
School Health and 
Related Services 
(SHARS)

Navigating STAIRS System: 
Step-by-Step Guide
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Cost Report Training Credit

Q: How do I determine if I have training credit for 
the SHARS cost report?
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Designating or Adding a 
Cost Report Preparer

Q: How do I designate or add a Preparer?
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Select Add Preparer 

Select Cost Report Year, Select Cost Report Type, Enter Last Name

Select to designate a Preparer



Viewing Cost Report 
Adjustments
Q: How can I see what adjustments were made during the 
audit, desk review, and/or Informal Review period?
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View adjustments made during the 
Desk Review / Informal Review



Printing New Certification and 
Claimed Expenditures Forms

Q: How do I print new Certification and Claimed 
Expenditures forms after adjustments have been made to 
the cost report?

The following four slides will show you 
how to access and print your new Entity 
Certification and Claimed Expenditures 
forms.
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Click on “view 
adjusted” on Step #8
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Printing New Certification and 
Claimed Expenditures Forms



Select 
Print 
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Printing New Certification and 
Claimed Expenditures Forms



The New 
Certification 
will Print 

HHSC Provider Finance 8

Printing New Certification and 
Claimed Expenditures Forms



The Claimed 
Expenditures will 
Print 
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Printing New Certification and 
Claimed Expenditures Forms



Thank you
Questions? Please contact:  

ProviderFinanceSHARS@hhs.texas.gov
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