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MAXSTAR  User Guide Training Objectives 
 

At the conclusion of this training, participants will demonstrate 
knowledge of:  

  
• How to access the MAXSTAR® system. 
 
• How to certify an applicant for childcare services and process 

changes to ongoing cases. 
 

• How to enter, update, and access case actions.  (Logs and 
screens) 

 
• How to enroll providers and update information in the provider 

screens. 
 

• How to link clients to providers by authorizing the childcare 
certificate. 

 
• How to use the Desk Guide as a tool to ensure data integrity. 

 
• How to use system reports for case management. 

 
Prerequisite: All participants are required to have completed    the 
CAPS Basic Policy Training prior to the MAXSTAR  Training.  This 
training will focus on data entry and navigation.  
 
Direct all policy questions to the region�s Program Specialist  
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Welcome to the MAXSTAR® Desk Guide 
 

This desk guide is to assist the user in navigating through the system.  
There are a few ground rules for using MAXSTAR®: 
 
Please call the MAXSTAR® Helpdesk at 1-888-604-8398 if there are 
problems accessing the system or difficulties with the application while 
working in the system. 

 
Please call the DHR Help Desk at 1-800-764-1017 for assistance if 
there are problems accessing the Internet.   

 
Each region has a MAXSTAR® Project Coordinator.  If there are 
additional questions while using the system, please contact: 

 
 

 
___________________at ____________________ 

 
Email: ____________________________________ 
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CHILDCARE AND PARENT SERVICES 
 

NAVIGATING MAXSTAR® TRAINING MODULE 
 

I. Introduction 
A. Housekeeping 
B. Overview of Provider Payment and Management System 
C. Contractor vs. County Responsibilities 
D. Tips for Navigating MAXSTAR 

  
II. Accessing MAXSTAR 

 
III. Navigating MAXSTAR 

A. Main Menu 
B. Message of the Day Display 
C. Characteristics Search/Inquiry for Casehead 
D. Record Selection 
E. Casehead Information 
F. Case Programs/Activities 
G. Casehead employment 
H. Casehead School/Training 
I. Other Household Members 
J. Other Parent Employment 
K. Other Parent School/Training 
L. Case Milestones 
M. Consumer Education 
N. Case Activity Log 
O. Child Information 
P. Income Worksheet 
Q. Child Need for Care 
R. Create Certificates 
S. Recerts/Reviews 
T. Application Denial/Closure 

 
IV. Provider Training 

A. Important Definitions 
B. Provider Characteristics Search/Characteristics Search 
C. Creating and/or Updating the Provider File 

i. Authorization to create provider profile 
ii. Accessing the Provider Activity Log 

iii. Provider changes 
iv. Tier Reimbursement 
v. Update certificate 

vi. Claim information 
vii. County communication link to MAXIMUS 

 
V. Data Entry Tools 

A. Changing Edit Fields in MAXSTAR 
B. Case Data Entry Flow Chart 
C. Is My MAXSTAR case OK? 

 
VI. Reports 

 
VII. System Alerts 

 
VIII. Handouts 
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Provider Payment and Management Service Overview 
 
The Childcare and Parent Service (CAPS) Program implemented a provider management 
and payment service through a contract with a third party Contractor, MAXIMUS, in October 
2000.  As of December 2006, this service is operational in 132 counties throughout the State 
of Georgia.  The service, known as GA CAPS, allows users to access the Contractor�s web-
enabled provider management and payment system to capture client, child, and provider 
data.  MAXIMUS pay providers twice a month, at a minimum, by check or electronic funds 
transfer. 
 
The intended benefits for outsourcing the services were: to use technology to streamline 
manual processes; increase work productivity; minimize paperwork; expedite payment 
processing; reduce redundancy; improve provider program compliance; create and maintain 
an electronic repository of case and provider data; process federal reports, and relieve case 
managers of provider responsibilities allowing them to focus on delivery of services to clients. 
 
Applicants who have appointments or come into the DFCS office interested in receiving 
childcare go through an intake/pre-screening process.  DFCS personnel determines if the 
applicant is eligible for subsidized services, is part of a priority service group, an in-house 
referral or, depending on funding availability, added to a waiting list. 
 
DFCS personnel searches the MAXSTAR® database to determine if any pre-existing case or 
waiting list information exists on the applicant.  If no case information exists under the 
applicant�s name or social security number, personnel can enter case information directly into 
the MAXSTAR® system, according to eligibility requirements as stated in CAPS policy. 
 
The MAXSTAR® system allows DFCS users to enter, update, and print information on family 
cases, provider profiles, and authorized care certificates for each eligible child linked to 
approved providers from the central database.  If changes occur for any child�s care 
arrangement or service provided, Case Managers may have to terminate and reauthorize 
child care certificates.  However, the MAXSTAR® system does not make automatic eligibility 
determinations, schedule reviews, issue recertification appointment letters, and/or make 
automatic dismissals for client cases. 
 
MAXIMUS will handle all payment and management related responsibilities after the case 
manager authorizes service and creates certificates for applicable children.  MAXIMUS staff 
use the MAXSTAR® system to print (or publish to a secure web page) childcare attendance 
in the form of invoice records for providers to complete and submit for payment.  MAXIMUS 
prints paper invoices on the second Monday of every service month, in two batches.  The 
batches are the first two weeks of the month and the last two or three weeks, depending on 
the month.  They post electronic invoices to the GA CAPS web site on a weekly basis.  
Providers indicate on the invoice, the day(s) they provided care and whether a registration 
fee is due.  Once the provider submits the electronic or paper invoice, MAXIMUS payment 
processors record attendance, check for inconsistencies, make payment adjustments, and/or 
send written notices to providers relating to billing problems. 
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Tips for Navigating the MAXSTAR® System 
 
 
**Remember to use lower case letters when entering user ID and 
password.  The system will not accept upper case letters in these 
fields. 
 
**Some fields on the Reports menu require all upper case letters.  
Follow what is shown on the screen. 
 
**Press Enter to save the data in fields.  EXCEPTION:  press Tab to 
save text on comments in activity logs or directions to informal 
provider locations. 
 
**Do not put any dashes in the SSN, dates, phone numbers, etc.  The 
system will automatically generate these.  
 
**When on the menu screens, pressing the first letter of the selected 
option will be bring up that selection.  For example, if  on the main 
menu  the �Reports� selection is desired, press the letter �R� and the 
cursor will move to reports. 
 
**On the Search screens, certain letters in functions are underlined.  
Pressing Alt + the underlined letter will allow the user to perform that 
function.  For example, when searching for a particular case, after 
entering the identifiers, pressing Alt + a will allow the user to search. 
 
**Many of the fields in the system have look-up options.  If unsure of 
what should be entered in a given field, while the cursor is in that 
particular field, press the PF5 button on the keyboard.    
 
**Make sure the screen is positioned so that all the warning edits, 
which flash in red at the bottom of any screen, can be read. 
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Accessing MAXSTAR  
 

 
 

Click on the GACAPS icon to access MAXSTAR® 
 
If the GACAPS Icon does not appear on the screen, contact 
the DHR Help Desk at 1-800-764-1017. 
 
It is very important to keep other software programs closed 
to optimize the speed and response while using the Internet. 
 
 
                                                              

GACAPS
Icon 
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Click on the GACAPS button to access MAXSTAR®. 
 

Help Note: Click on the Network Services button to e-mail 
a problem report. 

 
Or 

 
Contact the MAXSTAR® Helpdesk @ MAXIMUS by calling 
1-888-604-8398. 

GACAPS 
Button 

Network 
Services 
Button 
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If this screen appears, click on the circle in front of 
�Open this file from its current location� and click 
OK. 
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Enter user name and press Tab.  Enter password, click on 
LOGIN, or press Enter.  (Use lower case letters only) 

 
User names and passwords are set up through a supervisor 
or project coordinator. 

 
A �Request for MAXSTAR ® ID for State Employees� must 
be completed and sent to MAXSTAR® Systems 
Administrator.  Contact the MAXSTAR® Helpdesk @ 
MAXIMUS for forms by calling 1-888-604-8398. 

 
 

**TIP: Contact the MAXSTAR® Helpdesk at 1-888-604- 8398 
for to retrieve passwords or to reset user information. 
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Click on GACC Production or GACC Training. 
 
Production is the �Live Environment� or information that will affect 
actual child care benefits and payments to providers. 
 
 
 
*TIP: Always practice in the Training Environment, especially first 
time users. Information entered in Training does not transfer to 
Production. 
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At the Notice Screen, press the ESC (Escape) key and the �Close 
Document� window will pop up.  Click on OK or press Enter to go to 
the MAXSTAR® main menu. 
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Main Menu Screen 

 
Short Name         What the Menu Description allows you to do. 
Entry        - Create, Modify or View Casehead Information. 
Child         - Perform a Search using Child Identifiers. 
Provider       - Perform a Search using Provider Information. 
Wait          - Add, Process, and Monitor the Inquiry List. 
Cert UPD      - Modify Certificates. 
Cert Print     - View a Certificate Inquiry Screen with payments, view 

and print a certificate. 
Letters      - Print Case/ Family Eligibility Letters to be sent to the 

Casehead. 
Reports        - Reports that give details of Active Cases, Provider 

Information, Payments to Providers, and County 
Budget Information. 

Call      - Record and Research Case Related and Provider Calls. 
Claim      - Create and Update Provider Claims. 
 
Case Managers will see �lcmain� in the upper right part of the screen.  Supervisors will 
see �lsmain. These designate the level of access as case manager or supervisor 
respectively.  
 
** TIP:   For Supervisors, menu descriptions for transferring entire caseloads are 
available from the Main Menu, lsmain. 
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MESSAGE OF THE DAY DISPLAY 
 

 
    
 
The Message of the Day is a system generated communication tool.  It will 
display only when there is a need to communicate information about 
MAXSTAR.  Users are to read the messages and take action as indicated 
in the message. 
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NAVIGATING  
MAXSTAR®  

 
 
 
 
 
 
 
 
 
 
This training manual is the property of the Department of Human Resources/Division of Family 
and Children Services/Childcare And Parent Services Unit, and cannot be reproduced or modified 
in part or in whole for use in demonstrations, advertisements and/or solicitation without the 
written consent of the Department. 



