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SDAC Overview 

• What is SDAC?  
• Log on Process                                      
• Processing Claims    
• Closing out Claims   
• Invoice 
• Printing Reports 
• SDAC Tentative Calendar   
• Contacting  us 
• Questions or Comments 
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What is SDAC? 

• Coordination 
• Planning 
• Application 
• Monitoring 
• Training 
• Outreach 
• Referrals 

 

It is School District Administrative Claiming (SDAC) program which is a federally 
funded Medicaid program endorsed by the South Carolina Department of Health 
and Human Services (SCDHHS), but administered by South Carolina Department of 
Education. The program allows school districts to be reimbursed for some of their 
costs associated with school-based health and outreach activities, which are not 
claimable under other Medicaid “fee for service” programs. The types of school-
based health and outreach activities funded under SDAC include:  
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SDAC 
• A key focus of the SDAC program is the EPSDT 

 -Early Periodic Screening, Diagnosis and Treatment 

 

• Your school district has participated in a time–study sampling methodology that collected data 
identifying the percentage of time certain staff spent performing activities that are reimbursable 
by Medicaid.  The results obtained from this effort are used to calculate the cost associated with 
activities that are reimbursable under the Medicaid Administrative Claiming program.  To prepare 
a claim for submission to Medicaid, the results of the time study must be applied to the District’s 
actual cost of performing those activities. 
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SDAC Web Application 
 Logon Process 
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SDAC Finance Coordinator Login/Password 
  

Log in to 
www.ed.sc.gov 
 

Click Login Link 
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Login/Password: Enter Username and Permanent Password 
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Select “SDAC” link under Web Applications 
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Coordinators:  Forgot Your Password?? 

If you forget your password, you 
may obtain it by using the 
following procedure: 
go to the SCDE Web Site 
www.ed.sc.gov  and click the  
Login button at the top, right 
corner of the page. 
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Select Reset Password 
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Enter your email address in the space provided and press the submit button. 
This will request an email to be sent to the email address provided with a 
temporary password. 

 

June 15, 2015 4:19 pm 



12 

Email Containing Temporary Password 
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Member Center 

 

• You are now logged into the 
member center.  

 

• Create a permanent password 
by selecting “Change Your 
Password” under User Tools. 

 

• Your new password must 
contain at least 8 characters.  
Avoid using special symbols 
such as $ % & * 

 

• Once the new password is 
accepted, login with the new 
password. 
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Coordinator Login 
 

Login with username 
(email address) and 
permanent 
password 
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Select “SDAC” link under Web Applications 
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SDAC District Coordinator Home Page 

After selecting “SDAC” link, 
SDAC Coordinator Home 
Page will display a page like 
the image to the right. This is 
where you will begin 
preparing SDAC Quarterly 
Claims.  
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Participants Funding Information 

Step 1:  
• You will enter funding information 

for each participant. 
 

• On the SDAC District Coordinator 
Home Page, click directly on the 
“Participants” link (highlighted in 
blue) on the Home Page or click 
the “Quarterly Sample” menu and 
select the “Participants” sub-menu 
item. 
 

• Participants section: Allows you to 
add, delete, and edit participant. 
You can set a participant’s status as 
active or inactive.  Also, you can 
enter funding information such as 
fund and function codes, salaries, 
fringes, funding source, and 
funding percentage. 
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How to record the funding information for participants? 

• The image of the page 
displayed to the right, 
"Available Participants,” 
will allow you to view 
participants and search 
for them by last name, 
school, and email 
address. 
 

• If you do not see a 
participant, there are 
buttons at the bottom 
to navigate the listing 
of participants for 
example: “Full Listing”, 
“First”, “Previous”, 
“Next”,  Last” and 
“Page Number-1,2,3”… 
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You have two options to record the funding information for participants. 
 

• Option #1: Copy Funding to Current Quarter 
 This feature will allow you to copy data from previous quarter 
 to current quarter. This feature is only available for quarters 
 (OND, JFM, and AMJ). For each school year, data for the first 
 quarter,  has to be manually entered before you can use this 
 feature to copy. 
 
• Option #2: Manually enter the funding information. 

 
       Note: When entering data into the application only enter current   
                  quarter information. 

 

How to record the funding information for participants? 
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How to record the funding information for participants? 

Option #1:  “Copy 
Funding to Current 
Quarter” 

 

• The image of 
the page 
displayed to 
the right, 
shows the 
feature, “Copy 
Funding to 
Current 
Quarter” next 
to the “Create 
New” button. 
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How to record the funding information for participants? 

