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Data Entry Standards 

  
Introduction For ease of entry and to keep the 'look and feel' of data entered into KAMIS II 

consistent, the following Data Entry Standards were developed.  

   
Data Entry 
Standard 

Type in all CAPS 
 
In general, no punctuation – 
 

Example: When entering an address:  123 SW TOPEKA BLVD APT 2C 
not 123 S.W. TOPEKA BLVD, APT. #2C 

 
Exceptions: 

 If a person has just initials as the first or middle name (i.e. A J Smith) enter 
the name with a period (A. J. Smith) 

 If Last Name has an apostrophe (O'Neil) use the apostrophe 

 If Last Name is hyphenated (Smith-Jones) use the hyphen 

 If entering sentence or paragraph entries in a text box, use normal 
punctuation (commas, periods). 

 
First Name field - Use the person's legal name, not a nickname or preferred name. 
There is a Nickname field that can be used for other than legal first names. 
 
Last Name field - Include the name suffix (Jr/Sr/III/IV etc.) 

 
Hint When possible, maximize the browser.  This will ensure that all fields are easily 

accessed. 
 
Be patient, as repeated clicks will re-start the request and slow the response time.  
In some instances, it may produce errors. Some errors may require exiting and re-
launching KAMIS. Beware that at peak Internet usage times, the performance of the 
system may vary. 
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KAMIS II Home Page 

 
Introduction The Home Page of KAMIS II carries all the program options and commands. 

  
Page 
Components 

Below are the Home Page components. 

 

Home Page 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 

 
 
 
 
 

 
 

                           
 

 *The Person Search region on the KAMIS II Home Page works the same as the 
dedicated Person Search page. The function is duplicated here for convenience. It 
doesn't matter which Person Search you use; the Search Results will always take 
you to the dedicated Person Search page. 

  
 

Microsoft IE Browser 
Minimize, Restore,  

and Exit 
buttons 

Search 
Parameters* 

Logged in User 
Information 

Action Button Menu Option 
Action Buttons 

Scroll Bar 

Microsoft IE 
Browser Menu 
& Button Bar 

KAMIS 
Navigation 
Menu Bar 

 
Regions 
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Person Search Page 

  
Introduction KAMIS II is a person-centric application. That means that if you need to perform a 

function connected to a person (update demographics, do an assessment, create a 
plan of care/service authorization, etc.), you must search for the person first. The 
Person Search page of KAMIS II provides a variety of parameters that you can do 
searches on.  

  
Page 
Components 

Below are the Person Search Page components with search results displayed. 

  

Search Results Page 
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Form Pages and Their Components 

 
Introduction Most KAMIS II forms are designed to follow the corresponding paper forms.  

However, some field locations may differ in KAMIS than they do on the paper form. 
In those cases, the order of pages may differ.  
 
All multiple-page forms in KAMIS II have Primary Navigation Tabs, and often, 
Secondary Navigation Tabs to help the user navigate from one page to another 
within the form.  

  
Page 
Components 

KAMIS II forms have a variety of field types that are used for data entry. For 
example, you may type text into a text box, make a selection from a pre-defined 
drop-down list, or make a single selection using 'radio buttons.'  

  

Form Page 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 

Note:  There will be a Save action button on the first tab of the form. This will 
save the form to the database.  Once a page is saved, most forms will  
automatically advance to the next page, and the Primary and/or Secondary tab 
will reflect the new page location. If the page does not automatically advance, 
you can click on the desired primary/secondary navigation tab to go to that page. 

Continued on next page 

Text Area 

Text Box 

Primary/ 
Secondary 

Navigation Tabs 

Customer 
Information 

Drop-Down List 

Radio Button 
Selection List 
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Form Pages and Their Components, Continued 

 
Page 
Components 

The following is the breakdown of the Components.   

 

Component Description 

Navigational Links Links on the page which when clicked will forward the page 
to another feature within KAMIS. 

Navigational 
Primary Tabs  

The top row of tabs at the top of the form.  These tabs define 
the primary pages of the form. 

Navigational 
Secondary Tabs 

The second row of tabs that appear under the primary tabs. 
The secondary tabs change as you move to a different 
primary tab. Not all primary tabs have secondary tabs. 

Text Fields Fields where the data is typed into a text box (single line) or 
text area (multiple lines). 

