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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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CARE Level I Adjustment Billing 

  
Introduction After the CARE Level I billing is completed, approved and saved changes or 

corrections in the information can be processed. 

  
How To Follow the steps in the table below to process changes or corrections to a 

CARE Level I Assessment payment record. 
 

Step Action Result 
1.  On the Home page, click on 

Care Level 1 Adj Billing under 
the Billing region. 

Care Level 1 Adjustment Billing 
Window is displayed. 

 

 
 

2.  Select Organizational Name Required 
3.  Enter Start Date of the time 

period for the adjustment. 
Required 
Defaults to 30 days prior to the 
current system date. 

4.  Enter End Date of the time 
period for the adjustment. 

Required 
Defaults to current system date. 

5.  Select Search. A listing of the customers with 
KDOA authorized payment 
process date between the start 
and end dates will be displayed. 

 

 

Continued on next page 
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CARE Level I Adjustment Billing, Continued 

  
How To (continued) 
 

Step Action Result 
6.  Click on the customer’s name 

link to make an adjustment. 
Payment information is 
displayed. 

 

 

Continued on next page 
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CARE Level I Adjustment Billing, Continued 

  
How To (continued) 
 

Step Action Result 
7.  Information where adjustments 

can be made. 
 

  
  Adjustment Needed Action  
  Incorrect Assessor was 

selected while entering the 
assessment. 

Select the correct Assessor by 
using the search fields and 
then selecting the correct 
assessor from the listing. 

 

  Incorrect Location was 
selected while entering the 
assessment. 

Select the correct Location 
from the drop down listing. 

 

  Travel cost, time and mileage. These fields are present due 
to older assessments and 
records within the system. 

 

  
8.  Click on the Save button. Adjustment will be processed. 
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