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PRIVATE 

INTRODUCTIONtc "INTRODUCTION" \f C \l 1
This manual is intended to assist users of the 2014 computerized cost report designed by the Office of Rates Management for the preparation of the 2014 Nursing Facility Cost Report.  

NOTE: The 2014 computerized cost report is formatted in Microsoft Excel 2003
The purposes for these worksheets being prepared in a standard Excel format are as follows:

1. To aid the facility in cost report preparation.

2. To link interdependent schedules so that cost report schedules will be in agreement.

3. To perform detailed and rudimentary mathematical functions for the cost report preparer.

4. To print a standardized computer generated copy of schedules acceptable to DSHS for the 2014 Nursing Facility Cost Report. ADVANCE \X 52.55  

5. To eliminate math edit cost report errors at desk review.

6. To save the cost report preparer and DSHS time.

Some special features of these worksheets include:


1.
Linking of Schedules.  If a certain line item on one schedule must agree with a line item on another schedule, the computerized cost report checks this automatically every time an entry is made.  If the cells do not agree, an error message will appear where the number should match on a cell by cell basis.  For example, on Schedule B, Total Assets (Schedule B, Column 6, and Line 48) must equal Total Liabilities and Equity (Schedule B, Column 6, Line 81).  If Total Assets do equal Total Liabilities and Equity once all the data has been entered, then Line 81 of Schedule B would show the total for Lines 59 + 68 + 80.  However, if they are not in agreement, then rather than the total appearing on Line 81, "ERR" would appear in the cell.  Most lines on the cost report, if they are to agree with another line or schedule, are labeled as such. If an ERR message appears in a cell, check the formula in that cell and the formula in the cell that should correspond. Double check both items to see which is incorrect.  If amounts should match, but for your circumstances they should not, please note on the cost report why they do not agree.


2.
Automatic Cell Fill-In.  Some or all line items on a schedule may be filled in with data from other schedules.  The computerized cost report will fill these in for the cost report preparer.  For example, Schedule C is a summary of Schedule G.  If Schedule G has been completed, then Schedule C will automatically fill-in when the worksheet is retrieved.



In addition, this feature is used to fill in the PERIOD ENDING and VENDOR # items required at the top of each schedule.


3.
Computerized Shifting.  The only data to be entered on Schedule O are the rate history and the Variable Return percentage.  The remaining line items on the schedule are completed using either the Automatic Fill-In feature discussed above, or formulas which calculate the value for the cost report preparer.  This includes the shifting portion of Schedule O.  The shifting worksheet is a separate worksheet in the cost report workbook and may be printed for viewing.

SUGGESTED KEYING ORDER

tc "Keying Order" \f C \l 2
Schedule A

Schedule B, pages 1 through 3

Schedule M

Supplemental Schedule O-1

Schedule N

Schedules G-1 through G-7
Schedule G-8

Schedule G

Schedule B, page 4

Schedules C through F

Schedules L though L-1
Schedule O

Remaining Schedules (Schedule P and Supplemental Schedules A) 
Also, a list is provided at the beginning of the instruction for each schedule that gives a suggested keying order for maximum optimization of the schedule linking and other properties included in the computerized cost report.  This lists the schedules that need to be completed before that schedule can be finished.  At the end of the instructions for each schedule is another list informing the user which schedules may depend on data from the schedule in use.  This will be particularly useful when cost report amendments are prepared.

ASSUMPTIONS MADE THROUGHOUT THIS MANUALtc "ASSUMPTIONS MADE THROUGHOUT THE COMPUTERIZED COST REPORT MANUAL" \f C \l 2
The following assumptions are made throughout this manual as to the user's knowledge of computers:

1. User has a basic understanding of Microsoft Excel and the terms associated with it.

2. User has a basic understanding of Microsoft Windows.

3. User can retrieve, save, and move throughout an Excel spreadsheet.

4. User is familiar with the use of a computer mouse.

PRIVATE 
GETTING STARTEDtc "GETTING STARTED" \f C \l 1
All facilities are required to submit the cost report on CD and two copies on paper.  Download the cost report from the ALTSA website at:  http://www.dshs.wa.gov/altsa/management-services-division/office-rates-management .  Under the Cost Report heading you will be able to find the 2014 cost report. The cost report file name is 14CSTRPT.XLS.  It is suggested that you keep a blank copy of the computerized cost report on your computer's hard drive.  It is further recommended that you prepare the cost report on the hard drive and save it to a CD when completed.  