Drop Down Lists Fields with an arrow on the right side.  When clicked, a pre-
defined list is displayed to make your selection from. 
 
To select the desired list entry, type the first letter of the 
selection desired and the selection will forward to the first 
entry that starts with that character.  To select the specific 
entry: 

 Continue to press the same character and the listing will 
forward down the list 

 Use the mouse to scroll down the list 

 Use the down arrow key on your keyboard 

Check Boxes Small boxes that are selected to indicate a 'yes' response.  
When selected, the box will fill with a check mark  or an X 
. 
 
Check boxes are used when more than one option can be 
selected. 

Radio Buttons A circular field that when selected, will fill with a darkened 

circle .  When selected, the answer indicates "yes". 
 
Radio buttons are use when only one option can be selected. 

Date Picker Fields that are formatted to only accept a date may include a 
date picker icon. Clicking on the icon launches a small 
calendar in a separate window. Clicking on the specific date 
in the calendar month/year displayed will insert that exact 
date into the form field. The Date Picker is option; you can 
always type the date in manually (following the date format 
defined for the field.) 
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Navigational Icons and Buttons 

 
Introduction Icons are used in KAMIS II as visual aids to indicate certain actions. 

  

Icon Action 

 

View/Modify Icon.  Clicking on this icon will open the 
corresponding form or page indicated in the table or column 
heading in the table. Forms that are in Approved status can 
only be viewed. 

 

Access Icon.  Clicking on this icon will perform the action as 
indicated in the column heading, i.e. open the corresponding 
form. 

* 

Required Field icon for Work in Progress status.  This field is 
required in order to save the form in Work in Progress 
status. 

REQ  

 

Required Field icon for Approved status.  This field is 
required in order to save the form in Approved status. 

 
See below 

Search fields.  The field above the empty drop-down list is a 
search field. You must type something here in order to 
populate the drop-down list. Type the search criteria in the 
yellow highlighted field (just enter a few characters if unsure 
of the exact spelling and/or spacing of the name) and press 
Enter.  The drop-down list will populate with all entries that 
match the search criteria.  Click once on the search result to 
highlight it. Once the item is highlighted, it is selected and 
you can move on to the next field. 

Blank Field 

 
 

Completed Field 

 
 

Continued on next page 



Updated 12/17/2014 4-7 

Navigational Icons and Buttons, Continued 

  
 

Icon Action 

Select Fields 

 
 

Completed Fields 

 
 

County and State Code Fields.  Start typing the 
County or State Abbreviation Code and a reference 
listing will be displayed.  This will ensure that the 
correct county code is used. 

 (Region closed) 

 (Region expanded) 

Expand Arrow Indicator.  The arrow in a circle 
indicates that there could be additional information 
available to view.  Click on the arrow and the 
subsequent region will expand. 

 

Action Button.  The buttons are labeled according 
to the action they will perform. 
 

 
Examples: 

 
 

 
 

Status Indicator.  To determine whether a page has 
finished saving or loading, look at your browser's 
status bar located at the bottom of the browser. 
You may get either a message or a 'load bar' that 
increases in length as a page saves or a new page 
loads. The browser status indicator will be 
displayed at any time there is a request made to 
the KAMIS II database to either save information to 
KAMIS or return information to your browser 
screen. 

 

 

Page Advance Indicators.  KAMIS allows a certain 
number of lines of data to be seen at a time.  When 
there is more information to be displayed, page 
advance indicators with previous and next buttons 
will be displayed. 

Continued on next page 
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Navigational Icons and Buttons, Continued 

  
 

Icon Action 

 

Save Notice.  A notice will appear in green in the 
heading area.  If there is an error it will display in 
the same area but in the color red. 

 
 

 
 

Date Picker Icon and Calendar. The Date Picker 
allows for an optional way to enter a date into a 
date-formatted field. Navigate to the desired 
month and year, then click on the specific day you 
want to enter. 

See examples below: Comment Box: As you type in the box, the counter 
below the box indicates how many characters you 
have typed of the maximum available. 
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KAMIS Navigation Menu Bars 

 
Navigation 
Menu Bar 
Versions 

Below are the two versions of what the navigation menu bar may look like.  The 
first one is how it looks on the KAMIS II Home Page prior to an initial person search. 
The bottom one is how it looks after the person search, and either Update Person 
or View Forms has been selected for a customer. 
 
