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Accessing the Application 

Introduction The Survey and Certification Central Office Web Application is used by the 
following user groups: 
 

 KDADS – Registers, licenses, schedule surveys, and tracks state facility 
enforcement for Adult Care Homes. 

 

 Adult Care Homes – To review facility information, review recent 
electronic correspondence, submit change requests, annual renewals, 
statistical reports, bed assessment payments and plan of corrections on 
recent survey deficiencies.   

 
All KDADS Web Applications are secured and encrypted. 

 
How To Follow the steps in the table below to access and sign in to the KDADS Web 

Applications. 
 

Step Action Result 

1.  Open the internet browser.  Access 
the KDADS Intranet Web Site. 
(www.intra.aging.ks.gov). 

The KDADS Intranet Web Site Home 
Page will be displayed. 
 

 Click on the Web Application icon on 
the home page of the intranet page.   

The Web Application Signin page will 
display. 
 

2.  Type in the Username  and 
Password. 

 

 

 
 

3.  Click the OK button. The Facility Diretory page will 
display. 
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Facility Directory 

Introduction The Facility Directory Page displays all the facilities registered with the KDADS 
Licensing Division.  As a KDADS user, the complete facility record is available 
to be accessed. 
 
The directory contains: 

 Filters: 
o Facility Type (default is ALL) 
o Facility Status (default is Active and Pending). 

 Search Option:  Type any information that may be contained in the 
table. 

 Sort Options:  All Columns can be sorted.  

 Create a New Facility:  Click on the button to create a new facility. 
 

 
 
There are two options to open a Facility record: 

 Click on the Facilities State ID link, which will open the Facility record directly to the 
Facility Maintenance page.  

 Click on the Facility Name link, which will opens to the facilities detail page. 
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Create a New Facility 

How To Follow the steps in the table below to create a new Facility. 
 

Step Action Result 

1.  On the Directory, click on the Create 
New Facility button.   

Opens the Facility Information page. 

2.  Complete the required fields. All fields are required with the 
exception of the Facility Web Page. 

3.  Click on the Create New Facility 
button. 

State ID is created automatically and 
the Facility will now be listed in the 
directory with a status of pending. 
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Facility Info – Facility Maintenance 

Introduction The Facility Maintenance Page displays all the facilities information.  
Information is updated in two ways: 

 Manually by the Licensing Division 

 Change Requests submitted by the Facility and processed and/or 
approved by the Licensing Division. 
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Facility Info – Facility Maintenance  (continued) 

Page Regions The below table explains the difference regions within the page.  Also listed 
is what type of data is displayed and the purpose or actions that can be 
taken within the region. 

 

Region Purpose 

Show Previous 
Changes 

Click on the check box and click on the “Go” button.  Any 
changes that where made from the current version and the prior 
version will display in yellow. 

Facility 
Information 

The demographics of the Facility on File: 

 State ID (non-editable) 

 Primary Facility Type 

 Additional Facility Types 
o Use the shuttle box to select the additional facility 

type.  

>> will move all types to active. 

>  will move only the selected types to active. 

<  will move only the select type(s) to inactive. 

<< will move all types to inactive. 

 Address, County, Phone/FAX 

 Facility E-mail 

 Facility Web Page 

 Administrator Name and Title 

 Administrator E-mail 

 Administrator Effective Date 

 Administrator License Number 
 
The above information is updated or changed when the facility 
submits a change request form and KDADS processes the 
change. 
 
KDADS can edit the Facility Information if an error has occurred 
by click on the Edit Facility Information button. 
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Facility Info – Facility Maintenance  (continued) 

Page Regions continued 

 

Region Purpose 

Licensing The licensing information: 

 Facilities status 

 Provisional License indicator 

 Area 

 Rank 
o Automatically calculated at the time the facility is 

created. 

 L & C Classes 
o Automatically calculated at the time the facility type 

is selected. 

 License Effective Date 
o Manually entered at the time of the licensing. 

 Renewal Date  
o Automatically calculated at the time the License 

Effective Date is entered.  Can be manually entered. 

