Related Child Care

7. Click the Calculate button.

—Service Information

Service Category: Foster Care Miscellaneous User Comments:

Service Type: Employment Related Child Care

Service Description: * IEranoyment Related Child Care;l
— Payment Details

Unit of Measure: * IFuII Time Weekly 'I

Units: * I 4 System Service Rate: Service Rate: * 200.00

e >

Maint | Admin | Mgmt | Maint | Admin | Srvcs

Case | Trans | Trans | Direct

(NR) | Placement

ggig}ﬁgﬂ 4  $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $200.00 $0.00 $0.00 $0.00 $0.00 $B800.00

A grid showing the payment information displays in the Payment Details section
(shown in orange).

Important: In most cases, when a manual payment is processed for a reimbursable
ancillary service, the reimbursement will be calculated based upon the denomination
that is shown within SACWIS. The unit of measure can remain “1” and the system
will correctly reimburse because most of the ancillary ceilings are established on a
per-year or per-custody episode basis.

8. When complete, click the Save button at the bottom of the screen.

The Manual Payment Selection Criteria screen appears showing that your data
has been saved.

Home Intake Case Provider Financial
Payment
| hels |

Payment Request &

Processing

Bayment Requests Searchl  napual Payment Selection Criteria

Payment Requests Roster

’7 = Payment By Provider
. Manual Pavment
- .
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Important Information about Completing this Process

As mentioned previously, when completing the Paying Employment Related Child
Care process, you will need to put the newly created provider payment on a roster,
approve the payment, and then disburse the payment. To do so, refer to the Foster
Care Maintenance (FCM) Payment Processing Knowledge Base Atrticle for
detailed steps about these activities.

Also, see Appendix A in this Knowledge Base Atrticle for two system warning
messages that could appear when saving a record.

Creating a Provider Contract

To create a provider contract, complete the following steps:

1. From the Home screen, select the Provider tab.
2. Click the Directory tab.
3. In the Provider ID field, type in the Provider ID.

Note: If you don’t know the Provider ID number, use the steps discussed earlier in this
knowledge base article to locate it.

Home Intake Case ( Provider ) Financial Administra

Provider Search Provider Match

— Provider Profile Search Criteria

Provider Name: | I aka Provider Category: I j‘
Provider Type: I ;I
Agency Type: I -I Agency: |
Member First Member Last
Name: I Name: I [ sounds Like
Provider Provider
Reference | LI Reference I Provider Status: vl
Type: Mumber:
OR
Provider 1Dt 1234567

Advanced Search Criteria

The results appear in the Provider Profile Search Results section.
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4. Click the View link in the appropriate row.

Provider Profile Search Results
Result(s) 1 - 15 of 500 Page 1 of 34

[ ] Provider Name/ 1D Provider Status Provider Category

ACTIVE NOMODIFS

ACTIVE NONODIFS

The Provider Overview screen appears.

5. Select the Contracts link in the Navigation menu on the left.

Home Intake Case Provider Financial Administration

Acceptance Criteria "
= Tickler Summary

Lsemsbian of Home
No Ticklers Available.
i edentisls

Placernents/Services Provider Actions
CA/M Reports |;rowder Information |

The Contracts Filter Criteria screen appears displaying the Contracts section
below it.

6. Click the Add Contract button.

ALLVILY LU ) L
— Contracts Filter Criteria
Forms/Notices -
- Agency: I - Status: IActwa -I
Skills

Acceptance Criteria CImies Eame I ®H Contract Type: I |
Description of Home Contract End: I— E Contract Number: I—

b Contracts

Flacements/Services

CA/M Reports ~ Contracts
Re=ult(s) 0 Page 0 of O

B N i | | |

Mo Results Returned.

D)

The Contract Details screen appears.

Rule Viclations

Directory
| help |
b Provider Overview —Provider Overview
Activity Laog Provider Category: Mon-0DIFS Provider ID:
Forms/Notices Provider Mame: Provider Status:
Skills Primary Address: Primary Contact:
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7. Complete the fields, as needed. The fields marked with a red asterisk (*) are
mandatory.

Note: The contract dates do not have to match the start and end services dates.

