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FUNCTION KEYS 
The function keys information is located across the lower screen portion of the Turnaround 
listing.  They correspond to the F keys (F1, F2, F3, etc.) located across the top of your 
keyboard.  

 

 

F1 = Help 
This function provides information regarding the particular screen you are viewing 
that may be helpful.  Figure F1 – 1 shows the help screen generated from the 
Payment Processing screen and Figure F1 – 2 shows it from the Turnaround listing 
screen.  
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F2 = Add Payment for New Child  
This function allows you to add a payment for a child not currently on the 
Turnaround listing.     

Adding a payment for a new child using the F2 function               
1. At the Turnaround listing, press <F2> and proceed to a blank Child 

Demographic Detail screen (Figure F2 – 1). 
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2. Tab to the DCS ID field, enter the eleven-digit ID and press <ENTER>.  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 F2 – 2). 
 

               

 
If the payment 
information is for a 
previous service 
month, change the 
entry in the Service 
Month field 
accordingly. 

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 F2 – 3). 
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Family Case Information 
Family Case Information is required when entering a new child or when 
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.” 

7. Once the information is complete, the following message appears: “GHB554 – 
Enter ’Y’ to UPDATE. ENTER ‘Y’ in END or F3 to exit” (Figure F2 – 4). 

8. Tab to the UPDATE field and enter “Y”.  Press <ENTER>. 
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9. The system returns you to the Child Demographic Detail record screen with a 
message that the family record update was successful (Figure F2 – 5). 

 

                   
 

10. Press <ENTER>.  If the data in the record screen satisfies all system edits, the 
F10 message to confirm the update will appear.  Press <F10> to successfully  
add the record (Figure F2 – 6).                     
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11. 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.  

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

13. If the child is already in the system, the corresponding child demographic detail 
data will appear (Figure F2 – 7).  Enter all required payment information and 
press <ENTER>. 

14. Follow steps 10 through 12.                   
 

                 
                 

15. If the child is already in the system but there is no family information, a message 
requesting the information will appear (Figure F2 – 8).  Enter a “Y” in the VIEW 
FAMILY DATA Field and press <ENTER> to go to a blank family information 
screen. 

16. Follow steps 5 through 12. 
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Using pop-up menus        
Pop-up menus help if you are unsure of the code to enter in a field.  Pop-ups are 
only available for the following fields: Special Fees, Fund Source, Rate Group, 
Client Status, Category CD, Need CD, New Client CD and Enhancement CD. 

1. Type “?” in the field in question (Figure Pop-up – 1).  

               
2. Press <ENTER>.  A pop-up screen which contains the valid codes for that  

field is displayed.  
3. To select a code from the pop-up help screen, tab to the correct code and  

type “S” beside it (Figure Pop-up – 2). 
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4. Press <ENTER>.  The code selected will be entered in the field for you  
(Figure Pop-up – 3).  

       

F3 = Exit 
       This key returns you to the previous screen. 

F4 = Main Menu 
   This key returns you to the main menu. 

F5 = Facility List 
This function key displays an alphabetical list of facilities.  This listing is for VIEW 
ONLY.  It does not accept additions or updates (Figure F5). 
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F6 = Totals 
This function key displays a provider’s parent fees and payment amounts  
according to facility, fund source, and category (Figure F6). 

 

         

F7 = Up 
   Using this key moves up (backward) a screen. 

F8 = Down 
   Using this key moves down (forward) a screen. 
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F9 = Global Payment Change 
This function allows you to move the payment records for all children from one 
Facility ID to another Facility ID. 
 
 

                                                                  
 

 
Verify the effective date of the Approval Notice before 
doing a Global Payment Change. 
 

 
 
 

A Global Payment Change is made in the following cases:  

• All the children are being moved from one facility to another. 
• A nonlicensed home Facility ID number changes from one number to another. 
• A provider has two facilities, closes one of the facilities and moves the children to     

the  remaining facility. 
• An Approval Notice which assigns a new Facility ID number to an existing 
      facility is issued and the child care payments must be moved to the new ID 

number. 
 

In the above case, failure to change the ID number will 
result in a double listing of the facility on the Child 
Reimbursement Summary and Provider Reimbursement 
Summary, each with a different provider number. 
 

 
Making a global payment change 
1. Tab to the NEW FACILITY field near the bottom of the Turnaround screen and 

type in the new Facility ID number (Figure F9 – 1). 
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2. Press <F9> to update and the records will automatically move from one facility  
to the one typed into the field.  The “GHB135 – Global change successfully 
completed” message will appear (Figure F9 – 2). 

 

                

F12 = Correction Cd (Code) 
This function key displays the correction codes associated with correction records 
in the Turnaround listing (Figure F12).  
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