Splitting Allocation Codes

Each payment request can be split so that it applies to more than one JFS 02820
code. If you split the payment, you must allocate the whole payment amount
within the selected allocation codes.

There are two ways to split allocation codes — by Search Criteria or Roster. Both
ways are discussed in this Knowledge Base Article.

Important:

e To allocate a payment request, refer to the Applying Allocation Codes
Knowledge Base Article.

e To run an Allocation Report, refer to the Running an Allocation Report
Knowledge Base Article.

First Way to Split Allocation Codes (By Search Criteria)

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

3. Click the Payment Search link in the Navigation menu.

Home Intake Case Provider m Administration

| heln |

Payment Request
Processing

Payment Reguests Search
Payment Requests Roster

Payment Search
= =

The Payment History Search Criteria screen appears.

4. Click the Person Search Criteria link to expand the screen.

— Payment History Search Criteria

Agency: | Ceunty Children Sar';ices;l

Pavee Search Criteria
e o

g . A
Person Search Criteria
ey @

Allocation Information
Contracts Search
Training Session Criteria

The Person Search Criteria fields appear to filter the information.
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Splitting Allocation Codes

5. In the Person ID field, enter the appropriate Person ID number.
Or, click the Search Person button to search for a specific person.
7. Enter filter criteria in the other sections (links), as needed.
Note: You can search using more than one link at a time.

8. Click the Search Payment History button.

—Payment History Search Criteria
Agency: i County Children Sarvices;l

Payee Search Criteria
Provider Search Criteria
SES

I=l Person Search Criteria

Person: OR Person 1D 123456
[oex |

Payment Search Criteria
Allocation Information
Contracts Search

Training Session Criteria

Display IlUU Fecords Per Page

Saort Results By: |C|aimBengate ;I Order: |Descending;| Then Sart By: I ;I order: |F\scending ;I

‘ Search Payment History ’

The Payment History Search Results section appears at the bottom of the screen
showing the filtered results.

I Payment History Search Results I
R R AR

Payee [ Payment | .. . 3 .

~ just Dishursement Disburse Claim

N L A e e el oared
i vigw

09/01/2012
09/30/2012

- $388.00 30 30

N 08/01/2012
. y $398.00 31 31 pgr3iso012
) u7/01/2012
i $358.00 3 31 g7/31/2012
1 06/01/2012
& L $398.00 30 30 pera0izo12

Page 2 of 13 OO | e s Last Updated: 10/26/12



Splitting Allocation Codes

Viewing Split Allocation Codes

1. To view any existing payment requests that already have an allocation code

split in your filtered results, scroll to the Total column (on the right) and look
for the word “Split” in the Payment History Search Results section.

Page 1 of1
Roster = f Net =
Roster Disbursement Disburse > A - Claim
Pay ID Roster Name Created By Approved Mame Date Cost | Units Rel_m Dates Total
By f Date Units

$15.00 delete

$11,510.92 delete

§742.64

The word “Split” appears in red letters above any existing payment request that has
already been split between allocation codes.

2. To view specifics about that allocation code split, scroll to the left (in that
same row) and click the View link.

—Payment History Search Results
Fesult(s) 1 to 98 of 93

Payment Roster
Adjust Roster Disbursement Disburse
.- Paree Person Request Pay ID Roster Name Created By ggpfrun\.‘;etg Name Date Service Cost

R’ e

The Payment Request Information screen for that split payment appears.
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Splitting Allocation Codes

3. Scroll down to the Allocation/Warrant Information section and view

specifics about the allocation code split including the specific allocation codes

and the amount of each split.

Important: If the payment request has been split into more than four allocation

codes, the word “Exception” appears instead of the specific allocation codes.

‘ I Link Service Authorzation |

\

~

\—AIIucation{Warrant Inm
CGW Woycher hiioab,
IFS 02520 Code/Split Amount: @8001,/1;500.00, 605—518001/$242‘64>
Jarrant Diate: . .

