
1 
 

Tuition In Billing 
Questions Submitted Between January 20, 2012 – February 7, 2012 

 
 
Issues or Further Clarification Response 
1. When a student changes levels in mid-stream, can you enter a student 

twice for billing purposes?  
 Each time a level changes, a new record in IMS needs to be 

added.  Refer to the Uniform Data Entry Procedures - 
Services. 

 However, in the Tuition In Billing Program, if the timing is 
such that there are not two records in IMS, the second 
record can be added in the Tuition In Billing Program.  
Communication needs to occur to the data entry so the 
source data (IMS) can be updated. 

 
2. It is difficult to bill semester wise, because a lot of districts do not have 

costs figured out by then 
 

Costs should be coded in the district’s books, as they come in.  
The upload from the district’s books will give the current cost.   

3.  When changing a calendar for a specific school, need steps to use.  Instructions for the calendar are located under “Set District 
Calendar”.   

 
 
 If corrections are needed to the instructions, contact Michelle. 
 

4. Tried to put in the default calendar first for the entire district, go back to 
the preschool and remove each Wednesday and this changed the entire 
district calendar.  

 

This is because the preschool is in a building which is using the 
default calendar.  Do not change the default calendar. Hand 
count preschool days and correct in the Tuition In Billing 
program. 
 

5. Schools also need to make sure to modify their calendar for snow days.  
You probably know this but you cannot change the calendar and expect 
the enrollment report to immediately reflect the calendar change.  It must 
take a day for the system to recognize the change in calendar for the 
reports and recalculate. 

 

This is true.  The number of enrollment days in the calendar is 
counted during a procedure in the evening.   
 
If your district’s calendar changes during the year (e.g. snow 
days), the calendar must be modified to reflect the change.  This 
also is true for any changes that occur to a single or multiple 
buildings. 
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6. Will the school be able to enter a specific date for their 1st 
Semester/Quarter billing?  For example, the system only allows you to 
print an enrollment report through “todays” date.  This means we would 
have to time the day of our billing to be exactly on the end of a quarter or 
end of semester.  It would be nice when billing # of days to be able to 
specify the last day of the quarter/semester so it would calculate the 
numbers of days we are billing.  My report at RRMR is reflective of 
today’s date (102 school days) but I want to bill 1st semester (90 days). 

 

The system can be used to bill any day during the year. When 
you are ready to bill, the district personnel will go into IMS to get 
the information.   
 
You are billing for actual costs which could be 90 days, 88 days, 
92 days, etc.  Whenever you wish to bill, run the report and bill.  
Billing does not have to occur at any specified date. 

7. Would it be helpful to larger districts to be able to see the “building 
assignment” for the student?  I’m just thinking for large districts that may 
not operate all buildings on the same calendar…they may want to verify 
students going to a specific building.  It is nice to keep the report simple 
with less data but they may need something like this… 

 

Consideration was given to add “building” to the reports.  If this 
field was added, each time a student changed a building, 
another line for that student would display. This means that the 
data in those reports would increase rather significantly.  
Therefore, this field will not be added to the enrollment reports. 
  
If approved by the director, the LEA business office personnel 
could be given read only access to child demographic and 
services screens in order to review the buildings for student 
records.  Note:  IMS works only with ID and Windows.   
 

8. Student is placed in an out-of-state placement facility.  There is 
paperwork that needs completed & approved by the DE for these 
situations.  Do we list in IMS at the out of state placement facility based 
on the date they were placed there even though the DE has not 
approved this placement?  

For the purposes of the Tuition In Billing program, this student is 
not counted on any of the enrollment reports available through 
IMS. 
 
Even though information submitted to the DE has not been 
approved, data on this student will continue to be entered into 
IMS.  In other words, IMS needs to reflect the current situation. 
  

9. I had an Initial IEP written in May 2011.  Resident district was listed as 
East Overshoe.  However, parental rights were terminated in 2006.  
Anyway, the student was counted at East Overshoe but has now moved 
to West Tonka district (and that is how I found out parental rights were 
terminated and received documentation stating they were terminated in 
2006).  So, do I go ahead and update IMS as of the May IEP and change 
resident district to 9888?  Even though student was counted in a district 
when they should have been listed as District Court Placed. 

