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Purpose of Training
This training is provided as instruction for the School District Administrative Claiming (SDAC) participant
to navigate the SDAC application for Random Moment Sample (RMS) completion. The application serves as 
the primary source for completing RMSs that will be utilized in the calculation of invoices.



SDAC Program Overview



What is 
Medicaid?

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

• Special Needs Transportation (SNT)
• School District Administrative Claiming (SDAC)

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



What is 
SDAC?

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

Administrative activities which are considered reimbursable are:

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



What is an 
Administrative 
Activity?

Administering  the  SDAC  program  is  an  important  task  
for districts to actively participate in. Being eligible for 
Medicaid and  utilizing  its  benefits  improves  the  health  
of  students. Healthy students create a better learning 
environment.

Examples of administrative activities are:

• Attending meetings or trainings specific to Medicaid 
programs.

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



Participant 
Responsibilities

The participant can assist in the sample process and meet 
CMS timelines by:

• Keeping the SCDE logon/password active by signing on once a 
week. If the participant receives an error at sign on, the district’s 
Web Access Coordinator (WAC) should be contacted for a 
password reset. All issues with a logon, no exceptions, are related 
to a password issue and require the password to be reset.

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

• Complete the sample by selecting the appropriate response/activity 
code. Sample completion must be supported by responses to the three 
newly implemented documentation questions.

• Read emails daily to ensure receipt of the notifications related to the 
Random Moment Sample (RMS) process.



Sample Email 
Notification

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

Please Note: The district’s SDAC Coordinator is responsible for 
notifying participants in the event the emails are not delivered.



SDAC Application Access



SDAC Participant 
Login

The participant should visit the SCDE 
website at www.ed.sc.gov and select 
“Login” in the upper right-hand corner.

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


Application Web 
Portal Logon

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

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



Survey Section – Not 
SDAC

The section marked “Surveys” 
under  the Application section is 
not associated with the SDAC 
program. The surveys section is 
utilized by the SCDE for statewide 
surveys. The user should ignore 
this section and select the  
SDAC (New) button under the 
“ Applications” section.

Not SDAC

Select



Random Moment Sample
Completion & Requirements



SDAC Home Screen 
Display

The user will be taken to the Home 
screen which includes a Feature Box 
explaining each tab of the SDAC 
Application. Select the School Year 
from the drop-down menu and 
select “Continue”.



SDAC My Sample 
Schedule

The My Sample Schedule tab is 
utilized to complete the sample. 
Select “My Sample Schedule” 
tab from the menu on the left- hand 
side.



Random Sample 
Entries Screen

The sample will appear under the 
Random Sample Entries Review. 
Any sample available for 
completion, will have a status of 
“Need to Do”, and the “Edit” 
button will appear in a darker blue. 
If the sample does not display, 
please contact the district SDAC 
Coordinator for immediate 
assistance. NOTE: Any samples with the shaded blue “Edit” button can no longer be modified by the 

participant.
 



Random Sample 
Entries: Editing a 
Sample
From the Random Sample Entries 
Review, select “Edit” next to the 
appropriate sample to complete it.



Sample Entry to 
Review

Select the appropriate Response 
and Activity from the drop-down 
menus. If applicable, proceed by 
selecting the “Documentation” 
button. 



CMS Requirements: 
Supporting Documentation

Per CMS policy, supporting documentation is 
required. The Medicaid Services Program 
helps protect districts during Medicaid audits 
by ensuring all reported activities are properly 
supported.

 Participants must complete the sample by:

• selecting the appropriate response/activity 
code, and 

• providing documentation by answering 
the three required documentation 
questions. NOTE: Select Save to ensure your documentation is submitted successfully.



Activity Code GR – 
Medicaid Referrals

Activity Code GR requires 
completion of a SDAC Referral 
Form. When GR is selected, a 
green box will appear. Select the 
“SDAC Referral Form” button, 
complete the form, and submit it to 
the district SDAC Coordinator.

NOTE: Completion of this form is required for annual Quality Assurance (QA) audit 
purposes. The SDAC Coordinator must maintain a record of the SDAC Referral Form and 
adhere to the SCDHHS Record Retention Policy. 



Sample Submission

After selecting the appropriate 
Response/Activity Code, and 
uploading supporting 
documentation (if applicable), 
Select the “Save” button, to save 
the entire sample and submit for 
SDAC Coordinator review. 



Reminder

Samples are complete when the Status 
is “Pending”, and the “Edit” button is 
shaded!

NOTE: To view previously submitted supporting documentation, select the blue paper clip                 
--      icon next to the applicable sample.



Response and Activity 
Code Matrix 1-10

• Response Codes 1–3 represent 
absent codes and do not require 
supporting documentation.

• Activity Code (GR), most often 
associated with Response Code 9,  
requires supporting documentation 
and completion of the SDAC 
Referral Form.



Response and Activity 
Code Matrix 11-20

• Response Codes 13, 14, and 15  
(Direct Medical Services) do not 
require supporting documentation.



Response and Activity 
Code Matrix 21-28

Response Codes 21-28 participants must 
respond to the three supporting 
documentation questions.



Reminder
Response Codes 27 (Travel) and 28 
(Other) should only be used when no 
other applicable Response or Activity 
code is available. 

Using these codes when a more 
appropriate option exists will result in 
the sample being “Returned” to the 
participant for correction.

NOTE: Participants will receive an email notification when a sample has been disapproved 
and returned for correction.

The Random Moment Sample (RMS) has been disapproved. Response Code ‘XX’ should only be used when no other code applies. Please 
recode the sample. 

PARTICIPANT, TEST

TEST DISTRICT



Additional 
Resources

South Carolina Department of Health and Human Services

(SCDHHS) Medicaid Policy for SNT

Local Education Agencies (LEA) Services Provider Manual | 

SCDHHS

South Carolina Department of Education (SCDE) SDAC 

Trainings and Forms

School District Administrative Claiming - South Carolina 

Department of Education
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