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1 PAYMENT PROCESSING MENU 
This menu allows you to modify payment information.  You can: 

• Add payments for a new child to a new and/or existing facility. 
• Make corrections to prior month payments. 
• Retrieve a list of facilities with payments that need to be reviewed and/or corrected 

prior to close-out. 

Select Option 1 from the Main Menu and press <ENTER>.  The Payment 
Processing Menu screen will appear (Figure 1 – 2). 
           

                    
 
          

               

 
The current 
payment month 
is displayed. 
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1.1 TURNAROUND  
Option 1 in the Payment Processing Menu is Turnaround.  The Turnaround is a list of 
children at a selected facility.  To access the Turnaround, select the facility name from  
a list of facilities or enter the Facility ID.     

1.1.1 Accessing Turnaround by selecting the facility by name 
1. Type “1” in the SELECTION field (Figure 1.1.1 – 1). 
2. Press <ENTER> and a list of facilities will appear (Figure 1.1.1 – 2). 
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3. Tab down to the desired facility. 
4. Place an “S” beside the facility to select it (Figure 1.1.1 – 3). 

                           
5. Press <ENTER> and the Turnaround listing for the selected facility will appear 

(Figure 1.1.1 – 4).  
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1.1.2 Accessing Turnaround by Facility ID  
1. Type “1” in the SELECTION field and type the Facility ID in the FACILITY ID  

field (Figure 1.1.2 – 1). 
 

               
              

2. Press <ENTER> and the Turnaround listing for that Facility ID will appear  
(Figure 1.1.2 – 2). 
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1.2 Add Payment for New Child 
You can add a payment for a new child by selecting this option from the Payment 
Processing Menu. 

Add a payment for a new child  
1. Type “2” in the SELECTION field.  Also type in the Facility ID in the  

FACILITY ID field and the DCS ID in the CHILD ID field.  Press <ENTER>  
to proceed to the Child Demographic Detail screen (Figure 1.2 – 1). 

                   
        

2. If the child is not in the system, a message will appear at the bottom of the 
screen prompting you to key in the required information (Figure 1.2 – 2).    
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3. Enter all required demographic and payment information. Type “Y” in the  
VIEW FAMILY DATA field. 

4. Press <ENTER> and a blank Family Information screen will appear             
(Figure 1.2. – 3). 

 

       
 

Family Case Information 
 

Family Case Information is required when entering a new child or updating/adding 
an entry where no family case information exists. The system will display an edit 
message only when keying in the current Turnaround. 

 
The system will display an edit message: 
• When adding new entries.  
• When entries are being updated and family case information does not exist. 
• When additional entries have no existing family case information. 

 
The system will not display an edit message: 
• When an entry with existing family case information is being updated. 
• When entries are being added which have family case information already 

entered in an existing entry. 
• When performing a prior month correction. 

 
5. Type in the following required information: contact name, address, city, state, zip 

code and case worker information.  A telephone number is optional.  The names 
of children cannot be entered. 

6. Press <ENTER>.  If the information is not complete, the system generates the 
following error message: “PURCHASER PLEASE COMPLETE THIS RECORD.  
RECORD INCOMPLETE.” 
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7. Once the information is complete, the following message appears: “GHB554 – 
Enter ‘Y’ to UPDATE. ENTER ‘Y’ in END or F3 to exit” (Figure 1.2 – 4). 

8. Tab to the UPDATE field and enter “Y”.  Press <ENTER>. 

                

9. The system returns you to the Child Demographic Detail record screen with a 
message that the family record update was successful (Figure 1.2 – 5). 
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10.  Press <ENTER>.  If the data in the record screen satisfies all system edits, the    
F10 message to confirm the update will appear (Figure 1.2 – 6). 

 

            .   
 

11. Press <F10> to successfully add the record (Figure 1.2 – 7).                     
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12. If the data does not satisfy all of the system edits, the cursor will move to the 
incorrect entry and a corresponding error message will appear at the bottom of 
the screen.  Correct the error and press <ENTER> to continue through any 
subsequent error messages.  

13. Once all errors are corrected, the F10 message to confirm the update will 
appear.  Press <F10> to accept all corrections for a successful update.               

14. If the child is already in the system, the corresponding child demographic detail 
data will appear (Figure 1.2 – 8).  Enter all required payment information and 
press <ENTER>.               

15. Follow steps 10 through 13. 
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1.2.1 Correcting errors 
If the data does not satisfy all the program edits, the cursor will move to the field  
with the incorrect entry and an error message at the bottom of the screen will display 
information related to the incorrect field entry (Figure 1.2.1 – 1).   

              
1. Correct the error (change the code in the RATE GROUP field to the correct one, 

R14, in this example).   
2. Press <ENTER> to continue.  Once all of the information is correct, the F10 

message to confirm the update will appear again (Figure 1.2.1 – 2).  
3.  Press<F10> to confirm the update/corrections. 
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1.2.2 Pending a record 
If the errors cannot be corrected while entering the data, put the record in pending (P) 
status.  You can return to the record at any time prior to close-out.  Once close-out is 
complete, all remaining pending records are deleted. 

