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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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Accessing the Service Authorization Through an Assessment Form 

 
Introduction There are three ways to open the Service Authorization: 

¶ Assessment form  

¶ Person Forms 

¶ SED Workload 
 
The process of entering the information is the same. 

  

  
 This section explains how to access the Service Authorization through an 

Assessment Form Window. 
  

 
How To Follow the steps in the table below to access the Service Authorization. 
 

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 Service Authorization 
Link. 

Service Authorization will open 
in a new window. 
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Accessing the Service Authorization Through Person Forms Listing 

 
Introduction This section explains how to access the Service Authorization through the 

Person Forms page. 
  

 
How To Follow the steps in the table below to access the Service Authorization. 
 

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. 

 
Continued on next Page 
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Accessing the Service Authorization 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 SA Status Link. 
 
Status Abbreviations: 
CREATE ς New 
INC ς Incomplete 
WIP ς Work in Progress 
SUBMIT ς Submitted for 
!ǇǇǊƻǾŀƭ όƻƴ ǘƘŜ a/hΩǎ 
workload) 
DENIED ς MCO Denied 
APPROVED ς MCO Approved 

Service Authorization form 
opens in a new window. 
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Accessing the Service Authorization Through the SED Workload 

 
Introduction This section explains how to access the Service Authorization through the 

SED Workload. 
  

 
How To Follow the steps in the table below to access the SED Workload. 
 

Step Action Result 

1.  Under the Workloads Region, click 
on the SED Service Authorization 
Workload button. 

Workload displays. 
 
Workload is an interactive 
report.  Instructions follow this 
section. 

 

 
2.  ¦ƴŘŜǊ ǘƘŜ άhǇŜƴέ /ƻƭǳƳƴ ŎƭƛŎƪ 

on the pencil icon. 
Service Authorization form for the 
customer displays. 
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Interactive Report Functions 

 
Features Below are the more commonly used reporting tools features offered by 

interactive reports. 
  

 
How to 1. Open the Web Application at the Interactive Report view.  

2. Click on the gear icon.  
3. Report Control List will display.  

  

 

 
 
Functions 
Covered 

This instruction section will cover only the most commonly used report functions.  
Those functions are Filter, Sort, Control Break, Save Report, Reset, and Download. 
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Interactive Report ς Descriptions 

 
Functions Below is the descriptions of the functions available in an interactive report. 
 

Reporting Control List Action 

 
 
 
 

 

Select Columns ς Used to modify the columns displayed. The 
columns on the right are displayed. The columns on the left are 
hidden. You can reorder the displayed columns using the arrows on 
the far right. Computed columns are prefixed with ** . 

Filter ς Used to filter data for a more detailed view of information. 

Sort ς Used to change the column(s) to sort on and whether to sort 
ascending or descending. You can also specify how to handle nulls 
(use the default setting, always display them last or always display 
them first). The resulting sorting is displayed to the right of column 
headings in the report. 

Control Break ς Used to create a break group on one or several 
columns. This pulls the columns out of the Interactive Report and 
displays them as a master record. 

Highlight ς Highlighting allows you to define a filter. The rows that 
meet the filter are highlighted using the characteristics associated 
with the filter. 

Compute ς Computations allow you to add computed columns to 
your report. These can be mathematical. 

Aggregate ς Aggregates are mathematical computations performed 
against a column. Aggregates are displayed after each control break 
and at the end of the report within the column they are defined.  
Only numeric columns will be displayed. 

Save Report ς Saves the customized report for future use. You 
provide a name and an optional description.  A tab will be displayed 
for each report saved. 

Reset ς Restores report to the default settings. 

Help ς On-line Help on report functions. 

Download ς Allows the current report to be downloaded. The 
download formats is CSV which can be opened through Excel. 
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Interactive Report Functions ς Filter 

 
How To Follow the steps in the table below to filter a Report. 
 

Step Action 

1.  Select Filter from the 
Control list. 

 

 
2.  Select the Column to 

filter 
Select the Operator 

 

 
3.  Select the Expression. 

¶ By clicking on the 
drop down arrow at 
the end of the 
express field, options 
will appear if 
appropriate. 

 

 
4.  Click on the "Go" button.  

Report will display. 
 
The filter criteria will 
display at the top of the 
report. 
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Interactive Report Functions ς Sorting 

 
How To Follow the steps in the table below to sort a Report. 
 

Step Action 

1.  Select Sort from the Control list.  

 
2.  Select the Column(s) to be sorted. 

Select the Direction (Ascending or 
Descending) 
Select how the Blank Fields 
(nulls)should be displayed. 

 

 
3.  Click on Apply.  Report will display.  
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Interactive Report Functions ς Control Break on Information 

 
How To Follow the steps in the table below to create breaks on the data information. 
 