8. Click the Save button at the bottom of the screen.

— Contract Details

Agency:

Vendor Nurnber: I— # of leave days to be paid: ID_

Original Contract Begin Date: * M E Contract Type: * lm
Original Contract End Date: * Im | Contract Mumber: l—
Original Contracted Amount: * Im Approved Date: l— E
Encurnbered Amount: I— Encumbered Date: l— )|
Motification Type: Iﬁ Used Armount:

Motification Ceiling: m Status: * lm

Comments:

T T

—Link Activities

Start Datef . . D 5 ]
l Activity State Contact Type Category Sub-Category Responsible Worker Created By

— a s

[ ] Amendment # [ Beain [ End [  Amount | Approval Date [ |

Add Amendment

aoply [ save J cancel

The Contracts Filter Criteria screen appears displaying the completed Contracts
section below it.

Acceptance Criteria Contracts Filter Criteria
Description of Home Agency: I - Status: IActi\«'E 'I
4 REanEEa Contract Begin: I— E Contract Type: Iﬁ

Service Credentials
Placements/Services ContactiEod I ] Contract Number: I

CA/N Reports

ol i
Rule Violations ar Form

— Contracts
Result(s) 1to L of 1 Page 1 of L

Contract Contract Contract Contract
I Sl - R e Sl I

edit

Non-
copy Placement

Add Contract ‘

Active  01/01/2011 12/31/2011

contract services
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Adding a Provider Contract Service

To add a contract service, complete the following steps:

Important: If you try to add a contract cost but the service has not yet been set up in
the system, the service will not appear in the Agency / Service Description /
Service ID field drop-down list that you’ll need to complete this process.

1. Navigate to the appropriate Provider Overview screen using the steps in the

previous section.

2. Select the Service Credentials link in the Navigation menu on the left.

Home Intake of.11:] Provider Financial Administration
Directory
| help |
b Provider Overview —Provider Overview

Activity Lo Provider Category: Mon-0DIFS Provider ID:

. Provider Mame: Provider Status:
Forrns/Motices . 8

Primary Address: Primary Contact:

skills

Acceptance Criteria "
= Tickler Summary

No Ticklers Available.

Description of Home
Cog =

Service Credentials
El I reenpiserrTes Provider Actions
CA/M Reports |;rowder Information |

The Other Services Filter Criteria screen (Other Services tab) appears displaying
the Other Services section below it.

3. Click the Add Other Service button.

Other Services

Provider Qverview
Activity Log
Forms/Notices
Skills

Acceptance Criteria
Description of Home
Contracts

Service
Credentials

-

Placements/Service:

CA/N Reports

Rule Violations

Brovider Categery:

Shared Home Agreements

Other Services Filter Criteria

fr“gsgc' | :I Agency: |

Service [, =
I.-‘ctl\.'e vl
Status:

Ecr‘t |Serulce Category (Ascending) LI

Other Services
[ T [ Service Category

Add Other Service

Service Type | Service Description | Service Capacity | Service Status | Effective Date | Agq

The Other Services Details screen appears.
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Brovider Catagory:

Paying Employment Related Child Care

In the Service Category field, select Foster Care Miscellaneous.

In the Service Type field, select Employment Related Child Care.

In the Service Description field, select Employment Related Child Care.
In the Service Status field, select Active.

In the Effective Date field, select the appropriate date.

Click the Save button at the bottom of the screen.

Intake Provider Financial Administration
Directory
| help |
MNon-0DIFS Provider 1D :

Other Services Details

Agency:

Service Category: *

Service Type: *

Service Description: *

Service Capacity:

|Foster Care Miscellaneous

= service Status: * | Active vl

|Emp\ovment Related Child Care

|Emp\uyment Related Child Care;l

—

Effective Date: * [01/01/2011  [7§]

&=

The Other Services Filter Criteria screen (Other Services tab) appears displaying
the results in the Other Services section as shown below.

-

Home Intake Case Provider Financial Administration
Directory
| helr
Provider Overview | KSR SR close confirmati
Activity Lag
i Other Services Shared Home Agreements
Forms/Motices
Skills Provider Category: Mon-0DIFS Provider ID :

Acceptance Criteria
Description of Horne
Contracts

Service
Credentials

Flacernents/Services|

Other Services Filter Criteria

Agency - . -
Tyoe: | _I Agency: | I
Service Iﬁ

Status: Active

g;n |Serwce Category (Ascending) ;I

CAM Reports

Rule Wiolations

Other Services

Service = Service Service Service Effective

Ernplayment
Related Child
Care

Ernployment
Related Child
Care

Foster Care
Miscellanezous

wiew history deactivate ACTIVE
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Paying Employment Related Child Care

Entering Provider Contract Costs

You can create multiple contract costs for one service description.

1.

Overview screen.