Once you have 
clicked on the “Copy 
Funding to Current 
Quarter” button, the 
page to the right will 
display if the  first 
quarter, JAS  has not 

been closed. 
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How to record the funding information for participants? 
 

The image of the page displayed at the right will appear if the first quarter, JAS  is 
closed out. 

 
• First, select the previous quarter 

from the “Previous Quarter 
Entries to Copy” Dropdown list. 
 

• Then, select the current quarter to 
receive the copied data from the 
“Current Quarter” Dropdown list. 
 

• Next, select the section or 
sections of the previous quarter 
that you would like to copy. 
 

• Select the “Copy Previous 
Quarter” button.  
 

• Remember: Using this “Copy 
Previous quarter to Current 
Quarter" feature will delete and 
replace any entries already 
entered for the current quarter. 
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How to record the funding information for participants? 

Option#2:  

 

Manually enter funding 
information for each participant. 

 

• Clicking the “Create New” 
button, you will create a 
new participant’s record. 

 

• Clicking the "Funding” 
button for a participant will 
allow you to enter fund 
code, function code, salary, 
fringes, funding source, 
funding percentage and 
status. 
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Participant Funding Information 
After clicking “funding” button, this page will display like the 
image to the right and you will enter the following funding 
information:  

 
• Select appropriate funding quarter for example:  

– JAS-Quarter 1 
– OND- Quarter 2 
– JFM-Quarter 3 
– AMJ-Quarter 4 
 

• Enter the Fund Code* 
 

• Select the Function Code* 
 

• Enter the Salary and Fringes 
 

• Select the Funding Source 
 

• Enter the Funding Percentage 
 

• Click the “Save Changes” button. 
 
 

 
*If there is fund code and/or function code not available in the   
  dropdown selection, you may contact the SDAC Administrator to 
  request a fund and/or function to be added. 
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Participant Funding Information 

• After clicking the “Save Changes” 
button, the participant’s funding 
information will be summarized 
and displayed like the image of the 
page to the right. 
 

• If you need to make subsequent 
changes to a participant’s funding 
information, click on the “edit” 
button. 
 

• If you need to create a new entry 
for a participant, click on the 
“Create New” button. 
 

• If a participant is paid by multiple 
sources, then there will be more 
than one entry for the participant.  
Click on the “Create New” button 
to add new entry for a participant. 
See the entries on the page 
displayed at the right. 
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Participant Funding Information 

• When you need to make 
subsequent changes to a 
participant’s record, click the “edit” 
button as shown on the previous 
slide. After clicking the “edit” 
button, this page will display like 
the image to the right with prefilled 
data that will allow you to make 
changes by the following: 
 

• Dropdown Selection for Fund 
Quarter, Fund Code, Function Code, 
Fund Source and Status. 
 

• Enter Salary, Fringe and Funding 
Percentage.  
 

• Once editing is completed, click the 
“Save Changes” button. 
 

• If no changes are necessary, just 
click the “Back to Funding List” 
button. This will return you to 
previous page. 
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How to enter Other Costs?  
 

Step 2:  
 
The next portion of the SDAC 
quarterly claim is “Other Costs” 
which is divided into three 
sections on the SDAC District 
Coordinator Home Page: 
 
Section I: Purchased Services and 
Supplies.  
 
Section II : Support, Supervisory 
and Administrative Personnel 
Costs. 
 
Section III: Non-Federal 
Salaries/Fringe Benefits. 
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Other Costs – Section I: Purchased Services and Supplies (PSS) 

• On the SDAC District Coordinator 
Home Page, click directly on the 
“Section I: Purchased Services 
and Supplies” link (highlighted in 
blue) on the Home Page or click 
the “Quarterly Sample” menu 
and select the “Section I: 
Purchased Services and Supplies” 
sub-menu item. 
 
 

• The purpose of this section is to 
report purchased services and 
supplies related to the personnel 
on the district‘s roster, i.e., 
contractual services, equipment 
and supplies.  
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Other Costs – Section I: Purchased Services and Supplies (PSS) 

• After clicking the “Section I: 
Purchased Services and 
Supplies” sub-menu item (if 
records exist for the current 
school year, they will display 
on the page like the image to 
the right). 
 

• You have two options to 
complete this section. The first 
option is the feature “Copy 
Costs to Current Quarter,” (see 
slides #20 - 23 for detail), but 
the first quarter must be 
entered manually. 
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Option#2:  
Manually enter the cost information.  
 
• If there are no entries, click the 

“Create New” button. 
 

• To edit an existing cost entry, click 
the “edit” button. 
 

• If you decide not to enter 
anything just click the “Back to 
Home” button. 