Step Action 

1.  Select Control Break from the 
Control list. 

 

 
2.  Select the Column(s) the data will 

break on. 
Select if the Break Status is enable 
or disenabled. 
 

 

 
3.  Click on Apply.  Report will display. 

 
The column selected in Step 2 will 
become headers. 
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Interactive Report Functions ς Saving 

 
How To Follow the steps in the table below to save a specialized Report. 
 

Step Action 

1.  Select Save Report from the 
Control list. 

 

 
2.  Enter the Name of the Report to be 

saved.  This will become the Report 
Tab's name. 

 

 
3.  Click on Apply.  Report will display 

on a separate tab. 
 
 

 
4.  If the report is no longer needed, it 

may be deleted. 
 
1. Click on the delete icon (icon 

with red X) 
2. Dialog box will display 

confirming deletion of the 
report. 

3. Click on Apply. 

 

 

 

  



 

Updated 03/12/2015 53 - 11 

Interactive Report Functions ς Reset Report 

 
How To Follow the steps in the table below to reset the Report back to default. 
 

Step Action 

1.  Select Reset from the Control list. 

 
 

2.    
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New Service Authorization Description 

  
Introduction The Service Authorization form has three regions: 

¶ Service Authorization Status Information 

¶ Create Service Detail or Update Service Detail 

¶ Service Listing 
  

  
New Service 
Authorization 
Page 

When accessing a new Service Authorization only the Service Authorization 
Status Information region is available until the Service Authorization is 
created.  Once create, the Create Service Detail region will display. 

  

  
 Customer Heading.  (Indicates the Customer and the Organizations associated with the 

customer.) 
 
 
 
 
 

Create New 
Service 
Authorization 
Action Button 
 

SED Related Dates and  
Customer Obligation Information  
Regions 

 
File Upload  

Expandable Region 
  

Continued on next Page 
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Creating a New Service Authorization 

  
Introduction The following sections will address creating a new Service Authorization in 

KAMIS.  
  

  
How to Follow the steps in the table below to create a new Service Authorization. 
 

Step Action Result 

1.  Open the Service Authorization. SED Service Authorization Page 
will be displayed. 

 

 
 

2.  The following fields are required 
in order to create the Service 
Authorization: 

¶ SA Effective Date 

¶ SED Review Date 

¶ SED Review Reasons 

 

3.  Enter data into the required 
fields. 

Note:  SA Version Effective Date 
reflects the date that the 
services will be placed into 
effect. 

4.  Click on the Create New Service 
Authorization button. 

The following will occur: 

 
Continued on next Page 
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Creating a New Service Authorization, Continued 

 
How to (continued) 

 

Step Action Result 

5.  ¶ SA Version will be created. 

¶ {! {ǘŀǘǳǎ ǿƛƭƭ ōŜ ά²ƻǊƪ ƛƴ 
tǊƻƎǊŜǎǎέ 

¶ SED Review Due Date will be 
calculated (90 days from the 
effective date) 

¶ SA Version Number will 
display with the dates 
representing the Review 
period. 

¶ Create Service Detail region 
will display. 

¶ Service Listing region will 
display 
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Entering Service Line Items 

  
Introduction Once the Service Authorization is created, the Create Service Detail region 

will display.  This region is where the new service information will be 
entered. 

  

  
 

 
  

Continued on next Page 
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Entering Service Line Items, Continued 

 
Note The Service Provider process needs to be completed in order for the 

services, funding and unit pricing to display.  See KAMIS Chapter 24 - 
Provider Service for detailed instructions. 

  

 
How To Follow the steps in the table below to enter data into Create Service Detail 

region. 
 

Step Action Result 

1.  Service ς Select the appropriate 
service from the drop down 
dialog box. 

The complete service title and 
unit standards are displayed. 
 
Funding field will display after 
the service is selected. 

2.  Funding ς Select the 
appropriate funding from the 
drop down dialog box. 

Only the sources associated with 
the service will be displayed. 
 
Provider field will display after 
the service is selected. 

3.  Provider ς Select the 
appropriate Provider from the 
drop down dialog box. 

Only the providers that have 
been associated with the 
service/funding combination 
within the Service Provided 
process will be displayed. 

