User with Full Microsoft version of Access screen instructions

Using Free Microsoft runtime version of Access

Printing Off a Blank Copy of the Cost Report

ADULT CARE COST REPORT INSTRUCTIONS FOR ACCESS 2016 or Higher

DOWNLOAD/INSTALLATION INSTRUCTIONS FOR THE REPORTING APPLICATION:

1. Go to Explore (right-click the Start button located in the lower left hand corner of the screen, To

the right should be several options like: “Computer”, “Control Panel”, “Devices and Printers”.

Click on “Computer and a screen like this should come up.
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@vv|£_> Computer » Local Disk (C) » - | ¢f| Search Local Disk (X - 2 |
Organize - Share with + Burn MNew folder = ~ [ '@'
MName : Date modified Type Size ol
. ~EADS 4/22/2015 6:46 PM File folder
. 2015 Provider Databases 7/13/2016 8:14 AM File folder
. Adultcare 5/8/2017 3:15 PM File folder
J AdultCare 2015 4/18/2017 212 PM File folder
. bippclient_win32 1011 _ml 8/22/201311:30 AM  File folder
Dix Rent - Susan 1/6/2017 10:14 AM File folder
. DomCareBackup 5/8/2017 3:11 PM File folder
. DomtCareWeb 5/8/2017 2:45 AM File folder
. Drivers 4/7/201512:18 PM File folder
. EStudio 8/22/201312:271 PM  File folder
1M Computer . HP_Color_Laserlet_CP5520_Series 10/23/2013 8:33 AM  File folder £
ﬁ, Local Disk (C:) . Intel 1/3/2013 4:28 PM File folder
@ AILCO (F) / Job postings 8/13/2013 9:06 AM File folder
5 Home Drive (H:) | LDC 5/11/2016 7:45 AM File folder
S APPS (wpSocfp0lp\CA) () Lexmark 9/13/2013 9:14 AM  File folder
G® Shared (\\wpSocfp01phCA) (5:) J Movell 3/21/20139:14 AM  File folder
® Shared (\\wpSocfp01p\GA\data] (T:) | Off2k30utlook 8/22/201311:17 AM  File folder
, OFFICE 5P3 6/27/201211:25 AM  File folder
?j Network . Perflogs 7/13/200911:20 PM  File folder
. Program Files 5/4/2017 7:31 AM File folder
. Program Files (x86) 5/5/2017 7:38 AM File folder
ProgramData 5/5/2017 2:49 PM File folder T
. Rateset 9/2/2014 2:52 PM File folder
. TEMP 472472015 2:33 PM File folder
Test 2009 9/17/2013 2:16 PM File folder
. TestingAdultCare 2014 9/30/2014 3:55 PM File folder
[ J up_bisryr_win32_101.62351202_ml 8/22/201311:30 AM  File folder i
34 items
a. Create a new subdirectory on the Local Disk (C:). To do that, highlight (click on) Local
Disk: (C:). In the above picture the correct location is highlighted in yellow. With the
cursor sitting on that, right-click and a menu should come up and toward the bottom
highlight “New”. That will bring up another menu and click on “Folder”. This will add a
new subdirectory to the C drive. Call it “AdultCare”. It needs to be that exact name.
There are no spaces. If the subdirectory is not called “AdultCare” it will say there is an
error when the program is opened.
b. In the above picture there are two red “X”s. DO NOT save the cost report program in
either of these two places. If the program is saved in either location and opened, it will
say there is an error. The error will say something like this:
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l i ‘ChAdultcare\ACFData.accdb’ is not a valid path. Make sure that the path name is spelled correctly and that you are connected to the server on which the file resides.

2. Go to the Office of the Controller web page: https://www.ncdhhs.gov/about/administrative-

divisions-offices/office-of-controller.



https://www.ncdhhs.gov/about/administrative-divisions-offices/office-of-controller
https://www.ncdhhs.gov/about/administrative-divisions-offices/office-of-controller

Click on the above link. Under “Program-Specific Information” heading click on the first bullet
“Adult Care Facilities”. The first bullet on this next screen will be “2018-2019 Cost Report -
AUPs — Now Available”, click on that. Next click on the link labeled “Click to download Adult
Care Cost Report Application for Access”. A download tab at the bottom of the screen window
called “ACF Access 2019.zip” should open. Put the mouse cursor over the tab and right-click. It
should bring up a menu with the first option of “Open”, click on that. It will bring up a window
that looks like a Windows Explorer with two files sitting it. Copy and paste these two files or drag
and drop them into a subdirectory “AdultCare” created in step 1 above.