MAXSTAR             June 18, 2007 

  19 

 Case Application Data Entry Main Menu 
 

 
 

This is the main menu in MAXSTAR  for case managers.  It leads to all 
information needed in the system, including case entry, provider lookup 
and entry, certificate information, reports, and letters.   
 
To look at information on caseheads, highlight Application Data Entry, 
press Enter, or use the mouse to double click on the Application Data Entry 
description.   
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Characteristics Search Screen 

 
 

How to Perform a Characteristics Search of the MAXSTAR® Casehead Files 
 

The system uses one or more casehead identifiers - last and first name, casehead 
social security number, case manager ID, and/or the CAPS case ID for the search.  
Start the search using the casehead�s last and first name.  The search uses a 
soundex algorithm for possible matches in the system.  Using the name will allow the 
system to pull similar sounding names, producing a more complete retrieval. 
 
If the name is not found, use either the casehead social security number, case manager 
ID, and/or the CAPS case ID. 
  
*TIP: PRESS THE ENTER KEY AFTER MAKING AN ENTRY IN 
A FIELD TO SAVE THE DATA AS SEARCH CRITERIA. 
  
Click on Search or hold the Alt key and press a on the keyboard to Search 
the files for a casehead. 
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The Record Selection Screen 
 

 
 

The search uses a soundex algorithm for possible matches in the system 
and provides a list on the Record Selection Screen.  The more exact the 
information used to search, the more complete the retrieval. 
 
Click on ReEnter to return to the Characteristics Search Screen. 

Or 
Scroll the list and highlight a name, press Modify and you will access the 
existing case file. 

Or     
Click on Create and the system will show a new record with only the 
information entered in the Characteristics Search if the client must be 
entered new. 

Or 
 

Click on Cancel to return to the Main Menu Screen. 
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Screen 1: Casehead Information 
 

 
 

This screen provides the case ID, record created date, case 
manager�s name and ID, casehead�s name, SSN, home and work 
phone numbers, address, county and payment region for a case 
known to the system.   
 
When creating a new case, MAXSTAR  will provide case ID, record 
created date, case manager�s name and ID and the information 
entered in the Characteristics Search; the case manager must enter 
all other information. 
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Accessing Information Using Icons  
Or the MAXSTAR  Drop Down Menu 

    
 Dd 

 
 

 
 
 

Placing the cursor in its space and clicking with the mouse can 
access the Icons directly above the bar that contains the words DATA 
ENTRY.  Access these functions by clicking on MAXSTAR® for a drop 
down box. 

 
 
 

Choose

Go To

 Document 

Exit 
Link 

Save 

Add 

MAXSTAR
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Accessing Information Using Icons  
Or the MAXSTAR  Drop Down Menu 

 

 
 
Click on MAXSTAR from any screen in Casehead Data Entry to make the 
drop down menu appear.  By choosing Link, the box below will appear.  
The Link function allows the user to access different parts of the case 
record. 
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Accessing Information Using Icons  
Or the MAXSTAR  Drop Down Menu 

 
 
Click on Document-Letter from any screen in Casehead Data Entry.  Using 
system letters will automatically record important information in the Action 
Log. 

 

 

Document 
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Accessing Information Using Icons  
Or the MAXSTAR  Drop Down Menu 

 

 
 

Click on Document-Form from any screen in Casehead Data Entry.  Using system 
letters will automatically record important information in the Action Log. 

 
 

 

Document 
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Accessing Information Using Icons  
Or the MAXSTAR  Drop Down Menu 

 
 

 
 

Click on Go To from any screen in Casehead Data Entry to move 
from one screen of the application to another. 

 
 
 

Go To 
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Accessing Information Using Icons  

Or the MAXSTAR  Drop Down Menu 
 
 
 
 

 
 
Clicking on Choose allows the user to return to RECORD 
SELECTION or CHARACTERISTICS SEARCH without going 
back to the MAIN MENU. 
 
 

 
 
 

        
 

Choose 
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Screen 2: Case Programs/Activities 

 
 

Move cursor to desired field and press F5 key for appropriate drop down menu.  Select 
the correct response for the case.  Enter initial information for the casehead or make 
corrections if information is incorrect or has changed.  The user can select more than 
one activity for the casehead. 
 
If the Minor parent field is coded �Y,� an edit checks the birth date that was entered and 
will not assess a family fee.  Minor parent must be under the age of eighteen (18). 
 
Casehead�s ethnicity and citizenship are mandatory.  SUCCESS Inquiry date is 
mandatory, if a SUCCESS client #, AU #, or previous SUCCESS inquiry date is entered. 
 
Case PA Status : 
Cases coded as:   
C � Current TANF must have a PA Start Date.   
T � TANF Applicant must be coded as Job Search and Job Search Start and End dates 
must be entered. G � Grandparent Raising Grandchildren � must have G as the 
documented activity in the Other field.  DFCS Custody � Family Foster Home (F) is 
correct entry for Supplemental Supervision Cases.  If the need for care is based on a 
Declared Emergency, such as weather, indicate with a Y. 
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Screen 3: Casehead Employment 

 
 
Enter current employment and, if applicable, second employer 
information for the Casehead.  Include name, address and telephone 
number of employer(s), and number of hours and days worked.  
Indicate whether employment is documented. 
 
The system does not store historical employment, wage, and hour 
information.  If this information changes, document previous employment 
information in the Case Activity Log and, if required by program 
management, copy this screen before entering new employment 
information.  File in the case record. 
 
*TIP: If work field on Screen 2, Case Programs/Activities, 
is marked with a �Y,� then this casehead employment  
page must be completed and documented. 
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Screen 4: Casehead School/Training 
 

 
 
 
Enter current school/training information for the Casehead.  Include name, 
address, and telephone number of the school/training site, number of hours 
and days in attendance.  Indicate whether school/training is documented.  
 
The system does not store historical school/training information.  If 
the client�s school or training information changes, document 
school/training in Case Activity Log and copy screen before 
entering new school/training information.  File screen print in case 
record. 
 
  
*TIP: If either the school or training fields on Screen 2, Case 
Programs/Activities, are marked with a �Y,� then this 
casehead school/training page must be completed and 
documented. 
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Screen 5: Other Household Members 
 

 
 
 
List all household members age 13 and older.  Include the last name, 
first name, middle initial, date of birth, relation to the Casehead, social 
security number, and the SUCCESS Client Number.  
 
Enter the number in the family unit.  Update this number if circumstances in 
the family unit change so that the system will correctly calculate any 
assessed fees. 
 
After entering all household members aged 13 and older, press �Ctrl� and 
�V� to add children in the family unit under age 13 who need child care 
services. 
 
Provide answer to question, �Is Other Parent/Spouse Disabled? 
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Child Information Selection 

 
 

Highlight Child Information and press Enter or click on OK. 
 

 
This screen shows the children entered in the case. 
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The Child Information Screen 

 
 
Enter or update child�s last name, first name, middle initial, social security 
number, SUCCESS client number (if applicable), date of birth, gender, 
immunization information, special needs description, relation to casehead, 
and ethnicity.  When entering a new child to the case, the citizenship and 
ethnicity fields pre-fill with the citizenship and ethnicity of the casehead.  If 
these are not the same for the child, update the fields to reflect the correct 
citizenship and ethnicity. 
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Approve Child Need for Care Screen 

 

 
 

Confirm and update the child�s Need for Care.  The system will default all children to 
C, CAPS Care.  If the child does not need care, update accordingly.  The first child 
entered in a case is automatically designated as Highest Fee.  Each case must have 
one and only one child with the highest fee marked as Y.  The fee will actually be 
assigned to the certificates based on the order they are created, so there is no need 
to change the Highest Fee indicator.   
 
The most recently created certificates will appear at the bottom of the second child 
screen, as shown above.  If the certificate was marked as Primary, you will see an 
asterisk in the �P� column.  Also shown are the certificate number, begin and end 
care dates, provider number, approved amount, fee and care type. 
 
Only active certificates will show on this screen.  Certificates that start and end on 
the same day will not show on the Need for Care Screen.  The user can view this 
type certificate from the Modify Certificate Screen or the Cert Print Screen. 
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Screen 6: Other Parent Employment 
 

 
 
If the other parent is included in the family unit, and is currently 
employed, enter the employment and second employer information 
for the other parent including name, address, and telephone number 
of employer(s), number of hours and days that are worked and 
whether employment is documented. 
 
If employment information changes, document previous employment 
information in the Case Activity Log and, if required by program 
management, copy this screen before new employment information is 
entered.  File screen print in the case record. 
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Screen 7: Other Parent School/Training 

 
 
If the other parent is included in the family unit, and is currently in 
school or training, enter the school/training information for the Other 
Parent including name, address and telephone number of the 
school/training site, number of hours and days in attendance, and 
whether school/training is documented. 
 
Press Ctrl + V to access the Income Worksheet. 
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How to Access the Income Worksheet 

 
Highlight Income Worksheet and press Enter or click OK. 

 
 

To view or change the desired record, use the     or     key to highlight and press 
enter.  To ADD a new entry, click on Add.
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Income Worksheets 

 
If changes are needed on the income worksheet, document new and 
previous income information in the Case Activity Log and if required by 
program management, copy the screen before new income   information is 
entered and file in the case record.  

.  
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Income Worksheets 

 
To add a new entry, click on Add. 

 
 

ADD is used for new or additional income sources.  If changes occur 
to existing income, make updates on the existing worksheet.  DO NOT 
ADD A WORKSHEET TO MAKE CHANGES. 
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Screen 8: Case Milestones 

 
 

This screen is very important in completing the initial approval, recertification, and six month review.  
System edits will prevent proper processing of the case if completed incorrectly.   

• Enter all dates as mm/dd/yyyy. 
• Enter the current date in the Date Income Verified field.   
• The system assigns the Case Active Date based on the record created date.  If the date care is 

to begin is prior to the Case Active Date assigned, you must change the Case Active Date to the 
Monday of the week that care is to begin. 

• Enter the correct Application Received Date.  This is the current date. 
• Use the Missing Info Reason when a case is pending awaiting verification. 
• Enter the current date in the Application Complete Date. 
• Enter the Case Disposition showing if the case is approved, pending, or denied. 
• Enter the appropriate denial reason(s) on denied cases. 
• The system assigns the Review Due Date, which is the last day of the sixth month following the 

Application Complete Date or the Recert Complete Date.  
• Enter the date the six-month review is completed in the Review Compl Date field and update the 

date income verified to the same date. 
• Enter the correct Recertification Application date. 
• Enter the correct Recert Completed date.   
• The Recert Due date is 52 weeks from the Case Active date.   
 