NOTE:  DO NOT RENAME THE COST REPORT FILE TO SEND THE DEPARTMENT.

If the file name or Excel version is wrong when received, the department will make the changes and re-save the CD. 

NOTE:  The cost report worksheets have been protected.  The cells which may have data input have been unlocked so that you may key data into them. You may use the “Tab” key to move throughout the cost report.  Pressing “Tab” will move the cursor to the next unlocked cell on the cost report schedule.  Worksheets Schedule F, Schedule G-2 and Schedule G-5 are unprotected.  Pressing “Tab” will move the cursor from cell to cell within these cost report schedules.

PRIVATE 
SCHEDULE A

  tc "SCHEDULE A  (SCHLA.WK1)" \f C \l 1 
The first report to key is Schedule A.  All other schedules retrieve the Vendor Number and Period Ending date from this schedule.  

· Input facility name and hit Tab key to move cursor to the next input cell.

· Holding down both the control and home key moves cursor to cell A1.

NOTE:
If the Tab key doesn’t move the cursor to the next input cell, complete the 

following steps to correct the tab key.

· Point to “Tools” on the top menu and left click mouse.  A drop-down box should appear.

· Scroll down to “Options” and left click mouse.  A dialog box should appear.

· Left click on the “Transition” tab.

· Under settings, if there is an “X” in the box next to “Transition Navigation Keys”, left click on the box.  The “X” should go away.

· Left click OK.  The Tab key should now work correctly.

For Part B either enter dates numerically or spell out (i.e. January 01, 2014 or 1/1/14).
Under PART C - OPERATOR(S), the top section asks who the operator is on the DSHS license, then lists six options from which to choose.  When you determine the option that best fits the facility, simply point at the circle in front of the option and left click the mouse. The best fit option circle will become highlighted.  If Other (Specify) is selected, the line below it must be completed.

NOTE:
For all other option questions throughout the cost report, point at the circle in front of the best fit option, left click the mouse and that option will be highlighted.

To print Schedule A:

· Point to the “Print Button” on toolbar and left click mouse.

To print all schedules in the cost report workbook:

· Point to “File” on toolbar and left click mouse. 

· Scroll down to “Print” and left click.

· In “Print Range” select “All”.

Once all data is keyed into the worksheet:

· Point to the “Save Button” on toolbar and left click mouse.
If the Vendor Number or Period Ending date has been changed, then every cost report schedule will be affected and must be reprinted.  Schedule N will also need updating if the beginning or ending dates have changed.

No schedules need to be completed before Schedule A can be printed. 
You are now done with Schedule A and are ready to continue on to the next schedule:

· Point to the desired “Worksheet Tab” (i.e. - Schedule B) located at the bottom of the page and left click mouse. (See page 4 for the suggested keying order.)
NOTE:
The above step is repeated whenever you are ready to move to another schedule within the cost report.

 SCHEDULE B, PAGES 1, 2, & 3 
tc "SCHEDULE B, PAGES 1, 2 & 3  (SCHLB123.WK1)" \f C \l 1
	SCHEDULES TO BE COMPLETED:
	Schedule A


Schedule B is divided into two worksheets.  It should be noted that much of the data from columns 2 and 3 will be relied on to complete Schedule D.  Please be sure the amounts in these columns are reported Per Books.

The edit check verifies that Total Assets equal Total Liabilities plus Owner’s Equity.  If amounts do not agree, an ERR will appear.  COLUMN 6 CANNOT BE CHANGED TO MAKE THE ERR MESSAGE GO AWAY!  Make the needed corrections to Schedule B to make the ERR message go away.

Once all data is keyed into the worksheet:

· Point to the “Save Button” on toolbar and left click mouse.  
Please review the instructions to print on Schedule A.

	OTHER SCHEDULES AFFECTED:
	

	Schedule B, Page 4
	Schedule D

	
	


PRIVATE 
 SCHEDULE B, PAGE 4 
tc "SCHEDULE B, PAGE 4  (SCHLB4.WK1)" \f C \l 1
	SCHEDULES TO BE COMPLETED:
	Schedule G

	Schedule A
	Schedule B, Pages 1, 2, & 3


Schedule B has been divided into two worksheets.  Page 4 recaps what activity occurred with the facility assets during the cost report year.