The cost report program is now ready to be opened. This can be done one of two ways.

a.

The first way is just to double click on the file called “ACFCode.accdb” in the AdultCare
subdirectory and the cost report program will open. The slight downside is that to start
the program the user will always have to open Windows Explorer, go to the C drive,
AdultCare subdirectory and double click on the ACFCode.accdb file.

The second way is to create a shortcut and put the shortcut on the computers desktop.
With Windows Explorer still open and looking at the AdultCare subdirectory, find the
file called “ACFCode.accde”. Highlight this file and right click with the mouse. A box
will appear and look for “create shortcut”. Left click with the mouse and a Shortcut file
will appear under the ACFData file. Move the shortcut file to the desktop (drag and
drop). The icon appears as follows, “ACFCode.accde - Shortcut”. Right click on the icon
click on “rename” the icon to say “Adult Care 2019”. See the pictures below.

ode.a...

Shortcut 2017

To open the application, double click on the Adult Care 2017 shortcut located on the
desktop.



Users with a Full Microsoft version of Access 2016 or higher Screens

Instructions

The first time the Cost Report program is opened it might look like the screen below:

FILE HOME | CREATE  EXTERNALDATA  DATABASETOOLS

Cut ending Selection New > Totals

Copy Descending Advanced Save 7 Spelling
View | Paste Filter Refresh

Format Painter Remove Sort 'V Toggle Filter | 4 Delete Mare
Views Clipboard & Sort & Filter Records

@ A potential security concern has been identified.

is not possible that thi

came from a trustworthy source. You should leave this
content disabled unless the content provides critical
functionality and you trust its source.

File Path:  Cadultcare 2014\ACFCode.accde

This file might contain unsafe content that could harm
your computer, Do you want to open this file or cancel
the operation?

More information
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If so, click on the “Open” button. The next screen should look like this:
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FILE HOME ADD-INS

Adult Care Homes  (FY 2014-2015)

B Schedule Totals: S0 x
Lockup Facility # FI0: | =]
Schedule-A
FID: [ Faily: | License: [ Year [2014-2075 _
Reporting Basis @ Cash ¢ Accrual Slalus:'lmpmled =] Date Closed: l— =
General 1. Mailing Address:
Information City: Stale.lﬁ Zip: l—
F acility Phone:
2. Physical Address:
City: State:lw Zip: l—
3. Original Date Licensed:
4. |ssued Hame:
5. County: —E MPI Numhel:l—
B6. Medicaid provider #: — ﬂllChanged:l—
7. Owrers;
A FCantact Parsan: b PhoneT -

Record: 4 4 9 of9

I:Adm\mst.r.;lé; Options ; Save/Refresh

Preview Reparts |

Mew Record Quit

M Search




But before entering any cost report data. please do the following steps!!

Click on File and then Privacy Options

©
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Quick Print

Send the object directly to the default printer without making
changes.

Privacy Options

Print

Select a printer, number of copies, and other printing options
before printing.

Print Preview

Preview and make changes to pages before printing,

Go to Trust Center

i H
e R e

General

@ Help keep your documents safe and your computer secure and healthy.
! Current Database

I Datashest Protecting your privacy

Object Designers Micrasoft cares about your privacy. For more information about how Microsoft Access helps to protect your privacy,
) please see the privacy statements.
Proofing
Show the Microsoft Access privacy staternent
Language
Client Settings Security & more
Customize Ribbon Visit Office.com to learn more about protecting your privacy and security,
Quick Access Toolbar Microsoft Trustworthy Computing
___&_EEL_____,.—-—-. Microsoft Access Trust Center
| Trust Center J

The Trust Center contains security and privacy settings. These settings help keep your -
computer secure. We recommend that you do not change these settings. Trust Center Settings...

[ ok || Cancel ]

In Trust Center Settings screen, select trusted locations. Click on Add new location to add the folders for
AdultCare and DomCareWeb (if already on the computer) as shown below.