 Renewal Sent Date 
o Updated when the electronic renewal letter is 

printed or e-mailed. 

 Renewal Return Date 
o Updated when the facility submits the electronic 

Annual Application. 

 Renewal Approve Date 
o Manually entered when KDADS processes and 

approves the electronic Annual Application. 

 Facility Close Date 
 
By click on the Print License button, KDADS can print the license 
for the Adult Care Home. 

Print License 
Button 

Will print the Facilities License for signatures and issuance to the 
facility. 
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Facility Info – Facility Maintenance  (continued) 

Page Regions continued 

 

Region Purpose 

Beds Bed Information: 
 

 Total Number of Beds – Calculated total from the bed 
entry. 

 Change Beds Effective Date – Date the Bed totals are 
effective. 

 NF Beds – Nursing Facility 

 ALF Beds – Assisted Living Facility type beds 

 ADC Beds – Adult Day Care Facility type beds 

 BCH Beds – Boarding Care Home Facility type beds 

 IMR Beds – Intermediate Care for the Mentally Retarded 
Facility type beds 

 HP Beds – Home Plus Facility type beds 

 NFMH Beds – Nursing Facility for Mental Health Facility 
type beds 

 RHCF Beds – Residential Health Care Facility type beds 

 Cert Beds SNF Only – Skilled Nursing Facility type CMS 
certified beds. 

 Cert Beds SNF NF – Skilled Nursing Facility and Nursing 
Facility type CMS certified beds. 

 Cert Beds NF Only –Nursing Facility type CMS certified 
beds. 

 Cert Beds IMR Only – Intermediate Care for the Mentally 
Retarded Facility type CMS certified beds. 

 
 
To enter certified beds there must be a CMS Certification 
Number and Effective Date entered. 

Notes The comment area is for KDADS to make notes as needed 
regarding the facility. 

Mailing Address Expandable Region – Click on the arrow to display the following 
information. 

 Mailing Address, City, State and Zip Code 
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Facility Info – Facility Maintenance  (continued) 

Page Regions continued 

 

Region Purpose 

Owner / Lessee 
/ Management 
Information 

A limited view of the information is displayed: 

 Building Owner 

 Management Firm 

 Lessee 

 SubLessee 
 
Click on Edit button to display the complete record: 

 Building Owner 
o Entity Type 
o Address, City, State, ZipCode 
o Contact Person 
o Effective Date 

 Resident Agent 
 Address, City, State, ZipCode 

 Management Firm 
o Entity Type 
o Address, City, State, ZipCode 
o Contact Person 
o Effective Date 

 Resident Agent 
 Address, City, State, ZipCode 

 Lessee 
o Entity Type 
o Address, City, State, ZipCode 
o Contact Person 
o Effective Date 

 Resident Agent 
 Address, City, State, ZipCode 

 SubLessee 
o Entity Type 
o Address, City, State, ZipCode 
o Contact Person 
o Effective Date 

 Resident Agent 
 Address, City, State, ZipCode 

 
Also available is a change history table. 
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Facility Info – Facility Maintenance  (continued) 

Page Regions continued 

 

Region Purpose 

Construction / 
Licensing / 
Ownership 

Expandable Region – Click on the arrow to display the following 
information. 
 
Construction: 

 Type of Construction – Remodel, New Construction or 
Addition 

 Letter Of Intent Received 

 Notify State Fire Marshall  

 Site Approved 

 Applications Requested 

 Applications Received 

 Finished Plans Received 

 50% Notification Received 

 30 Day Notification Received 

 30 Day SFM Survey Received 

 30 Day KDADS Survey Requested 

 30 Day KDADS Survey Received 

 License Approved 

 Notes 
 
Change of Ownership/Amended Application: 

 Type of Change – Change of Ownership, Amended 
Application, Initial License 

 Change of Ownership Requested 

 Letters and Applications Sent 

 Applications and Fees Received 

 Application Returned 

 Secretary of State (SOS) Received 

 Secretary of State (SOS) Approved 

 Financial Statements 

 Sales Contract 

 Lease Contract 

 Management Contract 

 Background Information 

 Date Licensed 

 Notes 
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Facility Info – Facility Maintenance  (continued) 

Page Regions continued 

 

Region Purpose 

Facility 
Statistical 
Reports 

A listing of the  Facility Statistical Reports submitted by the 
facility during the reporting timeframe. 

