W~ Health Financial Systems
' The Leader in Medicare Cost Report Software

BASICS REVIEW AND COMMON SUPPORT
QUESTIONS

Provider User Meeting, December 9th,
2020
Steve Booth

Iy Health Financial Systems

* Windows Based product that uses basic Windows
logic, familiar Windows features and format

* Menu options File Edit View Forms Options Tools Window Help
H 2 B = >
* CUStomlzabIe Icons N?l Open | Close CE&E Prink Farm  Preview Form éﬁ Copy  Paste UDEEO’M AddLines Delete Lines
« Email File icon | o
Email File

» Familiar Windows commands and Dialog Boxes
+ Cut and Paste data (Ctrl | C - copy, Ctrl | V - paste, Ctrl | X - cut)
+ Windows based Print screen
+ Many Right Mouse click commands

+ Many customizable options\features

» User Friendly and easy to download updates

» Accessible HFS User Manual and Updated CMS Instructions.
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» Creating a New File:
* File | New
» Use a PY file as a Template to bring over
pertinent data

* (FY will be increased by one year):

Iy Health Financial Systems

» Creating a New File:
s File | New Report Wizard
» Currently three options (HCRIS coming soon)

» Use a PY file as a Template to bring over
pertinent data

* (FY will be increased by one year):
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* Save As
+ Saves FILE
+ Data\changes automatically saved when keyed

+ SaFE Download

* Print Options
+ Single File Print
Print to File (PDF)
Print 800 and Special (SR) Reports
+ Batch Print - File | Batch | Batch Print

+ Creating ECR File - —

* No Level | edits

+ If Amended filing, STILL first submission, but

. change W\S, line 3 (# resubmitted) and

. line 5 to “5-Amended.”

+ Do NOT open ECR\Exported files created,

as risk changing the encryption codes

« Creates Backup Files (same folder as MCRX file)
Ecxxxxxx.16A1 =
PIxxxxxx.16Al.pdf
Ecxxxxxx.16Ai.Encrypted Settlement Signature Page.pdf

Iy Health Financial Systems

* Creating ECR File (Contd.)

* File Naming Conventions
* PN\ECxxxxxx.18A1
« xxxxxX in File name is the Provider Number

» “18” in File Extension is the Fiscal Year End (i.e. 18
for 2018, 17 for 2017, etc.)

« “A”in File Extension is the for number of
Submissions (A for 1st, B for 2, etc.)

« Change Submissions ONLY for
circumstances like CHOW or Change of
Fiscal Year)

* “1”in File Extension is the number of
Amendments (S, line 3)

» Using SaFE will also house backup files for later
retrieval.
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Form Options

« Cut\Copy and Paste e
* Must have Header Options Checked under Options | o

Display column headers.

Preferences [ —

Columns are resizable.
Rows are resizable.

+ Can Copy\Cut and Paste from worksheet to worksheet
and to and from Excel

« Canuse Ctrl | C, Ctrl | X, and Ctrl | Vcommands

« Add\Delete Lines
* Only applicable to worksheets where CMS allows lines to
be added\deleted.
« Open worksheet you wish to add a line, click on second
tab with worksheet title. P

n i c ry Fa——

v ‘Cost Center snd Statistic Set Up
ot s | Worbnt A s
Dessrtan,

[OTHER AEVENUES (3
cvsse rres )
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« Cost CENTER AND Statistic Setup

7 ‘Cost Center and Statistic Set Up - ol

Choose appropriate HCRIS Code
when adding CC line

2 loowmvue
3 + Significance of Duplicate or
ceatenT reLeriones 5 !
cost Unique Stat Codes

FOLINDS OF LAUNDAY
HOLIRS OF SERVICE

venLs serveD +  “Automated” Stat Codes to Auto

MEALS SERVED

Populate Certain Stats.