 
1. Type “P” in the CLIENT STATUS field (Figure 1.2.2 - 1). 
2. Press <ENTER>.   

                
3. Press <F10> to confirm the change in client status. 
4. Note Pending record in listing (Figure 1.2.2 - 2). 
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1.3  Prior Month Correction 
 This option allows corrections to and inquiries of payments made during prior months.   

1.3.1 Correcting a prior month’s payment 
1. Type “3” in the SELECTION field, the Facility ID in the FACILITY ID  

field and the service month and year (MMYYYY) in the SVC MO field  
(Figure 1.3.1 – 1). 

2. Press <ENTER> to go to the prior payment screen based upon the ID and  
service month and year keyed. 

               
3. Type a “C” beside the record for correction (Figure 1.3.1 – 2). 
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4. Press <ENTER>.  A Correction Codes pop-up menu will appear.  Tab to the 
appropriate code and type “S” beside it (Figure 1.3.1 – 3). 

               
 

5. Press <ENTER> to go to the Child Demographic Detail record for the month  
you keyed (Figure 1.3.1 – 4).  The record shows negative amounts in the 
SERVICE AMOUNT, PARENT FEE AMOUNT and the PAYMENT AMOUNT 
fields.  It also displays the Correction Code selected from the pop-up menu.  
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6. Press <F10> to confirm the correction record the system created. The system will 
generate a message noting that the prior month’s invoice has been corrected in 
the current month’s Turnaround (Figure 1.3.1 – 5).  If child payment detail 
information needs to be corrected, proceed to step 7.  

                 

                 
7. Tab to the field(s) that need to change and type in the correct payment 

information.  For this example, type “19” in the SERVICE DAYS field 
 (Figure 1.3.1 – 6). 
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8. Press <ENTER> (Figure 1.3.1 – 7).                   
                  

                 
 

9. Press <F10> to confirm.  The records are now part of the current month’s 
Turnaround listing (Figure 1.3.1 – 8). 

 

                   
 

  
Prior month 
corrections 
appear in the 
current month’s 
Turnaround. 
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10.   From this screen press <F12> to view the correction code associated with a  
corrected record (Figure 1.3.1 – 9).  

                
1.3.2 Viewing a prior month correction for inquiry 

1. Type “3” in the SELECTION field, then type the Facility ID in the FACILITY ID 
field and the service month and year (MMYYYY) in the SVC MO field.  

2. Press <ENTER> to go to the prior payment screen based upon the ID and 
service month and year keyed. 

3. Type an “I” beside the record you want to review and press <ENTER>  
(Figure 1.3.2 – 1). 

                                                

 
You can only 
view a record 
when using this 
feature.  No 
corrections can 
be made. 
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1.4 List of Facilities Requiring Attention 
This option lists any facilities with payments that need to be reviewed and/or corrected 
prior to close-out.   

Viewing facilities that require attention 
1. Type “4” in the SELECTION field (Figure 1.4 – 1). 
2. Press <ENTER> and the List of Facilities Requiring Attention will appear. 

                   
                  

3. Tab to a facility and type “S” beside it (Figure 1.4 – 2). 
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4. Press <ENTER> and a list of child payment records needing review will appear 
(Figure 1.4 – 3). Type ‘U” and press <ENTER> to view the record.  The 
highlighted record(s) must be corrected before Purchaser Close-out can be 
completed. 

               
               

5. The error message relating to this record will appear at the bottom of the screen 
(Figure 1.4 – 4).  You must correct the record to remove it from the Turnaround 
listing for a facility.  Records for all of the facilities requiring attention must be 
corrected in order to close out. 
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1.5 Smart Start Bonus % Centers 
This option allows the Purchaser to add and remove Smart Start bonus payments for 
centers for current and prior service months. 

Adding or removing Smart Start bonus payments for a center 

1. Type “5” in the SELECTION Field (Figure 1.5 – 1). 
2. Press <ENTER> and the Smart Start Bonus Percentages - Centers screen will 

appear (Figure 1.5 – 2).    
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3. Tab to the star levels you would like to change and key in the new percentage 
rates (Figure 1.5 – 3).  Press <ENTER>. 

4. Press <F10> to confirm.  Smart Start bonuses will now be added or removed 
automatically by the system if applicable. 
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1.6 Smart Start Bonus % Homes 
This option allows the Purchaser to add and remove Smart Start Bonus payments for 
licensed family child care homes for current and prior service months. 

Adding or removing Smart Start bonus payments for a family child care home 
1. Type “6” in the SELECTION field (Figure 1.6 – 1). 
2. Press <ENTER> and the Smart Start Bonus Percentages - Homes screen will 

appear (Figure 1.6.1 – 2). 
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3. Tab to the star levels you would like to change and key in the new percentage 
rates.  Press <ENTER> (Figure 1.6 – 3). 

4. Press <F10> to confirm.  Smart Start bonuses will now be added or removed 
automatically by the system if applicable. 
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