KICCS Provider Portal Glossary and Common Acronyms

	Word or Acronym
	Description

	Application
	Internet-based program or system

	CCAP
	Child Care Assistance Program

	CCAP Billing Staff
	CCAP Service Area staff who approve completed PBFs for payment.

	Certificate
	Authorization used to obtain child care from a licensed, certified or registered provider.

	CHFS
	Cabinet for Health and Family Services

	CLR #
	Certified, Licensed or Registration number.  The number issued to identify a provider and type: C = Certified; L = Licensed; R= Registered.

	Co-payment
	The amount a family receiving child care assistance must contribute to the cost of care. Co-pay amount is based on income and family size.

	DCC
	Division of Child Care in the Cabinet for Health and Family Services that administers the CCAP.

	Exception
	A day when care was or was not provided for a child, outside the child’s enrolled schedule. Note:  All payable days for a child on a Flexible Schedule must be entered as an exception. (New.) 

	FD
	Full Day.  Care provided to a child for five hours or more per day.

	FS
	Flexible Schedule.  Allows a maximum number of FDs and PDs within a one-week period. Typically used when parents’ scheduled hours of employment vary.

	HelpDesk
	Customer service providing help with Internet and system navigation and resolving issues for a specific application.

	IT
	Carelevel for a child age birth to the day before his/her third birthday.

	KICCS
	Kentucky Integrated Child Care System

	Payment Codes
	Numeric code entered electronically by the child care provider on the PBF.  Used in lieu of a defined descriptive word or sentence.

	PBF
	Provider Billing Form

	PD
	Part Day.  Care provided to a child fewer than five hours per day.

	Process
	To work on preparing and completing available PBFs to send to CCAP billing staff for payment approval.

	Provider Admin (Administrator)
	A Provider Portal user with permissions to assign portal tasks to other providers.

	Provider User
	A user with access to the Provider Portal who does not have permissions to assign tasks to other providers.

	PS
	Carelevel for a child from his/her third birthday up to his/her sixth birthday.

	Rate(s)
	Cost charged per care level per provider up to the state maximum rate.

	SA
	Carelevel for a child who has reached his/her sixth birthday.


PBF Status and Definitions

	Status Type
	Description

	New PBF
	· PBFs in this status are ready for you to complete.  
· This is a newly created PBF:

·  at the end of the month when the previous month PBFs are generated; or 
· when a new enrollment is activated and the start date is in a previous month;  or
· when changes to an existing PBF occur that cause the schedule or other details to change.  
· This status displays up to the point the child care provider selects the PBF and saves it, with or without entering exceptions.  
· If you notice any errors on the child’s scheduled days or start date, contact the child’s CCAP caseworker or CCAP billing office before clicking the Send button. Corrections to the child’s schedule can be made when the PBF is in this status.  

	Saved
	· Once a PBF is selected and the Saved button is clicked (with or without entering exceptions), the status updates to Saved.  
· You may continue to work with and print the PBF in Saved status.
·  If you notice any errors on the child’s scheduled days or start date, contact the child’s CCAP caseworker or CCAP billing office before clicking the Send button.  Corrections to the child’s schedule can be made when the PBF is in this status.

	Sent
	· Indicates a PBF has been sent to CCAP billing staff for payment approval.  
· You may print but you may not make changes to the PBF in this status.

	Submitted
	· Indicates CCAP billing staff has completed approval or editing of your PBF.
· The PBF is submitted for the next payment run. 
· You may print but you may not make changes to the PBF in this status.

	Paid
	· Indicates a PBF has completed the processing cycle and payment has been issued.  
· You may print but you may not make changes to the PBF in this status.
· If you notice any errors in the expected paid amount, contact your local CCAP billing office.

	Failed
	· Indicates a PBF has completed the processing cycle and payment requested, but a failure occurred during the payment run.  
· Failed status also may indicate a negative balance, a zero amount when there are no positive amounts or incorrect payee information (routing errors, etc.)  
· You may print but you may not make changes to the PBF in this status.
· PBFs in Failed Status will not be paid.

· If you have questions about a PBF in this status, contact your local CCAP billing office.

	Void
	· Indicates CCAP billing staff has determined payment is not due or valid for the created PBF.  
· PBFs in this status are not editable through the Provider Portal.

· PBFs in Void Status will not be paid.
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