Chapter 36
Additional Time and Effective Dating

Request Forms
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approved status.

The information that is required due to policy may be different from those
that are system required.






Introduction

Purpose

IMPORTANT

E-Mail
Notifications

Responding to
the E-Mail
Notifications

The process of submitting the Additional Time and Effective Dating Request
forms online within KAMIS will replace the current process of the Case
Manager e-mail and faxing to KDOA several documents for review and
approval.

The case manager’s e-mail address must be added to the e-mail field in the
Organization Member’s page in order for the case manager’s name to
display in the TCM Name field of the request form.

An automated e-mail notification will be sent from KDOA to the Case
Manager when one of the following actions occur:

e Approval of the Request

e Denial of the Request

e Additional or Corrected Information is needed for a determination

e Anew or corrected document is needed to be uploaded for a
determination

No HIPPA information will be included in this e-mail. The customer’s KAMIS
ID and the request form date is the only identifying information that will be
referenced.

When an automated e-mail notification is received requesting action the
following steps should be taken:

1. Sign-in to KDOA Web Applications / KAMIS

2. Search for the appropriate customer (the e-mail will list the
customers KAMIS ID).

3. Access the current UAI/POC that contains the request form needing
action.

4. Enter the requested additional/corrected information in the
Additional Notes region or upload the requested/corrected
document(s).

Customer Case When the KDOA Program Manager takes one of the above actions that

Log

generates an automated e-mail, the message of the e-mail is also added to
the customer case log for future reference and documentation.
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Accessing the Forms

Introduction There are two options in accessing the Additional Time and Effective Dating
Request forms.

e Through the UAI Assessment
or
e Through the Plan of Care.

Once a form has been created, regardless through which access point the
form was created, the form will be available through either the UAI or Plan
of Care.

How To Follow the steps in the table below to access the Additional Time and
Effective Dating Request forms.

Step Action Result
1. | Perform a Person Search to

locate the customer.

2. | Access either the UAI Assessment | UAI Assessment or the Plan of

form or the Plan of Care. Care displays.

3. [The form link is located on the

following tabs:

e UAI - Customer - Main Tab

e POC - Customer Information

Continued on next page
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Accessing the Forms (continued)

How To

continued
Step Action Result
4. | Click on the Create a new Form will open in a separate

Additional Time Request and / or | window.
Create a new EDR link to open
the referenced form.

Requests

Create a new ASTEX Req. |Create a new Additional Time Request |Create a new EDR
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Accessing Existing Request Forms

Introduction Once a form has been created, it can be viewed through either the UAI
Assessment or the Plan of Care.

How To Follow the steps in the table below to access an existing Additional Time and
Effective Dating Request form.

Step Action Result

1. | Perform a Person Search to
locate the customer.

2. | Access the UAI Assessment form | UAI Assessment or the Plan of
or the Plan of Care. Care displays.

3. | Atable will be displayed listing all | NOTE: The form status will be
request forms by date under the |indicated in the link name.
appropriate heading.

4. | Click on the request link to open | Form will open in a separate
the existing referenced form. window.

Requests

Croate a2 new EDR
Create a new EDR
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Additional Time Request — New Form

Initial View

The below screen print is the form prior to any information being entered or
created.
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Additional Time Request — New Form (continued)

Form after The below screen print is the form after the form has been created. Note
Create that the following Regions are now displayed. The required fields and
purpose of all form regions are included in this document.

Upload Supporting Documents
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and Additional Notes
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Additional Time Request Region

Introduction This area of the form is the initial information for the request. It includes the
Customer’s KAMIS ID, Name, SSN, Medicaid ID, Primary CME and the
Assessment Date.

KAMIS ID: 30000589 Name: SMURF, GEORGIE Primary AAA/CME: 4 SSN: 852-14-5698 Assessment Date: 01/10/2012 Medicaid#: 00112343554

Additional Time Request #1565
Request Date [01/09/2012

Customer Type ) New HCBS/FE Customer
® current HCBSIFE Customer who now requires time over the maximum allowable
O current HCBS/FE Customer with approved additional time but requires an increase to the approved amount
O WFP Customer

Customer | Enter detailed information to relay to the Program Managen‘Approvgr the customers situation and the need for
Situation |the additional time.