 

*TIP: Remove the Case Active Date on an initial application when the Case 
Disposition is DENIED. 
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SCREEN 8: Case Milestones 

 
 
 
A re-application on a closed case is completed in the same manner as a recertification 
but you must delete the closure information and update the Eligible field.  Do not 
change the Case Active Date unless the case has been closed for three years.  The 
system calculates the Gross Family Income based on income entered by the case 
manager.  You must compare this amount to the Maximum Allowable Family Income for 
CAPS Eligibility for the family unit size to assess eligibility.  
If the case manager needs to waive fees for the entire family, the Waive Family Fee is 
for 60 days. The system will calculate and enter the Waive End Date if the user enters a 
�Y� in the Waive Family Fee field.  Enter the correct status in the Eligible field.  This is 
the determination of whether or not the case is eligible.   
 

TIP: THE MAXSTAR  SYSTEM DOES NOT MAKE ELIGIBILITY DETERMINATIONS. 
 
 
*TIP: Minor parents are not certified past their 18th birth month.  Case managers 
must remove the minor parent designation on screen 2 and review the case for fee 
assessment.                                                                    
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Consumer Education Screen 

 
 
When completing a new application or recertification, it is 
mandatory to answer the questions regarding consumer 
education.  These questions are important for capturing 
information for Federal reporting. 
 
Press Ctrl + V and select Consumer Education Information 
to access this screen in the future. 
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How to Access the Case Activity Log 

 
               
 
From any Casehead Information screen, hold CTRL and 
press V to see the menu to move into the Case Activity Log. 
 
Highlight the desired screen and press Enter or click OK. 
 
*TIP: From the Case Activity Log, Child Information 
Screen, Consumer Education Screen, or the Income 
Worksheet, hold CTRL and press U to return to the 
previous Casehead Information screen.  
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Case Activity Log 

 
              
 
Use the     or      key to read the desired entry, highlight and press 
Enter. 

 
. 
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Case Activity Log 

 
               

To ADD a new entry, click on Add. 

 
                 
Type Action � Use F5 to scroll and find the most appropriate type of 
action for this entry.  
 
You must use TAB on the keyboard to save entries in the Comment 
section. 
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Issue Certificate Screen 
 
When you are ready to issue a certificate for a child, from either of the child 
information screens, press Ctrl + V or click on the Link icon and choose 
Issue Certificate from the drop down box. 
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Issue Certificate Screen 

 
 
When creating a certificate for a child, enter the first Monday that care is 
authorized for the given provider.  MAXSTAR  will automatically populate the 
certificate expiration date as the last Sunday of the current case certification 
period.  Enter the UAS code for this child and then choose the provider.  When 
choosing a formal provider, the Prov Relationship and Care in Child Home? fields 
will automatically populate.  If choosing an informal provider, fill in the correct 
relationship and care setting.  Unrelated informal providers can only provide care 
in the provider�s home.  If the provider is eligible for a registration fee, enter that 
amount in the Authorize Regist Fee field.   
Enter type of care:    D - full time care 
    B - before and after school care 
    N- night time care 

  P- part time care 
After the type of care, enter the provider�s actual charge for care for this 
certificate.  MAXSTAR  will determine the rate paid to the provider by comparing 
the provider�s charge to the DFCS rate and pay the lesser of the two.  If you 
enter a Negotiated Rate, this is the amount paid to the provider minus any fee. 
 
Enter number of days of care per week.  For part time care, this determines what 
the provider will be paid when they submit their invoice.  The number of days 
authorized is the maximum number of days that provider will be paid for a given 
week.  The number of hours per day is based on the type of care.  These hours 
of care are used for Federal reporting. 
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Issue Certificate Screen 
 

 
 
Occasional Care/School Closing should only be marked with a �Y� if the 
certificate is for school holidays and vacations.  It should also be used with Part 
time care.  The Primary Certificate field should be marked with a �Y� for the main 
or primary certificate for each child.  Primary certificates are used to distribute 
child weekly fees. 
 
If you need to waive the weekly fee for this certificate, mark that field 
with a �Y.� 

 
The Variations field is a text field to put notes about the care for the 
certificate.  The certificate, which goes to the parent and provider, 
displays this field.  Choose comments with that in mind.  
 
System edits will not allow a certificate to run past a provider�s license 
expiration date, or after a child�s first or third birth month.  For children 
crossing an age change at one or three, end the certificate on the 
Sunday following the last service week of the child�s birth month.  
Create a new certificate to continue past the child�s birth month 
through the end of the certification.
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VARIABLE SCHEDULE CERTIFICATES 

 
When creating a certificate for a school-aged child where care will be from the 
same child care provider for the entire certificate period, choose �B� for type of 
care, regardless of when the certificate is beginning.   
 
The system will direct the user to choose a school calendar for the county and 
school district the child is attending.  If the chosen calendar does not match the 
county where the family lives, a warning message is displayed... 
 

 
 
Enter the provider�s actual weekly charge for before and after and full time care.  
Then enter the provider�s daily rate for part time care.  YOU WILL NOT BE 
ABLE TO ENTER A NEGOTIATED RATE WHEN ISSUING A VARIABLE 
SCHEDULE CERTIFICATE. 
 
Enter the number of days of authorized care for the week.  The Occasional 
Care/School Closing field will default to �N� and the Primary Certificate field will 
default to �Y.�  These fields CANNOT be changed when creating a Variable 
Schedule Certificate.  The Variations field will default to read �***Variable 
Schedule Certificate***�.  
 
Use the VSC for Georgia schools only.  If a child attends school in a neighboring 
state, create a regular certificate.   
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How to Print Certificates 

 
From the Main Menu, highlight Cert Print/Certificate Printing and press 
Enter. 

 
 

Highlight Certificate- Form 77 and press Enter. 
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How to Print Certificates  
 

 
Move cursor to Change selected record and press enter. 

 
 
Enter the number of the certificate to print and click on Search.  That certificate 
will appear.  Enter the case number or provider number to see all certs 
associated with a family or provider. 
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How to Print Certificates 
 
To print multiple certificates at one time, enter the Case ID or Provider number 
and click on Search.  The Record Selection screen will appear with all certificates 
that match the criteria entered.   
 
To print multiple certificates without leaving the View Certificate prompt, enter the 
case ID and highlight the desired certificates by holding the CTRL key and left 
clicking the mouse.  Press the Run key and the first highlighted certificate will 
appear.  Print the certificate and press the ESC key, the next highlighted 
certificate will appear.  Continue until all highlighted certificates are printed.   
 

 
 

To select multiple records, hold down the Ctrl key while clicking 
on the records with the mouse.  Select Run. 
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How to Print Certificates 
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How to Print Certificates 

 
Select File, Print and a dialog box appears: 

 
Select printer wanted and press Print. 
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How to Print Forms and Letters 
 
From the case record, select Document and Form.  Choose 
Application for Child Care Services to print the application for 
the case entered in MAXSTAR . 
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How to Print Forms and Letters 
 
From the case record, select Document and Letter.  A selection 
of letters to send to the client regarding their case is available. 
 

 
Select Case Closing Letter and press Run to choose a letter to 
send on a closed case.  There must be a case close reason and 
date in the system for that case. 
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How to Modify a Certificate 

 
From the Main Menu, highlight Cert Upd/Modify Certificate and press Enter. 

 

 
 

Enter the certificate number, and click on Search.  
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How to Modify a Certificate 

 
 
The most common reason to modify a certificate is to stop 
payments when a case closes before the end of the certification 
period.  To stop payments, expire the certificate for the Sunday 
after the case closure date.  When payments have been made for 
that service week, the certificate cannot be modified or expired.   
 
If no payments have been made on the certificate, it can be 
expired back to the Begin Care date.  This will cancel the 
certificate and no payments will be made, even though the 
certificate remains in the system. 
 
*TIP: If you are expiring a certificate back to the Begin Care date 
and it is a Primary Certificate, you must modify the Primary 
Certificate field from �Y� to �N� to allow the system to assess 
the fee to other Primary Certificates.    
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Why Certificates End 
 
Listed below are some reasons a certificate would end before 
the certification period is over. 
 
• Minor Parent date of birth 

o Minor parents are not assessed fees.     Once a minor 
parent reaches 18, fees may apply for any active 
certificates. 

 
• Family Fee waived 

o Family fees can be waived for 60 days.  Certificates for 
that period will not have a fee, but will need to be re-
created after the waiver period. 

 
• Child�s 1st or 3rd birthday 

o DFCS rates to providers change when a child turns one 
and three.  Because this changes the value of the 
certificate, the system does not allow the creation of a 
certificate past the end of the month the child turns one 
or three. 

 
• Provider�s License expiration 

o A certificate cannot extend past the license expiration 
for a provider.  A warning will flash at the bottom of the 
page.  to the system will not allow creation of a 
certificate past the provider�s license expiration date. 

 
• Immunization due date 

o The system will not allow creation of a certificate past a 
child�s immunization due date. 

 
 
• Child ages out of the program 

o The system will not allow the creation of certificates 
past the month the child turns: 

• 5, for Grandparents Raising Grandchildren (GRG); 
• 13; or, 
• 18, if special needs. 
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Six-Month Eligibility Review 
 

At initial application, the �Review Compl Date� is populated by 
MAXSTAR®   and is a reminder to the worker of when the six-month 
eligibility review must be completed. 
 
The six-month review date in MAXSTAR  is the last day of the 
month, six months after the Application Complete date. 
 
Enter the date the income was verified (for the six-month review) in 
the Date Income Verified field on Screen 8, Case Milestones.   
 
MAXSTAR  produces a report available by case manager or county 
which lists �Reviews Due in Date Range� for a specific period.  Case 
Managers and Supervisors are able to pull this report to identify 
cases due for review for a caseload or a county. 
 
No face-to-face interview is required at the six-month review.  The 
Case Manager sends a state approved letter to the client requesting 
information about the family�s circumstances and verification of the 
family�s income and hours of participation in state approved activities.  
The Case Manager must review any change in information, verify it, 
and key it into the system to update the client�s record. 
 
Document the six-month review in the Case Activity Log.  The six-
month review is listed as a Type Action.  Include verification, etc. 
 
