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Data Technician (DT) prints and mails attendance 

claims to provider by the 22nd of each month. 

(White=CAPP—Yellow=GCC FCCH) 

Parent/Provider records actual child care activity 

on a daily basis. On time claims due to office by 

5th working day of month following care. 

Support staff scans received claim into  

KinderTrack (KT) and distributes. 

Late claims are placed in DT late 

claim folder located in their inbox. 

Late Claim 

submitted  

after 30 days  

deadline. 

Late Claim 

submitted 

within 30 

days will be 

processed 

after on time 

claims. 

On time claims are placed in DT inbox 

and processed by 20th of each month. 

DT matches claim with  

corresponding certificate. 

DT processes completed claims, prints 

two payment statements, and changes 

claims status to “Paid” in KT. 

DT files one payment statement with 

original claim in provider/family file 

and sends other payment statement to 

Accounting Technician via the daily 

Hot Box. 

Accounting Technician pays claim in 

QSS as a payment voucher. Payment is 

recorded by parents last name, /, and 

month. (Ex: smith/oct) 

Provider checks are mailed on 

Wednesdays and Fridays. 

First occurrence 

 Warning 

letter is sent 

and claims 

processed 

 Parent and 

provider  

      notified. 

Multiple  

occurrences 

 Denied 

payment 

letter is sent 

to provider, 

parent and 

CCS. 

CCS issues 

provider/

parent  

termination 

NOA, as  

appropriate. 

Inaccurate claims will be 

processed based on certified 

care. 

 First occurrence—Warning 

call and letter is sent 

 

 Multiple occurrence—

termination NOA is issued 

 

Duplicate Payment Alert- 

Accounting Technician 

researches payment. 

Note: DT will review outstanding certificates on the last business day of each month.  

DT will notify CCS of children who did not use care that were not on a leave of absence. 

FS33—Attachment 


