
KidKare 
Training



Claims > Submit Claims to State
Select the correct Claim Month 
Click Generate

Generate Your
Claims File



Save the file to your desktop or a folder where you can find it
Rename if you choose 
ex: “Jan 26 claims”

Save and Rename
Your File



Login to the state site and select the claim you are entering as you
normally would.
Instead of clicking on each site and entering your claim totals, click on
Upload Center Site Claims

Upload Your Claims
to the State Site



Once the document is uploaded, you will see this “Upload complete.”
message.
Click OK.
If there are any errors, this screen will tell you which record it found an error
on and why. Please reach out to your OSDE office staff if you get an error
you need help with.

Confirm Upload and
Check for Errors



You can see all records that were processed and imported right under the
upload button.
You will see the Amounts populated next to the centers that were on the
upload document
Your claims are now entered and you can proceed as you normally would.

Review and Proceed
with Your Claims
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