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County downloads blank 
Summary/Detail CR Workbook 

Template from ITWS

County saves Template on local Drive 
as: 
CFRS_200x_2008x_CC_B_Submittal

Counties transmit 
CFRS Detail 
Workbook Template 
to county Providers.

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

 Providers fiil out 
appropriate worksheets in 
CFRS Detail Workbook 
Template, and return to 
county.

County ZIP’s completed 
“County Summary and 
Detail Cost Reports” Plus 
Providers Cost Reports and 
UPLOADs to DMH ITWS 
Web Portal DECEMBER 31.

File 
Validation/naming 

convention etc?

DMH ITWS performs 
Electronic Deskedit for 

each file.
Yes

Error 
Notification?

Email with Upload ID and Edit 
Report sent to appropriate 
county identifying error(s) in 
CFRS DETAIL and SUMMARY 
Cost Report Workbooks

Yes

County reviews reported 
errors and makes necessary 
corrections to the cost report 
data.

No

Local Program Financial 
Support (LPFS) records 
upload date.

LPFS files Detail and 
Summary Cost reports with 
Certification in Cost Report 
B_File Folder.

No

Files move  to 
permanent storage on 
the ITWS Web Portal.

LPFS updates Status 
Report to show Upload, 
and Signed Certification 
dates.

10 Days after upload county 
mails to DMH hard copy of 
County Detail/Summary Cost 
Reports Workbooks with signed 
CERTIFICATION
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