2017 User Instructions for the
hiskinga Joint Annual Report of Nursing Homes

Downloading and Saving the Nursing Home (NH) Program

The 2017 Nursing Home form 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:

https://www.tn.gov/content/tn/health/health-

program-areas/statistics/health-data/jar/jar-
nh.html

Click on the first icon to read, save and print user
instructions. Click on the second icon to read and save
the “Tips to Avoid Common Errors”. Click on the third
icon to save (download) and open the program.

If you see a security warning, please respond Enable
Macro. If this step prevents you from opening the file,
contact your IT consultant.

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.
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Security Warning

Macros may contain viruses, It is usually safe to disable macros, but if the
macros are legitimate, vou might lose some functionality.
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Health Navigating Within the 2017 Nursing Home Program

Your facility’s State ID can be found in the “State ID”
worksheet in the Excel program.

The Main “menu” provides a link (blue) to each of the

schedules and the error list, and to the Administrator’s
Declaration Page (electronic signature):

There is also a link to the “Find your State ID” sheet

PROVISIONAL "=z PROVISIONAL

Facility Name:

Health

Health Statistics
2nd Floor, Andrew Johnson Tower
710 James Robertson Parkway
Nashville, TN 37243
Telephone: [615) 741-1954 Faz: [615) 253-
1688

JOINT ANNUAL REPORT OF
NURSING HOMES
2017
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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.

50 fo 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

ENTERING 2017 DATA

Preparation for Data Entry
Print a blank form on which to gather your
information prior to data entry.

A blank JAR form. One is available on the Internet
at
http://health.state.tn.us/statistics/facilities.htm.
Alternatively, you could use the Excel program to
print schedules (as described on page 5).

Whenever 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. Respond Yes or data

you entered will be lost.

Choose the location on your hard drive to which you
saved before.

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

2] i
. e—

 Witbster s T

Instructions and definitions are included on the form
itself. Please read these carefully prior to

completing each Schedule. Also please refer to the
User Instructions and Tips to Avoid Common Errors
documents included on this website

complete all apphcatle iterns on the Joint Annual Report. Check all compulations. Please check all checkbares
y items which appear to be inconsistant will ba queried,  Facilities will be reported to the Board for
Lle Health Care Facillties for fallure to timely file a report or respond to queries.

Faclly — [Shalell

| Nursing Homa Nama_+———
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2017 Data Fields

Stag 1D
Only data entry fields (yellow and white) are available e ]
for selection. Other areas of the worksheet, such as tan - [es Friorkene
boxes or areas outside the form are protected. R =
iling Addness
City
Slata TH 2ip Code
Phuew
Preparer Marne | |
Preparer | Preparer Tilla
| Erepearer Emeil
_Please attempt to answer all quest_ions by supplying s the reporting perid fiom January 1 thraugh December 317 Vesho | Mo |
information in each yellow or white box, unless Turatl o reprl based on o dates, provde — L/01/2017
h ca i d " ; Beginning ~ (mmiddtyyyy)
otherwise Instructed. {hie beginning and ending dates (used for all
Utilization and inancial data) Ending  (mmfadiyyyy) | 12/31/2017
. YesiM v Dhid ween
Use of Drop-down boxes for Yes/No and other questions es/Mo s it
Answer every Yes/No question. To select Yes or No, you may use the P =
dropdown selection. If there is additional information requested after a Yes — ot
answer, please provide or specify that information. YeaiNo | ;qumem? .;ﬂr
15 QuUEsh
Lty | Lounty |
Helpful information and State il [ Zip Cade |
definitions Phere
Some data fields have associated Preparer Marme [ Freparer Pone_| [opone
. . . Prepater | Preparer Title Entebr 10 c_Ihg:tN%wne
frames with helpful information or m—— runter O )
defl nitions. In the event that a reporting period other than January 1 through December 3 ET?T;SLE%? ical
- - - CIty LOunTY
If the helpful_ |nf0rmat!0n get_s in the - — e
way of entering or seeing a field, Phone |
simply click (hold) and drag with the Preparer Name [ Prearer Phone [ Tonone
mouse to move |t to another Preparer Preparer Title Enteg 10 Q\aitphone
I - Preparer Email Efm SRS
ocation. !n the event that a reporting period other than January 1 thmygh De.cemherS ET;EP;ESS? ical
2017 Errors and Errors Sheet
Error checking
Yesho
. Gestion
The Excel spreadsheets onto which you enter data L AM Facilty
have built-in error checking which occurs in boxes to 1Ok’ = Likely no Error Ok data
. NI s . Errar" = Mayhe Errar provided
the right of the data entry. “Ok” indicates that there is in data provided
likely no Error. “Error” indicates that there may be an Prior Ok
error in the data provided. Maime
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2017 Errors Sheet