DIRECT NURS. HRS

e (501
Cont Cantes | Sent s

G500 ADMINISTRATIVE & GENGRAL

T
ous70 AurTTING 3 .
OUSED  CASMIERING/ACCOLNTS RECENVASLE : ine
0590 CTHER ADMINISTRATIVE Cost Centers | Stat Codes.
o1080 _InSERVICE EDUCATION B
tme: 500 ‘
Code: 0520 tine: 501 Cole: 510 Code  Label " § = Gross Salaries
C = Gross Charges
A% Delete. el 1 SQUARE FEET _ 5
N SQUAREFEET I =Inpatient Charges
4 GROSS SALARIES 0 = Outpatent Charges
-5 ACCUM. COST P =Total Patient Days
3 SQUARE FEET T =Total Patient Days induding Swing-bed days
s squaREFEET | remy Negative Number = Accumated Cost
oK Cancel
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» Move/Change/Combine
. Add values from one CC line to another T

- Overlay and Replace values from one CC line to ‘&
another

i Move/Change/Combine - B

o Move Line

@ > e From:[s.02 o To:[ B [v] # R
o

1.00 - CAP REL COSTS-BLDG & FIXT ~
2.00 - CAP REL COSTS-MVBLE EQUIP
3.00 - OTHER CAP RELATED COST
4.00 - EMPLOYEE BENEFITS DEPARTMENT
5.01 - NONPATIENT TELEPHONES
>
7.00 - OPERATION OF PLANT
8.00 - LAUNDRY & LINEN SERVICE
9.00 - HOUSEKEEPING
10.00 - DIETARY
11.00 - CAFETERIA
12.00 - MAINTENANCE OF PERSONNEL
13.00 - NURSING ADMINISTRATION v

Appl Close He
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- Edits

» View from LAST Calculate (will not include subsequent
changes)

2552-10 Calculation Edits [E\0000A3Wednesday\Basics Webinar\BASICS\B:

o e ]
LevelTEdits

$-2, Part1, lne 45,00, cokumn 2,00, CMS edit code [10000L], HFS Con

52, P, Ine 3,00, coomn 7,05, CHS it code (13005], 5 Ca3

$-2, Part 1, ine 39.00, coumn 1,00, CMS edit code [104505], S Co

52,9, e 3.0, ok 2.00, O et code (10455), 5 G

$-2, Part 1, Ine 61.00, column 485, CMS edit code [104505], M'S Coc

$-2, Part1, bne 118,01, cokmn 1.00, CMS edit code 104505, HFS O

$-2, Part 1, Ine 60.00, coumn 1.00, CMS edit code [105500), MPS Co.

5.2, Part], Ine 71,00, chmn ALL, CH6 e code 106E], HFS Cod

52, Part 1, Ine 90.00, column 2.00, CMS edit code [123005], HFS Cor

$:2,PartL, e 121,00, cokmn 1,00, CHS et cude L100K], HFS O

5.2, Part, Ine 14400, cokamn .00, CMS e code (108004, 15

S-2PartI, o 100, ok 1.0, 4 e code QLSS 1S Co.

523, Part, b 1700, coam 2.3, 45 0t cod [13208], 45 Cx

EdtDetsl Notes

5 Code: [346)
Caliate Vaboe st be W

Workshest L, Part 1, Ine 11 must be zero snd Worksheet S-2, Part |

10

10
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* Open\Delete Forms

* When Deleting a Form, Data is truly deleted and
NOT retrievable.

o Open Forms o B

Forms Find:

Form Description s e
[Tr 5 ¥

C» s2.Part1 Hospital Identification Cancel
O s2partn Hospital Reimbursement Questionnaire

[J s2Party  Voluntary Contact Information =D
O» s-2,pPartmx HFS Supplemental Informaton

> s-3,Part1 Hospital Statistical Data

[J» s3,partn Hospital Wage Index

[J» s3,partm Hospital Wage Index

[» s-3,Partlv Hospital Wage Related Costs

[ 5-3,PartIVE... Wage Index Pension Cost Schedule

[y 53, partv Hospital Contract Labor and Benefit Cost "

Components

No components for the selected form.

11
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* Form Options R

* Header Options MUST be checked to use  com e
Cut\Copy\Paste feature e

* Change Color and Key Actions
« Setup | Environment
* Show Task Pane on Startup
* Network Synchronization
« Administrator responsible for Updates
« Users target updated software version on Network
« User’s Version automatically updates on startup

Environment
Customize your software environment.

Task Pane

[CIshow the Task Pane when the appiication starts.

