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Download a file from the Munis application server to your PC:
——
Upload a file from your PC to the Munis application server:
G Upload to Crystal Reports directory



 
Federal Reimbursement of Health Benefits
Web File Submission 
Kentucky Department of Education
Office of Administration and Support

Division of District Support
District Financial Management Branch
Dated 8/6/15
FEDERAL REIMBURSEMENT ON HEALTH BENEFITS WEB FILE SUBMISSION
1. For first time users you will need to get registered if you have not already done so. See the instructions for “Federal Reimbursement_ID_Setup.docx”. You will need that “User ID” and “Password” to log into the website to upload the Federal Reimbursement file.

2. Get the generated Federal Reimbursement file from Spool and save it to your computer or server.

3. To get the file go to Departmental Functions > Transfer file to/from Cloud > Download from Spool Directory. 
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4. Find the file and double click on the file name of the updated report. The file should have the naming feature F04150010001.txt. (Explanation: F-Federal, 04-Month, 15-Year, 001-district number, 0001-sequence number)

5. Save the updated file in the folder you use to store your reports. The file is already formatted properly and is named correctly.

6. Go to the following website: http://opsupport.education.ky.gov/frs/
7. Enter your “User Name” and “Password”. Click on the “Login” button. 
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Please enter your username and password.

User Name:
Password:

Login





8. Please NOTE for your convenience we have listed some links and contact information to help resolve issues with this web form log-in, whether it be you are locked out or you are  new and need a user name and password.   
[image: image3.png]If you do not have a KDE web application user name, click here to register or
you can contact your Web Apps Admin Point of Contact (WAAPOC).
For technical support and content issues, please contact KETS Service Desk
ketshelp@education.ky.gov
or call (866) 538-7435 (toll free) or (502) 564-2002.

For Federal reimbursement questions contact
Gail.Cox@Education.Ky.Gov
Kentucky Department of Education
Division of District Support
District Financial Management Branch
Phone: 502-564-3846 Ext# 4462




9. The “File Submission” page should appear on the screen. If it does not appear click the “File Submission” tab. Choose the “Browse” button.
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10. Go to where the file is saved on the district’s server or your desktop, and then click on the file and then click the “Open” button. Note: The file name will look like this “F04150710001.txt”.
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11. Click on the “Upload” button.
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12. After the file has loaded, a message will appear on the screen stating that the file successfully uploaded.  If the file does not upload, a message will appear stating that the file did not upload along with an explanation of why it did not upload.
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13. If an incorrect format message appears on the screen, you could be trying to upload the wrong file. Verify the name of the file or open the file and confirm that it is in the correct format. See example below.
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04201500071111111111BRYANT ANNA €2997000000037
04201500071111111111BRYANT ANNA €2998000000004
04201500071111111111BRYANT ANNA €2999000003143
04201500071222222222THARP MONICA L2996000016625
04201500071222222222THARP MONICA L2997000000697
04201500071222222222THARP MONICA 12998000000076
04201500071343434343WARNER THERESA 129970000007 34
04201500071343434343WARNER THERESA 12998000000080
04201500071343434343WARNER THERESA 2999000062858
04201500071565656565MCCARTHY VICKIE 29970000007 34
04201500071565656565MCCARTHY VICKIE 2998000000080
04201500071565656565MCCARTHY VICKIE 2999000064130





14. The web form has been setup to automatically log you out if inactive for more than 5 minutes. You will get a message asking if you want to stay logged in but if you don’t respond it will automatically log you out and take you back to the login page. This check was put in place to help prevent the program from timing out when a district tried to load a file after setting idol which in turn caused an error message to appear and causing confusion.
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DETAILS ON EACH TAB
There are 5 tabs in this web form. Below are the details on each of these tabs.

1. The “Home” tab, it just takes you back to the home page where you login. It also have some links and contact information pertaining to issues with the login.
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Please enter your usemame and password.

User Name:

Password:

Login

If you do not have a KDE web application user name, click here to register or
you can contact your Web Apps Admin Point of Contact (WAAPOC).
For technical support and content issues, please contact KETS Service Desk
ketshelp@education ky.qov
o call (866) 538-7435 (toll free) or (502) 564-2002.
For Federal reimbursement questions contact
Gail.Cox@EducationKy.Gov
Kentucky Department of Education
Division of District Support
District Financial Management Branch
Phone: 502-564-3846 Ext# 4462




2. When you click on the “Instructions” tab it will take you to the “Federal Reimbursement of Health Benefits” webpage where you can find the instructions for this web form called “Federal Reimbursement of Health Benefits Web File Submission”.
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Screenshot of “Federal Reimbursement of Health Benefits” webpage:
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District Financial Reporting / Federal Reimbursement of Health Benefits

Federal Reimbursement of Health Benefits
Published: 4/22/2015 1:12 PM

The Kentucky Department of Education (KDE) receives reimbursement from the local school districts
for the school district employer's portion of Health Insurance, Life Insurance, Administrative Fees,
Health Reimbursement Account (HRA), and Dental and Vision Reimbursement Account paid for
federally funded district employees.