2567 
Deficiencies 
Report 

CURRENTLY UNDER DEVELOPMENT 
 
Listing of the surveys, any deficiencies received, and the ability 
to enter the Plan of Correction for those deficiencies. 
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Facility Info – Facility Home 

Introduction The Facility Home Page reflects the information that displays when the 
facility accesses the application. 
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Facility Info – Facility Home  (continued) 

Page Regions The below table explains the difference regions within the page.  Also listed 
is what type of data is displayed and the purpose or actions that can be 
taken within the region.  For detailed instructions, refer to the Facility 
instructions. 

 

Region Purpose 

Facility Information The demographics of the Facility on File 

 State ID 

 Facility Type(s) 

 Address 

 Phone/FAX 

 Facility Email 

 Facility Web Page 

 Administrator Name and Title 

 Administrator E-mail 

 Administrator License Number 
 
To update or change any of the above information, the 
appropriate change form will need to be completed by 
the facility and submitted to KDADS. 

Facility Statistical 
Reports 

During the reporting period, the facility can create the 
Facility Statistical.  A create button displays only during 
the reporting period. 
 
A table is displayed listing the submitted reports and 
the reports can be viewed. 

Surveys / 2567 
Deficiencies Report(s) 

CURRENTLY UNDER DEVELOPMENT – 
Listing of the completed surveys, any deficiencies 
received, and the ability to enter the Plan of Correction 
for those deficiencies.  Will also display the final report. 

Create CTO Button Accesses the Community Transition Opportunity (CTO) 
Application 
Available only if user has CTO Worksheet access. 

Request Change of 
Administrator / Operator 

Includes the availability to enter credit card payment 
information in a secured environment for payment of 
the required fees. 

Request Change of 
Address / Email / 
Webpage 

No fee is charged 
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Facility Info – Facility Home  (continued) 

Page Regions continued 

 

Region Purpose 

Request Change of 
Resident Capacity 

Includes: 
A file upload option for the Floor Plans.  
Includes the ability to enter credit card payment 
information in a secured environment for payment of 
the required fees. 

Request for Change in 
Use of Required Room 

Includes: 
A file upload option for the Floor Plans.  
Includes the ability to enter credit card payment 
information in a secured environment for payment of 
the required fees. 

Request for Dual 
Administrator / Operator 

Includes: 
A file upload option for the Floor Plans.  
Includes the ability to enter credit card payment 
information in a secured environment for payment of 
the required fees. 

Annual Application Includes: 
A file upload option for the Floor Plans.  
Includes the ability to enter credit card payment 
information in a secured environment for payment of 
the required fees. 

Payment Option with 
each electronic request. 

Allows the facility to select the payment options for 
paying the required fees. 
 
Options are Cash, Check, Money Order, Credit Card 
 
Information is in a secured environment for payment of 
the required fees. 

Resident Capacity - Total 
Beds 

Indicates the number of beds and bed types that are 
currently licensed for the facility. 

Bed Assessments Listing  

Change Requests 
Submitted 

A listing of the Change Requests submitted.  The listing 
will indicate if KDADS has processed the change. 

Correspondence History A quick listing of the electronic correspondence sent to 
the facility via e-mail blasts. 
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Facility Info – Directory Detail 

Introduction The Directory Detail page displays the information that is included in the 
public online directory. 
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Change Log 

Introduction This page lists all the changes made to the facility during a specific time 
period.   
 
The defaults are: 

 Time period is the 30 days prior to the current date. 

 Search is defaulted to the selected facility.  The Search criteria can 
be changed at any point. 

 
Information displayed: 

 Date of the Change 

 Type of Change 

 Person who performed the change 

 What version of the record was changed 

 What field was changed 

 The new value and the old value of the information 
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Surveys – Survey List 

Introduction All facilities are scheduled through this application in order for the 
information to be updated and Cover Sheets printed for the Regional 
Offices. 
 