129 of 1200

| SMURF, PAPA - PAPA SMURFS CARE <STEVE.HANSEN@AGING.KS.GOV= ¥ | NOTE: Email for Case Manager must be entered in

TCM Name o ey
Organization Member within KAMIS

Field Required / Purpose
Request Date Required — Autofills with current date.
Customer Type Required
Customer Situation Required — Enter detailed information to

relay the customer’s situation and the
need for the additional time.

TCM Name Required — The case manager’s e-mail
address must be added to the e-mail field
in the Organization Member’s page in
order for the case manager’s name to
display in the TCM Name field of the
request form.
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Additional Time Worksheet Region

Introduction

This area of the form is the worksheet that indicates the ADL or IADL’s that
require additional time.

[ Bathing
iGrooming

O Dressing
/Undressing

Coileting

[ mobility
(transfer
and walking)

DEating

COneal

Preparation

O Shopping

[J Accompany
to medical
appts

O Housekeeping |
/Laundry

[Jmanagement
of medications
freatments

Total Time
(Minutes per week)

Additional Time Worksheet indicate ADLIADL for which additional time is being requested

® Display all lines O Hide unused lines

Extraordinary

Reason Circumstances

O Coagnitive impairment in three of four cognition ‘
questions (specify if there is combativeness)

[ stroke with physical limitaticns (specify the limitations)
[JTED hose

[Jincontinent episodes that require change of clothes
(specify frequency)

[ stroke with physical limitaticns (specify limitations)

O Toileting schedule every two hours (less frequently

during customer's sleeping time-specify staffing) ‘
[Juse of a mechanical liftis needed ‘
O Range of motion exercises (specify exercises)

O Cognitive impairment in three of four cognitive questions ‘
leading to continued reminding or total feeding

[ stroke with physical limitations (specify limitations)
[[J choking risk (specify cause)

Approved/
Denied

Approved
Denied

i Approved
—l Denied

Approved
Denied
Approved
Denied

Approved
Denied

‘ Approved
! Denied

Approved
Denied

O Cognitive impairment in three of four cognition questions ‘
O Mobility LOC score of three or four
DNofaminorfriends

Approved
Denied

[incontinent or doing laundry frequently (specify
number of loads and frequency) ‘

O Laundry facilities outside of home or apartment complex

Approved
— Denied

[pPrescribed treatments ‘
Owound care (specify treatment)

[J Health maintenance activities beyond normal
medication set-up and administration (specify tasks)

Approved
Denied

Time Authorized
(If approved)
{spprove and echo time)

{approve and echo time)

{(approve and echo time)

(approve and echo time)

(spprove ang echo time)

{spprove and echo time)

{approve and echo time)

{approve and echo time)

{approve and echo time)

{spprove and echo time)

Field

Required / Purpose

Display all lines / Hide
unused lines Radio Button

reviewing a saved, completed ATR.

Default is to show all lines. This area is best used when

Total Time — Must be in

Required — If the ADL/IADL box is checked.

ADL/IADL box checked

Minutes

Reason Either one of the check boxes need to selected or an entry
must be made in the Extraordinary Circumstances field.

Extraordinary Required — For the Meal Preparation and Shopping options.

Circumstances

Required — If no Reason checkboxes are selected for the
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Direct Support Workers Region

Introduction This area of the form is the listing of any Direct Support Workers. This region
is not required.

Direct Support Workers click “Ad Row 1o starf new entry; ener data and “Submit’ when done. Check bax af left and click “Delete” 1o temove an
ontry

3
No inown OSWs
Direct Support Workers Clicr “Ada Row” 1o start new entry, enter cata and “Submil” when done. Check bex at left and dlick "Dedste” 10 remove an
enlry
s T ST elJII= 2 + e % LSS s
[ | ' Surfetie NIECE w (No w }

To add an entry, click on the Add Row button. A table row will display. Once all workers are
entered, click the Submit button to save. If there is a row entered, below is the fields required
and the purpose.