Trust Center

Truste

Add-ins

Trusted Locations

ActiveX Settings
Macro 5ettings
Message Bar

Privacy Options

=> Trusted Locations
L

Warning: All these locations are treated as trusted sources for opening files. If you change or add a location, make sure
that the new lecation is secure,

Path Description Date Modified ~
User Locations

ChAdultCare 20154 é—— 8/17/201512:31 PM
ChADomCareWeb', é" 9/30/2014 8:25 AM

Ti\crosoft Office 15\Root\Officel NACCWIZ\,  Access default location: Wizard Databases

Policy Locations

Path:

C\AdultCare 20154

Description:

Date Modified: 8/17/201512:31 PM
Sub Folders: Disallowed

I&dd newloca’(ion...l [ Remove l ’ Modify...

Allow Trusted Locations on my network (not recommended)
Disable all Trusted Locations

Signin H

ok | [ cance
Select Trusted Documents, check Allow documents on a network to be trusted. Click OK
@ © 54 - n Trust Center ﬂjl
FILE HOME
Trusted Publishers
V) o Trusted Documents
4% Cut 2. R
_ Trusted Locations ) ) .
E‘E Copy Yri Warning: Trusted Documents open without any security prompts for macros, ActiveX controls and other types of active
Paste D Trusted Documents content in the document. For a Trusted Document, you will not be prompted the next time you open the document, even if
===l . new active content was added to the document or changes were made to existing active content. Therefare, you should only
Clipboard Add-ins trust documents if you trust the source.
ActiveX Settings [ Allow documents on a network to be trusted

Macro Settings
Message Bar

Privacy Options

[l Disable Trusted Documents

Clear all Trusted Documents so that they are no longer trusted Clear

Dsan] @ |0 @ 9| m[E




Nothing checked in Add-ins

23]

M E Trust Center

FILE HOME
Cut
Copy !
Paste T:|.
Clipboard

Bser| & |0 @& 9| 0[E

Trusted Publishers
Trusted Locations
Trusted Documents
Add-ins

ActiveX Settings
Macro Settings
Message Bar

Privacy Options

Add-ins

[~ Require Application Add-ins to be signed by Trusted Publisher
[T Disable notification for uns gned add-ins (code will remain disabled)

[ Disable all Application Add-ins (may impair functionality)

Cancel

Signin
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Enable all controls in ActiveX Settings
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M E Trust Center

FILE HOME
Cut
Copy
Paste
Clipboard

cl @ =

2lx]

Trusted Publishers
Trusted Locations
Trusted Documents
Add-ins

ActiveX Settings
Macro Settings
Message Bar

Privacy Options

ActiveX Settings for all Office Applications

" Disable all controls without notification

& Prompt me before enabling Unsafe for Initialization (UFT) controls with additional restrictions and Safe for

Initialization (SFI) controls with minimal restrictions

" Prompt me before enabling all controls with minimal restrictions
can run)

ol Safe mode (helps limit the control’s access to your computer)

Enable all contrals without restrictions and without prompting (not recommended; potentially dangerous controls
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Check Enable all Macros

@ s E Trust Center ﬂﬁl
FILE HOME .
Trusted Publishers -
cut Macro Settings
u
Trusted Locations
Copy ! " Disable all macros without notification
Paste 7 Trusted Documents . . o
Q. & Disable all macros with notification
Clipboard Add-ins " Disable all macros except digitally signed macros
ActiveX Settings ® Enable all macros (not recommended; potentially dangerous code can run)
Macro Settings

Message Bar

Privacy Options

Cancel

Signin

2|
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Check Show the Message bar and Enable Trust Center

@ = E Trust Center 2|
FILE HOME N
Cut Trusted Publishers Message Bar Settings for all Office Applications
Trusted Locations R
Copy Showing the Message Bar
Paste T:|. Trusted Documents ® Show the Message Bar in all applications when active content, such as ActiveX controls and macros, has been
. blocked
i Add-ins
Clipboard B R
o Never show information about blocked content
ActiveX Settings

cl @ =

Macro Settings
Message Bar

Privacy Options

[ Enable Trust Center logging
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Privacy Options Screen

Trust Center

Trusted Publishers
Trusted Locations
Trusted Documents
Add-ins

ActiveX Settings
Macro Settings
Message Bar

Privacy Options

Privacy Options

Allow Office to connect to the Internet. @

Download a file periodically that helps determine system problems ()

Send us information about your use and performance of Office software to help improve your Microsoft experience.
Check Microsoft Office documents that are from or link te suspicious Web sites

Allow the Research task pane to check for and install new services

[C] Turn on the Office Feedback Tool (Send a Smile) so that I can send feedback to help improve Office

Read our privacy statement

When finished click OK. This should take you back to this screen below. Click OK again.

