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Purpose of Training
This training is provided as instruction for the School District Administrative Claiming (SDAC) coordinators on 
navigating the SDAC application for personnel roster development and Random Moment Sample (RMS) 
approval process. The application is the source for completing the RMS that will be utilized in the calculation of 
invoices.



What is
Medicaid?

Medicaid is a healthcare insurance program for individuals with limited
income and assets. Medicaid is jointly run by the federal and state
government. In addition to reimbursing for direct medical services,
Medicaid reimburses for:

• Special Needs Transportation (SNT)
• School DistrictAdministrative Claiming (SDAC)

Participants in the SDAC program are selected based on the possibility a
Medicaid administrative activity with a current or potential Medicaid
student or family may occur. This is referred to as Medicaid outreach.



What is
SDAC?

SDAC is a Medicaid program which allows additional reimbursement to
school districts for administrative activities supporting the Medicaid
program.

Administrative activities which are considered reimbursable are:

• Coordination, Planning,Applying for Medicaid
• Monitoring
• Training
• Outreach
• Referrals



What is an 
Administrative 
Activity?

Administering the SDAC program is an important task for
districts to actively participate in. Being eligible for Medicaid and
utilizing its benefits improves the health of students. Healthy
students create a better learning environment.
Examples of administrative activities are:
• Attending meetings or trainings specific to Medicaid programs.
• Putting fliers in backpacks about Medicaid programs.
• Obtaining referrals to a Medicaid provider.
• Coordinating free and reduced school lunches.
• Helping families enroll students in Medicaid.
• Discussing Medicaid with students or parents.



Applying for Medicaid

Direct parents to SC DHHS to apply
online via the Apply for South
Carolina Medicaid button.

https://www.scdhhs.gov/
https://www.scdhhs.gov/


SDAC 
Reminders

Sample notification and completion timeframes are in accordance with guidance from 
the Centers for Medicare and Medicaid Services (CMS) manual dated May 18, 2023. 
The CMS policy states districts not be notified of RMS specific information, specifically 
the samples participant name and sample date/time, until two-business days prior to the 
samples  date/time. Additionally, the CMS policy requires the sample to be completed 
within two-business days after the sample date/time. The two-business day rule only 
applies to the participants completion. There is no specific timeframe for the 
coordinators review, however, it is recommended the sample review is within five (5) 
business days to ensure the sample was completed accurately.

Participant training is required one time. Active participants training dates carry forward 
year to year in the application. Participants are required to receive training when:

• The participant is new to the program in the specific school district.
• The participant is returning to the program after a school year or more gap in 

participation.
• The program has significant changes (e.g., CMS guidance changes, SDAC 

Application changes)
• The district coordinator determines the participant needs additional training to 

complete samples.

https://www.medicaid.gov/sites/default/files/2023-07/sbs-guide-medicaid-services-administrative-claiming-ud.pdf


SDAC What’s 
New?

We’ve successfully navigated our way through the new application for a full year, and no 
additional changes have been made at this time. Here’s a review of the changes that were 
implemented with the new application’s implementation:

• Districts will have a unique start and end date for the year. The start date for the year will 
be the first day of school and the end date  for the year will be the last date of school.

• District specific closed dates will be added to the application and will not count as a 
business day. 

• Notification emails will contain a direct link to the SCDE website to facilitate the log on 
process.

• Participant set up no longer requires the participant email to be entered twice.
• Participant roster emails can not be duplicated. 
• New Response/Activity codes and verbiage updates to assist participants and comply with 

CMS policy.
• Approval process is now visible when the Quarterly sample tab is clicked. The 

Response/Activity codes and any comments made by the participant will display here.
• Coordinator responses will automatically save as the applicable drop-down response is 

selected.
• Marking the sample absent for a participant no longer requires double approval. When the 

coordinator selects the correct absence from the drop-down, it will automatically submit.
• Returned samples are no longer locked.



What you can 
expect from 
the OMS…

The OMS has made the following process improvements:

• OMS will review the participant rosters and ensure all participants in the 
roster have access to the SDAC Application before each quarter. The 
district is responsible for ensuring participants have an Application Portal 
logon and the participants logon is active. 

• OMS will email the Web Access Coordinators (WAC) explaining the 
importance of the access and resets to meet the CMS timelines.