The edit checks on this schedule verify that amounts reported in Columns 5 and 10 agree with Schedule B, Page 1, Column 6.  If amounts do not agree, an ERR will appear.  SCHEDULE B, PAGE 1, COLUMN 6 AND SCHEDULE B, PAGE 4, COLUMN 10 CANNOT BE CHANGED TO MAKE THE ERR MESSAGE GO AWAY!  Make the needed corrections to make the ERR message go away.  In addition, Columns 1 and 5 are electronically completed, retrieving the data from Schedule B, pages 1 through 3.

Once all data is keyed into the worksheet:

· Point to the “Save Button” on toolbar and left click mouse.  
Please review the instructions to print on Schedule A.

	OTHER SCHEDULES AFFECTED:
	None


PRIVATE 
SCHEDULE Ctc "SCHEDULE C  (SCHLC2F.WK1)"
	SCHEDULES TO BE COMPLETED:
	

	Schedule A
	Schedule G


The entire “CURRENT YEAR” column is completed from the information on Schedule G.    The worksheet will total all items for you.  The two blanks on the top of the page (Private Bed-Hold Charge PPD and Average Charge to Private Patients) must be manually entered.

Schedule C asks that the cost report preparer show on Schedule F how the average charge to private pay patients was calculated.  Be sure to complete Schedule F for this.

Once all data is keyed into the worksheet:

· Point to the “Save Button” on toolbar and left click mouse.  
Please review the instructions to print on Schedule A.

	OTHER SCHEDULES AFFECTED:
	

	
	


PRIVATE 

PRIVATE 
SCHEDULE Ftc "SCHEDULE F  (SCHLC2F.WK1)"
	SCHEDULES TO BE COMPLETED:
	Schedule A


Schedule F may either be completed by computer or hand written.  If Schedule F is hand written, you may print a blank worksheet to write on.

FACILITIES THAT REQUIRE MORE THAN ONE PAGE FOR SCHEDULE F

If additional pages are needed, complete the following steps:

· Press and drag left mouse button highlighting row headings 1 through 44.

· Point to the “Copy Button” on toolbar and left click mouse.

· Press and drag left mouse button highlighting row headings 45 through 88.

· Point to the “Paste Button” on toolbar and left click mouse.

NOTES: Make sure entire rows are highlighted and the paste area is directly below Schedule F.  Paste area must be the same size and shape of the copied area or an error message will occur “Copy and paste areas are different shapes.”

When additional pages are added, complete the following steps for redefining the print area:

· Point to the “File” on toolbar and left click mouse.  A drop-down box will appear.

· Scroll to “Page Setup” and left click mouse.  A dialog box will appear.

· Left click on the “Sheet” Tab.

· Change “Print Area” to include the additional page/s (i.e., $A$1:$E$88).

· Left click on the “Page” Tab.

· Change “Scaling” to “Fit to” 1 page wide by 2 pages tall.

· Point to “OK” and Left click mouse.

NOTE:  The above row/cell references are for 1 additional page only, modify as needed.

Once all data is keyed into the worksheet:

· Point to the “Save Button” on toolbar and left click mouse.  
Please review the instructions to print on Schedule A.

	OTHER SCHEDULES AFFECTED:
	

	None
	

	
	



PRIVATE 
SCHEDULE G
	SCHEDULES TO BE COMPLETED:
	Schedule G-7

	Schedule A 
	Schedule G-8 


DO NOT ENTER CENTS OR PARTIAL HOURS ON THIS SCHEDULE; ONLY KEY IN WHOLE NUMBERS.

All therapy costs must be reported on Schedule G, Page 9 of 12.  An adjusting entry must be made to the cost report based on amounts derived from Schedule G-7 to move allowable therapy costs from Schedule G, Page 9 of 12 to Schedule G, Line 113.  Column 5 on Schedule G, Line 113 must agree with Schedule G-7, Line 23.  If the two do not agree, an ERR will appear on Schedule G, Line 113, Column 5.  COLUMN 5 CANNOT BE CHANGED TO MAKE THE ERR MESSAGE GO AWAY!  Make corrections to either Schedule G or Schedule G-7.  
An adjusting entry must be made to the cost report based on amounts derived from Schedule G-8 to move allowable bad debt costs to Schedule G, Line 196.  Column 5 on Schedule G, Line 196 must agree with Schedule G-8, Line 9.  If the two do not agree, an ERR will appear on Schedule G, Line 196, Column 5.  COLUMN 5 CANNOT BE CHANGED TO MAKE THE ERR MESSAGE GO AWAY!  Make corrections to either Schedule G or Schedule G-8.