Field Required / Purpose
Name of Direct Support Worker Required
Relationship Required
Live With? Required
Notes Not Required

Existing ATR’s Listing

Introduction This area of the form will list any ATR’s that have been submitted for the
customer.

Existing ATRS forthis customer
ATR # Status Added /By
166 |Workin Progress / Unprocessed 01/09/2012 / TRAININGUSER
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Case Log and Email Region

Introduction This area of the form allows additional comments to be added to the case
log regarding the ATR.

NOTE: The E-Mail function of this region is one way from KDOA to the Case
Manager. The entry from KDOA will go into an e-mail as well as be posted to
the Case Log.

There will be an automated entry into the Case Log regarding the submission
of the ATR as well as the Approval/Denial of the ATR.

This region is not required.

Caselog and Email
Caselog Entry (Will be posted to Caselog and emailed to the CM as part of Process & Save) o
0072000

Actual Case Log:

CASE LOG

| Person Admin 5 " Person Forms 20 " QR Print View so " Case Log 62 " Customer Referral 81

Add Case Log Entry

* Author | | search (Last, First) |

* Case Manager| V|

* Comments

002000

Author Case Manager Comment Dare (desc) Added By seq
PAPA SMURF from DEBYZIMMERMAN - K30000589, Additional Time

Request, Assessment dated 01/10/2012: This would be an additional

note for the Caselog and it will also be E-Mailed to the Case Manager. ---

ATR #166 Status is CompletediYes, Approved as of 01/09/2012 12:26 --- | © 109/2012  DEBYZIMMERMAN | 2
ATR Approved Bathing/Grooming APPROVED for 180

Dressing/Undressing APPROVED for 240

PAPA SMURF from TRAININGUSER - K30000589, Additional Time

Request, Assessment dated 01/10/2012: Any comments entered in this

area will be reflected in the CaselLog. There will be an automated i

statement of "ATR Submitted” with the date that will also be refelected in BIISC0 LS IRARINCUSER 1
the Case Log. - -- ATR #166 status is Submitted For

Approval/Unprocessed as of 01/09/2012 10:10

DEBYZIMMERMAN = SMURF, PAPA

TRAININGUSER  SMURF, PAPA

row(s) 1-2of 2
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Conversation; Case Log Notes and Additional Notes Region

Introduction

This area is new to the ATR form. This region represents a filtered listing
from the Customer Case log regarding only ATR’s. If there are other entries
in the Case Log, POC changes, EDR’s, etc., those entries will not be included
in the region.

01/09/2012
12:26:41 PM
Case Log Entry
[from KDOA:

01/09/2012
(10:10:42 AM
|Case Log Entry
[from CM:

Conversation; Case Log Notes and Additional Notes

APA SMURF from DEBYZIMMERMAN - K30000589, Additional Time Request. Assessment dated
01/10/2012
This would be an additional note for the Caselog and it will also be E-Mailed to the Case Manager.---
ATR #166 status is Completed/Yes, Approved as of 01/09/2012 12:26 - -- ATR Approved
Bathing/Grooming APPROVED for 180 Dressing/Undressing APPROVED for 240

'PAPA SMURF from TRAININGUSER - K30000589. Additional Time Request, Assessment dated

01/10/2012

Any comments entered in this area will be reflected in the Caselog. There will be an automated statement
of "ATR Submitted” with the date that will also be refelected in the Case Log. - -- ATR #166 status is
Submitted For Approval/Unprocessed as of 01/09/2012 10:10

Conversation
Mode

The listing will display in a conversation style. The Yellow highlighted text is
from the Case Manager. The Blue highlighted test is from KDOA.

The underlined text is the automated entry when an action is taken with the
ATR.
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Action Buttons and Request Status Region

Introduction This area of the form is at the bottom of the window. It contains all the
action buttons and the status of the ATR.

Button

Action

Create this brand-new ATR

Button displays only until the ATR has
been created.