If the family fee changes, create new certificates.  Expire certificates 
for child with the assigned fee. 
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Recertifications 
MAXSTAR® produces a report of �Recertifications Due in Date 
Range.�  The report lists recertifications that are due in a specific 
period.  Case managers and supervisors are able to pull this report to 
identify cases due for recertification for a caseload or for the county.  
Recertification dates in MAXSTAR  are 52 weeks from the 
Application/Recert complete dates. 

 
MAXIMUS sends a recertification letter to the provider that lists 
children whose certificates are expiring in the upcoming month. 
The case manager should send a recertification letter to each client.  
The letter informs the client he/she is due for a recertification in the 
next month and states that if they do not complete the recertification 
timely, their case will close on the certification expiration date.  The 
Case Manager prints and mails the letter on the same day of printing, 
as a 10-day Adverse Action period is included on the letter.  This is a 
mandatory. 

 
NOTE: Since the letter does not have spaces for appointment times 
or information that the client needs to bring, the worker should add 
this to the letter or attach an additional sheet containing this 
information. 

 
MAXSTAR® records the date the letter is accessed by the Case 
Manager on the Activity Log.  When the client comes in for his/her 
appointment, complete the �Recert App received� field on the Case 
Milestones Screen.  When all information that has changed since the 
last review has been entered into the system and saved, the new 
application can be printed. 
 
When all information is verified and the recertification is complete, 
update the Case Milestone Screen.  On this screen, the �Date Income 
Verified� and the �Recert Completed� fields are completed.  Both of 
these dates must be the same.  Use the date the user keys 
information into MAXSTAR®.  The system will then change the 
�Review Compl Date� to be six months in the future and the �Recert 
Due� date is 52 weeks in the future.  New certificates can be created, 
printed, and given to the client and the provider. 
 
It is mandatory that the Case Manager complete the Consumer 
Education screen.  This information is required for federal reporting 
purposes. 
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CLOSING CASES 
 

Enter the current date in the Case Closed field on Screen 8, Case 
Milestones to close a case.   
 
Use F5 to select the reason for closing the case.  Enter this code in 
the Close Reason field.   
 
The system will compose a closure letter to the client with the closure 
reason.  The letter will also give the appropriate adverse action time.   
 
The Case Manager is to print and mail the letter.  The letter must be 
mailed on the same day of printing, as the 10-day adverse action 
period is included on the letter.   
 
Expire all existing certificates on the case. 
 
Change eligible field from �Y� to �N.� 
 
 

SUSPENSIONS 
 
Policy allows the suspension of cases, not to exceed 12 weeks per 
occurrence.  To suspend a case in the system: 
 

• expire all active certificates; 
 
 

• document the case activity log with information regarding the 
suspension (i.e., the reason; the length of the suspension; 
reference written approval filed in case record, etc.) 

 
 

• the case manager must manually track the suspension period.  
There are no system alerts or reports for this type action. 

 
 

• The case will show on reports as active with no certificates. 
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Wait List Entry 
 

 
 

From the Main Menu, select Wait List Processing.  Select Entry. 
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Wait List Entry 
 
 
After doing a characteristic search to find the name of the family to 
add to the Wait List, there are two screens of data entry. 
 

 
 
The system automatically populates the case manager ID field with 
�wait.�  Enter the appropriate information for the casehead, including 
name, DOB, address, county, etc.  The �Added to Wait List� field date 
automatically populates with the date the record is created. 
 
Enter all known income amounts.   
 
Enter the Family Unit size. 
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Wait List Entry 
 

 
 
Enter the number of children needing care by age group.   
 
Enter the ethnicity of the casehead.   
 
The case can now be added on the Wait list.  Cases are added in 
chronological order, based on date of inquiry. 
 
To remove someone from the Wait List, enter the date of removal on 
Screen 1.   Record the case number.  Exit the Wait List Entry and 
return to the Main Menu.  Select Data Entry and enter the case 
number on the Characteristics Search screen.  On Screen 1 of the 
case, remove �wait� from the CM ID field and enter the CM ID.  
Continue to enter information in the case to determine eligibility for 
child care services. 
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MAXSTAR® PROVIDER 
TRAINING 

 
 

 
 
 
 
 
 
This training manual is the property of the Department of Human Resources/Division of 
Family and Children Services/Childcare and Parent Services Unit, and cannot be 
reproduced or modified in part of in whole for use in demonstrations, advertisements 
and/or solicitation without the written consent of the Department. 
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IMPORTANT DEFINITIONS 
 
 

1. CAPS - The Childcare and Parent Services program under the Division of 
Family Children Services.  It provides child care as a support service to 
low income families to obtain and maintain employment and for children in 
protective services. 

 
2. DECAL - new name of the Office of School Readiness and the Office of 

Regulatory Services is Bright from the Start:  Georgia Department of Early 
Care and Learning (DECAL).  This department licenses and monitors 
formal providers.  It also monitors informal providers that are enrolled with 
DFCS.   

 
3. Day Care Center � commissioned or licensed by DECAL to care for 19 or 

more children.   
 

4. Group Day Care Home � commissioned or licensed by DECAL to provide 
care for 7-18 children. 

 
5. Family Day Care Home � registered by DECAL to provide care for 3-6 

children. 
 

6. Informal Providers � are not licensed or registered with DECAL but must 
enroll with DFCS.   

a. Relatives � may keep up to six children who are related to them for 
pay without having to register with DECAL.  Relatives are aunts, 
uncles, grandparents, great grandparents, and adult siblings of the 
child.  The sibling cannot live in the child�s home.  They must enroll 
with DFCS.  They may keep the child in their own home or in the 
child�s home. 

b. Non-relatives � may keep one or two children for pay who are 
unrelated to them.  They must enroll with DFCS and cannot provide 
care in the child�s home. 
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To look at information on providers, simply highlight Provider 
Information, and press enter or double click on the Provider 
Information description using your mouse. 

MAXSTAR® Main Menu
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Searching for a provider requires doing a Characteristic Search.  This 
determines if a provider exists in the system.  A user can search by the 
provider�s ID number, the provider�s name, or the provider�s Tax ID/SSN.  
After entering the provider�s information, click on the Search icon. 
 
If a thorough search shows that the provider is not already established in 
MAXSTAR  , add the provider to the system.  Supervisory access is needed 
to add formal providers.  Case Managers and Supervisors can add informal 
providers.  
 
 
 
*TIP: It is important to check for all variations of the provider�s name 
before entering a new provider.  Once a provider is in the system, there 
is no way to delete that provider/ID number. 
 
*TIP: After entering data in any given field, press Enter to save the data. 
 
 

Provider Characteristics Search 
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Provider Record Selection 

 The search uses a soundex algorithm for possible matches in the system and 
provides a list on the Record Selection Screen.  The more exact the information 
used to search, the more complete the retrieval. 

 Click on ReEnter to return to the Characteristics Search Screen. 
Or 

 Scroll the list and highlight a name, click on Modify and you will access the 
existing provider file. 

Or     
 Click on Create and the system will show a new record with only the information 

entered in the Characteristics Search if the provider must be entered new. 
Or 

 Click on Cancel to return to the Main Menu Screen.  



 

  72 

Complete the Provider Demographic Information Screen on new 
providers.  Only staff with supervisory access can enter formal providers.  
MAXSTAR  users with Case Manager access can only enter Informal 
providers.  
 
County staff must complete the following information on this 
screen: 
    

• The provider�s name must be entered based on the provider�s 
business name listed on their license or certificate of registration. 

• The provider type must be entered to indicate the provider�s 
licensing status. 

• The provider�s DOB must be entered for informal providers. 
• The provider�s home address is the actual location where care is 

being provided.   
• The provider�s mailing address will default to the home address, 

but can be changed if the provider wishes to use a mailing 
address. 

 
The contact person information and phone number, as well as the 
owner�s name and number will be completed by MAXIMUS staff to 
indicate who should be contacted for information. 
 

DO NOT ENTER CONTACT INFORMATION FOR PROVIDERS! 

Provider Demographic Information
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 The Tax ID/SSN must be completed with the correct information listed in the 
W-9 Form.  If the ID is an SSN, enter 2 in the field next to the EIN.  If not, 
enter a 1. 

 The registration fee should be entered for all formal providers who charge a 
registration fee.   

 Once the correct address is confirmed, a �G� must be entered into the 
address status field.   

 

 

Miscellaneous Provider Information
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The Provider Licensing Info screen shows the provider�s current 
licensing status.  On this screen, the county staff must enter the 
following information for informal providers: 
�The CPS Screening and CPS Screening Date must be completed 
by county DFCS staff. 
�SSN Card/Photo ID must be completed after the county has 
confirmed the provider�s information.  This includes making a copy 
of the SS card/photo ID and routing a copy of the documents to 
MAXIMUS.   
�Informal Prov Affidavit must be completed after the county has 
confirmed that the provider has signed the affidavit. 
�After the county receives the monitoring checklist from DECAL, the 
Case Manager must complete the fire extinguisher, smoke 
detector, and monitoring checklist fields.  
�All other information on this screen will be entered and 
updated by MAXIMUS. 
 
 

Provider Licensing Information
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Compete the directions page when entering  informal providers.   
 
The Starting Point should be a familiar point that can be easily 
identified.  Using a local landmark, major highway, or the local 
DFCS office as a starting point are best practices. 
 
The Directions to the provider�s location should be entered in the 
designated field.  
 
To save the directions and proceed to the next page, the user 
must press Tab out of the directions field. 

Provider Directions 
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Press Ctrl + V to see the provider�s activity log or to see a list of the 
certificates created under this provider�s profile. 

How to Link
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By clicking on the link to the Provider�s Activity Log, you can view all 
the provider�s activities.  The first screen you may see is a listing of 
the provider�s actions.  These actions are grouped together 
according to the action type.  By pressing Enter on any highlighted 
action record, you can view a previous action, or by clicking the Add 
button, create a new action record. 

Provider Activity Log
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The provider�s Activity Log allows you to record any action you take 
for a provider.  After entering the Type Action, many of the fields will 
be pre-populated with dates, times, case manager information, 
provider information, and action assigned to information.  In the 
Comments field, you can type free-flowing notes that can be read by 
anyone who accesses this provider�s file.  
*TIP:  Before you leave the comments field, to save the 
information entered, you MUST press Tab to save the record.  
 
Press Ctrl + U to get back to the provider�s profile. 