• OMS will conduct regularly scheduled quarterly meetings.



Participant
Responsibilities

The participant can assist in the sample process and meet the CMS 
timelines by:
• Keeping the SCDE logon/password active by signing on once a week. If 

the participant receives an error at sign on, the Web Access Coordinator
should be contacted for a password reset. All issues with a logon, no
exceptions, are related to a password issue and require the password to 
be reset.

• Complete the mandatory sample within the two-day response time 
frame. 

• Complete the sample with the correct response/activity code. 
• Read emails daily to ensure receipt of the notifications related to the 

Random Moment Sample (RMS) process.



SDAC 
Coordinator 
Responsibilities

The district SDAC coordinator is responsible for:
• Creating and maintaining the participant roster quarterly in the SDAC

application.
• Ensuring the participants email Application Portal logon matches the

participants email on the roster. If the emails don’t match, the sample 
won’t display for the participant.

• Ensuring the participants complete the sample within two business
days.

• Utilizing the application to determine the sample status. System 
generated emails are there to add an extra layer, however, firewalls or 
other issues may cause an email to be undeliverable. 

• Reviewing pending samples timely.
• Districts should strive for a 92% completion rate, however, should never 

be under 85%.
• Ensure participants are trained, the participants attestation form is in the 

districts file, and the training date is updated in the application.



Roster 
Development

The determination of which employees should be included on the participant roster 
and which costs of such employees should be included in the cost pool, must be 
considered in determining the universe of participants for the time study. The 
personnel roster should be a robust listing of employees who perform administrative 
activities related to the Medicaid program and whose position is not 100% federally 
funded. The roster should be reviewed and updated no less than quarterly, to ensure 
the correct participants are included. The cut off date for updates, by quarter, for the 
school year 2025-2026 are:

• July, August, September (JAS) 2025 – 07.10.2025
• October, November, December (OND) 2025 – 09.25.2025
• January, February, March (JFM) 2026 – 12.25.2026
• April, May, June (AMJ) 2026 – 03.26.2026

Any updates made after the cut off date will not be applied until the following quarter.

This information is also included in the SDAC Calendar located on the OMS 
webpage.

https://ed.sc.gov/districts-schools/medicaid/school-district-administrative-claiming/forms/sdac-calendar-sy-25-26/


Roster 
Development: 
Inclusions

Personnel that should be included on the roster are those that would have 
the opportunity to perform an administrative activity related to the 
Medicaid program. Some examples of administrative activities are:

• Attending meetings or trainings specific to Medicaid programs.
• Putting fliers in backpacks about Medicaid programs.
• Obtaining referrals to a Medicaid provider.
• Coordinating free and reduced school lunches.
• Helping families enroll students in Medicaid.
• Discussing Medicaid with student or parents.



Roster 
Development:
Exclusions

There are some exclusions to be considered when determining the correct 
personnel for the participant roster. Personnel that should be excluded 
are:

• Employees that are paid 100% with federal funds.
• Employees paid for services at a fixed rate (i.e., audiologist paid a set

amount for each hearing test).
• General Education Teachers
• Employee would not have the opportunity to perform any potential

Medicaid administrative activity.



Roster: 
Direct Service 
Participants

The following direct service providers may be included in the participant 
roster: 

Physician Psychiatrist Nurse Practitioner Registered Nurse 
Licensed Practical Nurse Nurse Aide Health Technician 
Psychologist School Psychologist Counselor Social Worker
Clinical Social Worker Marriage and Family Therapist
Applied Behavior Analyst Audiologist Audiology Candidate
Speech Language Pathologist Physical Therapist 
Physical Therapy Assistant Speech Language Pathologist Candidate 
Speech Language Pathology Assistant Occupational Therapist 
Occupational Therapist Certified Occupational Therapy Assistant 
Speech/Language Impairment Teacher 

Other jobs eligible to bill direct medical services.



Roster: 
Administrative 
Outreach 
Participants

The following administrative outreach personnel may be included in the 
participant roster: 

Administrators School Counselors Bus Aide Teacher’s Aide 
Interpreters & Interpreter Assistants Special Education Teachers 
Pupil Support Services Administrators Psychologist Interns 

Program Specialist Special Education Administrators 
Resource Specialist/ Family Liaisons Personal Care Aides 
School Bilingual Assistants 

Other groups/individuals identified as performing Medicaid outreach.



