
Administrative Activity Claims Step-by-Step

CHOOSE EITHER 

METHOD

Final Steps:

1 Calculate the Claim

2 Run all Claim Reports to check your data

3 Make corrections, if needed then Re-calculate

4 'Approve' the claim

Extract List of Staff who were RMTS 

participants for the quarter. These are the 

staff eligible to have their salary & benefit 

costs included in the claim.

Use the extracted file as a worksheet to 

gather the school district's ACTUAL salary 

and benefit expenditures for each eligible 

staff member.

Enter the actual salary and benefit 

expenditures for the quarter into the 

claim.

See 

Instruction 

Guide pg. 2

Data Enter the Information using the 

online Screens

(See Instruction Guide pg. 8)

Create and Upload a File using the 

Template that was provided

(See Instruction Guide pg. 3)

Review the Medicaid Penetration Rate 

that was entered by DSS.

Review the Indirect Cost Rate that was 

entered by DSS. If you did not submit a 

calculated Indirect Rate, the claim will 

use a 10% default rate.

Enter the actual quarterly allowable Non-

Personnel costs if applicable.

See 

Instruction 

Guide pg. 10

If this is a 1st Quarter Claim: Enter 

Annual Capital Valuations (once entered,

it is saved for all 4 quarters)

See 

Instruction 

Guide pg. 11


