Joint Annual Report of Hospice
2014 User Instructions

Downloading and Saving the Hospice Program

The Hospice program was developed in Excel,
a common Microsoft Office application.

This is a spreadsheet program and may be able
to be used by other spreadsheet programs.

Download from the website by going to:

Department of Health
John J. D, MPH, Commissioner

Health Statistics

‘“ Home
Joint Annual Report of Hospice, 2014(JAR-Hospice_14)

For Health Care
EED

ck hergo read and save User Instructions document

d W o read and save Tips to Avoid Common Errors.

http://health.state.tn.us/statistics/jarhospice.htm HenSiststone
N s o save the blank JAR data entry form to your computer.
CIiCk On the first icon tO read, Save and print Quek i lfmerearequesn:onslprob\emsaboutsavingtheExcelme‘pleasecontactyourovv}anslaﬂ/consunant
User |nStI’UCti0nS CIiCk On the Second icon tO SpecalReports El()r:‘e;‘rizTﬁr:‘?::;t;a;‘s(g):gl;\::;?Sastiosuttheda(abelngreques(eaormeerrordetecnon,pleaseconlad
read, save and print Tips to Avoid Common
Errors. Click on the third icon to save
(download) and open the program in Excel.
If you see a security warning, please respond Security Warning X

Enable Macro. If this step prevents you from
opening the file, contact your IT consultant.

Save the Excel document to your hard drive,
using File, Save As and navigating to a
location on your hard drive where your work
will be stored between data entry sessions.
Name the file with your state ID and facility
name and Save.

Macros may contain viruses. It is usually safe to disable macros, but if the
macros are legitimate, you might lose some functionality.

'I'é"Héi;:"rué';mﬂ(L Enable Macros J)[ More Info J

I R =
Home Insert Page Layout Formulas Data Review View i
Lg Save . 5
o Information about JAR-Hospice_14
o C\HOSPICE\2014 Hospice\JAR-Hospice 14.xls
Save As

@Ov( | <« HOSPICE » 2014 Hospice .

File nam#@L03603 Faci\i:yNameHospice,m.xlm> -
Save as type: [Excel Workbook (*.xlsd v]

Tags: Add atag

Authors: Gerry

[£] Save Thumbnail

ide Folders Cancel
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Navigating Within the Hospice Program

The Main “menu” provides a link (blue) to
each of the schedules and to the
Administrator’s Declaration Page (electronic
signature).

There is also a link to the “Find your State ID”
sheet where you can look up your five digit
number that is used to identify your facility.
The facilities are listed alphabetically by
county name.

The Error Listing is also linked from the main
menu.

[ATelcole[FIe[HITI KT LTNNT o] PTa]RTSTT u v W]x ]z [A]as]Ac[an[AE[F]Aq]

| Provisional Provisional

o Sael:| 000 | FacliyName: | -

JOINT ANNUAL REPORT OF HOSPICE
2014

18 ror Listing - Facility Comments Require:
[ MEIn‘StEtE ID’ Sch A ,'SchB SchC SchD SchE SchF 'SchG SchH ~ AdmDec  Error Listing

Also, at the bottom of each screen you will see
the tabs that name the schedules and other
sheets available for your use.

Use the arrows to see additional sheets.

"o | = o e T |} . | . | | I
W iy Man,:’Sch % {SchB [ 5ch C / SchD-1 £ Sch D2 / 50h D3 { SchE | 4

For your convenience at the end of each
schedule there are links to click as shown.

5o to Next Schedule
Return to Main Menu
o to Error Listing

All Schedules

To move to the next data field, you may use
the Tab key (generally moves across the page)
or the Enter key (generally moves down the
page) on your keyboard, or use your mouse to
go to a particular field. You may also use the
arrow keys on your keyboard to move in the
desired direction.
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http://www.sxc.hu/browse.phtml?f=download&id=394281
http://www.sxc.hu/browse.phtml?f=download&id=394281
http://www.sxc.hu/photo/1066932
http://www.sxc.hu/photo/24244

Entering Data

Whenever you leave the Excel program, (confimsavens T L

by using the X in the top right of the [, 03503 FacilityNameHospice 14 xdax lready exists
screen, a message may ask if you want e
to save the changes. Respond Yes or
data you entered will be lost.

You may save the file prior to leaving —

L —

the Excel program. Choose the location @ij\ « HOSPICE » 2014 Hospice vl

on your hard drive to which you saved R

before. .
Save as type: [Excel Workbook (*.xisd) i v]

Always using the same name to save as
this will eliminate the possibility of
having partial data in multiple locations.