Please note the information required on Page 11 Schedule G.  The “Number of Acres” and “Purchase/Sale” price are reported here.  Any nursing "pools" used for the year must be reported on Page 11 of 12, as well as their license number and corresponding costs.

Schedule G now has requirements to submit attached schedules for lines 124, 133, 142, 177, 180, 189, 191, 205, 230, 253, 261, 269, 277, 285, and 293.  
Once all data is keyed into the worksheet:

· Point to the “Save Button” on toolbar and left click mouse.  
Please review the instructions to print on Schedule A.

	OTHER SCHEDULES AFFECTED:
	

	Schedule B, page 4            Schedule C
	Schedule O


PRIVATE 
SCHEDULE G-1tc "SCHEDULE G-1  (SCHLG1.WK1)"
	SCHEDULES TO BE COMPLETED:
	Schedule A


Schedule G-1 is informational in nature and does not contain information that can be taken from other worksheets.  All information must be input into all the cells that apply to the facility.  If Schedule G-1 is not applicable to this facility, point and click mouse button in the box by the statement that reads, “Point and click here if SCHEDULE G-1 is not applicable to this facility.”  This must be done on the computer.  A “Check Mark” in the box indicates that this schedule is not applicable to this facility.  Leave the remainder of the schedule blank and print it.  If Schedule G-1 is applicable to your facility, it must be completed on the computer.

Once all data is keyed into the worksheet:

· Point to the “Save Button” on toolbar and left click mouse.  
Please review the instructions to print on Schedule A.

	OTHER SCHEDULES AFFECTED:
	None


SCHEDULE G-2_HO, Page 1 & SCHEDULE G-2_HO, Page 2

tc "SCHEDULE G-2 (SCHLG2P1.WK1) & (SCHLG2P2.WK1)"
	SCHEDULES TO BE COMPLETED:
	Schedule A


Schedule G-2_HO contains two separate worksheets each on the CD. If Schedule G-2_HO, Page 1 is not applicable to this facility, point and click the mouse button in the box by the statement that reads, “Point and click here if SCHEDULE G-2_HO, Page 1 is not applicable to this facility.”  This must be done on the computer.  A “Check Mark” in the box indicates that this schedule is not applicable to this facility.  Leave the remainder of the schedule blank and print it.  If Schedule G-2_HO, Page 1 is applicable to your facility, it must be completed on the computer.  The worksheet will total columns.  If data is entered on this page, the question at the bottom of the worksheet must be answered.

If Schedule G-2_HO, Page 2 is not applicable to this facility, point and click the mouse button in the box by the statement that reads, “Point and click here if SCHEDULE G-2_HO, Page 2 is not applicable to this facility.”  This must be done on the computer.  A “Check Mark” in the box indicates that this schedule is not applicable to this facility.  Leave the remainder of the schedule blank and print it.  If Schedule G-2_HO, Page 2 is applicable to your facility, it must be completed on the computer.

Schedule G-2_HO, page 2 has many mathematical functions that the worksheet will complete for the cost report preparer.  Column 4, COST TO BE ALLOCATED, will calculate automatically based on the information entered in Column 2 (TOTAL COST) and Column 3 (ADJUSTMENT).  The worksheet will calculate all percentages, total allowable and total unallowable allocations (Columns 5 through 10), and total all columns.  Do not enter periods in the account number in Column (3).
Once all data is keyed into the worksheet:

· Point to the “Save Button” on toolbar and left click mouse.  

Please review the instructions to print on Schedule A.

	OTHER SCHEDULES AFFECTED:
	Schedule G-5

	Schedule G 
	


PRIVATE 
SCHEDULE G-2, Page 1 & SCHEDULE G-2, Page 2
tc "SCHEDULE G-2 (SCHLG2P1.WK1) & (SCHLG2P2.WK1)"
	SCHEDULES TO BE COMPLETED:
	Schedule A


Schedule G-2 contains two separate worksheets each on the CD. If Schedule G-2 , Page 1 is not applicable to this facility, point and click the mouse button in the box by the statement that reads, “Point and click here if SCHEDULE G-2, Page 1 is not applicable to this facility.”  This must be done on the computer.  A “Check Mark” in the box indicates that this schedule is not applicable to this facility.  Leave the remainder of the schedule blank and print it.  If Schedule G-2, Page 1 is applicable to your facility, it must be completed on the computer.  The worksheet will total columns.  If data is entered on this page, the question at the bottom of the worksheet must be answered.