!

General

Current Database
Datasheet

Object Designers
Proofing

Language

Client Settings
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

@ Help keep your documents safe and your computer secure and healthy.

Protecting your privacy

Microsoft cares about your privacy. For mere information about how Microsoft Access helps to protect your privacy,
please see the privacy statements,

Show the Microsoft Access privacy statement

Security & more

Visit Office.com to learn more about pretecting your privacy and security,

Microsoft Trustworthy Computing

Microsoft Access Trust Center

The Trust Center contains security and privacy settings. These settings help keep your
computer secure, We recommend that you do not change these settings.

Trust Center Settings...




Now data can be entered onto the screens.

On how to enter data into the cost report program, please refer to the “Instructions for the 2018-2019 Adult
Care Cost Report” files. There is one set of instructions for homes with a license capacity of 6 beds or less.
There is another set of instructions for homes with a license capacity of 7 beds or more. Both can be found
on the Office of the Controller’s web site.



Users needing to download the Access Microsoft Free Runtime
Download Instructions

The cost report program only uses Access 2016 or above. No other versions are available. If you don’t have
Access 2016 or higher, there is a free runtime version of it that can be downloaded directly from Microsoft to use.

On the Adult Care Facilities website click the link that says “please download a free Runtime version from
Microsoft”. The next screen should look like this:

Microsoft Access 2016 Runtime

Select Language: English v‘ Download

The Microsoft Access 2016 Runtime enables you to distribute Access 2016 applications
to users who do not have the full version of Access 2016 installed on their computers.

@ Details

@ System Requirements
@ Install Instructions

@ Related Resources

Choose a language, then click the Download button on the right. The screen below will appear.

Choose the download you want

File Name Size

Download Summary:
AccessRuntime x64_en-us.exe 284.6 MB
1. AccessRuntime_x86_en-us.exe

\J AccessRuntime_x86_en-us.exe 2123 MB

Total Size: 212.3 MB

Choose the bottom option of AccessRuntime_86_en_us.exe. This option is for the 32 bit version of
Access 2016. The cost report program was written using the 32 bit version of Access so please pick
that version for the runtime. The cost report will not work using the top option for the 64 bit version of
Access 2016. Again, make sure to pick to pick AccessRuntime_x86. Click the Next button in the
bottom right and follow the directions.



Using Free Microsoft runtime version of Access 2016 Screens
Instructions

When using the free runtime version of the Microsoft Access, the following screen will come up every
time the cost report program is opened.

Microsoft Access Security Motice ? et

@ A potential security concern has been identified.

Warning: It is not possible to determine that this content
came from a trustworthy source. You should leave this
content disabled unless the content provides critical
functionality and you trust its source.

File Path: | cadultcare\ACFCode.accdb

This file might contain unsafe content that could harm
your computer. Do you want to open this file or cancel
the operation?

More information

There is nothing that can be done to stop this screen from popping up. This is not a full version of the
Microsoft Access program and because of that security options are not available to override these warnings.
Just click “Open” and begin keying in data.




Printing Off a Blank Copy of the Cost Report

After downloading the program, to obtain blank copies of the cost report, click on the “Preview Reports”
button. A blank copy of the cost report can be used to help work out the numbers needed to key into the
cost report information.

A box will come up asking, “Do you wish to print a blank copy?” Click on “Yes”.
The next box to come up will ask, “Does your facility have Special Care Unit?”

- Ifthe home does have Special Care Unit beds (SCU) then click on “Yes”. The next box to come
up will say “Please enter the number of beds.” Please key in the total number of beds the facility
is licensed for, both SCU beds and regular adult care beds if applicable. If the number keyed was
31 or more beds, then the Schedules A-F should come up. If the number keyed was 30 or less
beds, then the Schedules A-E should come up. The printer looking button will be in the top left
corner of the screen.

