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Important The required fields referenced in this chapter refer to system-required fields.  

These fields are required in order for the form to be saved in approved status. 
 
The information that is required due to policy may be different from those 
that are system required. 
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The Plan of Care 

 
Introduction There are two ways to open the Plan of Care, through an Assessment form 

(UAI), directly from Person Forms page.  The process of entering the 
information is the same. 

  
Important There should be only ONE active Plan of Care for a customer.  The 

Assessment that has the greatest detail is the one that takes precedence. 
 

Example: 
 
On January 4, a customer has an UAI Assessment and the Plan of Care.  The 
Re-assessment date is January 3. 
 
On June 20, another UAI for the same customer is completed.  At that time, 
the June Plan of Care takes precedence.  Therefore, all of the services in the 
January Plan of Care will need to be manually closed. 

  
KAMIS II 
Changes 

There are four navigational tabs in the Plan of Care.  A Customer page, two 
types of data entry pages and a print view page. 
 
It is possible to delete a service line item that has been deleted in the MMIS 
System or a non-HCBS funded line if a payment has not been processed.  The 
service line item will be retained on the previous Plan of Care versions for 
history. 
 
There has been a column added in the Plan of Care table.  The Processed 
Status Column.  The following are the status descriptions: 
• New – The line item has just been added to the table but not saved to the 

database. 
• Existing – The line item has been saved to the database. 
• Modified – The line has just been modified but not saved to the database. 
• Existing – Error – This status will indicate that at one time the line item 

was saved to the database, however, during that point in time to the 
present something in KAMIS has changed to cause an error.  The detail is 
shown by placing the mouse pointer over the column status.  (example:  
The unit cost has changed) 

• Modified – Error – This status will indicate that the modification to the 
line item caused an error.  The detail is shown by placing the mouse 
pointer over the column status.   
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Accessing the Plan of Care Through an Assessment Form 

 
Introduction This section explains how to access the Plan of Care through an Assessment 

Form Window. 

 
How To Follow the steps in the table below to access the Plan of Care. 
 

Step Action Result 
1.  Data enter the Assessment 

information as appropriate. 
Customer Assessment form is 
displayed. 

2.  Change form Status to Approve. 
Click on the Save button. 

Assessment Form saved. 

3.  In the Navigational Panel, click 
on the Plan of Care Link. 

Plan of Care will open in a new 
window. 
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Accessing the Plan of Care Through Person Forms Listing 

  
Introduction This section explains how to access the Plan of Care through the Person 

Forms page. 

 
How To Follow the steps in the table below to access the Plan of Care. 
 

Step Action Result 
1. Search for Customer in the normal 

process. 
Customer is displayed. 

 

 
 

2. In the Search Results table, in the 
appropriate customer row, single click on 
the View Forms icon. 

List of all forms associated 
to the customer will be 
displayed. 
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Accessing the Plan of Care Through Person Forms Listing, 
Continued 

 
How To (continued) 
 

Step Action Result 
3.  In the Forms List table, in the 

appropriate forms row, single 
click on the POC Status Link. 
 
Status Abbreviations: 
CREATE – New  
INC – Incomplete / Work in 
Progress 
APP – KAMIS Approved 

Plan of Care form opens in a 
new window. 
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New Plan of Care 

  
Introduction The Plan of Care form has now been separated into three sections and each 

section has been placed into navigational tabs, Customer Information, Line 
Items and Data Entry.  There are links to other functions, such as the 
Assessment, Unmet Needs and the Customer Case log. 

  
New Plan of 
Care Page 

When accessing a new Plan of Care only the Customer Navigation tab is 
available until the Plan of Care is saved.  Once saved, the other navigational 
tabs will display. 

  
 Title bar.  (Indicates the 

Customer and the type of 
assessment and date.) 

Closes the  
Plan of Care 
Window 

 
 
 
Assessment 
Information 
 
Navigational 
Tab 
 
 
Informational 
Data (Required 
for HCBS/FE 
funded POC) 
 
Action Buttons 

 

 
 

 Continued on next page 
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Customer Information Navigation Tab 

  
CUSTOMER INFORMATION NAVIGATION TAB 

 
Links to other 
forms 
 
 
Customer & 
Assessment 
Information 
 
 
 
POC Status & 
Version 
Number 
 
 
Plan of Care 
Effective Date 
(Defaults to the 
Assessment Date) 
 

 

 

 
The EDS Inquiry Button applies only to HBS/FE funded Plans of Care. 