Use the steps (previously discussed) to navigate to the appropriate Provider

2. Select the Contracts link in the Navigation menu on the left.

Home

Intake

Forrns/Motices
skills

Acceptance Criteria
Desesimtion of Home
‘% 2fedentials
Placernents/Services
CA/N Reports

Primary Address:

Case Provider Financial Administration
Directory
| help |
b Provider Overview —Provider Overview
Activity Lo Provider Category: Mon-0DIFS Provider ID:
Provider Mame:

Provider Status:
Primary Contact:

= Tickler Summary

No Ticklers Available.

rProvider Actions
P

rovider Information

The Contracts Filter Criteria screen appears displaying the Contracts section

below it.

3. Click the Contract Services link.

Home Intake Case Provider Financial Administration
| help |
Provides Oveivitw Frovider Cateasry:
Activity Leg
Forms/Notices — Contracts Filter Criteria- =
Skills | Agency: ) ZI Status: Active YI
|
£ - i | Contract Begin: I j Contract Type: -I
Descaption of Home
b g Contract End: I E] Contract Number:
i cl
CA/M Reports
& claian Contracts
ule Violations | & " ¢ 1 &1
| Result{e) 1 to L of 1 Page 1 of L
Contract Contract Contract |
Type Number Begin
edi Nen- itk ki a iga i
| Actrve 01/01/2011 12/31/201 contract services|
gooy Flacement

The Contract Service History Filter Criteria screen appears displaying the
Contract Service History section below it.
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Paying Employment Related Child Care

4. Click the Add Non-Placement Service Cost button.

—Contract Service History Filter Criteria
Service Type: lj
Service Description: lj Child ID: I—
Cost Begin: l— E Cost End: I— E
Sort Result By: |Ccst Begin Date (Descending) ;l Sort Result By: |Ser‘yice Description (Ascending) ;l

e [ eneror

— Contract Service History
Contract Number:

Result(s) 0 Fage 0 of 0

|_[ service Description Cost ID [ Cost Description | Person | Person ID [ Unit Type [ Unit Cost | Cost Begin | Cost End ||

Mo Results Returned.

/
| Add Placement Service Cost Add Non-Placement Service Cost

The Contract Service Cost Details screen appears.

5. In the Agency / Service Description / Service ID field, select the
appropriate Service Description from the drop-down list.

Enter content in the other mandatory fields marked with a red asterisk (*).
In the Cost Description field, enter the appropriate content.
Click the Save button.

Important: As was previously mentioned, you can create multiple contract costs for
one service description.

—Contract Service Cost Details

Contract Number: N/A ;:Dclﬂtratt Cost

Agency/Service - " E -
Description/Service TD: * Employment Related Child Care Zl

Ee L= ]

Ferson ID:

Unit Type:

Contracted Units: * W Cost Begin: * m E

Unit Cost: * m Cost End: * lm |

Used Units: Last Updated:

Cost Description: ERD Full-time weelkly rate ;l
=

[ sretcomc_]| cer [0

‘ Save . Cancel

The Contract Service History Filter Criteria screen appears displaying the
Contract Service History section below it.
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Paying Employment Related Child Care

Your data has been saved. clos

confirmation

— Contract Service History Filter Criteria

Service Type:
Service Description:
Cost Begin:

Sort Result By

I
=
I ]

Child 10

Cost End:

|Cost Begin Date (Descending) ;I

Sort Result By

—
&=

ISerwce Description {Ascending) ;I

— Contract Service History
Contract Mumber:
SRS e

Resultis) 1 to 1 of 1

cop Care

- BEFRICEDEsE o m

edit Ernployment Related Child

ERD Full-time weekly
rate

Page 1 of 1

5 . Person Unit Unit Cost 5

$200.00 0170172011 12/31/2011 delste

| Add|Placement Service Cost

| Add Non-Placement Service Cost

Below is an example showing multiple contract costs:

Ty =

— Contract Service History Filter Criteria

Service Type: |
Service Descniption: *[

—

Cost Begin:

|
R
—

Child ID:

Cost End:

Sort Result By:

[Cost Begin Date {Descending) ;}

Sort Result By: ISE.’vice Description {Ascending) ;}

— Contract Service History
Contract Num-bef:

Result(s) 1 to 3 of 3
Service

1]

Emgployment Related
Child Care

Employment Related
Child Care

Employment Related
Child Care

ERD Full-time

Fage1of L

\0.00 D1/01/20 s oima
weekly rate $200.00 01/01/2011 12/31/2011 delete

ERD Part-time

weekly rate $125.00 01/01/2011 12/31/2011 delete

ERD Hourly Rate $7.00 01/01/2011 01/31/2011 delete

Add Placement Service Cost

CJEEEEEE

| Add Non-Placement Service Cost
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Paying Employment Related Child Care

Appendix A: Two System Warning Messages

1) Non-Matching Unit and Date Fields Warning Message

This section presents a scenario where a Unit field and Date field validation error
message appear (shown below), along with the steps to resolve it.