Agency Warrant Mumber:

—Service Information

Service Category: * User Comments:

Service Type: *
Service Description: *

The split allocation codes and amounts appear in this section.

4. When done viewing the information, click the Close button at the bottom of

the Payment Request Information.

Systern Generated Comments: N/ A | pell theck I Iclearl |4nn I ;I
—Payment Details
Other Beh

-..M o et A S Health ....

claim Maint Mgmt Maint Admin Srvcs Care Other | Basic std Maint Admin on

Dates Units {M) {A) {A) {A) {M) {NR) {NR) Cost Cost {M) {A) {NR) Total
Basic Cost: M/

The Payment History Search Criteria screen appears.
2 Department of .
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Splitting Allocation Codes

Splitting Allocation Codes

1. In the Payment History Search Results section (showing the filtered
information), scroll to the bottom of the screen.

In the Option field, choose Apply Allocation Codes from the drop-down list.
3. Click the Go button.

= $3.00 z9 £3 oo iny

= Append Payments to Roster
(= Apply Allocation Codes
= Apply Warrant Info

= Delete Payments
24 $75.00 29 29 gg;géﬁ > Identify Invalid Payments
= Remove Payments from Roster
= Invalidate Payments (Manual)
REPORTS
Payment Tq - payment Allocation Report
= Payment History Detail =

> Payment Reimbursement Detail
Option: | = Apply &llocation Codes vI E '

The Allocation Codes screen appears showing the filtered results. As shown in
green below, the Split link appears in the JFS 02820 column, where applicable.

4. To view more details about a particular payment request within the search
results, click the View Payments link.

 Allocation Codes
Apply County Acct —
Allocation JFS Dzaz0 oucher Number PO Number Mumber wendor Mumber &
SO R | | | | [ ciear |
Resultis) 1 to 98 of 98 Fage 1 of
Youcher County Acct Yendor .
JFS 02820 Number PO Number Number Number Bcla'lmj I:ersor}
egin ame
= = = Total End Payee ID Service
view
( cavrmernts) | cElt r r r r $15.00
”'aﬂments - split | | | | $11,510.92

The Payment Request Information (Payment Detail) screen appears.

Note: If you scroll down on this screen, the Allocation / Warrant Information
section can also be viewed.

—Payment Request Information =1
Request Date: 10/11/2012 Fizcal Worker: Agency: County Children Services

Payment Request ID:

Payment Start Date: * IDQ_-'DI_-'20L2 Payment End Date: * |09_-‘3D_-'201.2 Purchase Order:

(Case Person Information

I S T ey St W vl
1D Id Date

( Payment Information

5. When finished, click the Close button at the bottom to return to the
Allocation Codes screen.
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Splitting a Payment Request Between Allocation Codes

Each payment request can be split so that it applies to more than one JFS 02820
code. If you split the payment, you must allocate the whole payment amount.

If you split the payment between several allocation codes and later determine that
the payment should only be allocated to one code, you will find the checkbox is no
longer available to select and clear the coding.

To correct this situation, follow the steps in the Correcting a Split Payment that
Should Not Have Been Split section later in this Knowledge Base Atrticle.

1. On the Allocation Codes screen (JFS 02820 column), check-mark the
payment(s) that need to be split.

2. Click the Split link in that row.

—Allocation Codes

Apply County Acct E
Allocation IFS 02820 Woucher I‘lumber PO Number MNumber Wendor Number

Codes I = I

Result(s) 1 to 100 of 127 Page 1 o

Voucher County Acct Vendor
JFS 02820 Number PO Number Number Number Claim Person
Begln /! Name f
Total Payee

view - split r - - r $12,338.00

The Allocation Split Payment Request screen appears.

3. Select the appropriate allocation code from the drop-down list.
4. Click the Add Allocation Value button.

—Allocation Split Payment Request
Agency Name: Agency I[D:
Payee: Person Name/ID:
Total Payment: Claim Dates:
Allocation Type:

Allocations

Allocation Code Allocation Amount [ ]

Total Allocated Amount $0.00
Total Unallocated Amount $11,940.00
2 Department of .
Page 6 of 13 Ohlo 50 sl Panly Bervies Last Updated: 10/26/12



Splitting Allocation Codes

The selected allocation code appears in the Allocations grid.