Participant 
Receives Sample: 
Inactive or 
Extended Leave 

If a change to the roster is made after the quarters sample generation date, 
the participant could still receive a sample. If this occurs, the coordinator 
should mark the participant as:

• Participant Inactive (No longer employed/No longer qualifies for 
SDAC/Paid 100% with Federal fuds): If a sample is received, please 
send the participant's name, sample date/time, and request the sample 
be marked Do Not Use to Ronette Weeks at rmweeks@ed.sc.gov or 
Kareyah Harrison at kharrison@ed.sc.gov. The two-day completion 
timeframe still applies. The participants roster information should 
reflect inactive, and the appropriate reason updated in the quarterly 
availability for any remaining quarters.

• Participant on Extended Leave (Medical reasons, Military deployment, 
Other): If a sample is received, please send the participant's name, 
sample date/time, and request the sample be marked Do Not Use to 
Ronette Weeks at rmweeks@ed.sc.gov or Kareyah Harrison at 
kharrison@ed.sc.gov. The two-day completion timeframe still applies. 
The participants roster information should remain active, and the 
appropriate reason updated in the quarterly availability for any quarters 
impacted by the leave.

mailto:rmweeks@ed.sc.gov
mailto:kharrison@ed.sc.gov
mailto:rmweeks@ed.sc.gov
mailto:kharrison@ed.sc.gov


What Happens 
after Sample 
Generation?

• The day quarterly samples are generated, the sample information (dates and 
times) will be available on the Quarterly Observation Report. No additional 
samples are run or removed after the quarterly generation date.

• The sample will be visible (unveiling date) in the application two (2) business days 
prior to the samples date and time. 

• The coordinator and participant should begin receiving emails two (2) business
days prior to the sample date and time.

• The coordinator and participant should continue to receive emails for two (2) business days 
after the sample date and time or until the participant completes the sample. 

• Samples not completed by the deadline will be marked as incomplete automatically.

Reminder: The coordinator should not rely on system generated emails to alert the participant 
of a sample. Firewalls or other system issues may cause the email to be undeliverable.



Quarterly Observation 
Report

To access, click Reports then Quarterly 
Observations. Select the Quarter from the 
drop down and click View Report.

This report also shows samples pulled for 
validation and the responses of the 
participants after completion.



Sample Email 
Notification

Participants should receive an email two (2) business days prior to the
sample date and time and daily until the sample is completed or until the
time frame for completion has lapsed.

The district SDAC coordinator is responsible for notification in the event
the emails are not delivered.



SDAC Coordinator Login

The coordinator should go to the SCDE 
website at www.ed.sc.gov and click login in 
the upper right-hand corner.

http://www.ed.sc.gov/


Application Web 
Portal Logon

Enter Username (district email address) and password. 
Click Logon. If for any reason the username and/or 
password does not work or you are unable to 
successfully log on, please contact the district Web 
Access Coordinator for a SCDE Application Portal 
password reset immediately. All issues, require a 
password reset.

Examples of issues:
• Unable to establish session
• Session not available 
• Session reference number displays
• Username or password invalid
• Forgot password



Survey Section – Not 
SDAC

The  section  marked  Surveys  under  
the Application section is not associated 
with the SDAC program. The surveys 
section is utilized by SCDE for 
statewide surveys. The user should 
ignore this section and Click the  
SDAC  button  in  the  Application 
section.

Not SDAC

Click Here



SDAC Home Screen 
Display

The user will be taken to the Home 
screen which includes a Feature Box 
explaining tabs. Select the School 
Year from the dropdown and click 
Continue.



Managing Participants

The Manage Participants tab is 
utilized to add/edit/change 
participants. Click the Manage 
Participants button from the menu on 
the left-hand side.



Adding Participants: 
Home Screen

This page allows you to 
add/edit/change participants. To add 
a new participant, click the Create 
New Participant button.



Adding Participants: 
Entry Screen

Complete all fields and click 
Submit.



Participants Roster 
Display

The districts participant roster can be 
viewed by clicking the Manage 
Participants button from the menu on 
the left-hand side.