The Survey List contains: 

 Filters: 
o Regional Area (default is ALL) 
o Survey Status (default is Scheduled). 

 Search Options:   
o Scheduled Date 
o Survey Exit Date 
o Type the State ID or a portion of the facility name. 

 Sort Options:  The Columns where the title is underlined can be 
sorted.  

 
Press the Go button to perform a new search after entering criteria. 
Click on the pencil icon to open the scheduled survey. 
Click on the Create New Survey tab to create a new survey. 
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Surveys – Survey List  (continued) 

Columns The below table explains the columns within the page. 
 

Columns Purpose 
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Surveys – Create New Survey 

Introduction This page will start the process of creating a new survey for a facility. 
 

 
 
How To Follow the steps in the table below to create a new scheduled survey for a facility. 
 

Step Action Result 

1.  Select the Facility from the drop 
down list. 

List is in alphabetical order.  All active 
and pending facilities are listed. 

2.  Enter Survey Due Date  

3.  Select Survey Type: 

 Health Survey Only 

 Life Safety Code Survey Only 

 Both 

 

4.  Click on the Continue Button. Survey Detail Page displays. 

 
Note:  At this time, the survey has not been created until a minimum amount of the Health 
Survey and/or Life Safety Code Survey information is completed on the Survey Detail Page. 
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Surveys – Survey Detail 

Introduction This is the final step in creating a scheduled survey.  The required 
information under the regions of Health Survey and/or Life Safety Code 
Survey will need to be completed then saved. 

 
How To Follow the steps in the table below to complete a new scheduled survey for a 

facility. 
 

Step Action Result 

1.    
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Surveys – Survey Detail  (continued) 

Page Regions The below table explains the difference regions within the page.  Also listed 
is what type of data is displayed and the purpose or actions that can be 
taken within the region. 

 

Region Purpose 
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Surveys – Survey Detail  (continued) 

Page Regions continued 

 

Region Purpose 
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Surveys – Health Survey Enforcement Remedies 

Introduction  
 
How To Follow the steps in the table below to complete the Health Survey Enforcement 

Remedies information. 
 

Step Action Result 

1.    
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Surveys – Health Survey Enforcement  (continued) 

Introduction  
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Surveys – Hearing 

Introduction  
 

 
 
How To Follow the steps in the table below to enter the hearing information. 
 

Step Action Result 

1.    
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Surveys – Payment Schedule 

Introduction  
 

 
 
How To Follow the steps in the table below to create a payment schedule. 
 

Step Action Result 

1.    
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Rpt Smry – Report Summary 

Introduction The Reports Summary page displays the statewide status of the Semi-
annual and Annual reports for a specific year. 
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Rpt Smry – Facility List by Type/Form Status 

Introduction The Reports Summary page displays the Semi-annual and Annual reports by 
facility.  This page is used to edit the reports submitted or to reset the 
status when there are errors the facility needs to correct.  This page is 
usually used during the reporting period.  
 
There are filters for displaying the information: 
 

 A specific reporting period. 
o January 1 – June 30 (1st semi-annual timeframe) 
o July 1 – December 31 (2nd semi-annual timeframe) 
o Annual  (January 1 – December 31) 

 Form Types 
o NF & NFMH 
o ALF & RHCF 
o ICFMR 
o Home Plus 

 Status 
o Not Started – Report has not been created. 
o Assigned  
o Work In Progress – Report was created but not signed. 
o Signed – Facility has completed the report and electronically signed 

the form. 
o Posted – KDADS has reviewed the report for correctness and posted 

it as complete. 
o Archived 
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Utilities 

Introduction The Utilities page provides a variety of routine administration tasks: 
 

 Print Cover Sheets to distribute along with appropriate documents 
to the Regional Managers on surveys that are scheduled.  