This is one of those situations where you will be correcting data.  
Follow the Uniform Data Entry Procedures Services.  It is 
important to document what happened in the Comments field on 
the Service screen. 
 
In this specific instance, because Count was involved, it is 
advisable to make John Lee aware of this situation. 
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10. The part C to B question number 10. The answer is going to cause issue 
with your federal indicator. The answer says to use the enrollment date. 
But the student IEP has to before the student third birthday. If the IEP is 
done but parents do not return the enrollment paper at the meeting and 
comes back after the student third birthday, we will be out of compliance 
even though the IEP was done in time. How are going to show the 
student IEP was done within timeline for the federal indicator? 

For purposes of the federal indicator, the IEP meeting date on 
the Consent and Eligibility screen is used.  
 

 
 
For the purposes of Tuition In Billing, however, the enrollment 
date is used. 
 

9. Is it possible to add the attending building to the enrollment reports so 
that they don’t have to go to another list for that information? Or at least 
the teacher name on the report?  

 

Consideration was given to add these building to the reports.  If 
this field was added, each time a student changed a building, 
another line for that student would display. This means that the 
data in those reports would increase.   
  
If approved by the director, the LEA business office personnel 
could be given read only access to demographic and services 
screen in order to check out the exit and change codes for 
student records.  Note:  IMS works only with ID and Windows.   
 

10. When are the 4 times a year that the IMS will be uploaded to the state 
billing system?  

 

The Tuition In Billing Program will allow each district to upload 
their data.  There will be no statewide uploads.  The timelines will 
be modified to reflect the range of dates when it is anticipated 
the Tuition In Billing Program will be available for uploads. 
 

11. When you use the term enrollment date in the training materials, is this 
the IEP date? (except in the transition from IFSP to IEP for kids under 
3)?  

 

No, these two dates are not necessarily the same date.  
Enrollment date is the date the student actually enrolled in the 
district.  The IEP date is the date of the IEP meeting. 
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12. What constitutes the data person being notified of the move to another 
district? Is this the date that the prior IMS person ended the services in 
their district and sent the automatic email from the services screen to the 
data person in the resident district? Or does the IMS person let the kid 
stay inactive on IMS until an AEA teacher notifies the AEA that the kid is 
now sitting in their classroom?   

 

When a district reports that a student is no longer attending, 
the data entry person may “close out” that record, even 
though the student hasn’t enrolled in a different location. 
 
In addition, the Uniform Data Entry Procedure states: “When 
there appears to be a gap in services or service dates or there 
may be periods of time that are unaccounted for in the IMS 
records: 

 LEAs will communicate with the data entry person 
regarding these situations and will work with the AEA 
to verify accuracy. 

 The IMS record should reflect what the district is 
reporting as it is possible that a student may be 
missing for a period of time.  Make note in the 
comments section in the service record with date and 
initials of the data entry person who enters the 
comment.” 

 
A report has been created for the data entry personnel which 
lists the students whose services have been ended with a 
Change Code.  So, once a data entry person has been 
notified that a student is out of a district, she may end the 
service and still not “lose sight” of the student.  Note:  This 
report is available on the menu “Data Entry Specific Reports”. 
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13. After the webinar today, I was wondering if there is a way to run the 
enrollment reports as of a certain date.  I would like to do our tuition in 
billing after the first semester and would like to run the enrollment reports 
as close to that time as possible.  Will I just have to remember to run the 
reports on the day after the first semester ends if I want to bill that way? 

 

You are billing for actual costs which could be 90 days, 88 
days, 92 days, etc.  Whenever you wish to bill, run the report 
and bill.  Billing does not need to occur on any specified date. 

14. Would you please give me the definition for the word “enrollment” used in 
all our Data Entry Procedures—is it the day they were in the office to 
enroll in the district or the day the student was actually in the chair in the 
classroom?  Thanks. 

 

Enrollment date is the date a student is actually enrolled in the 
district.  The IEP date is the date of the IEP meeting. 

15. Is March 24th still the target date for all districts to use this system? 
 

We want to implement the system as soon as we possibly 
can.  The target date is still March 24 but we won’t hold to that 
if there are still things on which we are still working. 
 

 