[£] Save Thumbnail

ide Folders Tools = Save Cancel

Instructions and definitions are included
on the form itself. Please read these
Sehedule A . [dentfication

carefully prior to completing each
Schedule focepding | Fanmant of Haaih ks and Kyulation s seolisn 'Eﬂ-&ﬂw
. rezo, T pinl Annwal Report” . shall b sbmieted & (e Depadment.' Repn dals for the pear nafed o

tperye Fhiusa sead ol ardarratin o enaki By beford cannglaliag woer Joint Annuel Rapan. Fledse camakie all Benrs oo
T Jrirk Anmual Regod. Uee 0 [zemd when appopriale. Check 3l co=polations, espacially whers a talal is requinss.

A check all chet khaxas. whiich B i o il b tind. il will b i
Als0 Please refer 10 the doCUME Nt At | e e s s et ot
was included in the malllng, General A SR PR MUl Ay e WG U Peoprs: Gl o y BT cpleieyy f crvaulabi o LG el of i Sofiise

Information and Tips to Avoid el —
Common Errors.

Data Flelds Aceezid g 1ot Deranmenl of Hash nies and mguladons sectin (200827 11(1) erd 120008-15-.11 [1), " yeany
stalislical mepo, e Jsinl Annual Bepor,. shal ba submemd 8 Ihe Depariment.’ Repor dafs for the year nated o= the
frst page Fliaa sl al adam on canakily befor camgklisg yoer Joim Annuad Rapai. Fleasa conpkile all pams oo

Only data entry fields (white) are T I T SR Rt
available for selection. Other areas of e e et o et o Ut
the worksheet, such as tan boxes or T |
1 1 Hesgica Matra |
areas outside the form itself, are e L
protected. B ¥ea, Fiies Name
Fariily Sreet Addness ! ",
. Mailiag Addnass
Please attempt to answer all questions ET] ! [y !
N ) ) } . Stala 1, | Zg Code | f
by supplying information in each white P N | : 7
- - Hair Fhong
box, unless otherwise instructed. Progarer | Tz
BNl
Indid | ! . Race of the indiidual geeer 5 !
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Use of Drop-down boxes for Yes/No and other questions

To select Yes or No, use the drop-down selection. Answer every Yes/No

question.

If there is more information requested after a Yes answer, provide or

specify that information.

WesiMo /I/\Nn

B

(|'1"E:5 ‘ \/|

Use of Drop-down boxes for “X” and other questions

The drop-down box using the arrow provides an “X” to select. If typing a response, use

only upper case “X” (lower case will register as an error).

Changing an answer

If you need to change your answer in a drop-down field, return to the drop-down box and

make the correct selection.

If you need to change your answer, in a drop-down field, click into another data field,

return to the dropdown box and use the Delete key on your keyboard.

Helpful information and
definitions

Some data fields have
associated frames with helpful
information or definitions.

If the helpful information gets
in the way of entering or
seeing a field, simply click
(hold) and drag with the mouse
to move it to another location.
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Errors and Errors Sheet

Error checking

The Excel spreadsheets onto which you enter data
have built-in error checking which occurs in boxes
to the right of the data entry. “Ok” indicates that
there is likely no Error. “Error” indicates that there
may be an error in the data provided. All “Error “
fields that remain may be corrected on the schedule
form, or you may explain why the data cannot be

changed in a comment on the Error sheet.

AL | AM

'Ok = Likely no Error
'Errar'" = Mavhe Errar
in data provided

Yesho
Cestion -
Facility
Ok data
provided
Priar Ok
Mame

Errors Sheet
2 [= [ E
R st RetiEnio e S — )
All “Error” fields from the various schedules are listed in the | |.| ® et | me | [
Error Listing sheet. e s S
D WA Tt 12 ey Pl T el Dt
5 (=" & Teorlyre e A12 provide mror e
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T OErer A ChesfSddrarr Ad1H Freaida e duim iz e mddraree foe ba dnclly
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R o s S Ebrirer T ta
) R R . . L[] ) e ﬁ L mehmmml‘mﬂm‘.
All lines marked “OK” in the first column indicate that the | " == === @ ‘e
error description does not apply and the data is probably not in s : D :
error. 1 *;* peeno | e N
2 Iriasgs et 0 P R (R o eial By i
3 OErar & Serwctarce A3 change.
The lines marked “Error” describe likely errors in the data | . .o .o - T
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t a. Was en ere . 3 OEwr & Syt £ 04 mw-so.:n':\-m?qhmﬂ -
T OErar & Shesiddrrs ATz Frovic Hhs s jor B sddraccr fos e teclly.
A link is provided to return to the schedule involved to make a | = & === i T
change in the data, if possible. R B —
e WMWMMcm
Eumbar LTy mERxegE erron may remsng Tor sl errer mexeagex thel sre macksd Troe™

Comments/Explanations

If you find that you cannot change the data to
eliminate the “Error” message, a descriptive
comment or explanation on the reason why this
cannot be done must be entered in the last
column.