Action Record
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The Tier Information allows a user to see if a provider is being paid 
a tier reimbursement for providing higher quality of services.   
 
While this screen is still a part of the MAXSTAR  system, the tiered 
reimbursement program has ended.  The information on this page 
shows all providers at the same tier level (1), which is the basic 
subsidy rate.  

Provider Tier Information
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By pressing CTRL + V, you can link to the Update Certificate 
screen.  Here you can see a list of all the certificates ever created 
for this provider�s profile.  To see a particular certificate�s 
information, press Enter on the highlighted certificate. 

Link to Update Certificate
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By clicking on the highlighted certificate, you can see all the 
information for the certificate including case information, provider 
information, type of care authorized, dates the certificate is 
authorized for and payment information. 
 
Press Ctrl + U to get back to the provider�s profile. 
 
*TIP: Please do not modify any information on the certificate 
using this method to access the certificate.  To make 
modifications to certificates, select the Modify Certificate 
option from the Main Menu. 
 
 

Certificate Information
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The Provider Claim Information allows the user to see at a 
glance if the provider owes any overpayment and the status of the 
overpayment recoupment.  It will also show any Levy 
Information against the provider.  This page cannot be 
updated. 
 

Provider Claim Information
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Communicating with MAXIMUS 

� In order to send a message to MAXIMUS staff about a provider, enter 
the activity log in the provider record and click on Add. 
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Communicating with MAXIMUS 

� Enter the Action type, for example Call from Provider, and with your 
cursor in the Action Completed field, press F5.  This will display the 
drop down box with possible choices. 

� Highlight and select S Sent to MAXIMUS 
� Type your message in the Comment box. 
� This notification will appear on a report in the MAXIMUS office the 

following business day. 
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MAXSTAR® DATA 
ENTRY TOOLS  

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
This training manual is the property of the Department of Human Resources/Division of 
Family and Children Services/Childcare and Parent Services Unit, and cannot be 
reproduced or modified in part of in whole for use in demonstrations, advertisements 
and/or solicitation without the written consent of the Department. 
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How to Highlight the Edit Fields on the MAXSTAR System 
 

 
                                                                                                              Screen 1 

Click on Edit and Access Preference 
 

                       
Screen 2 

In the Field Color section, change the Set Field to Edit Field and the Type to  
Background. Click OK.  See Screen 3 

 



 

  87 

 
                                                                                                              Screen 3 

Click on OK. 
 
 
 

 
                                                                                                    Screen 4 

Choose your desired color.  The chosen color will become highlighted and the  
color will appear in the box below the color chart.  Click OK. 
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                                                                                                              Screen 5 

Click OK to return to the case. 
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Is My MAXSTAR® Case OK? 
 
Want to know if you are doing it right?  Here is a screen-by-screen 
evaluation tool to make sure your data entry is going smoothly. 
 

I. Application Data Entry 
Screen 1: 

• Is my casehead�s name and address correct? 
• Is my casehead�s SSN the same as listed on his/her SS card? 
• Is my casehead�s address current? 
• Is my county code correct? 

 
Screen 2: 

• Has my casehead�s race been identified? 
• Is my casehead a minor parent? 
• Is at least one of the ethnicity fields marked with a Y? 
• Have I recorded my casehead�s Public Assistance (PA) status including 

start dates, if needed? 
• Have I marked a Y for at least one of my casehead�s documented 

activities? 
• If needed, have I marked the correct block grant?  

 
Screen 3: 

• Is the employment information current for my casehead? 
• Are the work hours listed for my casehead correct? 
• Have I entered a Y for Casehead Employment Documented? 

 
Screen 4: 

• Have I completed this page if my casehead is in a training activity and 
completed this page by marking a Y for Casehead Training Documented? 

 
Screen 5: 

• Have I included everyone in the household (whether in the family unit or 
not) that is over age 13? 

• Is the number in the family unit entered and correct? 
 
Screen 6 & 7: 

• Have I completed these screens for the other parent�s activities if they are 
included in the family unit? 

 
Screen 8: 

• Have I entered the current date in the income verified field? 
• Does the case active date (pre-populated) reflect the case�s correct date 

of initial activity based on the client�s application? 
• Does the application received date reflect the date that the most recent 

application was received? 
• Have I accepted, pended, or denied the case in the case disposition field? 
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• If granted a waiver, have I waived fees (waive fee field) for the entire 
case? 

• Is the income listed correctly on this screen based on all income entered 
on each income worksheet? 

 
Income Worksheet: 

• Have I completed an income worksheet for every type of income my 
casehead has received, including countable income such as child support 
and alimony and excluded income such as TANF and SSI benefits? 

• Have I entered the correct number of hours for the hours worked field 
based on information given from verified wages (pay stubs, employer 
statements, etc.)?  Hours worked field should only be completed if the 
income worksheet is based on wages earned through employment.  For 
example, if the worker is completing income based on child support or 
alimony, there are no number of hours worked. 

• Have I entered the correct income amounts (verified through pay stubs, 
SUCCESS screens, employer statements, etc.) in the pay stub fields? 

 
Child Information: 
Screen 1: 

• Is the child�s date of birth correct? 
• If the child is special needs, have I marked her/him as such in the special 

needs field? 
• Have I entered the correct relationship in the child�s relation to casehead 

field? 
• Is at least one of the child�s ethnicity fields marked with a Y? 

 
Screen 2: 

• Is the child�s need for care captured correctly? 
• Have I marked one child to receive the highest fee? 
• Have I entered all children in the household under the age of 13 and 

whether or not they are in need of care? 
 
Certificate: 

• Are the begin care and end care dates correct?  For example, does my 
before/after school care and school holiday full day care certificates only 
run during the school year?  

• Does my summer certificate only have summer months listed? 
• Is my UAS code current? 
• Have I entered a �Y� in the primary cert field on one certificate for a given 

time for each child, beginning with the child�s certificate I would like the 
highest fee assessed? 

 Is my part time care/school holiday certificates marked as occasional care and 
has the fee been waived? 

 
Case Activity Log: 

• Have I documented any extraordinary circumstances and everything 
necessary to give the case a correct review if read by an outside party? 
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Case Data Entry Flow Chart 
 

Below is a flow chart of how a case can be entered in the MAXSTAR  system.  It 
can help the case manager find his or her �flow.�  It can be used in conjunction 
with the �Is my MAXSTAR  case OK� tool to ensure data is entered as smoothly 
and correctly as possible.  If the reader has his or her own �flow� that is working 
well for them, please use this as further validation.  If case entry is not �flowing,� 
consider this a helpful hints guide to support data entry efforts. 
 

 
Order of Case Entry: 

 
After searching to determine that the client has not been previously entered, 
cases should be entered as outlined below: 
 
Application: 
 
Screen 1 Casehead Information 
Screen 2 Case Programs/Activities 
Screen 3 Casehead Employment 
Screen 4 Casehead School/Training (if needed) 
Screen 5  Other Household Members 
   
At this point CTRL + V to Child Information and add all children under the age of 
13.  (DO NOT enter certificates for these children.  Only complete the 2 screens 
of the Child Information)   
 
CTRL + U to return to the case.  This will take the user back to the last page of 
data entry. 
 
Screen 6 Other Parent Employment, if needed 
Screen 7  Other Parent School/Training, if needed 
 
At this point, CTRL + V to Income Worksheet and enter all countable and 
excluded income for the entire case.  For additional income worksheets (to add 
more than one source of income), page down on the keyboard to bring up a 
blank sheet.  Remember to enter ALL income before creating a certificate.  The 
system will assess family fees based on the income entered.   
 
CTRL + U to return to the case.  This will take the user to the last page of data 
entry.   
 
Screen 8 Case Milestones   
When every necessary field on this screen is complete, follow the directions at 
the bottom of the screen and �Press CTRL + V to link to child Records and Issue 
Certificates� 
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Child Information: 
Press CTRL + V from Screen 8, to see all the children entered in the system.  
Press enter for the first child (usually the youngest) for whom you would like to 
create a certificate.   
 
Screen 1  Child Information shows the information entered for this child.  

Page down to Screen 2. 
 
Screen 2 Child Need for Care shows this child as having a Need for Care.  It 

also shows that this child is set up to receive the highest fee.  
 
Note:  If the child�s need for care changes, such as moving out of the home or 
aging out, change his/her need for care here and enter a Reason Code. 
 
IF creating a certificate for this child, follow the instructions at the bottom of the 
screen and CTRL + V for Certificate. 
 
Screen 1:    
Issue Certificate allows the user to create a certificate for this child.  On the first  
page, notice that all the information has N/A listed.  DO NOT PANIC.  The  
system is just waiting for the user to give it a little data.   

 
Enter the Begin Care date.  This is the date that care is to begin for this child 
with this provider.  Care always begins on a MONDAY.  Watch what happens 
after the begin care date is entered.  All of the information at the top of the screen 
populates with the casehead and child�s information.   
 
The Date Expire is usually pre-populated based on the last week the client is 
eligible due to recertification.  This date can be changed to reflect the child�s date 
of birth month, the last week of school, job search ending period for the client, 
etc.  Remember when the user changes this date, it will have to end on a 
SUNDAY.  If the child is having a date of birth rate change for ages 1, 3 or 13, 
the system will flash an edit at the bottom of the screen.  This lets the user  know  
to change the Date Expire to reflect the last service week of that child�s birth 
month.  Then, if the child is still eligible,  create a certificate beginning the first 
Monday in the next service month following the birth month and let it extend 
through the end of the certification period with the correct reimbursement rate. 
 
Enter the UAS code and provider ID for the child.  If unsure of the provider ID, 
press F5 (your look-up key) on the keyboard and screen the provider by name or 
TaxID/SSN.  Make sure this provider is not dismissed and is listed at the correct 
site address. 

 
Once the user enters the provider�s information, some other fields will populate, 
such as Provider Name, Relationship, and Care in Child�s Home.   
 
If the provider is charging a registration fee, enter it in the Authorize Regist Fee 
field.   
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Also, enter the provider�s actual charge, the type of care and the # of days per 
week.  
 
If authorizing an occasional care certificate for the child to receive care for school 
holidays or an occasional weekend, enter a Y in the Occasional Care field. 
 