Allocations

Allocation Code Allocation Amount
100-518001 o remove
Total Allocated Amount S0.00
Total Unallocated Amount $11,940.00

001483 Add Allocation Value ‘

5. To add additional allocation codes, repeat the previous steps.

Example: This shows a payment going to be split between two allocation codes

100-518001 o rem
§00-518001 o | [emove
Total Allocated Amount ;0.00
Total Unallocated Amount $11,940.00

01 Jid Add Allocation Value

Note: Again, if you split the payment, you must allocate the whole payment amount.

—Allocations

6. In the Allocation Amount field, enter the appropriate value(s) of how the
amount will be split.

7. At the bottom of the screen, click the:
e Apply button if you want to save the changes and remain on the screen.

e Save button if you want to save the changes and return to the previous
screen (Allocation Codes screen).

e Cancel button if you want to cancel the changes (without saving) and
return to the previous screen.

Allocation Code

Allocation Amount
100-518001

800-518001

eeeeee

Total Allocated Amount s0.00
Total Unallocated Amount $11,940.00

800-518001 'I Add Allocation Value
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Splitting Allocation Codes

If the Save button is clicked, the selected allocation code(s) appear in the appropriate
grid row in the JFS 02820 column.

8. When complete, click the Save button (again) at the bottom of the Allocation
Codes screen.

—Allocation Codes

Apply County Acct
Allocation IFS 02820 Voucher Number PO Number Number Vendor Number

Codes I = I

Result{s) 1 to 100 of 127

Page 1 o
Voucher County Acct Vendor
JFS 02820 Number PO Number Number Number
=plit r r r r

Set

Claim Person
Begin / Name /
Total End Payee D Service

$11,940.00

800-
518001

A message appears that your data has been saved.

Second Way to Split Allocation Codes (by Roster)

1. On the SACWIS Home page, click the Financial tab.
2. Click the Payment tab.
3. Click the Payment Requests Roster link in the Navigation menu.

Home Intake Case Provider < Financiéi > Administration

| help |

Pavment Request
Processing

Depieea garch
Payment Requests Roster
e =

MEst

Pavment Search

The Payment Requests Roster Search Criteria screen appears.
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Splitting Allocation Codes

4. Click either the Non-Approved Rosters Only or the Approved Rosters
Only radio button, as needed.

Important:

e This filter feature currently only works for Non-Approved Rosters. However,
it is anticipated that in the near future it will work for both Approved and Non-
Approved Rosters.

¢ |f you choose the Approved Rosters radio button, you will need to enter a
date in the Roster Approval Date field.

5. Click the Filter Worker button to filter the appropriate worker information.

| heln |
A 8
Payment Request ——
Processing Payment Requests Roster Search Criteria
Payment Requests Search & Won-approved Rosters only

Payment Requests q
:a trnent Requests « Approved Rosters only Roster Approval Date (MMATT): I
oster

Manual Payrent Request Filter Worker

Payment Search
Subrnit Rosters for

Disbursement worker: * I - Roster Name: * 'I

Dishurse Pawrment

The Worker field may populate automatically.

6. If no name appears, choose the name from the Worker field drop-down list.
7. In the Roster Name field, choose the appropriate selection.
8. Click the Search button.

rayimm =
Processing —Payment Requests Roster Search Criteria
Payment Requests Searchl | @ Non-approved Rosters anly

Fayment Reguests q
:a trnent Requests ) Approved Rosters only Roster Approval Date (MMA™Y): I
oster

Manual Payment Request Filter Worker

Payrnent Search
Submit Rosters for

Dishurserment worker: * I - Roster Name: * 'I

Dishurse Payment

Angency Repavment Plan
Adoption Subsidy Display |1DD Records Per Pags

Lisbursements Sart Results By |F‘ayee ;I Order: |Ascending ;I Then Sart By: I ;I order: |Ascending ;I
Create Adoption Payrnent
Erovider Payment Info
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The filtered results appear in the Payment Request Roster Search Results section.