These comments will be
submission.

reviewed upon

You may or may not be queried about the error
for which you provide a comment.
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Printing

Printing Schedules

After you have entered data, print by selecting
each schedule and using File/Print or the Print
Icon. This printout will be a record of the data
you submitted.

File

Edt  Wiew

Insert Format Tools Table Window Help

L LY B v-o. QIO

Printing only Main page, All Schedules and
Declaration page

If you wish to print only the Main page, all the
schedules and the Administrator’s Declaration
page follow these instructions.

Go to the tabs at the bottom of Excel program
and highlight the first tab (Main) and hold the
shift key. Then find and click on the Adm Dec
tab. Click on the preview icon to view the pages
that should print and click on the print button.

[AIBICIDIE[FIBIH] T [J]K[LIM]N]O]PIQ[R]S][T]U]V]W]X]Y]ZAAABACIAD]AE AF|AGIAH]/

Provisional

2 | State ID: |

Provisional

00000 | Facility Name: |

TENNESSEE DEPARTMENT OF HEALTH
Health Statistics
2nd Floor, Andrew Johnson Tower
710 James Robertson Parkway
Nashville, TN 37243
Telephone: (615) 741-1954 Fax: (615) 253-1688

JOINT ANNUAL REPORT OF HOSPICE

2014
Printing Entire Workbook
If you wish to print all the schedules, the error ) Edit  wiew Insert Format  Tools Data  windo
list, and StatelDs use File/Print. | | savess...
:_ Page Setup...
= Print Area ]
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NOTE: Printing Entire workbook will print all Cortmend.:frBated el esmark Clstom Tratal. [ Prink to Fle
pages in the Excel program. This option will take Frick range Copkes
up to 28 more pages than printing individual ok Musber of gopics: | :
(1 Page(s)  Eron: 5 Im =
schedules (17 pages). o 4
(3 Selection rlﬂ ri {glae
(3 Active shest(s)
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6
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Saving

When you leave the Excel program by using the X in the top right
of the screen, a message will ask if you want to save the changes. i
Respond Yes or data you entered will be lost.

Choose a location on your C: drive that you will be able to locate

later.

BE SURE your State ID and Facility Name are part of the File

Name the last time you save.

Confirm Save As

-

03603 FacilityNameHospice_14.xlsx already exists.
“ Do you want to replace it?

Submitting Data

Submit the form via e-mail attachment to: JARHospice.Health@tn.gov or you may make a copy of the Joint
Annual Report (Excel file) from your hard drive to a CD. Label the CD with your facility’s name and State 1D

and mail it to:

Mr. Lonnell Matthews
Tennessee Department of Health
Health Statistics

Second Floor, Andrew Johnson Tower

710 James Robertson Parkway
Nashville, TN 37243

There is no need to mail or fax a paper form.

DUE DATE: August 29, 2014 no later than 4:30 p.m. (Central Standard Time)
If you have any questions, call Mr. Lonnell Matthews, (615) 741-5845 or email JARHospice.Health@tn.gov

Attaching Excel to Email

To E-mail the report, address e-mail to
JARHospice.Health@tn.gov and put
in subject line the State ID, Facility
Name and Hospice _14. Go to the
attachment icon and click on (browse
or look in) and find the file name on
your computer at the location that you
saved it. Attach it and send it. You
will receive an e-mail confirmation
that the report has been received.
Please print that e-mail for
documentation purposes to confirm
that the report was received by Health
Statistics.

From ~ Lonnie.Matthews @tn.gov

SJ To... JarHospice. health @tn.gov|
en

Cc..

Subject: 3603 FacilityNamelARHospice_14
Attached: 03603 FacilityNameHospice 14.xlsx (435 KB)

Mr. Matthews
I am submitting the 2014 Hospice Joint Annual Report, see attached.

Lonnie Matthews

Facilities Unit

Tennessee Department of Health

Division of Policy, Planning and Assessment
Office of Health Statistics

2nd Floor, Andrew Johnson Tower

710 James Robertson Parkway
Mashville, TN 37243

(615) 741-5845 (office number)
(615) 253-1688 (fax number)
lonnie.matthews@tn.gov

The mission of the Department of Health is to protect, promote and improve the heaith and prosperity of people in Tennessee
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