  

Assessment 
Information 

Medicaid 
Required 
Fields 
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Line Items Navigation Tab 

  
LINE ITEMS NAVIGATION TAB 

Filters 
(Displays only selected lines) 

Links to other 
forms 
 
Plan of Care 
Version and 
Status Heading 
 
 
Service Line 
Items 
(All lines will be 
displayed) 
 
 
 
 

 

Action Buttons      MMIS Error Message 
(Will perform the action stated on the button) 

 
Special 
Features 

The Line Items Page is a viewable area that shows all the service line items in 
data entry order.  There are several actions buttons and filter features on the 
Line Items Page. 

   
Action Button Action 

Create New POC 
Version 

Will create a version of the Plan of Care where 
additions and modifications can be made. 

Radio Buttons – All, 
Active, Open HCBS, 
Open Non-HCBS 

All – Will display all service line items on the 
POC 
Active – Will display only those service line 
items that are currently active as of the current 
system date.  T will not show services that have 
ended prior to the current date, or any services 
that will start in the future. 
Open HCBS – Will display all open HCBS 
funded service line items. 
Open Non-HCBS – Will display all open Non-
HCBS funded service line items. 

Continued on next page 
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Line Items Navigation Tab, Continued 

  
Special Features (continued) 
 

Action Button Action 
Save All POC Info Will save all changes to the POC to the database.  

Once saved (even in Work in Progress status) 
only some information will be able to be 
changed. 

 
The EDS Inquiry, Monthly Cost, Update MMIS Buttons and the Refer To and 
From fields applies only to HBS/FE funded Plans of Care. 
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Data Entry Navigation Tab 

  
DATA ENTRY NAVIGATION TAB 

 
 
 
 
 
 
Service Line 
Items 
 
 
Modify 
Service Line 
Item Data 
Entry Fields 
 
 
 
New Service 
Line Item 
Data Entry 
Fields 
 

 

 

  
Special 
Features 

The Data Entry Navigation Tab has viewable areas that show all the service 
line items in data entry order, a modification area and a new service line data 
entry area.  
 
The idea behind this navigation tab is to give the ability to data enter a 
modification of a service line item and a new service line at the same time 
being able to use the service table for reference.  There are several actions 
buttons and filter features on the page.  

Continued on next page 
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Data Entry Navigation Tab, Continued 

  
Action Button Action 

Create New POC 
Version 

Will create a version of the Plan of Care where 
additions and modifications can be made. 

Radio Buttons – All, 
Active, Open HCBS, 
Open Non-HCBS 

All – Will display all service line items on the 
POC 
Active – Will display only those service line 
items that are currently active as of the current 
system date.  T will not show services that have 
ended prior to the current date, or any services 
that will start in the future. 
Open HCBS – Will display all open HCBS 
funded service line items. 
Open Non-HCBS – Will display all open Non-
HCBS funded service line items. 

Add / Modify Line(s) Once the service line item is modified or 
completed, this button will add the modified 
information or new line item to the table. 

Save All POC Info Will save all changes to the POC to the database.  
Once saved (even in Work in Progress status) 
only some information will be able to be 
changed. 

 
The EDS Inquiry, Monthly Cost, Update MMIS Buttons and the Refer To and 
From fields applies only to HBS/FE funded Plans of Care. 
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Print View Navigation Tab 

  
PRINT VIEW NAVIGATION TAB 

 
 

(Will open in a separate window) 

 
 
Option Radio Buttons –  
(Select to display the late POC version or all POC versions) 

 

 
Print page 
link icon 

  
Special 
Features 

Toggle button as to how much of the Plan of Care will be displayed to print.  
• “Yes” will display only the latest POC Version. 
• “No” will display all of the POC Versions. 
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Starting a New Plan of Care 

  
Introduction The following sections will address adding a new Plan of Care in KAMIS.  If 

the Plan of Care is associated with a Re-Assessment, the Plan of Care 
associated with the prior Assessment will need to be terminated / closed prior 
to starting the new Plan of Care. 

