SD Medicaid Reporting

The following is for use by South Dakota school districts to assist in completing the quarterly Medicaid
report. In order to get the needed salary and benefit expense information for the various categories
on the Medicaid report, a referenced custom field will need to be set up to assign the applicable
employees to the different Medicaid report categories. After setting up the referenced custom field,
the Distribution Report by Employee can be generated to gather the needed salary and benefit
expense information. Additionally, account groups can also be set up in order to generate the
information for the remaining areas of the Medicaid report (i.e. instructional supply expenses,
instructional travel expenses, budgeted federal funds, etc). Once the account groups are set up, a
Flexible Financial Report can be built to print the total activity (entries) for a specified date range
(including a date range that can cross fiscal years) for the defined account groups. The Account
Inquiry report and other miscellaneous Flexible Financial Reports that you have already set up can
also be generated to gather the remaining information for the Medicaid report, if desired.

Addlng a Referenced Custom Field for Medicaid:

From the Payroll screen, select the Maintenance . Cirstom Felds 0 x
Enter the description you would like to use
menu and then QUStom Flelds, ¢ File Options Reperts PinTo Hel for the Medicaid referenced custom field.
2. At the Custom Fields screen, click the Referenced Date Fields  Numeric Fields  Referendearress—Tegzrera
Fields tab. o a5 o ”
. . ustom Fi lescription Medicaid v
3. Enter the name for the new custom field in the Custom | ;.o e
F|e|d DeSCI‘Iptlon ﬂeld The deSCFIptlon can be Display in Human Resources Print on Human Resources Reports
alphanumeric, but must start with a letter, and can be Referenced Fields
Up tO 40 CharaCterS |Ong R?:‘liﬁﬁ%ed A Referenced Field Description
4. Inthe Referenced Fields List, define each value that | [x[oeras— [oesiia «
i 1 i X¢| DETAILB Detail B
;:;Ir; \tfvtian(;r.wtered into the custom field by completing the . Rl \
- | DETAILD Detail D Entelr d_escriptions for the different
e Inthe blank line (indicated with an asterisk) at the |+[x Medicaid report categories here.

bottom of the Referenced Fields List, enter the ID
for the value in the Referenced Field ID field. The
ID can be alphanumeric and up to 10 characters
long (no spaces).
Note: To have the system automatically assign the ID using the first 10 characters (letters and
numbers only) of the description, leave the ID field blank; once the record is saved, the ID will be
assigned. The Referenced Field ID must be unique and cannot be used more than once or with
multiple custom fields.

e Enter a description for the value in the Referenced Field Description field. The description can be up to
40 characters long.

o |f applicable, repeat these steps until all the values have been added for the custom field.

5. Click the Save button. See Diagram A.
Note: The newly added referenced custom field will appear for all employees in the Employee File.
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Diagram A

Completing the Referenced Custom Field for Each Applicable Employee:

1. From the Payroll screen, select the Maintenance menu and then Employees.

2. Enter the ID for the employee to edit in the Employee ID field, or click the down-arrow button or the Find
button to select the correct one.

3. Click the Custom Fields tab. H ‘ Referenced Fields

4. Complete the applicable referenced Building | ELM v
custom field in the Referenced Fields List || medicsia [DETALE —
by enterlng the ID (I'e' DETAILA1 \ For each applicable employee, enter the ID for the Medicaid
DETA”_B, DETA|LC, DETA”_D) for the report category for which this employee’s expenses should be
appropriate value for the employee. If reported in the appropriate referenced custom field.

the ID is not known, click the down- Diagram B
arrow button to select the correct one, or press the Ctrl+F keys to access the search
feature. See Diagram B.

5. Click the Save button.

6. Repeat Steps 2-5 for each applicable employee.
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Adqu Account Groups:
From the General Ledger screen, select the Maintenance menu and then Account Groups.
At the Account Groups screen, C|ICk the New Record button.
Enter a unique ID for the account group in the Account Group ID field. The ID can be alphanumeric and up
to 10 characters long (no spaces). See Diagram C.
Note: To have the system automatically assign the ID using the first 10 characters (letters and
numbers only) of the description, leave the ID field blank; once the record is saved, the ID will be

NS

assigned.

Enter a description for the account group in the Account Group Description field. The description can be up

to 40 characters long.

In the Chart of Account Numbers List,
specify which account numbers to assign to
the account group by clicking the box for the
Selected column to the left of each desired
account number. A checkmark will appear
in the box if the account number is selected.
To select all the account numbers listed on
the screen, click the Select All button
located above the Chart of Account
Numbers List. If desired, change the filters
to modify the account numbers displayed
here.

