Joint Annual Report of Hospice
2016 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:

http://tn.gov/health/article/joint-annual-report-
of-hospice

Click on the first icon to read, save and print
User Instructions. Click on the second icon to
read, save and print Tips to Avoid Common
Errors. Click on the third icon to save
(download) and open the program in Excel.
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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. (Example: “01234-ABC Hospice™)
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Macros may conkain viruses. It is usually safe ko disable macros, but if the
macros are legitimate, wou might lose some functionality,

@ Home Insert Page Layout Formulas Data Review View Developer A
H Save . "
— == Information about JAR-Hospice_16
T

H:\HS5\Facilities\Hospice\Hospicel 611 System for Testing'JAR-Hospice 16.ds

.| Save as Adaobe PDF

| Save As
m vl | « Hospice » Hospicelf » -
File na%‘“onnie Hospi(e_lﬁw -
Save as type: [Excel 97-2003 Workbook -

Authors: Gerry Tags: Add atag Title: Add a title

[] Save Thumbnail

Tools q Save ) Cancel

e Folders

Joint Annual Report of Hospice
2016 User Instructions




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 1D”
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.

Provisional Provisional

swtein: | 00000 [ Faciity Name: |
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JOINT ANNUAL REPORT OF HOSPICE
2016

Schedule A - entification

Schedule B - Classification

Schedule C - Accreditations and Approvals
Schedule - Finances

Schedub E - Avaitability and Utiization of Services
Schedule F - Pasent Uiization
Schedyle G - Personnel
Schodule H - Alternate Sites

Administrators Declaration

E Find your State 0 >
v W WA Sch GehC SchD . SchE . Sch

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

5o to MNext Schedule
Feturn to Main Menu
>0 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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Entering Data

Whenever you leave the Excel program, Microsoft Excel [
by using the X in the top right of the
screen, a message may ask if you want /1 Do you want to save the changes you made to '19264
Lonnie Hospice_ 16, xsx, xds'?
to save the changes. Respond Save or
data you entered will be lost. Qe D | vontssve | [ concel |
You may save the file prior to leaving ] savens
the Excel program. Choose the location | : |
on your hard drive to which you saved W:/' « Hospice » Hospicel6 » -
before. H—@H@ .
Save as type: | Excel 97-2003 Workbook v
Always using the same name to save as
this will eliminate the possibility of et 3
having partial data in multiple locations. oo o Dl o |

Instructions and definitions are included
on the form itself. Please read these
carefully prior to completing each
Schedule.
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Only data entry fields (white) are Lo e i Rl e e L e
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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.

esiMo MD

(O

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 | &M

'"OK' = Likely no Error
‘Error" = Mayhbe Error
in data provided

Yesho
Cestion »
Facility
Ok data
provided
Priar Ok
Mame

Errors Sheet

2 2 [] E
All “Error” fields from the various schedules are listed in the | | T e | e e e [
Error Listing sheet. A —
T
You may go to the Errors sheet from the Main menu link Or | [¢|  oew cmsmwn  wons et imims
from the sheet tab at the bottom of any screen. -; 1 m _;"::"',:x;“ it A
o e L P T e R e
All lines marked “OK™ in the first column indicate that the | " °= SSee= 556 Selliiomaltes

error description does not apply and the data is probably not in »

= 1]
A ' Restiin 1o e
[ wehedule Eumher

error.

The lines marked “Error” describe likely errors in the data

that was entered.

A link is provided to return to the schedule involved to make a | *
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change in the data, if possible. B
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Comments/Explanations :
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If you find that you cannot change the data to | Zi5  Feiimi e commsan.
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eliminate the “Error” message, a descriptive | sna  eisimeaiesn == " el
comment or explanation on the reason Why this | soa e oo s
- EALAE Prievice Coapald Sl OF PRIyl CowTed rls kg
cannot be done must be entered in the last = =
column.
These comments will be reviewed upon
submission.
You may or may not be queried about the error
for which you provide a comment.
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Printing

Printing Schedules File Edt Yew Insert Format Tools Table Window Help

N EEYERY i RBI v QBODE

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.

Printing only Main page, All Schedules and . .
Declaration page Provisional Provisional

State ID:_| 91602 | Facility Name: | Vdunteer Hospice

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

TENNESSEE DEPARTMENT OF HEALTH
Health Statistics

Go to the tabs at the bottom of Excel program a1 o, Avirew s Tover

and highlight the first tab (Main) and hold the v e T

shift key. Then find and click on the Adm Dec

tab. Click on the preview icon to view the pages T A g OSFICE

that should print and click on the print button. L CTRDBED. S04, S0P SC SO0 SOESHE 500, SN . 10 Ds, ATENOII

Printing Entire Workbook

£1 Mic rosoft Excel

If you wish to print all the schedules, the error 3 | Edt  Wiew Insert Fomat  Tools Data  Windo
list, and StatelDs use File/Print. g | savess...
_ Page Setup...
=y Print Area »
He
Nl _Brint.) cuhee
Print EHZ]
. . Printer
Atdtrg)e Kresultlng screen, select Entire workbook s T [ Lok o4z P 3 —
an . Staftus: Ide
Tyma: Lesemark THEZ P23 @
Where: dc2019p002 240, rash tern
NOTE: Printing Entire workbook will print all TS S 2 [ et b e
pages in the Excel program. This option will take Pk range Copies
up to 28 more pages than printing individual ©u Musber of gopies: | :
[} Pagedsh  Ereri: 5| Im 3
schedules (17 pages).
Prid: what If;:l @u ] Colacs
[} Selection 7%+ Entire workbock|
) Active sheetis)
Pressiea (Lo JI| cered |
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Saving

When you leave the Excel program by using the X in the top right | |Microsoft Excel =
of the screen, a message will ask if you want to save the changes. P

/1% Do youwant to save the changes you made to '19254

Respond Yes or data you entered will be lost. Lonnie Hospice_16.1sx.xls?
( Save ) [ Don't Save ] ’ Cancel

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. Example: “01234-ABC Hospice”

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 ID
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: November 30, 2016 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 o
Name and Hospice_16. Go to the || =7 . Sz >
attachment icon and click on (browse subject @I Lonmie Hospce 16—

or look in) and find the file name on Attothed: o (STOTEE Lonnie Hospice 16.s0ds LHEL_——
your computer at the location that you | | mjmatthews,

saved it. Attach it and send it. You
will receive an e-mail confirmation that
the report has been received. Please m
print that e-mail for documentation Health
purposes to confirm that the report was | | worrie Matthews

. o Division of Palicy, Planning and Assessment
received by Health Statistics. —

| am submitting the 2016 Hospice JAR, see attached file
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