  
How to Follow the steps in the table below to create a new Plan of Care. 
 

Step Action Result 
1.  Open the Plan of Care. Customer Information Page will 

be displayed. 
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Entering Information in the Customer Page 

  
Introduction The information displayed in this section is concerning the customers’ 

personal information.  The information is entered previously in Person 
Administration.   

  
KAMIS II 
Change 

If the Medicaid Beneficiary Number has been entered into KAMIS 
previously, the number will populate in the correct field in the assessment.  
Therefore, the number will display in the new Plan of Care. 
 
Also, if the Medicaid Beneficiary Number is incorrect or has been changed by 
the MMIS System, the number can now change instead of calling the KDOA 
Helpdesk. 

  
How To Follow the steps in the table below to enter information into the Customer 

Section of the Plan of Care. 
 

Step Action Result 
1.  Click on the Customer 

Information Navigation Tab to 
make it active. 

 

 

 
 

Continued on next page 
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Entering Information in the Customer Page, Continued 

  
How To (continued) 
 

Step Action Result 
2.  Enter Social Security Number, 

if needed. 
This area will be available only 
if the information is absent. 

3.  Enter the Plan of Care 
Effective Date. 

This defaults to the assessment 
date. 

4.  Click on the Save button. The Plan of Care is created. All 
other Navigational tabs are 
displayed. 

5.  Click on either the Line Items or 
Data Entry Navigation Tab. 

Information fields will be 
displayed. 
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Entering Service Line Items – Line Items Navigation Tab 

  
Introduction There are two options to data entering the service line items on the Plan of 

Care.  It is personal preference as to which navigational tab to use.  The 
following will describe how to use the Line Item Navigation tab. 

  
How To Follow the steps in the table below to enter data into a new Plan of Care in 

KAMIS using the Line Items Navigation Tab. 
 

Step Action Result 
1.  Click on the Line Items 

Navigation Tab. 
Makes the tab active. 

 

 
2.  Click on the Add line button.   Add / Modify line items page is 

displayed. 
 

 

Continued on next page 
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Entering Service Line Items – Line Items Navigation Tab, 
Continued 

  
How To (continued) 
 

Step Action Result 
3.  Service Code – Either search or 

select the appropriate service 
from the drop down dialog box. 

The complete service title and 
unit standards are displayed. 

4.  Self-Direct – Select Y or N HCBS/FE Required Field. 
5.  Funding Source – Either search 

or select the appropriate funding 
from the drop down dialog box. 

Only the sources associated with 
the service will be displayed. 

6.  Disaster – Select Y or N  
7.  Provider – Select the 

appropriate Provider from the 
drop down dialog box. 

Only the providers that provide 
the service/funding combination 
selected will be displayed. 

 
Note:  Once a Funding Source is selected, the Provider drop down dialog 
box may not display any entries.  This will indicate that there are currently 
no providers available for this Service/Funding Combination. 
 
There may not be a provider for that combination entered into KAMIS.  If 
the information selected is correct then the Service Provided pricing needs 
to be entered into KAMIS.  See the appropriate Chapter for detailed 
instructions. 
 
If you select a provider in the Provider drop down list box then click on 
either the Service Code or Funding Source columns, the Provider will be set 
back to blank.  This is due to the application re-querying the database to find 
the Provider(s) and/or Funding combination for that service. 

 
Step Action Result 

8.  Units - Enter the number of 
units. 

Required 

9.  Frequency - Enter the 
Frequency of the Service. 

Required 

10.  Total Units Monthly - Enter the 
number of total units.   

Required 

11.  Start and End Date - Enter the 
date the services are to start and 
end. 

Required 

Continued on next page 

Developed 05/29/2007 19B - 17 



Entering Service Line Items – Line Items Navigation Tab, 
Continued 

  
How To (continued) 
 

Step Action Result 
12.  MMIS Update - System 

Generated. 
For HCBS/FE. 

13.  MMIS Save Date - System 
Generated 

For HCBS/FE. 

14.  Discharge Code - Enter if 
appropriate. 

Required if the Service is 
ending.  A short explanation is 
listed in the discharge code drop 
down dialog box or see the 
Appendix for the listing of 
Discharge Codes. 

