Joint Annual Report of Nursing Homes
2015 User Instructions
Downloading and Saving the Nursing Home (NH) Program

The NH 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:

http://health.state.tn.us/statistics/jarNH.htm
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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Navigating Within the 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
where you can look up your six digit number that is
used to identify your facility.

PROVISIONAL PROVISIONAL

State ID: | 000000 | Facility Name: | -

TENMZSSEE DEPARTMENT OF HEALTH
Health Statistics
2ndFloor, Andrew Johnson Tower
710 James Robertson Parky ay
Nashville, TN 37243
Telephone: [615) 741-1954 Fax: (613) 253-1688

JOINT ANNUAL REPORT OF
NURSING HOMES
2015

Departira: ¢l
—— Health

Schedule A — |dentification

Schedule B — Organization Structure

Schedule C — Licensure, Accreditations. and Memberships
Schedule D — Facilities and Services — Part 1

Schedule D — Facilities and Services — Part 2

Schedule D — Facilities and Services — Part 3

Schedule E — Beds

Schedule F — Utilization — Part 1

Schedule F — Utilization — Part 2

Please use this list to find
your State 1D, facility name
and address to put in
Schedule A.

Do not use ALL CAPS in
filling out this form.

Schedule G — Personnel

Schedule H — Firancial Data

Administrator's Declaration

Appendix & Commonly Prescribed Medications by
Category by Brand (Generic)

4 0az 1 Gaolder LivngCenbes - Windwmaod Arderzan | 240 Langrmrs Raed
—r

5 0ms2 4 MHC Healthzere, Dsk Ridge Arcersan 300 Laboralery Fesd
—r

B 00Ez2 2 Eriarcliff Health Care Certer Arcersan 100 Elmburst Dive
AT

T 02ouz2 & Chrislian Care Certer of Badford County, LLC Badiord B35 Linion Slres

B 020242 7 Glen Olafes Health and Fehsbilitaion Badford 1M Glen Oaks Foad

1.4
9 |03nes2 3 Carrden Healtheare ard Felabilitation Cerder Berion 137 Hespital Drive

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
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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 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
https://www.tn.gov/health/article/joint-annual-
report-of-nursing-homes-2015 Alternatively, you
could use the Excel program to

print schedules (as described on page 5).

-

010101 _JohnDoeCenter JAR-MH_15.xlsx already exists,
Do you want to replace it?

q: Yes ]>| Mo

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.
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o My Computer
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Save as type: i Excel Workbook (*.xlsx) -

Authors: Cheryl Hines (5A) Tags: Add atag

[C] Save Thumbnail

=« Hide Folders Tools ~ [ Save l [ Cancel ]

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

Schedule A - Identification

According o th nt of Health rules and regulations saction 1200-8-6- 11[4], istical report,
the "Joiat-Ennual Report of Nursing Homes', shall be submitted o the Department ™ Report data fo gar
indicated above, Please read all information carefully before completing your Jaint Annual Repod. Ples

complete all apphcatle items on the Joint Annual Report. Check all computations. Please check all checkbores.
y itams which appear fo be inconsistant will be queried.  Facilities will be reported to the Board for

documents included on this website

Ll Health Care Facilities for fallure to timely file a report or respond to queries,
Faclly — oelel] |
| Nursina Home Namé 1+ ——
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https://www.tn.gov/health/article/joint-annual-report-of-nursing-homes-2015
https://www.tn.gov/health/article/joint-annual-report-of-nursing-homes-2015

Data Fields

State D

Only data entry fields (yellow and white) are available

Bursing Horme Marre

it Faciling name change during the reporting period? Feshl [

for selection. Other areas of the worksheet, such as tan

IF ez Prior Narne

boxes or areas outside the form are protected. Faility

Strest Address

Failing Address

Lty

Slata TH 2ip Code

Phuew

Preparer Merme | |

Preparer | Preparer Tilla

| Freperer Email

Please attempt to answer all questions by supplying

|5 the reparting perind from January 1 through December 317 Yesflo | to |

information in each yellow or white box, unless ralelors :
Ativl ) port based on above dates, provide o 1/01/2015
otherwise instructed. Beginning  (mdalyyy)

{fe beginning and ending dates (used for all

Utilization and inancial data) Ending 12/31/2014

(mmiddfyyyy)