 Fire Marshall Reports – Scheduled surveys and upcoming License 
Renewals 

 Renewal Letters – Provides a letter or e-mail regarding upcoming 
License Renewals 

 E-Mail Blasts – A method to send mass e-mails to specific group(s) of 
facilities to the Administrators E-mail on file. 

 Bed Assessment E-Mail Blasts – A method to send mass e-mails to 
specific group(s) of facilities to the Administrators E-mail on file 
regarding bed assessments. 
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Utilities – Print Cover Sheets 

Introduction Print Cover Sheets to distribute along with appropriate documents to the 
Regional Managers on surveys that are scheduled.  

 
How To Follow the steps in the table below to print a cover sheets. 
 

Step Action Result 

2.  Click on the Print Cover Sheets 
button. 

 

3.  Select the Month and if appropriate 
the Regional Area. 

 

4.  Click on the Go button. A listing of facilities are displayed. 

 

 
 

5.  Select the individual facility or click 
on the Select All button. 

 

6.  Click on the Print button. Cover sheets will display. 

 

 
 

7.  Click on the Print Cover Sheets 
button. 

Cover sheet(s) will print. 
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Utilities – Fire Marshall Survey Report 

Introduction This utility provides a report that can be sent to the Fire Marshall of 
scheduled surveys. 

 
How To Follow the steps in the table below to print a report. 
 

Step Action Result 

1.  Click on the Fire Marshall Survey 
Report button. 

 

2.  Select the Month.  

3.  Click on the Go button. Facility listing will display. 

 

 
 

4.  Click on the Print button. Report will print. 
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Utilities – Fire Marshall Renewal Report 

Introduction This utility provides a report that can be sent to the Fire Marshall of 
upcoming License Renewals.  This report replaces the need to copy and mail 
the license letters that were sent to the facilities. 

 
How To Follow the steps in the table below to print a report. 
 

Step Action Result 

1.  Click on the Fire Marshall Renewal 
Report button. 

 

2.  Select the Month.  

3.  Click on the Go button. Facility listing will display. 

 

 
 

4.  Click on the Print button. Report will print. 
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Utilities – Renewal Letters 

Introduction This utility produces a letter to the facility regarding upcoming License 
Renewals.  When the letter is printed, the correspondence is posted on the 
Facility Home Page under the Correspondence History region. 

 
How To Follow the steps in the table below to print renewal letters. 
 

Step Action Result 

1.  Click on the Renewal Letters button.  

2.  Select the Month and if appropriate 
the Regional Area. 

 

3.  Click on the Go button. A list of facilities is displayed. 

 

 
 

4.  Select the individual facility or click 
on the Select All button 

 

5.  Click on the Print button. Letter(s) will display. 

 

 
 

6.  Click on the Print Displayed 
Reports/Letters button. 

Letter(s) will print. 
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Utilities – E-Mail Blast 

Introduction This is a method to send mass e-mails to specific group(s) of facilities to the 
Administrators E-mail on file.  When an e-mail blast is sent, the 
correspondence is posted on the Facility Home Page under the 
Correspondence History region. 

 
How To Follow the steps in the table below to create an e-mail blast. 
 

Step Action Result 

1.  Click on E-Mail Blast button.  

2.  Select the Regional Area.  (Optional) All (statewide) is the default. 

3.  Select the Facility Type.  (Optional) All is the default. 

4.  Click on the Go button. Listing displays 

 

 
 

5.  Select the individual facility or click 
on the Select All button 

 

6.  Type the E-mail Subject.  

7.  Type the E-mail message.  

8.  Click on the Send E-mail button. E-mail will be sent from the server 
with the users e-mail account 
designated. 

Note:  If there are invalid e-mail addresses in the listing, the e-mails will be returned 
to the users e-mail account. 
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Utilities – Bed Assessment E-Mail Blast 

Introduction This is a method to send mass e-mails to specific group(s) of facilities to the 
Administrators E-mail on file regarding bed assessments.  When an e-mail blast 
is sent, the correspondence is posted on the Facility Home Page under the 
Correspondence History region. 

 
How To Follow the steps in the table below to create an e-mail blast. 
 