[ Save (no processing) ]

Button displays after the ATR was
created. It will save the changes but will
not submit the ATR to KDOA.

! A).

Button displays after the ATR was
created. It will save the changes and
submit the ATR to KDOA.

Button displays after the ATR was
created. It will abort the ATR either
before or after it has been submitted to
KDOA. If the ATR has been completed
(POC has been entered and approved) it
cannot be aborted.

[ Close Window ]

Button will close the ATR window without
saving.

Status Indicator line:

Status WORK IN PROGRESS Unprocessed
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Additional Time Request — Submitted Form

Completed The below screen print is the form after all required information has been
Form Window entered and the form has been submitted for approval.
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Effective Dating Request — New Form

Initial View The below screen print is the form prior to any information being entered or
created.

Effective Dating Request - Windo nternet Explorer
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Effective Dating Request — New Form (continued)

Form after The below screen print is the form after the form has been created. Note
Create that the following Regions are now displayed. The required fields and
purpose of all form regions are included in this document

Upload Supporting Documents

EMective Dating Fegu? - Windows nle st £ xpberer

ENective Dating Request Gupoartng Dacurmenstan ¢
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e WM.
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Voo gt ‘-
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Case Log Hwary

e

Case Log and Email

Additional Action Buttons
and form status
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Effective Dating Request Region

Introduction This area of the form is the detailed information for the EDR.

kamis # 30000589 name GEORGIE SMURF ssn 852145698 psa 4

Effective Dating Request #52
KAMIS # 30000585
Medicaid 2 D0112343554
Start ER D1 (04152012 ird

Descnplon enor the reason the Efective Dating Request (EDR) is required

64 0f 2000
POC Cost |1500

R EDR ¢ Customes is gong to be discharged from a hospital or nursing faclity AND needs sendces to begin enmedialely
easons
" © The SRS Madica

d Eligbity Worker 15 unable 1o moaify the KAECSESMMIS codng due 10 computer related problems

& Customer carently resides n an MCBSFE enrodied ALF. RMCF. MP. BC Home. o nonmedical Resio
mmediately
Customer moves into an HCBSFE snrolled ALF. RHCF_ HP, BC Home, of 8 nonmedical Resicent Care Facilty on 3 weekend or 3 hokday

O Customer of represemative has signed choice form, TCM autherized provmded serdces and erroe occurred (altach documerntatiaon), hen ihe change o the POC
afeoctve date may be approved by TCM Prog Mor

t‘: [Jaount Day Care [C] Assistve Technology [¥] attendant Care Seevices (level |, Javel || kevel Il anc UD
& [ comprenensive Support (and UG} I Fmancia Management Seraces ] Home Telghealh (and Install
[¥] wedicahon Remindar CInMursing Evaluation Visit [l Orai Hewith Senvices
l: Parsonal Emergancy Rasponss (and mstall) __l Sieop Croe Suppont _b' Walliness Moniteeing
ATR O Yes ® No
REQUKET? » Vv the ATR must be processed betore submitling EDR

Case Manager Note: Cass Manager dats |5 addedichanged m KAMIS
SHURF, PAFA - PAPA SMURFS CARE <STEVE HANSENGAGING KS. GOV v

Field Required / Purpose
Start Eff Dt Required — This is the start date for the services.
Description Required — Enter detailed information to relay the customer’s
situation and the need for the Effective Dating.
POC Cost Required — The monthly cost of the POC including the ACCC

line.

EDR Reasons Required — Select the reason that is causing the need for
Effective Dating.

HCBS/FE Services Required — Select the service(s) which are to be added or
increased.

ATR Required? Required — Select the correct radio button. No is the default.

TCM Name Required — The case manager’s e-mail address must be added

to the e-mail field in the Organization Member’s page in order
for the case manager’s name to display in the TCM Name field
of the request form.
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ATR Records

Introduction This area of the form will list any ATR’s that have been submitted for the
customer. The number under the ATR # column is a link that will open the
ATR.

ATR Records
ATR # Status Added / By
166 |Completed/Yes, Approved |01/09/2012 / TRAININGUSER
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Case Log and Email

Region

Introduction This area of the form allows additional comments to be added to the case
log regarding the EDR.