If Schedule G-2, Page 2 is not applicable to this facility, point and click the mouse button in the box by the statement that reads, “Point and click here if SCHEDULE G-2, Page 2 is not applicable to this facility.”  This must be done on the computer.  A “Check Mark” in the box indicates that this schedule is not applicable to this facility.  Leave the remainder of the schedule blank and print it.  If Schedule G-2, Page 2 is applicable to your facility, it must be completed on the computer.

Schedule G-2, page 2 has many mathematical functions that the worksheet will complete for the cost report preparer.  Column 4, COST TO BE ALLOCATED, will calculate automatically based on the information entered in Column 2 (TOTAL COST) and Column 3 (ADJUSTMENT).  The worksheet will calculate all percentages, total allowable and total unallowable allocations (Columns 5 through 10), and total all columns.

Once all data is keyed into the worksheet:

· Point to the “Save Button” on toolbar and left click mouse.  

Please review the instructions to print on Schedule A.

	OTHER SCHEDULES AFFECTED:
	Schedule G-5

	Schedule G 
	


PRIVATE 
SCHEDULE G-4tc "SCHEDULE G-4  (SCHLG4.WK1)"
	SCHEDULES TO BE COMPLETED:
	Schedule A


Schedule G-4 is informational in nature.  Part A asks for the name and address of the organization providing allocated services, as well as the name and address of each officer or principal of the organization.  Part B asks for the name and address of the organization or individual who provided management services and/or to whom management fees were paid.  If management fees are involved in the cost report, you must answer the question at the bottom of Schedule G-4.  If Schedule G-4 is not applicable to this facility, point and click the mouse button in the box by the statement that reads, “Point and click here if SCHEDULE G-4 is not applicable to this facility.”  This must be done on the computer.  A “Check Mark” in the box indicates that this schedule is not applicable to this facility.  Leave the remainder of the schedule blank and print it.  If Schedule G-4 is applicable to your facility, it must be completed on the computer.

Once all data is keyed into the worksheet:

· Point to the “Save Button” on toolbar and left click mouse.  
Please review the instructions to print on Schedule A.

	OTHER SCHEDULES AFFECTED:
	None


PRIVATE 
SCHEDULE G-5tc "SCHEDULE G-5  (SCHLG5.WK1)"
	SCHEDULES TO BE COMPLETED:
	Schedule A


Schedule G-5 documents adjusting entries made to cost report schedules.  This schedule can be completed either on the computer, or it may be hand written.  If prepared on the Excel worksheet, all data must be input, as adjusting entries are generated by the cost report preparer.

FACILITIES THAT REQUIRE MORE THAN ONE PAGE FOR SCHEDULE G-5

If additional pages are needed, complete the following steps:

· Press and drag left mouse button highlighting row headings 1 through 42.

· Point to the “Copy Button” on toolbar and left click mouse.

· Press and drag left mouse button highlighting row headings 43 through 84.

· Point to the “Paste Button” on toolbar and left click mouse.

NOTES:
Make sure entire rows are highlighted and the paste area is directly below Schedule G-5.  Paste area must be the same size and shape of the copied area or an error message will occur “Copy and paste areas are different shapes”.

When additional pages are added, complete the following steps for redefining the print area:

· Point to the “File” on toolbar and left click mouse.  A drop-down box will appear.

· Scroll to “Page Setup” and left click mouse.  A dialog box will appear.

· Left click on the “Sheet” Tab.

· Change “Print Area” to include the additional page/s (i.e., $A$1:$G$84).

· Left click on the “Page” Tab.

· Change “Scaling” to “Fit to” 1 page wide by 2 pages tall.

· Point to “OK” and Left click mouse.

NOTE:  The above row/cell references are for 1 additional page only; modify as needed.

Once all data is keyed into the worksheet:

· Point to the “Save Button” on toolbar and left click mouse.  
Please review the instructions to print on Schedule A.