Click the Save button.

Repeat Steps 2-6 to set up an account
group for each of the various categories on
each of the detail tabs on the Medicaid
spreadsheet (i.e. Detail C for supply
expenses, Detail C for travel expenses,
etc.).

If desired, print the Account Groups Listing to verify the account numbers defined in each

account group.

gl Account Groups

: File Reports PinTo Help

Account Group ID SUPPLIESC

Account Group Description | Medicaid Report Supplies C

Mask Options
Use Masks for Account Groups [

v &

Project Number

| -

Include Inactive Accounts

The Project Number field |s only L]Vsercrlwby Wyomiﬁg = :
school districts and will be disabled for other states.

Select All | Unselect All

Chart of Account Numbers

Selected V'V A:;E: ay| Cradolfecont g pctive ¥| AU TYP® v/ Fund Number V| Fund Descripion V| ocount ¥ '?‘:J

~ 101000 000 411 | Supplies ~ 9 Mo T General Fund
v 101111001411 | Instruction Material [ 9 \{o ] General Fund
v 101111001421 | Textbooks 7 9 ' General)w/
[ 101111001 424 | Workbooks .
= 107721 002411 | General Suppiies rlUse the ﬂters to narrow down the account
W 101721002421 | Textbooks | Numbers from which to add to the account group.
12 10 424 | Workbooks 12 9 10 General Fund
12 101131003 411 tion Material 2 9 10 General Fund
~ 101131004 411 | Supplies [ 9 10 General Fund
2 101210000 411 | General Supplies T 9 10 General Fund

{q i 10101 Cash In Bank Select the desired account numbers| 101 _ﬂll

to assign to the account group.
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Diagram C

Setting Up a Flexible Financial Report to Print Total Activity:

1.
2.

From the General Ledger screen, select the Maintenance menu and then Flexible Financial Report

Setup

At the .Flexible Financial Report Setup screen, click the New Record button and complete the screens as

shown in Diagrams D and E.

Click the Save button to save the new report.

gl Flexible Financial Report Setup - m} X
¢ File Options PinTo Help
General i " -
fiteidSalectoniii Sarting and Gralping ‘The fields for the fonts can be completed as desired.
Report Name SD Medicaid Activity Report S Iy
Group Header Font [Anal | [©
Logobetings Detai Font [aral 1 o
Orientation Portrait v e
— Account Ty
Top Margin IO 50 ] SELVPES
- foomren, Structure
Bottom Margin |0.50 J Selected TypelD 4| AccountType Description A Type. A
Lot M "0 50 l Description
n
— ‘50 50 r 1 Current Assets Balance Sheet
Right Margin = ] r 2 Long-term Assets Balance Sheet
J 3 Other Assets Balance Sheet
Grand Total r 35 Deferred Outflows of Resources | Balance Sheet
Auto Adjust Fields O r 4 Current Liabilities Balance Sheet
Include Active Accounts with 7 ili
No Activity O r 5 Long-term Liabilities Balance Sheet
Reoul r 6 Other Liabilities Balance Sheet
RepodiType i hd I~ 6.5 Deferred Inflows of Resources | Balance Sheet
r 7 Fund Balance Balance Sheet
r 8 Revenue Revenue
» P 9 Expenditure Expenditure
Column /
R ‘Select to only include Expenditure Accounts. ‘ widh |
Detail Width |
B i®eO e 0K H X @QIE: £ i DocumentManagement:
Diagram D




gl Flexible Financial Report Setup " -
This report example only shows one group included on the report (by
i File Options PinTo Help Fund Number). If desired, additional groups (sorts) can be added by
i Report Name SD Medicaid Activity Report clicking the Sorting and Grouping tab and adding additional groups.
P e
General Field Selection  Sorting and Grouping ®
Field Select|
Report Fields Report Layout @
Formula Heading ﬁ Section @
%of Budgel W Encumbrances _] Name Group By, Header Properties Footer Properties Summary
% of Monthly Budget % M Group_01 | Fund Number ‘ Display Section with Section Labels ‘ Display Section with no Labels ‘ r | @®
% Remaining = b D Detail [ ‘ Display Section with Page Labels ‘ ‘ r |
% Remaining for Month
= : : Display in
% Remaining Plus Invoices Field Display in
Label A Field N; Secti ¢
% Remaining Plus Purchase Orders = Vidth o Headgfn Section Footer
% Remaining w/o Encumbrances %] Account Number 30 Account Number [} =
Account Description %¢| Account Description | 30 Account Description E E
Account Number | Activity ~_ 12 Activity = r
Account Plus Description
Account Without Fund Plus Description \
» | Activity By including the Activity field on the report, the total of all entries from
Beginning Balance the Beginning Month up to and including the Processing Month will be
Budget printed for each account (months specified when generating the report).
Budget Balance at EOM ~|
KT — i
Account Parts <« | »
i® O QK H X @IE: FI i DocumentManagement: | [~
Generating the Needed Information: Diagram E