NOTE: The E-Mail function of this region is one way from KDOA to the Case
Manager. The entry from KDOA will go into an e-mail as well as be posted to

the Case Log.

There will be an automated entry into the Case Log regarding the submission
of the EDR as well as the Approval/Denial of the EDR.

This region is not required.

Caselog and Email

Caselog Entry (Will be posted to Caselog and emailed to the CM as part of Process & Save)

00f2000

Actual Case Log:

Add Case Log Entry

* puthor |
* Case Manager «

* Comments
0 ot 2000
Author Casa Managar

DEBYONMERMAN  SNURF PAPA

TRAININGUSER SNURF, PAPA

DEBYZINMERMAN  SWURF PAPA

TRAININGUSER SHURF, PAPA

"t.asulucull uiinmar FEssral e I

Search (Lsst Fast)

Commaent

EDR #22 for 30000289 EDR has deen Approved This Is fom KDOA and wit be
posted Inlo he Case Log and the e-mesll wil be sent to the Case Manager.

EDR #52 for 30000582 EDR has dean Submidted For Approval Entanng additons
informaton that will be posted in e Case Log No EMall wil be sent to KDOA, The
E-ptad lunction 18 anly rom KDOA R the Case Manager

PAPA SNURF Yom DESYDNMERMAN - KZ0000530. Adations! Tims Reguast
Assessment dajed 01102012 This wouid be an addibonal note Sor the Caseiog
sd 1wl 3150 e E-Msiled 10 the Case Nanapee - - - ATR #1566 stalys 18
CompletedYes, Approved 25 of DU0DR2012 1226 - - - ATR Apgroved
Bathing/Grooming APPROVED tor 180 DressingUndressing APFROVED for 240
PAPA SNURF $om TRAININGUSER - K30000580, ASstional Time Regquest
Aasassmant dated 01102012 Any commeants eadered in this ar65 wil b rafsdted
in the Caselog. There wik be an automated staterment of "ATR Submitied” with the
aste N3l will 350 b refaleched in e Cate Log - - - ATR #1668 atalus is Submitied
For ApprovalUnprocessed as of 01092042 1010

DS jhez=i

0102012

o10aR012

00012

L0012

Added By »oq
DEBYZIMMERMAN 4

TRAININGUSSER 3

DEBYDMMERMAN 2

TRAININGUEER 1

rowis) 1-4 ol 2
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Filtered Case Log Notes

Introduction

This region represents a filtered listing from the Customer Case log regarding
only EDR’s. If there are other entries in the Case Log, POC changes, ATR’s,
etc., those entries will not be included in the region.

Email

Post to Case Log / Filtered Case Log Notes

Entry Date Case Log Entry

01109/2012 04:09:33 [EpR 465 FOR 30000589, EDR has been Approved

(from KDOA) This is from KDOA and will be posted into the Case Log and the e-mail will be sent to the Case Manager.

01/09/2012 03:06:35 |EDR #52 for 30000589. EDR has been Submitted For roval
PM Entering additional information that will be posted in the Case Log. No E-Mail will be sentto KDOA. The E-Mail
(from CM) function is only from KDOA to the Case Manager.

Conversation
Mode

The listing will display in a conversation style. The Yellow highlighted text is
from the Case Manager. The Blue highlighted test is from KDOA.

The underlined text is the automated entry when an action is taken with the
EDR.
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Action Buttons and Request Status Region

Introduction This area of the form is at the bottom of the window. It contains all the
action buttons and the status of the EDR.

Button

Action

Button displays only until the EDR has
been created.

|_save (no processing) |

Button displays after the EDR was
created. It will save the changes but
submit the EDR to KDOA.

Button displays after the ATR was
created. It will save the changes but
submit the EDR to KDOA.

Button displays after the EDR was
created. It will abort the EDR either
before or after it has been submitted to
KDOA. If the EDR has been completed
(POC has been entered and approved) it
cannot be aborted.