	OTHER SCHEDULES AFFECTED:
	

	Schedule G
	



PRIVATE 
SCHEDULE G-7tc "SCHEDULE G-7  (SCHLG7.WK1)"
	SCHEDULES TO BE COMPLETED:
	Schedule A

	Schedule N
	


This worksheet will perform many of the rudimentary mathematical functions for the cost report preparer.  The total derived from this worksheet will be used to check the reported allowable therapies on Schedule G.  All data must be entered on the top section manually, except for the total column and line.  All allowable therapies which should be run through Schedule G-7 are listed on Lines 1 through 7.  Only lines 13, 14 and 21 need be completed for the lower section.  The remainder of the worksheet will calculate automatically.

All therapy costs must be reported on Schedule G, Page 9 of 12.  An adjusting entry must be made to the cost report based on amounts derived from Schedule G-7 to move allowable therapy costs from Schedule G, Page 9 of 12 to Schedule G, Line 113.  All unallowable therapy costs should stay on Schedule G, page 9 of 12.  Column 5 on Schedule G, Line 113 must agree with Schedule G-7, Line 23.  If the two do not agree, an ERR will appear on Schedule G, Line 113, Column 5.  COLUMN 5 CANNOT BE CHANGED TO MAKE THE ERR MESSAGE GO AWAY!  Make corrections to either Schedule G or Schedule G-7.

Once all data is keyed into the worksheet:

· Point to the “Save Button” on toolbar and left click mouse.  
Please review the instructions to print on Schedule A.

	OTHER SCHEDULES AFFECTED:
	

	Schedule G
	


PRIVATE 
SCHEDULE G-8tc "SCHEDULE G-7  (SCHLG7.WK1)"
	SCHEDULES TO BE COMPLETED:
	

	Schedule A
	Schedule N


This worksheet will perform rudimentary mathematical functions for the cost report preparer.  The total derived from this worksheet will be used to check the reported allowable bad debts on Schedule G.  Data must be entered to lines 1 through 4 manually.  The remainder of the worksheet will calculate automatically.

An adjusting entry must be made to the cost report based on amounts derived from Schedule G-8 to move allowable bad debt costs to Schedule G, Line 196.  Column 5 on Schedule G, Line 196 must agree with Schedule G-8, Line 9.  If the two do not agree, an ERR will appear on Schedule G, Line 196, Column 5.  COLUMN 5 CANNOT BE CHANGED TO MAKE THE ERR MESSAGE GO AWAY!  Make corrections to either Schedule G or Schedule G-8.

Once all data is keyed into the worksheet:

· Point to the “Save Button” on toolbar and left click mouse.  
Please review the instructions to print on Schedule A.

	OTHER SCHEDULES AFFECTED:
	

	Schedule G
	


PRIVATE 
PRIVATE 


PRIVATE 


PRIVATE 
SCHEDULE Ltc "SCHEDULE M  (SCHLM.WK1) "
	SCHEDULES TO BE COMPLETED:
	

	Schedule A
	


Enter the total number of W-2s for Direct Care employees in lines 1 and 2.  Line 1 includes all Direct Care employees, and line 2 only includes Direct Care temporary or part-time employees.  Enter the total number of full-time Direct Care employees in lines 3 through 7.  Line 3 is the number of Direct Care full-time employees who worked anytime during the year.  Line 4 is the number of Direct Care full-time employees hired during the year.  Line 5 is the number of Direct Care full-time employees employed at the beginning of the year.  Line 6 is the number of Direct Care full-time employees terminated during the year.  Line 7 is the number of Direct Care full-time employees who worked the entire year.  Enter reason code of 1, 2, or 3 on line 8.  Enter the staff type of 1, 2, 3, or 4 on    line 9.  Enter retention code of 1, 2, 3, or 4 on line 10.  Lines 11 and 12 have formulas and will not accept data input. 
Once all data is keyed into the worksheet:

· Point to the “Save Button” on toolbar and left click mouse.
Please review the instructions to print on Schedule A.