1. Print the Distribution Report by Employee.

o From the Payroll screen, select the Reports menu, Other Reports, and then Distribution Report by
Employee.

e Enter the beginning month and the ending month of the quarter in the From and To fields for the
Processing Month parameter. Use the mmlyyyy format, or click the Search button to select the correct
months. See Diagram F.

e Click the Search button for the [vprEmployeePersonnelReference].[NoCustomReferencedID] field under
the Report Sorting section and select to sort by the applicable Medicaid referenced custom field. See
Diagrams F and G.

o [f desired, to not have a subtotal for each employee print on the report, unselect the Footer Visible field
for the Employee_Subtotal field (sort) listed under the Report Sorting section. A checkmark will not
appear in the box if the field is unselected. See Diagram F.

o Print the report to the screen or to the printer by clicking the To Screen or To Printer button.

e See Diagram H for an example of the Distribution Report by Employee printed without an employee
subtotal to use when completing the Medicaid spreadsheet (Diagram I).

W Report Printing Options - Distribution Report by Employee - [m] X%
: File Help

i [§le 31631 5 @1 |Enter a mask in the Chart of Account Number parameter if desired using

Report Selection

Report Selection Desciption | Post{ structure of Fund-Function-Operational Unit-Object), enter __ 1

the _ wildcard character to restrict the account numbers that print on the
report. For example (using South Dakota data with an expense account

___ to print only those account numbers with a function in the 1000s. In
this example, the report is being generated for all account numbers.

Parameter Name Fror

Active Employee 7 [][Al Records Selected 28 Search - o X
Batch Description / [ O][ Al Records Selected i File Help
Chart of Account Number » [ O]| All Records Selected Group By Field Name AY
Employee Group ID ][ Al Records Selected vprE: i R LBUILDINGD
Employee ID 5[ il ocords Seiecied [vprEmployeePersonnelReference] [BUILDINGID]
Employee Status ; All Records Selected vpr & B JIMEDICAIDD

= » | [vprEmployeePersonnelReference] MEDICAIDID]
Rl 0] [llfecoreSeleced [vprEmployeeffbrsonnelReference] [NOCUSTOMREF ERENCEDDescription]
peyCodelD 0| [ANGEcH Secied [vprEmployegPersonnelReference] INOCUSTOMREFERENCEDID]
Pay Group ID [O][ Al Records Selected
Payroll Type | || Extra,Pay Off Contracts Regular.Void A+ RS
Processing Month 1212024 0272025 ~1[2] 6rows
N ‘ Diagram G
Sub Heading Posted; Processing Month 12/202 Enter the range for the quarter

to be reported here.
Opwon:
Select

Include Page Header/Footer 7
Print Negative NumbersinRed [~

Report Sorting

Group Header Visible | Footer Visible | NewPageAfier | |Click the Search button to select the referenced

: 1INoC D] ) ~ f T custom field for Medicaid. See Diagram G.
[vprEmployees). [LastName] [_ r r
[vprEmployees) [FirstName] [ r r
Employee_Subtotal [ 2 r
[vprD BYE: Totals].[ChartOf [ r r
If desired, to not have a subtotal for each employee print on the report, Diagram F

“unselect the Footer Visible field for the Employee_Subtotal sort listed
here. A checkmark will not appear in the box if the field is unselected.

In this example, the subtotal will not print for each employee.
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Print the Flexible Financial Report which shows the Medicaid activity (setup instructions on page B

of this handout).

o From the General Ledger screen, select the Reports menu, Flexible Financial Reports, and
then the applicable Flexible Financial Report (in this example, the SD Medicaid Activity Report).

e Select Account Groups as the Report Selection Description.

o Enter the beginning month and the ending month of the quarter for which to generate the report
in the Beginning Month and Processing Month parameters. Use the mm/yyyy format. See
Diagram J.

Note: The specified months can be within different fiscal years (i.e. the report can be printed for
June through August).

e Select the appropriate account groups for which to generate by completing the From and To
fields for the Account Group ID parameter or clicking the Search button to select the correct
ones. See Diagram J.

e Print the report to the screen or to the printer by clicking the To Screen or To Printer button.

o See Diagram K for an example of the SD Medicaid Activity Report (showing for just two account
groups) to use when completing the Medicaid spreadsheet (Diagram L).