[ Close Window ]

Button will close the EDR window without
saving.

Status Indicator line:

Status WORK IN PROGRESS Unprocessed
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Effective Dating Request — Submitted Form

Completed The below screen print is the form after information has been entered and
Form Window the form has been submitted for approval.

[fective Dating Roguest - Windows Internet Explorer

¥ reoe g

. 2 Ay 3 - a
warves 0 0000580 tiww GEORGIE SMUSTF 2o BI2145E08 rus 4 -
e
Effective Dating Request w2 Sepporting Documentation

Pt e 20000000 T AT b Tt
bt 0 V2NN
et £ [ RSONYY
Oneztptin S0 0 f— ATR Records
il st Wy
= - Cudbene & guery e b (RIChArpd T & Aisea m nutieeg O MI0 tmeds sevtals & hapin T Rt Aoy it
Seazim e "o IVENT
R L L R e L e L o ) w _‘:“’_, R NS
Dtemer arvw il reasiid o 00 HCTIRAE anestind ST Pecl Wl D2 temren o 2t eemadd Mhamtuet [ 40 | aeily a0l bmadn % fmget ol o Wrteass setdine
Rt AL
CAmbumes Mamms o o0 CRATT arvabul T AT M0 BC samm o 0 sommvibin Rassters “ave T asiy on o snsresdl w & habibay
Ut MerEa e Sat B@ted (e o TUM auPieled (roaded seveied @14 8P siiuend (et SOCuertdne. Par fe 2aege b e PO sPate (e
e 6 At b Y0 Mg Uy
CENE ot D D serate ety wmrretast Came Daracws ot | ot § sy 18t 110
By——
Canpereidia Sais et et Ul Fiuscs B aernd leieine Have Tebres® el nuet
A IeneTe g Tomanas vt Wy - Seracey
Pemsag f megmis Mesponoe el et Theew oo Jugmat Aebeaes matamy
“-Tw e "
b s U T L L TS ——r
Came Tomw Cave Snmge (ite e e et R e |4 ST
EO AR T CARE UTEYE MMSENGAIA K Q0%
Post 1o Casa Log / Emal Casa Log History
Po 10 Canelog, and any KDCA4O-C Emall se oy S LAy
012 03:06-35 P e PR T T T g T TR T e e peye—
-~ Ly AOMITH SR e T AR b BT A NG e Lo e £ et o e bt RDCR Tie £ M e
Prore O e B DO* K P Lass Mawragel
Rl ST
-
e B rwere ig = Mimw -

36-21



File Upload — Attaching File

Introduction For approval determination, the following types of documents are required
to be uploaded into KAMIS.

e Additional Time Request:
e Clock Draw Page of the UAI Assessment (Page 4)
e Paper version Plan of Care
e Customer Service Worksheet

e Effective Dating Request:
e Not Required

The Upload File frame only displays after the form has been created.

IMPORTANT The name of the file to be uploaded needs to be in acrobat reader format (PDF)
or in a graphic format (JPG, GIF). Do not include the following characters in the
name of the actual file name or in the upload name:

&

*

#
“(single quote)
“(double quote)
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File Upload — Attaching File (continued)

How to Follow the steps below to attach a file to

a specific request form.

Step Action

Result

1. The Upload file application will
display on the right side of the

request window.

Upload Supporting Documentation
To Attach / Upload File
Stops to Upload a Fle:

Srowse 10 the fle locabon by dicking on e
Brows tton

or Dalsts Fila" busion C
15y files

Save "To0 e e 3 FOS) then ugiosa 7e SDF file

Foe Name

To Deiate a File:

name inthe Filg Nams" fisdd for delals the fie

daletac

Inly Ing person who uploaded the fie can
Zlick on the checkbax nat %0 the Ale to be

lick on the "Upload or Defete File™ bution

Click on the Browse button

Choose File to Upload dialog box
displays.

Browse to the saved document
to be attached. Documents must
be saved first.