Use of Drop-down boxes for Yes/No and other questions resiNo

Answer every Yes/No question. To select Yes or No, you may use the
dropdown selection. If there is additional information requested after a Yes

. Dy
res é’:ﬁ'p ot

I ¥es, Medlves or Mo
Flease antar

answer, please provide or specify that information. YeaiNo | ;esquM? nijr
15 QuUEsh
B ; iy Launty
Helpful information and : T ™ T Cote
definitions Phone
Some data fields have associated Gizpaltono Preparer P1one | [phone
frames with helpful information or || G e AT
e . Preparer Ermnail or-
definitions. —— EXAMPLE: )
In the event that a reparting period other than January 1 through December 3 ¢ 51294567 ical
- - - L | I % ] =
If the helpful_ mformat!on gets in the = B 7 Co i
way of entering or seeing a field, ] Phane
simply click (hold) and drag with the Preparar Name [ Prepater Phane | [phane
mouse to move it to another | Proparer | Preparer Tl e
| . Preparar Email Efm e
ocation. !n’the e.v.em thlat a reporti.ng‘ per[od Iothz‘art.hefn Jar}uary 1 thrqygh De.celmhlerS ET;;;PSL‘ESW ic.al .
Errors and Errors Sheet
Error checking
Yesho
. ! Guestion -
The Excel spreadsheets onto which you enter data L I Facilty
have built-in error checking which occurs in boxes to o~ Mesbe Error Ok cate
the right of the data entry. “'Ok” indicates that there is in data provided PGS
hkely_ no Error. “Erro_r” indicates that there may be an Prior ok
error in the data provided. Maime
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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
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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 w hy the data cannot be
changed [why an error may remain] for all error messages that
are marked -E[[ﬂ[-

Comments:

Printing

Printing Schedules

Fle Edt View Insert Format Tools Table Window Help

After you have entered data, print by selecting each e s
schedule and using File/Print or the Print Icon. This = o “Q B0 e E
printout will be a record of the data you submitted

E1 Microsoft Excel _
Printing All Schedules and Error Messages i Fie | Edit  yiew Insert Format  Tools Data  Windes

H Save fAs...
If you wish to print all the schedules and the error Page Setup...

- - . Print Area L]

messages, use File/Print. - e —
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At the resulting screen, select Entire workbook and elo 25
OK. This will print approximately 45 pages. Neme: [ cgB Lowmark T84z P33 B [ ]

3::;::5: i‘j:rnark T&4Z PS3

where: dez019plozz40.nash.tenn

. Comment: Createc‘ljhy Lexmark Custom Install. e
NOTE: The main screen and State ID worksheets it v —
i i i i @ all Mumber of copies: | 1 =

print on ten pages. Printing all schgduh_as will take 26 S o [ H = [ 8] ber of cop
pages. If you print the error sheets it will be an . P "
additional nine pages. 215 2 A ety -

() Active sheek(s)

e [ e ]
SAVING

Whenever you leave the Excel program by using the

e you atte T eoim e
“X* in the top right of the screen, a message will ask if -

you want to save the changes. ReSpond Yes or data I 3 010101 _JehnDoeCenter_JAR-MNH_15.xlsx already exists.
you entered will be lost. S5 Do you want to replace it?

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.

e Local Disk (C:) v

SUBMITTING 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 1D 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: Wednesday, June 15, 2016 no later than 4:30 p.m. (Central Standard Time)

If you have any questions, call Cheryl Hines, 615-532-7888 or email JARNursingHome.Health@tn.gov
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Attaching Excel to Email

To E-mail the report, address e-mail to Send W ¥ |8 ¥ B e o
JARNursingHome.Health@tn.gov and put e NI

in subject line the State ID, Facility Name and h e

NH_15. Go to the attachment icon and click B

on (browse or look in) and find the file name cubjecc | 010122 Facilty Name JAR-NH 15

on your computer at the location that you T vr—
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

Book Antiqua 10 ¥ B M U | = = &

Cheryl Hines,

documentation purposes to confirm that the Joint Annual Report
report was submitted on time. S e s N

Facilities Unit

Andrew Johnson Tower
2™ Floorr

710 James Robertson Plwy
Nashville, TN 37243
615/532-7888

Joint Annual Report of Nursing Homes
2015 User Instructions