Step Action Result 

1.  Click on Bed Assessement E-Mail 
Blast button. 

 

2.  Select the appropriate filters: 

 Amount Paid is zero. 

 Feedback data calculates to 
zero Percent Medicaid. 

 Total Resident Days and/or 
Medicaid Days no entered. 

 

3.  Click on the Go button. Listing displays 

 

 
 

4.  Select the individual facility or click 
on the Select All button 

 

5.  Type the E-mail Subject.  

6.  Type the E-mail message.  

7.  Click on the Send E-mail button. E-mail will be sent from the server 
with the users e-mail account 
designated. 

Note:  If there are invalid e-mail addresses in the listing, the e-mails will be returned 
to the users e-mail account. 
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Utilities – Renewal Lists 

Introduction Possible page deletion.  An older report that has been replaced. 
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Utilities – Group Notification Maintenance 

Introduction The Group Maintenance page allows the creation of e-mail groups.  When a 
specific action takes place (Changes to a NF Facility) an e-mail will be sent 
to the persons on the list notifying them of the change.  
 
The person needs to be registered as a KDADS Web Application user.  They 
do not need access to any application, just to be registered.  Contact the 
KDADS Help Desk for instructions. 
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Utilities – Group Notification Maintenance  (continued) 

How To Follow the steps in the table below to create a notification group. 
 

Step Action Result 

1.  Enter the Group Name  

2.  Click on the Submit button Add member region is displayed. 

 

 
 

3.  In the shuttle box, select the persons 
to be added to the group. 
 
Note:  Hold down the Ctrl key and 
click on the names will select more 
than one person at a time. 

 

4.  Click on the > key to move the 

select person(s) to the active 
column. 
 
Note:  The Up and Down arrows will 
arrange the persons in a specific 
order. 

Person(s) are added to the group. 

5.  Click on the Apply Changes button 
to save the selection. 

Group is saved. 
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Utilities – Group Notification Maintenance  (continued) 

How To Follow the steps in the table below to edit a group notification. 
 

Step Action Result 

1.  Click on the Edit link in the group 
row. 

Add member region is displayed. 

 

 
 

2.  In the shuttle box, select the persons 
to be added to the group. 
 
Note:  Hold down the Ctrl key and 
click on the names will select more 
than one person at a time. 

 

3.  Click on the > key to move the 

select person(s) to the active 
column. 
 
Note:  The Up and Down arrows will 
arrange the persons in a specific 
order. 

Person(s) are added to the group. 

4.  Click on the Apply Changes button 
to save the selection. 

Group is saved. 

 
  



Kansas Organization Tracking Application (KOTA) KDADS Instructions 

Developed 05/25/2011 41 

Worklist – Change Requests 

Introduction The Worklist page purpose is to give a listing of items that require action.  
The Change Requests page displays the following: 
 

 Change Requests: 
o Change of Administrator/Operator 
o Change of Address/Email/Webpage 

 Expired annual licensing renewals 
 

 
 
Columns The below table explains the columns within the page. 
 

Columns Purpose 

Nbr Clicking on the link will forward to the appropriate area to process the 
request. 
 

 RNWL – Forwards to the Facility Maintenance page to process a late 
renewal action. 

 APPL – Forwards to the Facilities Annual Renewal. 

 #### - A change request and will forward to the actual request for 
action. 

State ID The facility State ID.   
 
Clicking on the link will forward to the Facility Maintenance page. 
 

Facility Name The Facility Name 
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Worklist – Change Requests  (continued) 

Columns continued 

 

Columns Purpose 

Type of Request The Type of Request that needs action. 
 

 CHGADA – Change of Administrator/Operator 

 CHGADDR – Change of Address/Email/Webpage 

 EXP RNWL – Expired Annual Renewal 

 ANNUAL – Annual Renewal Form has been submitted. 

Effective Date Effective of the Change Request or the renewal date. 

Processed Indicates of the items has been processed by KDADS. 

Processed Date The date the item was processed by KDADS. 

Processed By The user that processed the item. 

Paid Has the payment been received. 