15.  Cost of Unit - Select the 
appropriate cost from drop down 
dialog box. 

Populated by the System per 
Provider Service. 

 
Note:  If you select a price in the Cost of Unit drop down list box that is not 
listed first and then click on either the Funding Source or Provider columns, 
the unit price will be set back to the first entry in the listing.  This is due to the 
application re-querying the database to find the Provider(s) and/or Funding 
combination for that service. 

Continued on next page 
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Entering Service Line Items – Line Items Navigation Tab, 
Continued 

Step Action Result 
16.  Customer Obligation Co-Pay This field is system generated 

according to the SCA 
Percentage. 

17.  Monthly Cost - Calculated by 
the System. 

The calculation is: 
Total Units Monthly multiplied 
by the Cost of Unit minus any 
Customer Obligation Co-Pay. 

 

 
 

18.  Click on the Create button. The page will return to the Line 
Items Navigation Tab with the 
new service line item added to 
the table.  The processed column 
will indicate “new”. 
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Entering Service Line Items – Data Entry Navigation Tab 

 
Introduction There are two options to data entering the service line items on the Plan of 

Care.  It is personal preference as to which navigation tab to use.  The 
following will describe how to use the Data Entry Navigation Tab. 

  
How To Follow the steps in the table below to enter data into a new Plan of Care in 

KAMIS using the Data Entry Navigation Tab. 
 

Step Action Result 
1.  Click on the Data Entry 

Navigation Tab. 
Makes the tab active. 

 

 
4.  The data entry fields are 

available at the bottom of the 
page.  Begin entering the data. 

 

5.  Service Code – Either search or 
select the appropriate service 
from the drop down dialog box. 

The complete service title and 
unit standards are displayed. 

6.  Self-Direct – Select Y or N Required Field for HCBS. 
7.  Funding Source – Either search 

or select the appropriate funding 
from the drop down dialog box. 

Only the sources associated with 
the service will be displayed. 

Continued on next page 
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Entering Service Line Items – Data Entry Navigation Tab, 
Continued 

  
How To (continued) 
 

Step Action Result 
8.  Disaster – Select Y or N  
9.  Provider – Select the 

appropriate Provider from the 
drop down dialog box. 

Only the providers that provide 
the service/funding combination 
selected will be displayed. 

 
Note:  Once a Funding Source is selected, the Provider drop down dialog 
box may not display any entries.  This will indicate that there are currently 
no providers available for this Service/Funding Combination. 
 
There may not be a provider for that combination entered into KAMIS.  If 
the information selected is correct then the Service Provided pricing needs 
to be entered into KAMIS.  See the appropriate Chapter for detailed 
instructions. 
 
If you select a provider in the Provider drop down list box then click on 
either the Service Code or Funding Source columns, the Provider will be set 
back to blank.  This is due to the application re-querying the database to find 
the Provider(s) and/or Funding combination for that service. 

 
Step Action Result 

10.  Units - Enter the number of 
units. 

Required 

11.  Frequency - Enter the 
Frequency of the Service. 

Required 

12.  Total Units Monthly - Enter the 
number of total units.   

Required 

13.  Start and End Date - Enter the 
date the services are to start and 
end. 

Required 

14.  MMIS Update - System 
Generated. 

For HCBS/FE. 

15.  MMIS Save Date - System 
Generated 

For HCBS/FE. 

Continued on next page 

Developed 05/29/2007 19B - 21 



Entering Service Line Items – Data Entry Navigation Tab, 
Continued 

  
How To (continued) 
 

Step Action Result 
16.  Discharge Code - Enter if 

appropriate. 
Required if the Service is 
ending.  A short explanation is 
listed in the discharge code drop 
down dialog box or see the 
Appendix for the listing of 
Discharge Codes. 

17.  Cost of Unit - Select the 
appropriate cost from drop down 
dialog box. 

Populated by the System per 
Provider Service. 

 
Note:  If you select a price in the Cost of Unit drop down list box that is not 
listed first and then click on either the Funding Source or Provider columns, 
the unit price will be set back to the first entry in the listing.  This is due to the 
application re-querying the database to find the Provider(s) and/or Funding 
combination for that service. 