 

Other Costs – Section I: Purchased Services and Supplies (PSS) 
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Other Costs – Section I: Purchased Services and Supplies (PSS) 
 

If you are creating a new entry of Purchased Services and Supplies Costs, click the “Create New” 
button. After clicking the “Create New” button, the image of the page to the right will allow you 
to enter the costs of Purchased Services and Supplies: 

 • Use the dropdown Selection for Sample Quarter and Function 
Code to click the appropriate selection. 
 

• Enter Object Code 310 – Purchased Services*  
 

         Enter amount in the object code 310 for  personal services  
         rendered by personnel who are not on the payroll of the school     
         districts. 

 
• Enter Object Code 300 – Professional and Technical Services*  

 
         Enter amount in the object code 300 for services which are      
         performed only  by persons or firms with specialized skills and  
         knowledge for example: doctors, lawyers, and consultant. 

 
        *Do not include amounts listed in Participant    
          Section for example: nurses, teachers or counselors. 
 
Note: If you need to enter a negative number, the system can now    
           accept them. 
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Other Costs – Section I: Purchased Services and Supplies (PSS) 

• Enter Object Code 400 – Supplies 
and Materials 

 

       Enter amount in object code 400 for  

       supply and material expenditures  

       that are related to the employees   

       listed in the participants’ section. 

 

• Once all information is entered, click 
the “Save Changes” button. 

 

• If you decide not to enter anything, 
just click the “Cancel” button. 
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Other Costs – Section I: Purchased Services and Supplies (PSS) 

• After you have either 
created a new entry or 
edited an entry, a page 
like the image at the 
right will display. 

 

• This page provides a 
“General Fund Total” for 
each function code at 
the far right and a 
“Running General Fund 
total for current 
quarter” at the bottom 

of the page.  
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• Dropdown Selection for Sample Quarter, Function 
Code, and Status. 
 

• Enter amount for Object Codes 310 – Purchased 
Services* 
 

• Enter amount for Object Codes 300 – Professional 
and Technical Services* 
 

• Enter amount for Object Codes 400 – Supplies and 
Materials 
 

• Once editing is completed, click the “Save Changes” 
button. 
 

• If no changes are necessary, just click the “Cancel” 
button. This will return you to previous page. 
 
 

*Do not include amounts listed in Participant  Section   
  for example: nurses, teachers or counselors. 

 
When you need to make subsequent changes to an existing PSS entry, click the “edit “ 
button next to the entry you wish to change as shown on the previous slide. After clicking 
the “edit” button, this page will display like the image to the right with prefilled data that 
will allow you to make changes by the following: 
 

Other Costs – Section I: Purchased Services and Supplies (PSS) 
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Other Costs-Section II : Support, Supervisory and Administrative Personnel  

On the SDAC District Coordinator Home Page, 
click directly on the “Section II : Support, 
Supervisory and Administrative Personnel 
Costs” link (highlighted in blue) on the Home 
page or click the “Quarterly Sample” menu 
and select  the “Section II : Support, 
Supervisory and Administrative Personnel 
Costs” sub-menu item. 

 

This section provides quarterly salaries and 
fringe benefits  of district and school support 
staff  who provide direct support to the 
sample population. 

 

*Some districts will not have supervisory 
personnel salaries and fringes to enter, 
therefore this will not apply to them. 
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Other Costs-Section II : Support, Supervisory and Administrative Personnel  

After clicking the “Section II : 
Support, Supervisory and 
Administrative Personnel Costs”, a 
page will display like the image to 
the right. 

 

You have two options to complete 
this section. The first option is the 
feature “Copy Costs to Current 
Quarter,” (see slides #20 - 23 for 
detail), but the first quarter must be 
entered manually. 

 

Option#2:  

Manually enter the supervisor 
funding information.  
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Other Costs-Section II : Support, Supervisory and Administrative Personnel  

 

• To add a supervisor, or 
additional entry, click the 
“Create New” button. 

 

• To edit an existing cost 
entry, click the “edit” 
button. 

 

• If you decide not to enter 
anything just click the 
“Back to Home” button. 
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Other Costs-Section II:  Support, Supervisory and Administrative Personnel   
 
After clicking the “Create New” button, you will enter the following: 
 

Personal information: 
• Select Supervisor ID 
• Enter Last Name 
• Enter First Name 
• Enter Job Title 

 
Funding Information: 
• Select Funding Quarter 
• Select Funding Code 
• Select Function Code 
• Enter Salary 
• Enter Fringe 
• Select Funding Source 
• Enter Funding Percentage 
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Other Costs-Section II:  Support, Supervisory and Administrative Personnel 

After entering all information, click the “Save Changes” button. The next time 
you need to enter a funding record for that supervisor, the supervisor’s name 
will be available in the dropdown list. 