All “Error?” fields from the various schedules are
listed in the Errors sheet.

You may go to the Errors sheet from the Main menu
link or from the sheet tab at the bottom of any screen.

All lines marked “OK” in the first column indicate
that the error description does not apply and the data is
probably not in error.

Errors Sheet

The lines marked “Error” describe likely errors in the
data that was entered.
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Comments/Explanations
£ F K

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 reviewed upon submission
and you may or may not be queried about the error for
which you provide a comment.

Please provide an explanation of v hy the data cannot be
changed [why an error may remain] for all error messages that
are m-arl:ed -E[[D[-

Comments:

Printing 2017 Joint Annual Report of Nursing Homes

Printing Schedules

Fie Edt View Insert Format Tools Table Window Help
After you have entered data, print by selecting each 2 o =
schedule and using File/Print or the Print Icon. This = d ~’° B n- e AONE
printout will be a record of the data you submitted
E1 Microsoft Excel _
Printing All Schedules and Error Messages Edt  Yiew Insert Format  Tools Data  Winder
Save fAs...
If you wish to print all the schedules and the error Page Setip...
- - = Print Area L]
messages, use File/Print. m@ —
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: :
At the resulting screen, select Entire workbook and L
OK. This will print all 2017 JAR Form pages. Neme: [z Lexmark Te42 PS3 x [(Properties... ]
Stakus: Idle i Eno e
R -
Comment: Created by Lexmark Customn Inskall, e
NOTE: The main screen and State ID worksheets Print range .
print on ten pages. Printing all schedules will take 26 gf:ge(s) crom: T o | | e L =
pages. If you print the error sheets it will be an prin wha : P S
additional nine pages. g::;:‘:iw(s) (& Entire workbook:
Preview I (=14 ] [ Cancel ]
SAVING 2017 JAR Form
Whenever you leave the Excel program by using the Confirm Save Az
“X”” in the top right of the screen, a message will ask if
you want to save the changes. Respond Yes or data i 00000F acilityMNarme_JAR_MH_16.sder already avicte,
you entered will be lost. * Deoyouwsentto replace it?
Choose a location on your C: drive that you will be | Ve || No |
able to locate later.
BE SURE your State ID and Facility Name are —
part of the File Name the last time you save. oo Local Disk (C:) v

SUBMITTING 2017 DATA

Submit the report via e-mail attachment to: JARNursingHome.Health@tn.gov or make a copy of the Joint
Annual Report from your hard drive to a CD. Label the CD with your facility’s name and State ID and mail it

to:

Cheryl Hines

Tennessee Department of Health
2" Floor Health Statistics
Andrew Johnson Tower

710 James Robertson Parkway
Nashville, TN 37243

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

DUE DATE: Friday, July 20, 2018 no later than 4:30 p.m. (Central Standard Time)
If you have any questions, call Cheryl Hines, 615-532-7888 or email cheryl.hines@tn.gov or
JARNursingHome.Health@tn.gov
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Attaching 2017 Excel JAR Form to Email

To E-mail the Excel report, address e-mail to

JARNursingHome.Health@tn.gov
and put in subject line the State 1D, Facility Name and
NH_17. 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 submitted on time.

T:- JARNursingHomeHeafh@n.gov

fwes  YourStabe| 0% Your FaciityName_JAR_NH_2017
sudet 5] 00000 Mursng Home Name JAR NH_2017
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