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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’s 
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).  

                
Viewing a Prior Month’s 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. 
 