 

Helpful Tip: When entering the Supervisor Personal Information for this section, 
first check to see if the supervisor is in the dropdown list. If so, simply select the 
supervisor from the dropdown list. The Last Name, First Name, and Job Title  
fields will automatically populate for them. If the supervisor is not in the 
dropdown list, you must enter the Last Name, First Name, and the Job Title (if 
known), then enter the Funding Information. This will avoid duplicated entry. 
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• After clicking the “Save Changes” 
button, the supervisor funding 
information will be summarized and 
displayed on a page like the  image to 
the right. 
 

• If you need to make changes to a 
supervisor’s funding information, click 
on the “edit” button.  
 

• If there is a funding change in the 
quarter, inactivate the incorrect row 
by clicking on the “Active” button. 
Then enter the correct funding as a 
new entry by clicking on the “Create 
New" button, if needed. 
 

• If you need to return to main menu, 
click the “Back to Home” button. 
 

Other Costs-Section II: Support, Supervisory and Administrative Personnel  
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• Use the Dropdown Selection for 
Fund Quarter, Fund Code, Function 
Code, Funding Source and Status. 
 

• Enter Salary, Fringe and Funding 
Percentage.  
 

• Once editing is completed, click the 
“Save Changes” button. 
 

• If no changes are necessary, just 
click the “Back to Funding List” 
button. This will return you to 
previous page. 
 

 

When you need to make subsequent changes to a support staff‘s record, click the 
“edit” button as shown on the previous slide. After clicking the “edit” button, a 
page will display like the image to the right with prefilled data that will allow you 
to make changes by the following: 
 

 

Other Costs-Section II: Support, Supervisory and Administrative Personnel 
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Other Costs-Section III: Non-Federal Salaries/Fringe Benefits 

On the SDAC District 
Coordinator Home Page, 
click directly on the 
“Section III: Non-Federal 
Salaries/Fringe Benefits” 
link (highlighted in blue) 
on the Home Page or click 
the “Quarterly Sample” 
menu and select  the 
“Section III: Non-Federal 
Salaries/Fringe Benefits” 
sub-menu item. 
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Other Costs-Section III: Non-Federal Salaries/Fringe Benefits 

The purpose of this section is to capture non-federal salaries and benefits for 
the entire school district, including the people in the quarterly sample. 
Section III is used as a quality assurance control to calculate the percentage 
of the district’s expenditures. This section is also used to calculate the 
percentage of Section I costs that can be claimed. 
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Other Costs-Section III: Non-Federal Salaries/Fringe Benefits 

• After clicking the Section III: 
“Non-Federal Salaries/Fringe 
Benefits” sub-menu item a page 
will display  like the image to the 
right. 

 

• You have two options to complete 
this section. The first option is the 
feature “Copy Costs to Current 
Quarter,” (see slides #20 - 23 for 
detail), but the first quarter must 
be entered manually. 

 

Option#2:  

Manually enter the cost information . 
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Other Costs-Section III: Non-Federal Salaries/Fringe Benefits 

• Clicking  the 
“Create New” 
button, you will 
create a new cost 
entry. 

 

• If you decide not to 
enter anything just 
click the “Back to 
Home” button. 
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Other Costs-Section III: Non-Federal Salaries/Fringe Benefits 

After clicking the “Create 
New” button as shown on 
the previous slide, you will 
do the following: 
 
• Select Sample Quarter  
• Select Function Code 
• Enter Object 100-Salary 
• Enter Object 200- 

Benefits 
 

After all information is 
entered, click the “Save 
Changes” button. 

 
If you decide not make any 
changes, just click the 
“Cancel” button. 
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Other Costs-Section III: Non-Federal Salaries/Fringe Benefits 

• After you have created a 
new entry and click the 
“Save Changes” button as 
shown on the previous 
page, a summary page like 
the image at  the right will 
display. 

 

• You can edit this record by 
clicking the “edit” button.  

 

• If you decide not to enter 
anything, just click the 
“Back to Home” button. 
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Other Costs-Section III: Non-Federal Salaries/Fringe Benefits 

When you need to make subsequent changes to a cost‘s record, click 
the “edit” button as shown on the previous slide. After clicking the 
“edit” button, this page will display like the image to the right with 
prefilled data that will allow you to make changes by the following: 

 

• Use the Dropdown Selection for Sample 

         Quarter, Function Code, and Status. 