[ show tabs for open forms. [¥]5how file tips in Explorer

Network Synchronization

_ Note: Enabling network synchronization
® Never Synchronize il disable the Check for Updates

- command.You wil not be abie to receive
@ErT updates via the Internet,
(O Synchronize on Demand
Last Synchronized: (Never synchranized)

Synchronize Folder:

12
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« Setup | Versions

* Allows User to open a File Created in a Newer
Version while giving a Warning

Versions
Customize the fle conversion process.

Version Checking Options

Allow System to open cost report even i the version of the fileis
NEWER than the version of the current software,

Warn befare converting a cost report fle from an older version to
the current version.

[] Disable automatic cost report conversion.

» Setup | Backup

* Where you choose how you want file backed up
» See Also, FILE | BACKUP

oAM= e

Backup

Choose how you would ke to badkup your data fies.
" selectone:
. O Automatically backup (upon dose of fie)

() Prompt before backup (upon dose of file)

(® Manual badkup

13
13
T e D O T T
Iy Health Financial Systems
. Information
- Preferences | System | Information System Information
System Version
. MSXML 3 and 6 Compatible R
Network User Name: SBooth
- Encryption Version 1.1 ML 50 - Compatbie.
MSXML 4.0 - Not Compatible / Not Required
MSXML 8.0 - Compatible
Encryption Version: 1.1
Verify Version
- Preferences | System | Verify Version
+ Click Start Button
- Check for Errors under Status Column. —
- If Error, Click Fix Version Button im0
Start Fx Verson 14

14
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* Calculate
*« CMS Level | and Il Edits

Level Is MUST be resolved.
* YELLOW highlighted “Calculate” (top right-hand corner) if

Level Is present:  calculated
* GREEN if no Level | edits:
* You can file with a Level I, but review.
* Info., Serious, and Warning Edits
* HFS Generated

* HCRIS Consistency and Relational Edits
MACs Version of CMS Level | and Il edits

Calculated

» STAR Edits
« Compares Provider and sub-Providers to STAR Database

« Contact HFS if cannot resolve

15
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*« CMS 339 Questionnaire
=

CBSA Lookup

* Lookup CBSA Code

L00kLD WagE Index FActars

ojtz/zns

* Lookup Wage Index Factors

+ Restore\Reorganize Data File
* ONLY restores MCR file

16
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» Display active worksheets
* Horizontally
* Vertically

(£

» Cascade =
= PR ——
=] B-1 - Cost Allocation - Statistical Basis EEE]| v & Part | - Cost Allacation - General Service Costs == | A- Trial Balance of Expenses
Faa < o = | [ 5

0 T =

17
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« Access HFS User Manual

* Full and Updated Formset CMS Instructions
« Active Worksheet invokes Instructions for that worksheet

« Blue HFS Notes on Areas that Require further
Explanation

* Red Text denotes NEW additions from last iteration of
instructions v

+ Search Function |% &=

2

c e i e s
@wuwmum

B

oS
Line 7-Enter the section 422 reduction amount 10 the INE cap as spacifed under 42 CFR 6412 10511
e Toocn r
Py L 701-Ente he secton 5503 redocton amonet o the INE cap a3 speciled undr 42 CFR K412 10:
poclipp:fomd ¢ straddles July 1. 2011, cakulate the prorated section 5503 reduction amount off the cost report and ent
e [ wdch by & by o days Yo ady 1 2011 1 the end &
teporing pencd
L 8-t he FTE -
‘accordance weth 42 CFR 413 74(). 413 79(2)2)1e} and and and 67 FRA(

HES Note. O1d wis E Pat A, line 13

icatle, s

o . o of o0 of the FTE cop »
“The amount o the section 5503 sward tha i tepored co Liugle s the smou ofthe sacton 5503 s
eporting penod = Juy 1
75 percent o the siots o Lo be “used” for 533 ry care andior general surgery residents, whi
eported may be (but nesd ot be) “used poses. Durng the 5-yeat svlustion period. faiure
sacten 413 o Therekre, fo ports
g the & year evaluation peiod (Juy 1 2011, anc before Juy 1. 2015). do not automaticaly report

ordy entes the amourt of the section 5503 award that eqstes 10 a least 75 percent of the FTE being
FIEs. ¥