 
 

Continued on next Page  
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Entering Service Line Items, Continued 

 
How To (continued) 

 

Step Action Result 

4.  Total Units ς Enter the number 
of total units to be provided. 

Required 

5.  Unit Frequency ς Frequency of 
the Service defaults as 
appropriate to the service. 

Defaults 

6.  Start Date ς Defaults to the 
Review Start Date.  However, 
this can be changed as needed. 

Required 

7.  End Date ς Defaults to the 
Review End Date.  However, this 
can be changed as needed. 

Required 

8.  Unit Cost ς Populates with the 
cost entered in the Service 
Provider process. 

Defaults 

9.  Crisis Service ς Select either 
ά¸Ŝǎέ ƻǊ άbƻέΦ  **  

Required 

10.  Post Crisis Service ς Select 
ŜƛǘƘŜǊ ά¸Ŝǎέ ƻǊ άbƻέΦ  **  

Required 

 ** NOTE:  One line can be entered for the Crisis Service and Post 
Crisis Service with the units combined.  However, a comment must 
be entered as to how many units will be used for each category. 

(Example:  20 units for Crisis and 10 units for Post Crisis) 

11.  Discharge Code ς Enter if 
appropriate. 

Required if the Service is ending. 

 
Continued on next Page 
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Entering Service Line Items, Continued 

 
How To (continued) 

 

Step Action Result 

12.  Service Comment ς Enter any 
special notes that pertain to the 
service line that may be useful 
to the approver or other users. 

 

 

 
 

13.  Click on the Create New Service 
Line button. 

The entry will be saved and 
added to the Service Listing 
region. 
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Modifying a Service Authorization ς Work In Progress Status 

  
Introduction Service information can be changed without creating a new version of the 

{ŜǊǾƛŎŜ !ǳǘƘƻǊƛȊŀǘƛƻƴ ŀǎ ƭƻƴƎ ŀǎ ǘƘŜ ǎǘŀǘǳǎ ƛǎ ά²ƻǊƪ Lƴ tǊƻƎǊŜǎǎέΦ 
  

 
How To Follow the steps in the table below to modify a service line item.  
 

Step Action Result 

1.  Open existing Service 
Authorization. 

Page will display. 

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

 

3.  Select the line for modification 
by clicking on the pencil icon 
under the Update column. 

Line will display in the Update 
Service Detail region.  

 

 
 

Continued on next Page 



 

Updated 03/12/2015 53 - 20 

Modifying a Service Authorization ς Work In Progress Status, Continued 

  
How To (continued) 

 

Step Action Result 

4.  Only certain fields are editable Fields editable: 

 ¶ Start Date 

¶ End Date 

¶ Total Units 

¶ Crisis Service Indicator 

¶ Post Crisis Service Indication 

¶ Discharge Code  

¶ Service Comment 

5.  Modify the information as 
appropriate. 

 

6.  Click on Update Service Line 
button when the changes are 
complete. 

The modified information will be 
saved and the line item in the 
table will be updated. 

7.  Change SA Status to Submit for 
Approval. 

 

8.  Press the Save button. Will save the status change of the 
Service Authorization. 
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Deleting a Service Authorization ς Work In Progress Status 

 
Introduction Service information can be deleted without creating a new version of the 

{ŜǊǾƛŎŜ !ǳǘƘƻǊƛȊŀǘƛƻƴ ŀǎ ƭƻƴƎ ŀǎ ǘƘŜ ǎǘŀǘǳǎ ƛǎ ά²ƻǊƪ Lƴ tǊƻƎǊŜǎǎέΦ 
  

 
How To Follow the steps in the table below to delete a service line item.  
 

Step Action Result 

9.  Open existing Service 
Authorization. 

Page will display. 

10.  In the Service Table locate the 
service line that will be deleted. 

 

11.  Select the line for deletion by 
clicking on the pencil icon 
under the Update column. 

Line will display in the Update 
Service Detail region.  

 

 
 

Continued on next Page 
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Deleting a Service Authorization ς Work In Progress Status, Continued 

  
How To (continued) 

 

Step Action Result 

12.  Click on Delete button. A delete confirmation notice will 
display. 

 
13.  Click on OK to proceed with the 

line deletion. 
The line item in the table will be 
removed. 

14.  Change SA Status to Submit for 
Approval. 

 

15.  Press the Save button. Will save the status change of the 
Service Authorization. 
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Submitting a Service Authorization for MCO Approval 

 
Introduction In KAMIS the Service Authorization must be in a KAMIS άSubmit for 

Approvalέ Status for the Service Authorization to appear on the MCO 
Workload. 

  
How To Follow the steps in the table below to change the status of the Service 

Authorization. 
 

Step Action Result 

1.  Change SA Status to Submit for 
Approval. 

 

2.  Press the Save button. The Service Authorization will 
save.  The following will occur: 

¶ All fields will be disabled and 
turn gray in color. 

¶ The Submitted for Approval 
Date will be calculated. 

¶ The Service Listing line items 
will no longer be editable. 

¶ A successful save message 
displayed in the heading 
area. 

 

 
 

  