 

• Enter Salary, and Fringe.  

 

• Once editing is completed,  

         click the “Save Changes” button. 

 

• If no changes are necessary,  

        just click the “Cancel” button.  

        This will return you to previous page. 
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Close Financial Quarter 

Finance Coordinator will need to sign-off on each 
section of the claim they have completed for a 
given quarter. This feature will notify the SDAC 
Administrator that the district has completed the  
claim. 

 
To close a section in the claim: 
 
• Select the current quarter from the “financial 

quarter entries to close” dropdown list. 
• Next, select the funding or type of costs  you 

would like to close.  
• Then, click on the “Close Selected Financial  

Quarter Entries”. 
 

If you decide not to close anything just click the 
“Back to Home” button. 

 
The link to this page is located on the SDAC 
Coordinator Home Page. 
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View and Sign Quarterly Invoice 

In addition to closing the financial quarter, 
each district finance coordinator or designated 
staff will be required to sign-off on the 
district’s invoices electronically for submission. 
 

This feature will notify the SDAC Administrator 
that all data were submitted. Your district will 
still need to print, sign and  send invoices to 
our office.  
 

To view your invoice, select a quarter from the 
dropdown list. Next, select the “View 
Quarterly Invoice”. Then, Click on the 
“Quarterly Invoice button”. 
 

To sign-off on a quarterly invoice, select the 
quarter from the dropdown list. Next, select 
the “Submit(Approve) Quarterly Invoice” 
which means that you have reviewed and 
accept the information entered into the 
system. Then, click on the “Quarterly Invoice” 
Button.  

 
• The link to this page is located on the SDAC 

Coordinator Home Page. 
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View and Sign Quarterly Invoice 

Note: On the previous slide, the wording has changed to reflect 
that the user has completed all sections, but the information has 
not been submitted for invoice payment. The final invoice submit 
requires you to download, sign and submit invoice for payment. 
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View and Sign Quarterly Invoice 

The image of the page displayed 
to the right is a SDAC quarterly 
invoice. After entering data for 
all sections for the SDAC 
quarterly claim and closing out 
each section, the data is pulled 
into the invoice.  Your invoice 
will be available once the SDAC 
Administrator release and notify 
you via email. It will be available 
in PDF format. Then, you will 
have 10 days upon the receipt 
date of the email to view, edit, 
print, sign and return your 
quarterly invoice to the SDAC 
Administrator.  

 
*The link to this page is located 
on the SDAC Coordinator Home 
Page. 
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View and Sign Quarterly Invoice 

• In addition to the district finance officer closing out the financial quarter, the SDAC 
Administrator will close-out the financial quarter after all invoices are submitted by 
SCDE for payment for each quarter to SCDHHS. 

 

• Please ensure that all invoices are free of error. If you find an error, after closing 
out a quarter and can provide sufficient documentation for re-submission, you 
may contact SDAC Administrator to request a  revision of invoice, if possible.  

 

• When  you are verifying your totals on the invoice you may notice that the 
numbers are not exact due to the system rounding rule. The system rounding rule 
calculates percentages at the 7th decimal point and dollar amounts at the 2nd 
decimal point. 

 

• You now have the capability to view the prior year  information. 
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After entering your data into the SDAC Application, the data is processed 
behind the scene of the application to compute totals on the invoice.  One of 
the total, “Other Cost “  includes multiple calculations that is not  directly 
found on the invoice. The screenshot below is the calculation for “Other 
Cost”.  

Calculation for Other Cost on the Invoice 
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Quarterly Costs and Funding Reports 

As the Finance Coordinator,  once the current quarter has been closed out, 
you will be able to print Pers-Cost, Section I, Section II and Section III reports. 
See the following pages for illustration of printed reports. 
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SDAC Report – PersCosts 
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SDAC Report- Purchased Services Supplies (PSS) 
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SDAC Report-Support, Supervisory and Administrative Personnel Cost 
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SDAC Report- Non-Federal Salaries/Fringe Benefits 
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SDAC Tentative Calendar   
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Other Questions/Technical Assistance? 

SDAC – Contact Information 
 
Loretta Dykes, Fiscal Technician 
803 734-6030 
ldykes@ed.sc.gov 
 
SDAC Program Coordinator, Matthew Melton 
803-734-2108 
mmelton@ed.sc.gov 
 
SNT Program Coordinator, Quinton Harris,  
803-734-3913 
qharris@ed.sc.gov 
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Questions or Comments 
 

Thank you for your attendance 

This webinar will be recorded and posted to the agency 
website. Questions and answers will be written and 
distributed. 
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End of Session  
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