* Check for Updates
+ Download ALL Updates from the HFS Software

18
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e Common Issues can be found at www.hfssoft.com
¢ Support
- FAQ

Products = Downloads [EEHsTia

Index PUF Fil

Quick Tips and How to Videos

* Then, click on respective System, and type in FAQ, or;
+ “Hotfixes” link:
Browse by Category: Search HFS FAQ

Systems

RHC FQHC ESRD Hospice
oPo HO CHDR LTCIR
IRIS HCRIS

Features
SaFE Medicare Auditor PseR AnI
Management. Data Extractor API Excel Wage Index
Reports

Other
General API Overview Hotfixes 19
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« Forgot username\password

* Go to the Home page (www.hfssoft.com) and then click
on “Sign In” at the top right hand portion of the home
page.

« Then, click on the “Forgot Password” or “Forgot
Username” link under the respective box.

* You will then be taken to a page where you can reset
either.

* New User
» Click on “Join Us”
« Complete all required steps/fields
+ Follow Password criteria/requirements

username or password

B Keep me logged-in

New herr ?

20


http://www.hfssoft.com/
http://www.hfssoft.com/
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* If certain software features are not
readily accessible\working, do below
two diagnostics checks:

* Verify Version
» Options | Preferences | System | Verify Version

* Run Diagnostic by clicking Start button and Fix
Version Button if necessary.

« MSXML
» Options | Preferences | System | Information
« MSXML 3 and 6 must Read Compatible
* https://www.hfssoft.com
+ Support | Hotfixes
* Also, make sure you have latest software
updates.
» Check by doing a Help | Check for Updates

21
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* STAR Edits

» These occur when a Provider number is not
found in the STAR database.

* First, double check that you have entered the
correct Provider number.

* Then, contact HFS and we can look at the
most current STAR Database and see if the
Provider number is present.

« If it is, you may need to contact the MAC to
see why the Provider number is missing
(common for Change of Ownership).

22
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* Error Message relaying “Lost Network
Connection”
« Contact HFS Support for “Trusted Sites and

Proxy Settings Exceptions” instructions for
your IT folks

» Contact HFS for “hfs.hosts” file

Extracting files from C:WCRIF32\_HFSUpdates\IF-15800.exe
falled: error [517] [Can not extract files.

Possible causes are incomplete download, lost network connection.
Download File Size = 3kB1.|

23

23

Iy~ Health Financial Systems ~ Working Remotely and VPN

* As all are working remotely, we recommend all
house the mcrx files on your computer’s local drive
and use the BACKUP feature, if you wish to store a
copy on your company’s network:

* File | Backup

24
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* Clients have reported that now working remotely, their IT department have
changed (re-set) security policy settings, like firewalls and read/write privileges,
to network drives. If this is the case, get with your IT folks to allow you access to
Network Drives and add HFS as a Trusted Site.

* If using Net Sync for updates, your IT may have changed the net synch file
location. If this is the case, get with your IT department, as your network
location can have a different drive designation when working remotely.

* If you are finding your Username and Password are not working when doing
updates or when on the HFS webpage, try disconnecting your VPN and the re-

connecting. Additionally, try deleting your computer’s cookies and doing a
screen refresh.

25
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- 888-216-6041
* support@hfssoft.com

« Email File icon ok

Email File

Email File to HFS Support

[\ selcts fie from the Istbelo, or brovise to selectyour fe, then send you fie t HES Support trough your emsi
applcaton.

Recently Opened Fies

E: 12017 USER MEETING S teve Basics Bre:
E: \DODACHDR \STCH~ 1216, cdr
+ 5_CHDR.cdr
10O series.merx To. support @hfssoft.com
3101131231596, MCR =
7310113 12311996, MCR e
FFr enter MCR.marxc o
310001 12312008.MCR
o subject | Assistance with Report File
3 folder\751575_12_31_2016.marx Attac )
X Library \Caiforniz HOR ear (05HFD YR42.COR . tached | (]ues 255210 7C D3 manx 2
Browse for ... Cose HFS Support,

Please assist with the attached file: HFS 2552-10 TC_D3.mcrx
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