When entering the first certificate, the Primary Certificate field automatically 
defaults to Y.  If this is NOT the certificate you want the fee assessed to, replace 
the Y with an N (no).  It is mandatory that the user mark one certificate per child 
with a �Y� for primary.  The first certificate marked with �Y� for primary will receive 
the family assessed fee.  Any remaining fee will be assessed to the next child�s 
certificate marked with �Y� for primary. 

 
If this certificate is for part time care, be sure to enter a �Y �in the Waive Child 
Wkly Fee field.   
 
To write a note on the certificate that you would like your provider and client to be 
aware of, such as �this certificate is for school holidays only,� use the Variations 
field.  Remember, this field is limited. 
 
Once you have completed all the information on the certificate, CTRL + V to see 
case information.  What you will see is the Child Need for Care Screen, 
showing the certificate just created.     
 
Follow the directions at the bottom of the screen to continue.  Press CTRL + V to 
issue another certificate for this child.  Page Down for Next Child (and issue 
certificates for remaining children needing care).  Press CTRL + U to get back to 
the case. 
 
Once all certificates for all children needing care are complete, CTRL + U to get 
back to your case.  Document everything that was done.  Once back in the case, 
press CTRL + V, and go to the Case Activity Log. 
 
Remember, you must mark at least one certificate per child as a primary 
certificate.  If there are no certificates marked with a �Y� for primary, you will not 
be able to save the record.  You must do the following: 

• Go to MAXSTAR  and Exit.  
• At the Main Menu, go to Modify Certificate.  
• Enter the case number where there are no primary certificates 

marked. 
• Go to the first certificate you would like to have the fee assessed.   
• Mark the certificate with �Y� for primary. 
• Save the record. 

 
Continue until you have marked one certificate primary for each child. 

 
Go back to the Case Data Entry to continue to create any additional certificates, 
if needed. 
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Case Activity Log 
When you get to the case activity log, you will see that some activities have 
already taken place.  This is because the system has automatically entered some 
�logs� for you showing changes you have made.  To get to a blank log, click on 
Add. 
 
Screen 1: 
Activity Log.  You will again see information at the top of the page with N/A  
listed.  Press PF5 to determine what type of action to create or simply type  
�Notes� into the Type Action field.  The information for the case will appear, along  
with dates, times, priority, action assigned to, and action complete. 
 
The final step is to document all the actions taken on this case.  Consider this as 
you would document on your old Contact Sheet, Form 452.  Use the free flowing 
Comment field to enter all circumstances, both usual and unusual surrounding 
this case.  Remember, in order to save any documentation in the Comment field, 
the Tab key on your keyboard. This is the only way to save comments. 
 
After documenting the case and pressing Tab to save comments, press CTRL + 
U to get back to your case.  At this point, the case should be complete.  If any 
important data is missing, the system will alert the user when you try to save the 
case.  To save the case, go to the toolbar, click on MAXSTAR , and scroll down 
to save or click on the disk on the toolbar. 
 
Now your MAXSTAR  Case should be OK! 
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REMINDERS 
 

**If the suspension of subsidized care is approved, the case 
can be suspended in MAXSTAR  by expiring all active 
certificates, documenting all pertinent information concerning 
the suspension in the Case Activity Log, informing the Case 
Head and notifying the provider that any fees charged during 
this period are to be negotiated between the Case Head and 
the provider, and creating a tickler file to track the suspension.  
You do not close the case unless the client does not contact 
you prior to the end of the suspension or the client is 
determined ineligible.     
 
    
**The system will not include the current family fee on any new 
certificates if certificates with the Primary designation exist in 
the future.  These certificates may begin and end on the same 
day, but because of the Primary certificate designation and 
beginning in a future service week, the system cannot process 
the new family fee.  In order to correct the certificates that 
contain the incorrect Primary designation, go to the Main Menu 
and pull Modify Certificate.  Enter the CASE Number to identify 
all certificates for the case, review all certificates with a future 
begin care date and change the Primary designation to �N� on 
certificates with an end date the same as the begin care date.  
When all certificates in the case are reviewed and required 
changes made, the system will correctly assign the family fee. 
 
 **You probably have a case with a Minor Parent as the case 
head.  MAXSTAR® calculates the 18th birthday of the minor 
parent and assigns the Recert Due date based on that 
information.  You must reassess this family unit�s case 
information after the case head�s 18th birthday to continue 
eligibility through the end of the certification period and assign 
the appropriate family fee.  
 
**The MAXSTAR Desk Guide has been updated to include 
Navigation Tips, Provider Training, Navigating MAXSTAR®, 
Data Entry Tools, Provider Claims, MAXSTAR® Reports, and 
MAXSTAR® Alerts.  Contact your Program Specialist to order 
copies. 
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**Certificates entered in the system with UAS Codes 516 must  
have a Case PA Status of �T� for TANF Applicant and 
Certificates with UAS Codes 517 and 556 must have a Case 
PA  Status of �C� for Current TANF.  The Case PA Status is 
located on screen 2-Case Programs/Activities of the Case 
Head Information screens. 
       
**The Waive End Date is calculated by the system to be the 
60th day from the date that the family fee was waived.  
MAXSTAR  has an edit that will not allow a certificate to be 
created past the Waive End Date on Screen 8.  If the Waive 
End Date is not valid, change the Waive Family Fee field to �N� 
and the Waive End Date will change to N/A and you will be able 
to  create certificates.  If the date does not change to N/A, enter 
a �Y� in the Waive Family Fee field using the F5 option and 
Save, Exit out of the case to the Main Menu and re-enter the 
case, using the F5 option for the Waive Family Fee field, enter 
an �N�, the Waive End Date should update to N/A. 
 
**The MAXSTAR® user ID must be expired when childcare 
employees transfer to other counties, programs or terminate 
employment.  Project Coordinators must contact the FixProb 
Help Desk at 1-888-604-8398 or click on NETWORK 
SERVICES on the GACAPS MAXSTAR Application Page to 
send an E-mail. 
 
**If there is a need to change the system users name, 
telephone number, level of access, or password, complete the 
�Request For MAXSTAR ID For State Employees� and fax to 
GACAPS DBA, 703-251-8240.  All requests must have 
supervisor or management approval.  
 
**After certificates are issued, MAXIMUS is the only entity that 
can make changes to Screen 1 � Provider Demographic 
Information.  Counties have access to change selected fields 
on Screen 3 � Provider Licensing Info, regarding Health and 
Safety requirements and Screen 4 � Directions.  If changes are 
needed on the Provider Screens after certificates are issued, 
contact MAXIMUS through the County Communications Link.  
See MAXSTAR System Alert # 9 for instructions. 
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**Only case managers and supervisors should have the level of 
access to make changes in the MAXSTAR® System.  Other 
system users should have �Read Only� access.  Project 
Coordinators must follow instructions in # 2 on this page to 
change the level of access. 
  
**Make sure that your MAXSTAR® screens are centered on 
your computer so that the field below the screen number is 
visible.  Important edit messages are generated in this field and 
the information will assist you in completing the case action 
correctly. 
                                          

                                                     
                           Correct                  Adjust your screen 
 
 
**To print multiple certificates without leaving the View 
Certificate prompt, enter the case ID and highlight the desired 
certificates by holding the CTRL key and left clicking the 
mouse.  Press the Run key and the first highlighted certificate 
will appear.  Print the certificate and press the ESC key, the 
next highlighted certificate will appear.  Continue until all 
highlighted certificates are printed.   
 
**Detailed information is required in the Comments section, 
particularly around situations pertaining to case closures, 
certificates, and changes that affect the level of care.  
Remember to use the Case Activity Log as you would your 
Form 452 to document case changes. 
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Reports Available Through MAXSTAR  (as of 9/2005) 
 
General Guidelines: From the Reports menu, there are several reports to run which 
will assist in case management.  Depending on the report, you may need to enter certain 
information. 
 

II. Here are some things to remember when 
selecting reports� 

 
! County codes must be 3 digit numeric (example:  001) 
! Any item entered with letters must be in all caps 
! ALL:  usually designates statewide lists 
! ALL:  under status means providers with both N and Y status 
! Status Y:  means a provider is currently in active status 
! Status N:  means a provider is not currently in active status 
! Fiscal reports can be pulled by counties for their own county or region and state-

level staff can pull for specific counties or for all counties 
! Any county-level user can pull fiscal reports for their own county 
! Many non-fiscal reports can be pulled by county users even if the provider is 

located outside the client�s county 
! On the computer screen, page numbers are listed.  When you print, depending 

on the size of the font, your printer, etc, the page numbers may be different on 
the printed copy. 

! Most reports need to be set up to print in font size 8, landscape setting.  Some 
individual computer adjustments may need to be made before printing.  To 
change font size, go under edit, preferences, and font.  To change from �portrait� 
setting, change page setup and print configuration.   

! N/A refers to �information not available� NOT to �information not applicable�! 
 
Report Summary 
 
The following pages give a brief summary of each report that is currently available on 
MAXSTAR .  In addition to the summaries are screen prints and an example of each 
report.  As of September 2005, there are more than 40 reports available on 
MAXSTAR . 
 
 
To enter the report menu select �REPORTS� from the main menu. 
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Active Case Load Report I 
 

This report shows by county and case manager all children for each case head in 
the month selected.  This report can be pulled for a specific supervisor or all 
supervisors, a specific case manager or all case managers, or a specific county 
or all counties.  Identifying information is listed for quick reference and includes 
the case head name, child name, child age, and the begin care and end care 
dates for the current active certificates. 
 
This report is useful to case managers and supervisors as a complete reference 
document and can be used to review all active cases as well as all of the children 
and any corresponding certificates.  A case head total is given at the end of the 
report for each case manager.  When the report is pulled for all supervisors and 
all case managers, a county total is given at the end of the report.  An example is 
attached. 
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Active Case Load Report II 
 
This report is an unduplicated list of cases for a particular case manager.  Case 
head names are listed in alphabetical order by last name.  Although not as 
detailed as the �Active Case Load Report I�, this report can provide a more 
accurate count of caseloads and can be used for identifying cases for accuracy 
reviews.  A case head total is given at the end of the report for each case 
manager.  When the report is pulled for all supervisors and all case managers, a 
county total is given at the end of the report.  An example is attached. 
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Budget Summary Report � By County 
 
This management-level report is an abbreviated version of �Budget Summary 
Report � by UAS.�  It shows by county or state, the number of children in care, 
the number of active certificates, the UAS allocations (based on State fiscal 
entries for the county), obligations (based on all active certificates in system) and 
amount spent (based on payments recorded in the system) as of the date the 
report is pulled for the requested fiscal year. 
 