Payment Type How was payment received (Credit Card, Check, Cash, Money Order) 
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Worklist – Change Request Approval 

Introduction The Worklist page purpose is to give a listing of items that require action.  
The Change Request Approval page displays Change Requests that need 
additional items reviewed prior to approval: 

 Request for Change of Resident Capacity 

 Request for Change in Use of Required Room 

 Request for Dual Administrator/Operator 
 

 
 
Columns The below table explains the columns within the page. 
 

Columns Purpose 

Nbr Clicking on the link will forward to the appropriate area to process the 
request. 
 

 #### - A change request and will forward to the actual request for 
action. 

State ID The facility State ID.   
 
Clicking on the link will forward to the Facility Maintenance page. 
 

Facility Name The Facility Name 

Type of Request The Type of Request that needs action. 
 

 CHGRMUSE – Change of Use of Required Room 

 CHGDLADA – Request for Dual Administrator/Operator 

 CHGRC – Change of Resident Capacity 

Effective Date Effective of the Change Request or the renewal date. 
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Worklist – Change Request Approval  (continued) 

Columns continued 

 

Columns Purpose 

Processed Indicates of the items has been processed by KDADS. 

Processed Date The date the item was processed by KDADS. 

Processed By The user that processed the item. 

Paid Has the payment been received. 

Payment Type How was payment received (Credit Card, Check, Cash, Money Order) 
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Processing Submitted Requests 

Introduction Each electronic form must be process and/or approved by KDADS for the 
changes to be reflected in the facility record. 
 
Note:  It is important that all change requests are entered electronically, 
then processed through the application.  The reason for this requirement is 
to utilized the many automated processes built into the application to 
reduce the amount of data entry and to track transactions.  Also, payments 
are associated with an electronic request. 
 
When a change request is processed the following occurs: 

 Information is changed within the appropriate pages: 
o Facility Maintenance (new version is created to track history) 
o Facility Home Page 
o Facility Directory (Application and Public) 
o Change is posted to the Facility Change Log 
o The Processed status of the Change on the Facility Home Page 

in the Change Requests/Application region is updated to Yes. 
 

 Email is automatically sent for the following request: 
o Change of Administrator/Operator 
o Change of Address/Email/Webpage 

 

 A print button displays to print letters for changes that require new 
licensing: 
o Change of Use of Required Room 
o Request for Dual Administrator/Operator 

 

 The payment that is associated with the request is processed 
separately.  Once processed as received, the payment record is 
automatically transferred to accounting for processing within a 
specialized application. 
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Processing Submitted Requests  (continued) 

How To Follow the steps in the table below to process submitted requests. 
 

Step Action Result 

1.  Click on the Worklist tab  

2.  Click on the link in the Nbr Column. Request is displayed. 

 

 
 

3.  At the bottom of the form is the 
approval area. 

 

 

 
 

4.  Enter the Approved Effective Date.  

5.  Enter any Notes as appropriate.  

6.  Click on the Save button. User name will be entered 
automatically in the Approved by 
area. 

7.  Click on the Process Change button. All automated processes will run. 
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Processing Payments 

Introduction The payments of required fees for certain requests are associated with the 
request is processed separately.  Once the payment is processed as received, 
the payment record is automatically transferred to the Payment Processing 
application for accounting to process.  Once accounting marks the payment as 
processed within their application, the payment record will reflect that status. 

 
How To Follow the steps in the table below to process payments submitted with requests. 
 

Step Action Result 

1.    

2.    
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Closing the Application 

 
Introduction When the user will not be using the application for a period of time, the 

program should be closed for security reasons. 
 
How To Follow the steps in the table below to close the application. 
 

Step Action Result 

1.  Close the application by clicking 
on the red “X” at the top of the 
browser window. 

The browser page will close. 

 
 
 
 

Logging-Out of Web Applications 

How To Follow the steps in the table below to logging out of Web Applications. 
 

Step Action Result 

2.  Logout of the application by 
clicking on the Logout link in 
the upper right corner of the 
window of the Home Page. 

The browser will return to the 
Log-in page. 

 