For best results attach only the
following type of documents:

Document
Type

Action

Word

Convert documents to pdf before attaching **

Excel

Convert documents to pdf before attaching **

PDF (Acrobat)

Attach with no additional steps needed

Graphics

Attach JPG or GIF type graphics — do not attach TIF
(Electronic FAX) files

products.

**(Office 2007 and 2010 has a save as option to save files to a pdf format.
There are freeware products available to convert files to a pdf format.
However, caution should be used when installing and using freeware

On the Choose File to Upload
dialog box, click on Open button

File is selected and entered into the
Upload File field.

Enter a Name in the File Name
field.

Use an identifying name of the file.
i.e. — CSW; POC,; etc.
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File Upload — Attaching File (continued)

How to continued
Step Action Result
6. Click on the Post/Delete File Completes the upload. Table of the

button

attached file(s) is displayed.

Upload Supporting Documentation

To Attach / Upload File:

Steps to Upload a File:

Browse to the file location by clicking on the
"Browse..."” button

Type a unique name in the "File Name” field for
easy identification.

Click the "Upload or Delete File” button.

Do not upload “.docx” or “xlsx” files

File size limited to 1mb!

File Name:

(Ssve "doo""xlxs" files as PDFs then uplosd the PDF file)

To Delete a File:

Only the person who uploaded the file can
delete the file.

Click on the checkbox next to the file to be
deleted.

Click on the "Upload or Delete File” button.

|

| Upload or Delete File ]

Attached / Uploaded Files

Application: ATR104208 Id: 168
delete | size

paperwork D

name source

212,286 | POC.pdf

01/09/2012 09:58:29 | TRAININGUSER

added by

Note: If the single file is too large (1 mg or 1,000 kb) a warning notice will be
displayed that the file was too large and was deleted.

N Filz too |args. Delsted
Files must be less than 1mo

)

2/14/08 11:42:12 AM

n
w
i
"
-
§

Repeat until all required
documents are attached to the
form.
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File Upload — Viewing File

Introduction All attached files can be viewed once uploaded to the form.

How to

Follow the steps below to view an attached file.

Step Action

Result

1. Select the form from the listing.

The form will open in a separate
window. In the bottom frame, the
table will display all the attached files.

Upload Supporting Documentation
To Attach / Upload File:

Steps to Upload a File:

Browse to the file location by clicking on the
"Browse...” button

Type a unique name in the "File Name” field for
easy identification.

Click the "Upload or Delete File” button.

Do not upload “.docx” or “xlsx” files,

{Save "docd""xlxs" files a3 PDFs then upload the FPOF file.)

To Delete a File:

Only the person who uploaded the file can
delete the file.

Click on the checkbox next to the file to be
deleted.

Click on the "Upload or Delete File™ button.

L

{[ Browse... | i

File size limited to 1mb!

File Name: [

Attached / Uploaded Files

Upload or Delete File |

¢~ Apohcation: ATRI104208 10: 168
| name |delete| size source added by
[paperwork D 212,288 | POC.pdf 01/09/2012 09:58:29 |TRAININGUSER
L ,
2. ‘ Click on the file name "paperwork" in the above example.
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File Upload — Viewing File (continued)