» Using the steps from this Knowledge Base Article, in the Payment Details
section (Employment Related Daycare screen), you enter the number “3” in
the Units field.

> You click the Select Dates Paid button.

Unit of Measure: * Full Time Weekly =

Payment Details
Units: *

» On the calendar, you check mark the dates to be paid. Note that the dates
span four different weeks.

> You click the OK button.

May 2011
| Sun | Mon | Tue | Wed | Thur | Fri | Sat |

1 2 3 4 ] [ 7

¥ r r " r " r Week 1

8 Q 10 11 12 13 14

" " r " " r r Week 2

15 16 17 18 19 20 21

[ ~ - ~ - ~ Week 3

B 23 24 25 26 27 28

~ 7 r r r r r Week 4

29 30 it

r r r
= i
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Paying Employment Related Child Care

> In the Payment Details section (Employment Related Daycare screen), you
click the Calculate button.

> You click the Save button.

Payment Details

Unit of Measure: * Full Time Weekly =
Units: * 3

Other | Beh Add- | Add-
Case | Trans | Trans | Direct | Health On On Add-
Claim Maint Mgmt | Maint | Admin | Srvcs | Care Mon- Basic | Std | Maint | Admin | On
Dates Units | (M) {A) (A) (A) (M) (NR) Placement | Cost | Cost | (M) (A) (NR) [ Total €|

gg";g}ﬁgﬂ 3 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $600.00 $0.00 $0.00 $0.00 $0.00 $0.00 $600.00

The following error message appears at the top of the screen:

"4" units have been selected, but "3’ units have been entered to be paid.

Please correct the following data validation errors: |‘

This error message tells you the calendar days that you entered do not match the
number in the Units field.

To correct this issue, you can do one of two things:
¢ Change the number of units to coincide with the four weeks selected on the calendar

e Change the calendar dates to reflect three week’s worth of child care

Changing the Units

To resolve the issue, this screen shot shows you can change the number of units to
match the number of weeks selected on the calendar.

—Payment Details
Unit of Measure: * Full Time Weekly =
Units: * | 4
Other | Beh Add- | Add-
Case | Trans | Trans | Direct | Health On On Add-
Claim Maint Mgmt | Maint | Admin | Srvcs | Care Mon- Basic | Std | Maint | Admin | On
Dates Units (M) {A) (A) (A) (M) (NR) Placement | Cost | Cost | (M) (A) (NR) [ Total €|
gg;g}ﬁgﬂ 4 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $800.00 $0.00 $0.00 $0.00 $0.00 $0.00 $800.00
-
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Paying Employment Related Child Care

May 2011

Sun Mon Tue Wed Thur Fri Sat

1 2 3 4 5 =) r

" r r " r " r Week 1
8 =l 10 11 12 13 14

[ |7 [ [ r r Week 2
15 16 17 18 19 20 21

v v [V ml [V ml Week 3
22 23 24 25 26 27 28

~ i r r r r Week 4
29 30 Zhl

r r

Changing the Dates

Or, this screen shot shows you can reduce the number of selected calendar days to
match the three week’s worth of day care (3 units).

May 2011
Sun Mon Tue Wed Thur Fri Sat
1 2 3 4 5 6 7
¥ r r " r " r Week 1
8 9 10 11 12 13 14
7 3 " " r r Week 2
15 16 17 18 19 20 21
Week 3
= [ [ - [ -
22 23 24 25 26 27 28
r r r r r r
29 30 31
r r
—Payment Details
Unit of Measure: * Full Time Weekly v
Units: * 3 I
Other | Beh Add- | Add-
Case | Trans | Trans | Direct | Health on On Add-
Claim Maint Mgmt | Maint | Admin | Srvcs | Care Mon- Basic | Std | Maint | Admin | On
Dates Units | (M) (A) (A) [.] (M) (NR) Placement | Cost | Cost | (M) (A) (NR) [ Total €|
05/01/2011
DS.-{'BI.-{ZDL]. 3 | $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $600.00 $0.00 $0.00 $0.00 $0.00 $0.00 $600.00

» After making the change, click the Save button. The record is saved and the
error message no longer appears.
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Paying Employment Related Child Care

2) Non-Matching Hourly Rate and Calendar Hours Warning
Message

This section presents a scenario where the Hourly Rate field and the Calendar
hours do not match causing a validation error message to appear (shown below),
along with the steps to resolve the issue:

» Using the steps from this Knowledge Base Article, on the Contact Service
History screen, you click the Select link in the appropriate row to select the
hourly contract rate.