	OTHER SCHEDULES AFFECTED:
	

	None
	

	
	


PRIVATE 
SCHEDULE L-1tc "SCHEDULE M  (SCHLM.WK1) "
	SCHEDULES TO BE COMPLETED:
	

	Schedule A
	Schedule N


Enter the Wage Category in Column A.  Next enter the Cost Report Account Number in Column B.  Then enter the Code in Column C.  Next enter the Effective Date in Column D. Then enter the Dollar Spent in Column E.  Then enter the four digit year of the related LWW Add-On for “2008” or LWW Add-On for “2012” in Column F.  Then enter the Estimated Number of Staff receiving the LWW Add-On in Column G.  The rest of the cells add automatically.
Once all data is keyed into the worksheet:

· Point to the “Save Button” on toolbar and left click mouse.
Please review the instructions to print on Schedule A.

	OTHER SCHEDULES AFFECTED:
	

	None
	

	
	


PRIVATE 
SCHEDULE M tc "SCHEDULE M  (SCHLM.WK1) "
	SCHEDULES TO BE COMPLETED:
	

	Schedule A
	


There are formulas which will total lines across and columns down.  Enter days into columns 1 and 2.  Enter dollar amounts as whole numbers in columns 4, 5, 6 and 7.  This means rounding to the nearest dollar.  NO CENTS!
Once all data is keyed into the worksheet:

· Point to the “Save Button” on toolbar and left click mouse.
Please review the instructions to print on Schedule A.

	OTHER SCHEDULES AFFECTED:
	

	Schedule N
	Schedule O

	
	


PRIVATE 
SCHEDULE Ntc "SCHEDULE N (SCHLN.WK1)"
	SCHEDULES TO BE COMPLETED:
	

	Schedule A
	Schedule M

	Supplemental Schedule O-1
	


If a change in licensed bed size occurred between the 1st and the 15th of a given month, then the bed size change is effective the first day of the month in which the licensed bed size changed.  For a bed license change between the sixteenth and the last day of the month, the bed change is effective the first day of the following month.  The cells for the bed license count by month (column 9) must be completed whether there was a bed license change or not.

When this file is retrieved, take note that Column 1, MEDICAID DAYS LESS SWING BED DAYS, has been completed.  The data was retrieved from Schedule M automatically.  In addition, Line 20, SWING BED DAYS, is completed using data from Schedule M.

Remember to complete lines 15, 16, 19, and 21 through 24.  If the answer is zero (0), please enter zero (0).

The remainder of the worksheet must be completed by the cost report preparer, with the following exceptions:

1. Line 13; there are formulas in the worksheet which total these columns.

2. Column 7 (TOTAL PATIENT DAYS) will total the lines across.

3. Line 14 (COMMUNITY HOME PROJECT and EXPANDED COMMUNITY SERVICES CARE DAYS) has been reinstated.  They are linked from Supplemental Schedule O-1.
4. Line 17 (MAXIMUM PATIENT DAYS) will calculate once Line 13 and column 8 are completed.  If the dates on Schedule A were entered correctly and this is a partial year cost report, the formula will take this into consideration.  Otherwise, the formula assumes a full year cost report.

5. Line 18 (PERCENT OCCUPANCY) will calculate automatically.

Once all data is keyed into the worksheet:

· Point to the “Save Button” on toolbar and left click mouse.  
Please review the instructions to print on Schedule A.

	OTHER SCHEDULES AFFECTED:
	Schedule O

	Schedule G-7
	Schedule G-8


PRIVATE 
SCHEDULE O and Shifting Worksheettc "SCHEDULE O  (SCHLO.WK1)"
	SCHEDULES TO BE COMPLETED:
	

	Schedule A
	Schedule G

	Schedule M
	Schedule N

	Supplemental Schedule O-1
	


Computerized Shifting for Part E. Costs can only be shifted from Direct Care, Therapy, and Support Service to the Therapy or Direct Care Cost Centers under this system.  The shifting worksheet is a separate worksheet on the cost report workbook and may be printed for viewing.  The shifting worksheet is fully computerized and calculates all cost shifting data automatically.

The cost report preparer must complete part A, lines 1 through 14 and part B, lines 16 through 25
If there are more than eight rates for part A, please contact the department for instructions.
Once all data is keyed into the worksheet:

· Point to the “Save Button” on toolbar and left click mouse.
Please review the instructions to print on Schedule A.

	OTHER SCHEDULES AFFECTED:
	

	
	


SCHEDULE P

	SCHEDULES TO BE COMPLETED:
	None

	
	


Report ProShare Revenue and Expenses.  The purpose of this schedule is to report ProShare Revenue and Expenses. Key in amounts in lines 2 through 3, 7 through 9, 13, and 16 through 21. 