 
Step Action Result 

18.  Customer Obligation Co-Pay - 
Enter the Obligation if 
applicable. 

This field is system generated 
according to the SCA 
Percentage. 

Continued on next page 
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Entering Service Line Items – Data Entry Navigation Tab, 
Continued 

  
How To (continued) 
 

Step Action Result 
19.  Monthly Cost - Calculated by 

the System. 
The calculation is: 
Total Units Monthly multiplied 
by the Cost of Unit minus the 
Customer Obligation Co-Pay. 

 

 
 

Continued on next page 
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Entering Service Line Items – Data Entry Navigation Tab, 
Continued 

  
How To (continued) 
 

Step Action Result 
20.  Click on the Add / Modify 

Line(s) button. 
The new service line item is 
added to the table.  The 
processed column will indicate 
“new”. 
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Saving a Plan of Care 

 
Introduction In KAMIS the Plan of Care must be in an Approved Status for the Services to 

be registered within KAMIS Only. 

  
How To Follow the steps in the table below to save a Plan of Care. 
 

Step Action Result 
1.  Change POC Status to 

Approved. 
 

2.  Press the Save All POC Info 
button. 

The Plan of Care will save.  
Four items will occur 
• The status area will turn gray 

in color 
• A successful save message 

displayed in the heading 
area. 

• “Existing” will display in the 
processed column. 
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Modifying a Plan of Care 

  
Introduction Once services are entered into the Plan of Care and saved as Approved in 

KAMIS, changes can only be made by creating a new version of the existing 
Plan of Care. 

 
How To Follow the steps in the table below to create a new version of the Plan of Care 

in order to modify a service line item.  
 

Step Action Result 
1.  Open existing Plan of Care.  

Click on either the Line Items or 
Data Entry Navigation tab. 

Makes the tab active. 

2.  Click on the Create New POC 
button. 

New version will be created 
with action buttons displayed.  
The page will return back to the 
Customer Information Page to 
reset the data. 

3.  Click back to the Navigation tab 
of choice. 

Page is displayed. 

4.  In the Service Table locate the 
service line that will be 
modified. 

 

Continued on next page 
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Modifying a Plan of Care, Continued 

  
How To (continued) 
 

Step Action Result 
5.  Select the line for modification 

by clicking on the service code 
(ATCR, HMKR, etc.) link. 

Line will become editable 
according to the navigational 
tab. 

  
  Navigation 

Tab 
Action  

  Line Items The Add / Modify Page will be displayed.  
When complete, click on the Save button. 

 

   

  Data Entry The modify regions will be displayed.  When 
complete, click on the Add/Modify Line(s) 
button. 

 

   

  

Continued on next page 
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Modifying a Plan of Care, Continued 

  
How To (continued) 
 

Step Action Result 
6.  Only certain fields are editable Fields editable: 
  
  SRS Office Units  

  Case Manager Frequency  
  Deinst/Divert Total Units Monthly  
  MMIS Self-Direct Indicator End Date  

  Refer To and Refer From Discharge Code  
  Customer Obligation Copay  
  
7.  Click on Add/Modify Line(s) 

or the Save button when the 
changes are complete. 

The modified information will 
be added to the line item in the 
table. 

8.  Change POC Status to 
Approved. 

 

9.  Press the Save All POC Info 
button. 

Will save the Plan of Care. 
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Line Deletion in KAMIS 

 
Introduction With KAMIS II it will be possible to delete a service line item if a payment 

has not been processed.  The service line item will be retained on the previous 
Plan of Care versions for history.  The line item will not appear on the POC 
version if it is deleted prior to clicking on the Save All POC Info button.   

 
How To Follow the steps in the table below to change a service line item in KAMIS so 

that upon approval the line will be deleted from the current Plan of Care 
version. 

 
Step Action Result 

1.  Open existing Plan of Care.  
Click on either the Line Items or 
Data Entry Navigation tab. 

Makes the tab active. 

2.  Click on the Create New POC 
button. 

New version will be created 
with action buttons displayed.  
The page will return back to the 
Customer Information tab to 
reset the data. 

3.  Click back to the Navigation tab 
of choice. 

Page is displayed. 