This report will list all summary information on one page whereas the �Budget 
Summary Report � by UAS� lists each UAS code on a separate page.  Counties 
can only pull their data but State level consultants can pull county or statewide 
data.  This report is an important tool for managers to use to stay within their 
allocations.  An example is attached. 
 
(Note:  The obligations column will be more useful in the future, than right now, 
once the procedures for �occasional care certs� are changed.  Some counties 
have several �occasional care� certs per child, and the system currently adds all 
of those to equal the total listed in this column.) 
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Budget Summary Report � By UAS 
 
This management-level report shows by county or state, the number of children 
in care, the number of active certificates, the UAS allocations (based on State 
fiscal entries for the county), obligations (based on all active certificates in 
system) and amount spent (based on payments recorded in the system) as of the 
date the report is pulled for the requested fiscal year.  Counties can only pull their 
own data but State-level consultants can pull county or statewide data.  This 
report is an important tool for managers to use to stay within their allocations.   
 
(Note:  The obligations column will be more useful once the procedures for 
�occasional care certs� are changed.  Some counties have several �occasional 
care� certs per child, and the system currently adds all of those to equal the total 
listed in this column.) 
 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
1.  
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Budget Summary Report Historical 
 

This management-level report is an abbreviated version of �Budget Summary Report 
� by UAS� and shows by county or state, the number of children in care, the number 
of active certificates, the UAS allocations (based on State fiscal entries for the 
county), obligations (based on all active certificates in system) and amount spent 
(based on payments recorded in the system) as of the date the report is pulled for 
the requested fiscal year. 

 
If sorted by county this report will list all summary information on one page.  If sorted 
by UAS code this report will list the summary information for each UAS code on a 
separate page.  The information is the same.  Counties can only pull their data but 
State level consultants can pull county or statewide data.  This report is an important 
tool for managers to use to stay within their allocations.  (Note:  The first service 
month available for this report is January 2003.  As we move forward you will be able 
to pull the report for additional months, 
however no service months prior to January 
2003 will not be available.) 
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Case Head-Children SSN Report 
 

This report lists the case head and all children in the case social security 
numbers.  This report can be used to identify SSN discrepancies that exist in 
cases that cause possible errors in reports, including SSN�s that contain entries 
other than numerical data.  This report can be pulled by county or statewide.  It 
can also list children with active or inactive certificates.   
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Cases with Missing Disposition Report 
 

This report gives a list of all cases that do not have a proper disposition on Page 
8 (Case Milestones) of the case head application screen.  This report will identify 
cases showing as active on Caseload Reports because they were not closed 
properly or given a case disposition.  This report can only be pulled by county.  
An example is attached.   
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Cases with Missing or Multiple High Fee 
 
This report is pulled by county gives a listing of any cases that have an error 
concerning the assignment of the highest assessed fee.  For example a case 
may be listed on this report when a the highest fee has not been assigned to any 
of the children in the case or when the highest fee has been assigned to more 
than one child. 
 
The ability to manually assign the highest assessed fee to a particular child 
became effective 2-3-2003 as explained in the MAXSTAR  SYSTEM ALERT 
#15 dated 1-14-2003.  An example is attached. 
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Cases with No Children or Missing Certs 
 

This report shows by county or statewide the cases with no child data entered or 
which contain a child not linked to a provider with a certificate.  It is a good 
supervisory tool and lists all cases, sorted by specific case managers.  An example 
is attached. 

 
If cases appear on this list, follow up is needed to determine if 
there is a problem with the case.  For instance, you may have 
children in the family unit for whom it is appropriate to have 
no certificates attached at this time, or it may mean there is 
an error with a certificate the worker thought was in place.  If 
a case is listed on this report, review the data entered for all 
children. 

 
There are some cases on the statewide report that will still show up without a county 
number.  If no numeric county code was entered (during conversion when the 
system edits were off), and the error was never corrected when the system edits 
went back on, the possible errors that are reflected in this report may never appear 
on a county generated report, since the report is pulled by numeric code.  For your 
information, all cases listed at the end of the statewide report with either an alpha 
county code or with no numeric county code will be reviewed and corrected (when 
possible) by CAPS Field Program Specialists. 
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Cases with Supervisor as Case Manager 
 

This caseload report shows by county any cases managed by a person with 
supervisor access in MAXSTAR  as well as cases in the process of being 
transferred from another county.  It may be useful to counties to show caseloads 
covered by a supervisor in a worker�s absence, or to show the extent the 
supervisor is involved in direct caseload activities.  An example is attached. 
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Certificates Invoiced � Payments 
 
This report shows all payments in a specific county for a particular service month 
as of the date the report is pulled.  It is sorted by case manager then 
alphabetically lists case head, child, provider, and payment data, such as how 
many weeks were paid during the service month and the amount paid.  It 
provides the certificate number, authorized period, the type of care, invoice 
weeks, the number of weeks paid, and the amount paid.  This report may be 
useful to case managers in establishing claims because of an overpayment.  An 
example is attached. 
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Child Enrollment Report 
 
This report shows all children placed with a provider by client county and 
caseload for the reporting month.  A number of choices are available to give the 
breakdown that is most helpful.  This report can be pulled for a specific case 
manager or all case managers, a specific supervisor or all supervisors, a specific 
county or all counties.  This report can be a good management tool for 
supervisors or for the specific case manager.  An example is attached. 
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Child Ineligible Next Month 
 
This report lists all children with active certificates who have a certificate that 
expires the month the report is pulled.  The report can be pulled for a specific 
county or all counties or for a specific supervisor or all supervisors.  An example 
is attached. 
 
Note:  Since this report is pulled based on when children�s certificates end, it is 
not the same as the report that lists cases with a recertification due.  Examples of 
other situations that will cause a child to be listed on this report include:  a child�s 
birthday during the report month results in a weekly rate change; the start or 
finish of the school year causing a change in the type of care authorized. 
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Child Listing � Duplicate Certificate (Note:  this report, 
when pulled, is titled �Child Listing � Duplicate Payments / 
Duplicate Cert Exists for____ County� 
 
This report shows some potential problem cases for all case managers in a 
county.  It may be appropriate, based on policy, for some children to have 
duplicate certificates, so those children on the report may not need to have 
anything changed in the system.  However, in reviewing this report, the case 
manager can see at a glance all children for whom duplicate certificates were 
issued, along with the certificate number, the care begin and end dates, the 
amount to the provider and the type of care.  This report can be useful in 
determining if errors exist which need correction.  A county specific example is 
attached. 
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Children Not Invoiced 
 
(NOTE:  This report is not currently available.) 
 
This report is currently only available statewide.  Enter the report month, and it 
will show all children not invoiced or who did not attend authorized care for any 
service week within that particular service month.  It can be helpful to identify 
follow-up needed by the case manager if there are problems with either the case 
or the provider profile. 
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County Action Tracking Report 
 
This report details the county actions that have been sent to MAXIMUS by county 
staff.  The report includes the following information:  county number, date 
created, time created, name of staff that created the action, the action code, the 
provider ID #, and the provider name.  An example is attached. 
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Formal Provider List by County 
 
This report is different from the Provider List by County in that informal providers 
are not included and because the case manager can pull the report for a 
specified period for a particular county.  This report can be a useful management 
tool such as if you are interested in identifying new providers entered into the 
system within specified period.   
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Inactive/Dismissed Providers with Outstanding Balances 
 
This report, generated by a specific county, specifically reflects any providers in 
inactive or dismissed status for which an outstanding claim has not been 
recouped.  This report is necessary for county staff that will need to follow up with 
those providers to obtain repayment, per existing overpayment policies.   
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Informal Provider Name/Address 
 

This report shows, by county or statewide, all active and inactive informal 
providers.  Depending on the information requested there are numerous options 
for the report format.  It is helpful for counties to have complete lists of informal 
providers who are being used and helpful for DECAL to have the lists in order to 
complete health and safety monitoring visits.   
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Informal Provider New/Dismissed 
 
This report shows, by county or statewide, new or dismissed for a specific month.  
This report is useful for showing those informal providers that have been 
dismissed from the program or who have just begun giving care during the given 
month.  This report can pull all informal providers or just the new or dismissed 
providers.   
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Invoice Payment Report by Service Month 
 
This report lists, by service month and fund category (UAS code) the payments 
made to providers.  It can be pulled for selected counties or all counties.  This 
report is good for general information or as a starting point for looking at 
overpayments or underpayments.  An example is attached. 
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Provider Action Report 
 
This report details the provider actions sent by MAXIMUS to county staff.  When 
MAXIMUS becomes aware of changes to a provider's information, a provider 
action log will be created to notify the county.  County staff should pull this report 
periodically to see if there are any provider actions requiring county action. 
 
 
 
 
 

 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
Provider Balances Due For Overpayments 
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This report displays the recoupments due from providers.  The report lists the 
provider ID number, provider name, total claim amount, total repayments, total 
balance, and the date the information was last updated.  An example is 
attached. 
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Provider Invoice Status (Note:  This report, when pulled is 
titled �Provider Inquiry Check�) 
 
This report provides a payment history by provider number and service month, 
along with payment date for specific weeks of service and lists children 
alphabetically by first name.  The report can be pulled for a specific service 
month or for all months.  An example is attached. 
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Provider List � Missing Key Info 
 
This report, generated by a specific county or statewide, shows any providers 
with missing key information on their provider profiles.  It is an important report, 
because sometimes information missing in the system can prevent a payment 
from being issued.   
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Provider List by county 
 
This report lists all providers providing care in the indicated county.  Since 
it is generated based on the provider�s location, when a client uses a 
provider located in another county, the provider will show up on that other 
county report.  This comprehensive list can be pulled for active and/or 
inactive providers, by a specific county or statewide.  It also shows the 
total number of providers providing care in the county.   

 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
2.  
3.  
4.  
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Provider Listing Active Certificates 
 

This report list all active certificates for a provider with case head name, 
certificate begin and end dates, and type of care.  The user will be able to identify 
duplicate and/or overlapping certificates, the number of certificates issued per 
child for a particular period, and the number of active certificates for a provider in 
a given month.  This report can be pulled by county or statewide, by provider and 
by service month.   
 