- If the home doesn’t have SCU beds, then click on “No”. The next box to come up will say,
“Please enter the number of beds.” If the number keyed was 31 or more beds, then Schedules A-D
and F should come up. If the number keyed was between 7 to 30 beds, then Schedules A-D
should come up. If the number keyed was 6 beds or less, then Schedules A, B, C1 and D should
come up. Again, the printer looking button will be in the top left corner of the screen.

In printing the different Schedules. Schedules D, E and F will be individual sheets to be printed. When
you see Schedule A, that has multiple pages that will print. It will print Schedules A, B, C1 (if less than 7
beds) or C-Direct and C-Indirect (if more than 7 beds).

Additional information for keying into the cost report program:

- Multiple homes can be in process at the same time within the cost report program. To start on
another facility, press the “New Record” button at the bottom of the screen. A blank record will
appear with the cursor sitting in the “FID” box.

- The “FID” box is not for the facilities federal tax ID number. Because the cost report program can
hold more than one cost report in the database, each facility needs to have a unique ID number, so
FID here means Facility ID number. The numbering system can be as simple as 101, 102, 103.
The number can even have leading zeros like 00101, 00102, 00103. The maximum length for an
FID number is 5 digits and no number can be used twice. Please do not use any alphabetic
characters as part of the FID number. If the “Special Care Unit” button on Schedule A is clicked
to “Yes”, a S will automatically be added to the back of the FID number. To switch back and
forth between facilities being entered, use the “Lookup Facility/FID” box and the dropdown arrow
to bring up the desired home.

- To print off a copy of the cost report when all information has been entered, have the facility that
needs to be printed showing on the screen. Click on the “Preview Reports” button and click on
“No” to the question “Do you wish to print a blank copy” question. That will bring up all the
reports that need to be printed. If an error box pops up about the AUP being missing, please back
out of trying to print the cost report. Click on “Modify AUP” and attach an accountant or CPA to
the cost report (again). Please sign Schedule A under Certificate of Accuracy, keep a copy of the
cost report on file and follow the instructions provided on how to complete the cost report and
submit it.

- For HAL licensed facilities with 31 beds or more. It is strongly recommended to print out a copy
of the cost report BEFORE filling out the information on the new Schedule F. In hopes that this
will help to cut down on any errors when keying the hours. If the hours keyed onto Schedule F do
not match the total hours keyed for each cost center within the cost report, you cannot leave the
Schedule F screen. After completing Schedule F, please print off another full copy of the cost
report or at least a completed copy of Schedule F to be submitted.

- On Schedule A, a new error check that has been added this year. Many times, information has
been left off lines 17, 18, 19 and 20 concerning the resident days information. This is important
information that needs to be completed. 1 call or email many facilities because of problems with
the information being left off or if numbers don’t make sense. If the number of beds has been



keyed on line 13, the user cannot leave Schedule A to go any of the other screens until lines 17,
18, 19 and 20 are filled out. If using the cost report program, line 17 is automatically calculated
using the number of beds keyed on line 13 times the number of days the facility was open, shown
by the dates keyed on line 16. Line 18, 19 and 20 need to be keyed. If they are left blank the
following error will come up if you try to leave Schedule A and go to say Schedule B:

-

Adult Care Homes (FY 2018-2019) 2

Iol Total of Available Bed days of Line 18 should not be Zero

A

If you want or need to see the other Schedules, print of a blank copy of the cost report by clicking
on the “Preview Reports” button.

A reminder of how to calculate days:

o Line 18 — nine times out of ten the number of Available Bed Days is going to be the same
number shown in line 17. The only reason it would be different is if a bed was un-
useable. Not talking about a bed that was empty and just didn’t have a resident sleeping
in it. Talking about a bed that could not be used.

o Line 19 — how many days during the year was there a resident’s head in the bed. This
would include any days the bed was held open for a resident to return from the hospital or
spent the holidays visiting family.

o Line 20 — how many days during the year was the resident whose head was in a bed was
receiving State/County Special Assistance funds.