Contract Service History Filter Criteria

Service Type: |E mpioyment Related Child Ca —;]

Service Description: | ;I Child ID: I—

Cost Begint li E Cost End: I_ E

Sort Result By: |-:c-st Begin Date {Descending) ;[ Sort Result By: |SE'\.‘icr: Description {Ascending) ;]

—Contract Service History
Contract Number:

Result(s) 1 to 2 of 2 Fage 1 of L
Service Description Cost ID | Cost Description | Person
edit Employment Related ERD Full-time & S MEGSLLESE SucEliiiipd i
celect Child Care weekly rate $200.00 01/01/2011 1L2/31/2011 delete
Emgloyment Related 1 " 1 Tt
hild & ERD Hourly Rate $5.00 01/01/2011 12/31/2011 delete
clect il are

l Add Placement Service Cost J Add Non-Placement Service Cost

» You select Hourly in the Unit of Measure field drop-down list.

Y

You enter the number 40 in the Units field.
> You click the Select Dates Paid button.

Service Category: Foster Care Miscellaneous User Comments:
Service Type: Employment Related Child Care ;I
Service Description: * Employment Related Child Care

[ |

[ orercicce |
—Payment Details
Unit of Measure: * IHDurIv 'I
Units: * I 40
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Paying Employment Related Child Care

» On the calendar, you enter 32 hours and then click the OK button.

May 2011
| Ssun | Mon | Tue | Wed | Thur [ Fri | Sat |
. [ — l_ [ . l_
8 g 10 11 12 13 14
— [ — l_ — (- -
15 16 17 18 19 20 21
— [ — l_ — (- -
22 23 24 25 26 27 28
— [ — l_ — (- -
29 30 31
— - —
(G

> You click the Calculate button and then the Save button.

Payment Details

Units: *

‘ Save ’ Cancel

The following error message appears at the top of the screen:

| k

Please correct the following data validation errors:
"32' units have been selected, but '40" units have been entered to be paid.

— Employment Related Daycare

To resolve this error message, you must either add hours or change the number
of units as shown below.
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Paying Employment Related Child Care

Changing the Units Field

» In the Units field, you can change the number 40 to 32.
» Click the Calculate button and then the Save button.

—Service Information

Service Category: Foster Care Miscellansous User Comments:
Service Type: Employment Related Child Care &
Service Description: * Employment Related Child Care

—Payment Details

Units: * 32 I

==

Other | Beh Add- | Add-
Case | Trans | Trans | Direct | Health On On Add-
Claim Maint Mgmt | Maint | Admin | Srvcs | Care Mon- Basic | Std | Maint | Admin | On
Dates Units | (M) {A) (A) (A) (M) (NR) Placement | Cost | Cost | (M) (A) (NR) [ Total €|

gg;giﬁgﬂ 32 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $5.00 $0.00 $0.00 $0.00 $0.00 $0.00 $160.00

(Ex=

Changing the Calendar

» Or, in the Calendar, you can enter additional hours that total the number
to match the Units field.

» Click the OK button.

= | === ===
: 5 0 it 2 2 ”
I_ B — — — (. r
—|l=|l- = - & -
il Wl [ e e B e Y
— |=] — I
- .
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Paying Employment Related Child Care

» Click the Calculate button and then the Save button.

Payment Details

Units: * 40

 calculate P

Other | Beh Add- | Add-
Case | Trans | Trans | Direct | Health On On Add-
Claim Maint Mgmt | Maint | Admin | Srvcs | Care Mon- Basic | Std | Maint | Admin | On
Dates Units | (M) (A) (A) (A) (M) {NR) Placement | Cost | Cost | (M) (A) (NR) [ Total €|
gg;giﬁgﬂ 40 $0.00  $0.00 $0.00 $0.00 $0.00 $0.00  £0.00 $0.00 £5.00 £0.00 $0.00 $0.00 $0.00 $0.00 $200.00

O

After making the change, the record is saved and the error message no longer
appears.
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