The new buttons on the second menu bar provide links to the selected customer's 
Person Administration page or their Forms List.  
 
Additional buttons may appear on the menu bar depending on what security access 
you have in KAMIS.  

  
Prior to initiating a Person Search (no connection to a previously searched for customer): 

 
 

After finding a customer and accessing their information: 

 
  
 

Link Description 

Home Returns to the KAMIS Home Page 

Person Search  Returns to the Person Search Page with the last completed 
search displayed. 

Person Admin Accesses the Person Administration Information for the 
person selected from the search criteria. 

Person Forms Accesses the list of current forms for the person selected 
from the search criteria.  A new form can be created from 
this area also. 

Organizations Displays the Organization Search Page. 

Organization 
Member 

Displays the Organization Members Search Page. 
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Login Information 

  
Introduction The top left corner of all KAMIS screens will display a Log-In status information area. 

 
KAMIS Heading The heading will be displayed at the top of every page in KAMIS II. 
 
 
 
 

 
 
 
 
 
 

  

Welcome Statement with  
User's Name and  

Organization Number 

Date and Time 
User Logged in to 
Web Applications 

Date and Time 
Current Page Accessed Environment Accessed 

Current 
Application  

Version 

Link to Problem Reports 
Application  

(opens in new window) 

Link to Recent Clients 
Window 

(opens in new window) 
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Field Navigation 

  
Introduction The field navigation methods are consistent with all pages in KAMIS. 

  
Select Data 
(highlight) 

For Data Entry there are several ways to select data within a field. 

 

Type of Field Navigation Methods Result 

Single entry fields  Tab to the field 

 Double-click mouse 

 Click and drag to 
select 

Highlights data 

  
Keyboard 
Actions 

The following are the keyboard actions used to navigate through and/or take action 
on form fields. 

 

Key Action 

Tab Move to next field 

Shift + Tab Move to previous field 

Space Bar Checks or unchecks a check box 
Selects a radio button 

Arrow Keys Moves through and selects radio 
buttons in a field 

Enter Processes an action button. Must tab to 
the action button, then press Enter.   

  
Note You can always use the mouse to click any field to make it the active field. 

 Continued on next page 
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Field Navigation, Continued 

  
Field Type / 
Data Entry 
Navigation 

Depending on the type of field, there are a variety of ways to complete the entry of 
the field, whether it be typing text or selecting an pre-defined option. 
 
Once a selection is made, tab to or mouse click in the next field to advance. 

 

Type of Fields Data Entry Methods Action 

Text or Comment Fields  Keyboard Type data to be entered.  

Check Boxes  Space Bar 

 Mouse Click 

Selects or de-selects the 
check box.  

Radio Buttons  Mouse Click 

 Arrow keys 

Selects the desired radio 
button. To de-select it, a 
different radio button in 
that field must be selected. 

Drop Down Boxes  Mouse Click and scroll 
to desired item in list 
OR 

 Type the first letter of 
the desired item, then 
press the down arrow 
key until the specific 
item is selected 

Will forward the insertion 
point down the listing.   
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Printing Forms and Reports 

  
Introduction There are three options for printing from KAMIS.  

 Print a form using the Print View primary navigational tab in some forms  

 Print a form using the Print Icon on the Forms List page 

 Print 'canned' reports using KAMIS Reports (New Format) 

  
Print from the 
Form Primary 
Navigational Tab  

  
Print View Clicking on the Print View tab opens the Print View layout of the form. It will open 

in a separate browser window. The sample below is the Uniform Assessment 
Instrument (UAI). 

 

 Continued on next page 
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Printing Forms and Reports, Continued 

  
Print from the 
Forms List Page 

Print the Assessment forms or the Plan of Care from the Forms List by clicking on 
the printer icon. 

 

 

  
KAMIS Reports 
Option 

We are in the process of updating KAMIS Reports to a new report format. There are 
a limited number of reports that can be printed using the KAMIS Reports – New 
Format button on the KAMIS Home Page or the Web Applications Home Page.  
 

  
New Format 

 
 

  
Old Format If you need a report from the old format, submit your request via a KDADS Problem 

Report, and include the report name and/or number, with all the required 
parameters needed for the report. 

 