Note: The Account Inquiry report and other miscellaneous Flexible Financial Reports that you
have already setup can also be generated for your defined account groups to gather the
remaining information for the Medicaid spreadsheet if desired. See Diagram M.

vV Report Printing Options - SD Medicaid Activity Report o 0O X
: File Help
==Y : ColRoport Seloction Descrpion. . etings | Retieve Stings
Report Selection /
Report Selection Description | Account Groups v

Variable Fields

Variable Name Variable Value
L - = Enter the range of months for which quarter to generate

Beginning Month | 12/2024 in the Beginning Month and Processing Month fields.

Processing Month [0272025 = %/‘, The months can be from within different fiscal years.

Report Parameters

Parameter Name From To
Account Group ID jo) I All Records Selected
\ =

Fund Number jo) I All Records Selec
Sub Heading In this example, the SD Medicaid

— Activity Report is being generated for

Sub Heading Account Groups; Beginning Month 12/2024; Processing Month 02/2 all defined account groups.
Miscellaneous Options
Select

Include Page Header/Footer v

Print Negative Numbers in Red |

Report Sorting
Group Header Visible Footer Visible New Page After
i [vglAccountGroups].[AccountGroupDescription] ’_ v v o
[vglFunds].[FundNumber] [ v v [
[vglChartOfAccounts].[ChartOfAccountNumber] [_ I~ v o

Diagram J




Diagram K

South Dakota Lab Data SD Medicaid Activity Report Page: 1
03/06/2025 05:15 PM 12/2024 to 02/2025 User ID: SAS
Account Number Account Description Activity
MEDICAID REPORT SUPPLIES C
10 GENERAL FUND
10 1111 001 410 NSTRUCTION MATERIAL 4,521.50
10 1111 001 420 TEXTBOOKS 1,200.00
10 1111 001 421 WORKBOOKS 1,665.00
10 1121 002 410 GENERAL SUPPLIES 1,155.50
10 1121 002 420 TEXTBOOKS 2,421.00
10 1121 002 421 WORKBOOKS 375.00
10 1131 003 410 INSTRUCTION MATERIAL 10,143.00
10 1131 004 410 SUPPLIES 1,500.00
10 1210 000 410 GENERAL SUPPLIES 155.00
10 GENERAL FUND 23,136.00
MEDICAID REPORT SUPPLIES C 23,136.00
MEDICAID REPORT TRAVEL C
10 GENERAL/FUND
10 1131 003 334 TRAVEL 213.44
10 GENERAL FUND 213.44
MEDICAID REPORT TRAVEL C 213.44

This example shows how the amounts can be
quickly pulled from the Flexible Financial Report
(SD Medicaid Activity Report) and then entered
on the appropriate area of the Medicaid report.

Diagram L

L'__" Medicaid Spreadsheet

SN/

Enter the total for each account group from the Flexible Financial Report (SD
Medicaid Activity Report) in the appropriate column of the applicable Detail tab
on the spreadsheet. In this example, the total for the supply expenses for
Detail C (total for Supplies C report group) is entered in the column for
Materials/Supplies on the Detail C tab of the Medicaid spreadsheet and the
total for the travel expenses for Detail C (total for Travel C report group) is
entered in the column for Travel/Training on the Detail C tab.

8 |JACKSON KATHY
9 |PATTERSON MARIA
10 | WILLIAMSON BERT

TEACHER
AIDE

TEACHER
All Instructional Exgyf

O000

141
I «]» [¥IN " ExpenseSummary { Detai-A_{ Detai-8 ) Detail-C { Detai-D /

| A | B N C D
1] South Dakota icait ative O Claiming
2| Décember 2004 - February 2005
3 0003 South Dakota Lsb D{a
4
5 | Last Name First Name  Catdgory Position Title
6
7 |GREEN DALE TEACHER

| =10
| FE | G H J | K L M | N | O E
Detail Q2-04
Direct Direct Corracted Fed Funds
Support  Support PariNpant Tryvel/l = Materials/  Other/ Directly
Salaries Benefits StaffSal. StaffBen. Expen\es TrailNng Supplies Misc Assigned Total
TOTALS 22375 5,760 0 0 0 213 23,136 10,207 0 61,691
6,625 1,590 8,215
5,500 1,483 6,983
3,000 1,017 4,017
7,250 1,669 8,919
213 23,136 10,207 33,556
-
Ll — il
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