I-Payment Requests Roster Search Results
TECLUEFGHIJKLMNOPQRSTUY W XY Z
Result{sy 1 -3 af 3 Page 1 of 1

R Units i Remove | Delete
Payee Person Service / Auth Cost Bal/ Pay Begin / Total Aprv
# e End u u
r r

view

9. From the Payment Requests Roster Search Results section, scroll to the
bottom of the screen (showing the filtered information) and then to the right.

10.In the Option field, choose Apply Allocation Codes from the drop down list.

Important: If the roster is approved, the Option field may be unavailable.

11.Click the Go button.

Reimbursement Report Option: [ > Apply Allocation Codes I | m

The Apply Allocation Codes screen displays the results.

12.Complete the steps in the Splitting a Payment Request Between
Allocation Codes section (earlier in this Knowledge Base Atrticle).
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Correcting a Split Payment that Should Not Have Been Split

1. On the Allocation Codes screen, click the Split link in the appropriate row.

¥Youcher County Acct ¥endor .
JFS 02820 Number PO Number Number Number Ela_"'“ Person
Begin f Name f
s = = s = Total End Pavee 1D O
635
view 518001J -
payments  872-

516001

pw:gwmants r znlit -

The Allocation Split Payment Request screen appears.

2. Click the Remove link(s) to remove (delete) all but one of the allocation
codes.

—Allocations

Allocation Code Allocation Amount

421-515003

606-518001

873-515003

Total Allocated Amount $119.6
Total Unallocated Amount $0.00

N - | Add Allocation Value

The removed rows automatically disappear as each Remove link is clicked.

3. With the one remaining allocation code, enter the entire payment (total
allocated amount) into that field.

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

— allocation Split Payment Request

Agency Mame: Agency 1D
Payee: Person Mame/I0:
Total Payment: Claim Dates:

Allocation Type:

allocations

Allocation Code

Allocation Amount

421-515003 [5ez | rarmoue D
Total Allocated Amount $119.62
Total Unallocated Amount $0.00
——]
S —
Apply m ‘ancel
2 Department of .
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Splitting Allocation Codes

The Allocation Codes screen appears, and on it the Split checkbox re-appears
(along with one allocation code) in the row.

— Allocation Codes

Apply County Acct .
Allocation IFS 0zaz0 Youcher Numbar PO Number Mumber \.-'andor Mumber =€
Codes I = I el
Resultis) 1 to 98 of 98 Fage 1 o
Youcher County Acct Yendor .
JFS 02820 Number PO Number Number Number lZ.Ia_lm Person
Begin J Name i
Total End Payee Service

635
view S15001, it
pavments  §72- ===

Sig001
wiew
paymants r 2l

635
view S51&001 |
payments  BO5- —

si1s001
view 878~ [ =olit
paymanth_ 515001 | =BT

5. To remove the one remaining allocation code, click the Split check box for
that row.

6. Click the Clear button on the right side of the screen above the chart.

—allocation Codes

Apply County Acct —
Allocation JFS Dzaz0 Woucher Numbar PO Number Mumber \.l'andur Mumber &
] @ i
Resultis) 1 to 98 of 95 Page 1 o
Youcher County Acct Yendor .
JFS D2820 Number PO Number Number Number Claim Person
Begin J Name i
Total End Payee Service

B35-
view 513001, i
pavments  872- ==

S1&001
uvigw
payments r sl

B35-
view 513001, i
pavments  605- ==

518001
wiew 878-
paument\ 515001 P2 =2l
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The row appears with the Split check box, but the remaining allocation code has
been removed (deleted).

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

635-
Miew 51&001,
pawrments  AO5-

518001

split 1235 r

Page 13 of 13 Ohio i ey -SRI Last Updated: 10/26/12



