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Topics
• Pickup/ Snapshot Dates
• Private Facility Approval 

Tips
• Calendar Method of 

Computing Days
• Claims Data Entry
• Reports
• Support



Student Reimbursement Pickup /  Snapshot Dates

Regular Term Private Facility Orphanage - Fund Code F
Corrections allowed through July 29, 2022

June 15, 2022

Summer Term Private Facility Orphanage - Fund Code F
Corrections allowed through November 15, 2022

Nove mbe r ,  1 ,  2022



Students with Disabilit ies Claims and 
Reimbursement Manual

www.hbug.k12.il.us

Ma nua l s  & Gui de s



Approvals and Claims - > St ude nt  - > Appr ova l s

Student Approval Fund F

Fi l t e r  by Fund Code  F - > Se a r c h - > Se l e c t  de s i r e d 
s t ude nt ' s  na me  t o  ope n a ppr ova l  r e c or d



Student Approval Fund F



Pr i va t e  Fa c i l i t y  Ca l e nda r s

• All approved Private Facility Calendars 
are in I-Star

• Fund Code F will automatically default 
to Calendar Method of Computing 
Days

• Days Enrolled and Days in Session will 
automatically populate based on Begin 
and/or End Date on the Approval 
record and the calendar selected.



Approvals and Claims - > St ude nt  - > Cl a i ms

Student Claim Fund F

Fi l t e r  by Fund Code  F - > Se a r c h - > Se l e c t  de s i r e d 
s t ude nt ' s  na me  t o  ope n a ppr ova l  r e c or d



Student Claim Fund F

Locate the student claim for the Regular Term 
in the search results grid, then click on the 
student's name to open the record.

Remember....Summer Term cla ims a re not due until 
November 1, 2022

Resident District Per Cap & Estimated 
Reimbursement will compute in I-Star 
automatically.

Note:  The Transporta tion Cost field is only ava ilable 
on the cla im if Rela ted Service 25 is selected on the 
Approva l record.



Private Facility Calendars
How to Print Private Facility Calendars:

Private Facility Search
OR
www.hbug.k12.il.us
Resources -> Private Facility Search Engine

Locate facility and click facility name.
Find the Calendar Information and Click 
Electronic Calendar.



• Make sure that all records have correct Term.  If a student is going 
to attend Summer Term, a separate Approval record should be added.

• Check all Private Facility codes against invoices to make sure the 
proper selection is made in I - Star on the Approval record.  

• Make sure that all transitions have been recorded in I - Star with 
end/adds.  If students have been to multiple facilities during the 
school year, you should claim accordingly.



Er r or  Re por t

• To run Claims Error Report 
click: Reports - > 
Application Reports

• Select Report Type: Student
• Select Report Categories:  

Error
• Select: Student Claims 

Errors by Resident District 
and Serving School

• Under Report Filters, 
select: Fund F

• Click: Run or Export

Reports...



Re i mbur s e me nt  Re por t s

• To run Claims report click: 
Reports - > Application 
Reports

• Select Report Type: Student
• Select Report Categories: 

Reimbursement/Claim
• Select: Student 

Reimbursement Funds DEF 
Regular Term

• Report Filters: Fund F 
(optional)

• Click: Run or Export Report 

Reports...



SUPPORT
Harrisburg Project
(800) 635-5274
support@hbug.k12.il.us
www.hbug.k12.il.us