Once all data is keyed into the worksheet:

· Point to the “Save Button” on toolbar and left click mouse.  
Please review the instructions to print on Schedule A.

	OTHER SCHEDULES AFFECTED:
	

	None
	


PRIVATE 
SUPPLEMENTAL SCHEDULE Atc "SUPPLEMENTAL SCHEDULE A (SUPPA.WK1)"
	SCHEDULES TO BE COMPLETED:
	

	Schedule A
	


Part C - This section is to be completed if the operator on Schedule A is owned by others.

Part D - This schedule is to be completed if an organization owns, operates, or leases the nursing facility's Land, Building, and/or Equipment.

For each applicable section, complete the organization's name.  When you determine the type of organization option that best fits the facility, simply point at the circle in front of the option and left click the mouse. The best fit option circle will become highlighted.  Then, proceed to complete the information listed below (Name, Address, % Owned, and Acquisition Date of individuals who own a 5% or greater interest in the organization.).

Once all data is keyed into the worksheet:

· Point to the “Save Button” on toolbar and left click mouse.  
Please review the instructions to print on Schedule A.

	OTHER SCHEDULES AFFECTED:
	

	Schedule A
	



PRIVATE 
SUPPLEMENTAL SCHEDULE O-1tc "SUPPLEMENTAL SCHEDULE O-1  (SUPPO1.WK1)"
	SCHEDULES TO BE COMPLETED:
	Schedule A


Completing the report is really a simple process.  Use the facility’s 2014 Revenue and Census Report received from the department.  If the facility has any amounts under Class Codes 50 or 60, then you need to complete Supplemental Schedule O-1.  Assume a facility, upon reviewing the Revenue and Census Report from the department, discovers that there were 31 Community Home Project or Expanded Community Services Days in January (using Billed Days under Class Codes 50 or 60.).  On Line 1, Column 2, the facility would key in their Medicaid Payment Rate for the month.  In Column 3 on the same line, the facility would key in 31 (the number of Community Home Project or Expanded Community Services Billed Days under Class Codes 50 or 60 on the Revenue and Census Report for cost year 2014.).  Column 4 calculates the Routine Care Revenue Portion of Community Home Project or Expanded Community Services by multiplying Column 2 by Column 3.  In Column 5, the facility would type in the Community Home Project or Expanded Community Services Revenue using Billed Dollars under Class Code 50 or 60 on the Revenue and Census Report for cost year 2014.  Column 6 would calculate the Community Home Project or Expanded Community Services Revenue over Routine Revenue by subtracting Column 4 from Column 5. Schedule O, line 40 takes the Total Community Home Project or Expanded Community Services Revenue over Routine Revenue from Line 13, Column 6.

If Schedule O-1 is not applicable to this facility, point and click the mouse button in the box by the statement that reads, “Point and click here if SCHEDULE O-1 is not applicable to this facility.”  This must be done on the computer.  A “Check Mark” in the box indicates that this schedule is not applicable to this facility.  Leave the remainder of the schedule blank and print it.  If Schedule O-1 is applicable to your facility, it must be completed on the computer.

Once all data is keyed into the worksheet:

· Point to the “Save Button” on toolbar and left click mouse.  
Please review the instructions to print on Schedule A.

	SCHEDULES AFFECTED BY CHANGES:
	

	Schedule N
	Schedule O



PRIVATE 


PRIVATE 
Math Edits

	SCHEDULES TO BE COMPLETED:
	

	All schedules need to be completed.
	


The Math Edits sheet is to be used as a tool to find mistakes or missing data in the 2014 Cost Report.  Only use the Math Edits sheet when all data has been completed in the Cost Report Schedules. 

The first column will show “FALSE”, “TRUE”, “#DIV/0!”, or some other error message.  TRUE mean that the Math Edit is OK and no further action is needed.  Anything other than TRUE in the first column means that the data within the schedules is incorrect.  Look at the third column to understand what cost report accounts are affected.  Correct the error in the related Cost Report Schedule accounts until the Math Edit states TRUE.

Example:  The relevant Math Edits will state “#DIV/0!” or FALSE if there are costs reported but no hours are reported for the Schedule G accounts that require hours.  Correct the error by entering hours in the correct account.  Then look at the Math Edits sheet to make sure it states TRUE.

	OTHER SCHEDULES AFFECTED:
	

	All
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