How to continued
Step Action Result
3. The document will openin a
separate window.
2 Mitgs;Whwebapps. agiog ks goviphlagex tsthwwy_ flow _file_mgs.ge! tilelp_security_procp |4-997325 - Windows Internet Explorer CER
3 0 Nus b gov v 84 9 x 2o
Me I Galo Favrtes Mol
o Fovetes B 1000 b0 3 15 e i s 12 hewees P
e = I S O E ™ e 0 x4
KANSAS DEPARTMENT ON AGING - CUSTOMER SERVICE WORKSHEET
Dave 22010
Cumvmer Noame: Iy Je1hon [ Adeess V00 Saypad Avetvm [Cim Topena [ Gy 45661
Comnty SH T Phcoe 2 TRLSUGET DS eT AN W B
Emmipeacy Comtact Loy Jetson | Retatiosahp Becthed | Phoae 8 TALEREAZ JECY
- A of Dady Livag Prowwker Bine Laros Provbe Lifsiue Trovde Vo Halp Latwad.
= B0t AT ot Duy Lt Serve Cade ATCR Servin Cade PEEMY Sorvie Coude MR See 10O L
Botkmg rovming BATHING T IR WEER
0 Tel Avis (4)
) Peracal Asser 0) ALLOW 13 MRS WTEE
L] Separvie (marsgds (7
[ Cowtmmnr chosms bowar lval s N A
Spenity 0 Tope © Ol Hypoeswr
1 Mo Coww (3 ks o’ 0 Shavacy
B Ot
Brocims Usdrering AT 19 VR
Total Aver (4)
E Paysses] At ) ALLOW 3 § M WEEE
Sageriie (eeeragls vamagl (1)
Coutomar chovw; bower bval oe N A
Provtbess pecily
Tolomag ALLILT DAILY B1TH
Trid At () TOILETING TRANSFERS
Pyacal Aves (uchader prsars) (1)
E Suparrive (worsight'ramag) () ALLOW 3 19 MRS HEEX
Crstmn choosm lowar loval e X0 A
Specul Needs [ICemmnde’ [TSedpus CIviasl
O intwtttonne Mow [0 CrawmerMMAY
[ Catnes Comn(}OLAY (] O
Troncior (nen-baching or selloting readery) ALLOW 0 WL AEEE
1 Ted Avat 1)
8 Moyl Asss )
] Sagarrion (evernght rvmang) (1)
] Cwnnnse chooses Jowm lval s A
Spmtial Mool [ Asstve derives fhe 9 auiory
£ Ot (rpecety)
15000 Rov 72000 ]
V' Urbecwn Zore ar
4, To return to the Application, click
n n
on the "X" to close the separate
browser window.
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File Upload — Deleting File

Introduction Any attached files can be deleted by the person who attached the file to the

form.

How to Follow the steps below to delete an attached file.
Step Action Result
1. Select the form from the listing. The form will open in a separate

window. In the bottom frame, the
table will display all the attached files.

Upload Supporting Documentation
To Attach / Upload File:

Steps to Upload a File:
Browse to the file location by clicking on the
"Browse...” button
Type a unique name in the "File Name” field for
easy identification.
Click the "Upload or Delete File” button.
Do not upload “.docx” or “xlsx” files.,
{Save "doo"/"xlxs" files ss PDFs then uplosd the PDF file.)

To Delete a File:

Only the person who uploaded the file can
delete the file.

Click on the checkbox next to the file to be
deleted.

Click on the "Upload or Delete File™ button.

L —

File size limited to 1mb!

File Name: |

Attached / Uploaded Files

[ Browse...

Upload or Delete File |

A H iam- ATDANAINE |4 188
name |delete| size source added by
paperwork | [7] |212,38e | POC.pdf 01/09/2012 09:58:29  TRAININGUSER

2. Click on the check box under the
delete column. Click the
Post/Delete File button.

File is deleted from the form.
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Closing a Request Form

Introduction The Request forms are launched in a separate window. Therefore, KAMIS is still
available in the background.

How to Follow the steps below to close the request form.
Step Action Result
1.

To close the request form, simply | Window will close.
click on the “X” of the form
browser window.

FHective Dating Reguest - Windows internet Dxplares
. -.._ tegm + o L Y
. Il'lrt! — L l)‘-l Al 4
ENective Dating Reqguest «2 Supnontag Dot umermatos
e O T T
L
» i
B T T S T p——— ATR Reccrds
. - came v
P —
- ne
e ~
i . Moo Con Beun it | Ser d Sk & Suiit
. ore " -t S e Vroaam e
e - ew - -
~ — awiasel s - -
-
... .
77-‘ T beage " sidnd moeel et Al
. Dll‘l-ﬂl ‘ m‘mu"‘
Poat 2o Case Log / Emmell Caan Log Hstory
Boste pee : M Emad se L meisnton
I - MLII.&ulm.muAmlul-. & ul e
P et utioe $ul il be pead 14 b L. 3 W6 B Pl 0@ B st 4 AOw The B Mt Moo
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