
Manual Edit

START

(1) Counties download 
most RECENT CFRS 
Workbook Templates from 
ITWS Web Portal.

(2) Counties transmit 
CFRS Detail Workbook 
Template to county 
providers.

(3) Providers fiil out 
appropriate worksheets 
in CFRS Detail Workbook 
Template, and return to 

county.

(4) County uses CFRS 
Summary Workbook to 
aggregate County and 
Providers’ Detail Workbooks 
plus funding sources.

(5) December 31 UPLOAD. 
County ZIP’s completed 
“County Summary and Detail 
Cost Reports” Plus Providers 
Cost Reports and UPLOADs to 
DMH ITWS Web Portal

(6) File Validation
 e.g.  naming 

convention etc?

(7) DMH system 
performs Electronic 

Deskedit for each file.
Yes

(8) Error 
Notification?

(7a) Files move  to 
permanent storage on 
the ITWS Web Portal.

(8b) Email sent to 
appropriate county 
identifying error(s) in CFRS 
DETAIL and SUMMARY 
Cost Report Workbooks

(8c) County reviews 
reported errors and makes 

necessary corrections to the 
cost report data.

No

(12) County downloads 
F_Downlaod.ZIP, make 
changes to UNITS, COSTS, 
renames file 
“F_UPLOAD.ZIP” and 
returns to DMH ITWS for 
SETTLEMENT.

(14b) County works with 
LPFS Cost Report 

Analysts to correct 
errors or to make 

adjustments. 

(9) DMH Analysts perform 
Manual Deskedit of 

Submitted Cost Report data.

(10) Local Program Financial 
Support (LPFS) analyst downloads 

B_ZIP File and creates 
F_DOWNLOAD.ZIP with BATCH 
program for RECONCILIATION, 
and uploads to ITWS. Certain 

Workshhets are locked to avoid 
data change.

(13) Manual Edit-
 Cost Report

CLEARED 
All Edits/ Business Rules 

ERROR?

No

(14a) LPFS analysts automatically perform INTERIM 
SETTLEMENT with KEY STROKES on SUMMARY Cost Report 
Worksheet MH1930.  PAID CLAIMS data provided by DMH 
Accounting  in a Database table  electronically populates the 
Summary Cost Report. 

Yes

(16) LPFS analysts send final 
Settlement Letter to County 
identifying Over/ Under 
Payment of Federal 
Financial Participation (FFP)

(15) LPFS determines amount 
Due to/from  State or County by 
Program category.

ENDEND

FFP Sum for 
CMS-64

Summary of 
FFP
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(17) LPFS prepares schedule of 
FFP Due to/from State or County 
by program type in excel and 
hand delivers to DMH 
Accounting. 

(18) DMH 
ACCOUNTING 

forwards to DHCS 
for 

CMS-64 Reporting.  

DATE PRINTED:   December 8, 2011

Settled Cost Report 
ARCHIVED for 
FINANCIAL AUDIT

County sends 
CERTIFICATION 10 days 
after Upload.

No Yes

(14c) September UPLOAD. 
County ZIP’s completed 
“County Summary and 
Detail Cost Reports” Plus 
Providers Cost Reports 
and UPLOADs to DMH 
ITWS Web Portal

(19) Accounting invoices 
DHCS to draw dawn FFP & 
invoices Counties to recover 
overpayment of FFP.
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