(NOTE:  Although there is an option to enter ALL providers, this is 
discouraged since is will produce a list of ALL providers in the MAXSTAR  
database with active certificates.) 
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Recertifications Due in Date Range 
 
This report will show all recertifications that are due within a specific date range 
entered by the user.  The user will enter a case manager ID or county code, 
along with starting and ending dates for the recertification list to be pulled.  This 
report will give basic case information including the recertification date, case ID 
#, case head name, child name, the begin and end care dates for the current 
certificate, and the date the last recertification was completed.   
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Statewide Provider Listing-Alpha Sort 
 
This report lists all providers included in the statewide database in alphabetical 
order.   
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Summary Payments by Service Month � UAS Code 
 
This report is a summary of all payments made during a particular service month.  
The payment summary report provides the following information:  service month, 
UAS code, county, gross payment, child fee, payment amount, regular invoice, 
accelerated payment, adjustments, and tier amount-544.  Counties can only pull 
this report for their county.  State level staff may pull this report for a specific 
county or all counties.   
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Supervisor Summary Report by Worker 
 
This report details the total amount of recertifications due for a particular case 
manager during a particular month.  This report can be pulled for a specific case 
manager or for an entire county.   
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Tier Provider Listing 
 
This report list providers who completed the process to become tier providers.  
The report list the county number, the provider name, the provider ID #, and the 
number of children eligible for the tier reimbursement.  The report is pulled by 
service month and either a specific county or all counties.   
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Unduplicated-Tier Payments 
 
This report list for a specific service month the unduplicated tier payments made 
per county.   
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75% UAS Alert Report 
 
This management-level report identifies all counties with fund sources that have 
reached the threshold of either spending or obligating 75% of the State fiscal 
allocation, as of the date the report is pulled.  It is an important report for 
administrators, fiscal analysts, and supervisors for assessing expenditures and 
need for additional funds for the fiscal year.   
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Child Care Cert � Form 77 
 
Select this report to generate a certificate.  The system will generate the last 
certificate issued or viewed.  If a certificate has not been recently looked at, the 
system will generate a blank certificate.   
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Child Care Invoice 
 
(NOTE:  This report is not currently available.) 
  
Wait List Reports 
 

This report is accessed from the main menu by selecting �Wait List 
Processing� and then selecting �Wait List Reports.�  This report will show 
cumulative data about who is on the waiting list for a specific county or 
statewide, with the oldest inquiries listed first.  This report will provide county 
and statewide totals. 
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Regional Caseload and Expenditures 
 
(NOTE:  This report is not currently available.) 
 
This is a summary report of expenditures, particular for the counties within the 
various DHR regions of the state.  It is available to users with regional level or 
higher levels of access. 
 

Services to Special Needs Children # 
 
(NOTE:  This report is not currently available.) 
 
This report will list all children who have been identified as having �special needs� 
as defined in policy.  Note:  There are currently no children listed in Phase I 
counties who meet the criteria for appearing on this report. 
 

Informal Day Care 
 
(NOTE:  This report is not currently available.) 
 

Expenditures by Setting 
 
(NOTE:  This report is not currently available.) 
 

Expenditures by Program by Payment Month 
 
(NOTE:  This report is not currently available.) 
 

Service Month Management Report 
 
(NOTE:  This report is not currently available.) 
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MAXSTAR® TRAINING 
HANDOUTS 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This training manual is the property of the Department of Human Resources/Division of Family 
and Children Services/Childcare and Parent Services Unit, and cannot be reproduced or modified 
in part or in whole for use in demonstrations, advertisements and/or solicitation without the written 
consent of the Department.
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Childcare Certificate Timeline 

 
If a school-aged child does not qualify to use a Variable Schedule Certificate (VSC), then 
certificates must be created for the school year as well as for summer.  Each child must 
have a primary certificate, and these are marked below with a P.  In order for a provider 
to be paid for school closings and breaks, a Part Time care certificate should be created 
for each time period that there is a Before and After cert.  The Part Time certificate 
should be marked for Occasional Care with a Y, as shown below.  
 
When creating multiple certificates for a school-aged child, use the grid below as a guide.  
The numbers next to each type of certificate indicate the sequence to create them. 
 
 

School Year  Summer  School Year 
 

(P) Before and After (1) (P) Day care (3) (P) Before and After (4) 
 

(Y) Part Time  (2)     (Y) Part Time (5) 
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Practice Exercise # 1 

 
 
Andrea (your Last Name) 
75 Lawrenceville Hwy. 
(Your town), GA Your Zip 
 
Home 229-476-2390 
 
System assigned SSN 
 
DOB  1/18/1981 
 
Employment 
Longhorn Steakhouse 
M-F 7-4 
417 Main Street 
(Your Town)   
229-443-2908 
 
Work Hours  
Week 1 27 hours  $175.50 
Week 2   26 hours  $169 
Week 3  32 hours  $208 
   
 
Housing Assistance  $285/month 
 
Child support   $240 month from Kelli�s father 
 
Children 
Kayla   2/27/06  (Daycare cert for the year) 
 
Jason   4/16/98  (Variable schedule cert) 
 
Kelli      3/12/99  (Before and After, part time, and summer care --school ends 

5/18/07, begins 8/6/07)  
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Practice Exercise # 2 
 
John (your County Name) 
75 Dawson Rd. 
(Your town), GA Your Zip 
 
Home 229-674-8755 
 
System assigned SSN 
DOB  6/28/1989 
 
Minor parent 
 
Work   
 
Advanced Auto 
M-Th 7-3 
234 Oak Street 
Augusta, GA  
229-443-2908 
 
Advanced Auto Week 1 - 18 hours - $132 
        Week 2 - 15 hours - $108 
        Week 3 - 20 hours - $119 
    Week 4 - 21 hours - $123 
   
School 
Augusta Tech 
T-F 5-8 pm 
 
Alimony   $220/month 
 
James  6/27/06  (full time day care certificate for the year) 
Sheila  3/24/01  (Variable schedule cert) 
Denise 8/7/00  (Before and after, part time, and summer care --school ends 

5/18/07, begins 8/6/07)  
 
Rates: 
 
Full-time care - $100 week 
Before & after school - $45 week 
Part-time care - $10 day 
 
Authorize a registration fee for each child. 
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Provider Exercise #1 
 
 

Instructions: Enroll this provider in the MAXSTAR  system 
Training Environment. 
 
 
Provider Information: 
 
First Name - Sharon 
Last Name - (Your Last Name) 
Provider Type � Informal 
Date of Birth � 09/21/1954 
Address � Your county office address 
Telephone Number � Your work number 
Choose your county 
SSN � 255-90- XXXX (use the last four digits of your SSN)                                    
                                        
 
This provider completed the Informal Provider Affidavit, 
provided a photo ID. 
 
CPS completed their screening today and did not have any 
information on file.  The provider lives with her two adult 
children.  The residence where care is to be given is north on 
Route 10 from the DFCS office for two miles, turn right at the 
Shell station and go two blocks, turn left and go to the second 
house on the right.  
                                        
 
 
NOTE : Supervisory access is needed to enroll formal providers; 
case managers may only enroll informal providers.  
                         
When creating a formal provider (Center, Group Home or 
registered Family Day Care Home), DO NOT ENTER ANY MORE 
INFORMATION, after entering the provider�s authorized 
registration fee.  The provider profile is complete.                                                  
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MAXSTAR® SYSTEM 

ALERTS 
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Alert 

Number 
SUBJECT 

#1 Do Not Extend the End Care Date on the Modify Certificate Screen. 
#2 Enter the Daily Rate when Completing a Certificate for Occasional Care. 
#3 Provider�s Registration Fee and the Authorized Registration Fee Added to the 

Certificate. 
#4 How to Add Names to the Inquiry List. 
#5 New Changes Made to the Provider Update Screen to Enroll Providers that are not 

in MAXSTAR® Counties. 
#6 Provider Information �Grandfather Clause.� 
#7 How to Use the MAXSTAR® System to Research Provider Payment Inquiries. 
#8 Correction of the Health and Safety Information in the Piloting Through 

 MAXSTAR® User�s Guide and Policies and Procedures Affected by         
Automation. 

#9 County Communications Link to MAXIMUS. 
#10 Notification when a MAXSTAR® Provider Closes, Changes Ownership, or Their 

License is Revoked. 
#11 How to Close a Case on the MAXSTAR® System. 
#12 MAXSTAR® System Updates and Modifications. 
#13 How to Transfer Cases Between MAXSTAR® Counties. 
#14 Using the Occasional Care Certificate.   
#15 Manual Selection of the Highest Child Fee Added to the MAXSTAR®    

 System. 
#16 Data Quality of the MAXSTAR® System. 
#17 Edit Installed to Prevent Duplicate and/or Overlapping Certificates. 
#18 Authorized Hours of Care Added to MAXSTAR®. 
#19 Communications Process for Provider Payment Research. 
#20 Instructions for Family Fee Changes. 
#21 Frequently Asked Questions Concerning MAXSTAR® Modifications and the New 

Family Fee � 01/09/2004. 
#22 Family Fee Weekly Update � 01/16/2004 
#23 MAXSTAR® Modifications for Supplemental Supervision � 03/15/2004 
#23A MAXSTAR® Modifications for Supplemental Supervision Clarifications and Update � 

04/01/2004. 
#24 How to Enroll a �Statewide� Provider into the �GACAPS� Provider Database. 
#25 Change in Payment Zone Logic For Providers � 05/01/2005 
#26 MAXSTAR® Modifications � 7/21/2005. 
#27 TANF Diversion � 09/15/2005 
#28 System Modifications for Variable Schedule Certificates � 9/30/2005 
#29 MAXSTAR® Modifications � 11/30/2005 
#30 MAXSTAR® Modifications for Citizenship Requirements, Declared 

Emergencies, and the Missing Information Letter � 4/28/2006. 
#31 MAXSTAR® Modifications for Grandparents Raising Grandchildren, the 

 New Weekly Assessed Family Fee Scale and the New Maximum Allowable Family 
Income � 8/01/2006. 

#32 Modifications to the Child Enrollment Report and Case Activity Log and         
Creation of Grandparents Raising Grandchildren Reports.  

#33 Archived Records on the MAXSTAR System 
#34 Instructions for Submission of copies of Social Security and Photo Identification for 

Informal Providers 
#35 MAXSTAR Enhancements and System Updates 
  
  
  
  
 