Editing Participant 
Roster Record

To edit information in the participant 
record, click Edit beside the 
participant's name. 



Editing Participant 
Roster Record: Screen 
Fields

Edit the applicable fields and 
click Submit.



Quarterly Sample: Home 
Screen

The Quarterly Sample tab is used to 
view sample status and access 
samples for review. Select the 
appropriate Sample Status from the 
dropdown and click Search.



Quarterly Sample:  
Reviewing Samples

All information for review of the samples will 
be listed on the Quarterly Sample tab. 
The coordinator will review the sample line 
and select the appropriate action from the 
sample status dropdown. The application 
automatically saves and updates the status. 
The user can move on to the next sample 
immediately. The actions are:

• Returned: Return to participant for correction.
• Submitted: Approve sample for next level 

approval (state).
• Absent – With FT/PT with Paid Leave: 

Completing on behalf of an absent FT/PT 
participant who accrues leave time.

• Absent – Without PT/Contract without Paid 
Leave: Completing on behalf of an absent 
FT/PT participant who accrues leave time.



Response and Activity
Code Matrix 1-10

Responses 1-10



Response and Activity
Code Matrix 11-20

Responses 11-20



Response and Activity
Code Matrix 21-28

Responses 21-28



Training 
Opportunities

• Attend SDAC quarterly meetings with the OMS.
• Schedule OMS for virtual training. Districts are welcome to invite all staff that 

they deem appropriate to participate.  

To schedule a training, contact Ronette Weeks by email or phone at 
rmweeks@ed.sc.gov, 803-734-3913 or Kareyah Harrison at kharrison@ed.sc.gov.

mailto:rmweeks@ed.sc.gov
mailto:kharrison@ed.scc.gov


Additional 
Resources

South Carolina Department of Health and Human Services

(SCDHHS) Medicaid Policy for SNT

Local Education Agencies (LEA) Services Provider Manual | 

SCDHHS

South Carolina Department of Education (SCDE) SDAC 

Trainings and Forms

School District Administrative Claiming - South Carolina 

Department of Education

https://www.scdhhs.gov/providers/manuals/local-education-agencies-lea-services-provider-manual
https://www.scdhhs.gov/providers/manuals/local-education-agencies-lea-services-provider-manual
https://www.scdhhs.gov/providers/manuals/local-education-agencies-lea-services-provider-manual
https://www.scdhhs.gov/providers/manuals/local-education-agencies-lea-services-provider-manual
https://www.scdhhs.gov/providers/manuals/local-education-agencies-lea-services-provider-manual
https://www.scdhhs.gov/providers/manuals/local-education-agencies-lea-services-provider-manual
https://www.scdhhs.gov/providers/manuals/local-education-agencies-lea-services-provider-manual
https://www.scdhhs.gov/providers/manuals/local-education-agencies-lea-services-provider-manual
https://www.scdhhs.gov/providers/manuals/local-education-agencies-lea-services-provider-manual
https://ed.sc.gov/districts-schools/medicaid/school-district-administrative-claiming/
https://ed.sc.gov/districts-schools/medicaid/school-district-administrative-claiming/
https://ed.sc.gov/districts-schools/medicaid/school-district-administrative-claiming/
https://ed.sc.gov/districts-schools/medicaid/school-district-administrative-claiming/
https://ed.sc.gov/districts-schools/medicaid/school-district-administrative-claiming/
https://ed.sc.gov/districts-schools/medicaid/school-district-administrative-claiming/
https://ed.sc.gov/districts-schools/medicaid/school-district-administrative-claiming/
https://ed.sc.gov/districts-schools/medicaid/school-district-administrative-claiming/
https://ed.sc.gov/districts-schools/medicaid/school-district-administrative-claiming/
https://ed.sc.gov/districts-schools/medicaid/school-district-administrative-claiming/


OMS Contacts

Ronette Weeks – Program and Application Questions/Issues

SDAC Program Coordinator, Office of Medicaid Services

rmweeks@ed.sc.gov 

803-734-3913

Marquita Taylor – Invoicing and Payments

Fiscal Manager, Office of Medicaid Services

mstaylor@ed.sc.gov

803-734-9180

mailto:rmweeks@ed.sc.gov
mailto:mstaylor@ed.sc.gov
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