Federal Reimbursement File Web Form Submission
In March 2012, KDE implemented the “Federal Reimbursement Submission Web Form”. This web form
allows the districts to upload their Federal Reimbursement file directly into the Federal program that
the Division of District Support maintains.

Federal Reimbursement ID Setup Dated 5-9-14
Federal Reimbursement of Health Benefits Web File Submission Dated 8-8-14
Educational Cooperative Federal Reimbursement File Conversion Dated 4-23-14

Federal Reimbursement Instructions and Guides
KDE has provided some instructions and guides for the school district convenience.

CDHP Rate Change Instructions
Federal Funded Reimbursements Calculation 2007

Generate and Update Federal Reimbursement Files Dated 8-8-14
MUNIS Federal Reimbursement Process Dated 4-19-15

MUNIS Support and Guides

Federal Reimbursement Electronic Funds Transfer (EFT) Payment Setup
The Federal Reimbursement payment is to be paid by Electronic Funds Transfer (EFT). This process
is an online transaction through a secure website called "Kentucky.Gov" that is handled by the
Finance-Controller's Office. For guidance on how to make an EFT payment click on the *KY Gov ACH
Pay GUide Form" below. If you need to add a district user click on the "Electronic Funds Transfer
(EFT) Setup Information" for instructions. To make a change to the districts bank account
information please fil out the "ePay EFT Authorization” form below and send to Gail Cox.

EFT Setup Contact Information Date 5-9-14





3. The “EFT Payments” tab will take you to the Kentucky.gov User Login webpage where the district makes their federal EFT payment each month. This link was included as a courtesy to the district.
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NOTE: The district will need to Sign In with their User Name and Password for this website.

[image: image14.png]Kentucky.gov User Login

Please sign in to Kentucky.gov by entering your username and password below and then click on the Sign In button.

Username:

Password:

Sign In!





4. The “District Reports” tab gives the district the option of 2 reports. These reports show the files that are loaded and the payments that have been received by KDE. Click on the dropdown box to select a district.
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5. After you choose a district you will be able to choose the report that you want. 
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6. Click on “Loaded_District_file” to see what files have been loaded for a certain date range that you choose.
7. Click on the calendar and choose the month, day and year that you want to start from or type the date in the box.
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8. Click on the calendar and choose the month, last day and year that you want to end on or type the date in the box. 
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9. Then click on the “View Report” button. You will see where it is loading.
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10. This report shows a list of all the files that have been uploaded during the time period you have selected. 
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Detail description of what is displayed in the “Loaded District File” report:

· District Name – Name of the district whose information is in the report.

· Dist No. – District number of the district whose information is in the report.

· Billing Period – Billing period that is reported in the file.

· Source File – Name of the file that was uploaded.

· Amount Reported – Amount of the file.

· Loaded On – The date the file was uploaded.

11. The “Payment_summary” will show you a list of all payments that has been received by KDE for a certain date range that you choose. 
12. Click on “Payment_summary” and choose the beginning and ending dates and click on the “View Report” button. Refer to steps 7 – 9.
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13. This report shows a list of all the payments that KDE has received from the district for the time period you have selected. 
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Detail description of what is displayed in the “Payment Summary”:

· District – Name of the district whose information is in the report

· Amount Due – Amount of the file that was uploaded.

· No of Employees – The number of employees reported in the file.

· Billing Period – Billing period that is reported in the file.

· Submitted File – Name of the file uploaded.

· Payment Received Date – Date that the payment was received by KDE.

· Payment Type – Whether payment was made by Check or Electronic Payment (EFT).

· Amount Paid – Amount of payment made.
· Full Payment – True means that payment matched the amount due. False means payment did not match the amount due. If false then KDE would have contacted the district concerning this.

14. If you have questions about what the reports show or you do not agree with it please contact Gail Cox in the Division of District Support, Financial Management Branch at 502-564-3846, extension 4462 or Gail.Cox@education.ky.gov.
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