4.  It is not necessary to enter the 
Refer From or Refer To fields. 

 

Continued on next page 
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Line Deletion in KAMIS, Continued 

  
How To (continued) 
 

Step Action Result 
5.  Click on the service code 

(ATCR, HMKR, etc.) of the 
service line item to modify. 

See description below 

  
  Navigation 

Tab 
Action  

  Line Items Click on the Delete button.  A delete 
confirmation message will be displayed. 

 

   

 

 

  Data Entry Click on the Delete check box.  Then click 
on the Add/Modify Line(s) button. 

 

   

 

 

  

Continued on next page 
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Line Deletion in KAMIS, Continued 

  
How To (continued) 
 

Step Action Result 
6.  The modified information will 

be added to the line item in the 
table. 

The Processed column will 
indicate delete. 

 

 
 

7.  Change POC Status to 
Approved. 

 

8.  Press the Save All POC Info 
button. 

Will save the Plan of Care and 
the line will be deleted from the 
Plan of Care version. 
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Closing a Plan of Care – Reassessment 

 
Introduction Anytime a Plan of Care is closed the Person Status check procedure will be 

implemented.  If the Plan of Care is being closed due to a reassessment the 
persons status does not need to be changed.  Therefore, the following actions 
will need to be completed. 

  
Note There has been a new discharge code “31” implemented for use when closing 

a Plan of Care due to a reassessment. 

 
How to Follow the steps in the table below to close service line items. 
 

Step Action Result 
1.  Open existing Plan of Care.  
2.  On the Line Item Page, select 

the Create New POC button. 
New version will be created 
with action buttons displayed. 

3.  In the Service Line Item table 
locate all open service lines that 
will be closed. 

Follow the instructions on how 
to modify a Plan of Care. 

 
Hint:  Use the Open Non-HCBS radio button for ease of viewing only the 
open service line items. 
 

4.  Change the End Date on all 
open service line items. 

This will close the services in 
KAMIS. 

5.  Discharge Code – A code 
must be selected on ALL lines. 

 

6.  Click on Add/Modify Line(s) 
or the Save button when the 
changes are complete. 

The modified information will 
be added to the line item in the 
table. 

7.  Continue until all service line 
items have been closed. 

 

8.  Change POC Status to 
Approved. 

 

Continued on next page 
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Closing a Plan of Care – Reassessment, Continued 

  
How to (continued) 
 

Step Action Result 
9.  Press the Save All POC Info 

button. 
Message will display stating that 
this is the last Plan of Care open 
and does the customers status 
needs to be changed. 

 

 
 

10.  Since this Plan of Care is being 
closed for a reassessment, click 
on Cancel. 

Will continue to save the Plan of 
Care. 
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Closing a Plan of Care – Person Status Inactive or Deceased 

  
Introduction If the Plan of Care is being closed due to the person becoming inactive, (i.e. 

cannot be located) or due to the person’s death, the person’s status does need 
to be changed.   
 
In KAMIS II there is only one way to change the person status, through 
Person Administration.  However, once all the service line items are closed on 
the all assessment Plan of Cares, a message will display regarding the change 
of the person’s status.  When answered “Ok” the page will forward to Person 
Administration. 

 
How to Use the following steps when the service line items need to be adjusted or 

pro-rated. 
 

Step Action Result 
1.  Open existing Plan of Care.  
2.  On the Line Item Page, select 

the Create New POC button. 
New version will be created 
with action buttons displayed. 

3.  Close all open service lines 
items. 

Follow the instructions on how 
to modify a Plan of Care. 

4.  Change POC Status to 
Approved. 

 

Continued on next page 
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Closing a Plan of Care – Person Status Inactive or Deceased, 
Continued 

  
How to (continued) 
 

Step Action Result 
5.  Press the Save All POC Info 

button. 
Message will display stating that 
this is the last Plan of Care open 
and does the customers status 
needs to be changed. 

 

 
 

6.  Since this Plan of Care is being 
closed due to the person 
becoming inactive or deceased, 
click on OK. 

Will continue to save the Plan of 
Care.   
 
In addition the page will be 
forwarded to the Person 
Administration page.  
 
See Chapter 6 – Person 
Administrations for instructions 
on changing a person status. 
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