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PURPOSE

This document provides the information necessary to submit the Acute Hospital Financial Performance Report, which is the
hospitals’ Annual and Quarterly Standardized Financial Statements.

The Center for Health Information and Analysis (CHIA) has provided an Excel Template titled Acute Hospital Financial
Performance Report on its online submission platform, CHIA Submissions. This document contains step-by-step instructions on
how to retrieve and navigate the Excel spreadsheet, as well as required field populations. It also contains the steps to properly
name and upload the file to CHIA Submissions. “Frequently Asked Questions” are included at the end of the document for additional
information.

NOTE: This is effective for all submissions on and after January 10, 2017. I

RETRIEVING AND POPULATING THE TEMPLATE

Download the Excel Template

Retrieve the Acute Hospital Financial Performance Report template by visiting the following URL:
http://www.chiamass.gov/information-for-data-submitters-hospital-financial-performance-data/

Open and View Tabs

The Excel template contains two worksheets or tabs:

1. Acute Hospital Financial Performance Report
2. Line Entry Instructions

23 18 Non-Current Assets Whose Use is Limited
24 19 Contribution Receivables
25 19.1 Interest in Net Assets

4 4 » M| Acute Hospital Financial Report .~ Line Entry Instructions ,{/%J
Baardw | "Fj |
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The Acute Hospital Financial Performance Report contains fields to populate your hospital's quarterly or annual financial
statement information.

The Line Entry Instructions contain reference points.

When using the Line Entry Instructions tab, the section headers are expandable by using the “+” or “~* signs. The line
numbers within those sections directly correlate to the line numbers on the Acute Hospital Financial Performance Report.

Line | Section / Field (- Required Entry) ‘ Definition

Sectlon [ Fleld | - Requied trtrg) Definltion 1-3  Keyidentifiers
T [Hospltal Name [Choose from drop dow st

19 eyidentiers :|<=> ,;, T T

I L] Balance Shest . 1 [scivear [Crosse from drop down st
o .

Line

11 [Reporting Period [Croose from drop dowe lst-1, 02, 05, 05 (nal)

| 8 suatement

I"““ Statemant of Cash Fiow [ 5% satement of Operations

106-168 Statement of Cash Flow
[[%1%  Financial Metrics |

[[1701%0 " Financial Metrics.

MOTE: Use "+ and *-* signs, im the left sidebar area, to supand sed collapse Instructionsl Sections

NOTE: Use "+" and ™" signs, in the left sidebar area, to expand and collapse Instructional Sections

Required Field Population

The Acute Hospital Financial Performance Report contains some fields that must be populated, and are noted with a “Required”
tag. Failure to populate these fields will impact calculations and file saving.

The Required fields include:

o Hospital Name: Use the dropdown box to choose your Hospital Name from the list (Organization ID will self-populate
based on the Hospital Name selection)

o Fiscal Year: Choose the Fiscal Year you are reporting. This year is the same year you will select when accessing the
CHIA Submissions website to upload your file later in the process.

e Reporting Period: Choose the Reporting Period within the Fiscal Year by selecting ‘1’,'2’ or ‘3’ for Quarterly
submissions and ‘5’ for Annual submissions.
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CHIA.

J

Annual and Quarterly Standardized Financial Statements

1 |Hospital Name

Required

=]

11 |Organization ID

2 |Submitted by

I

3 |Fiscal Year

Required Select Year:

3.1 |Reporting Period

Required Select Quarter:

Acute Hospital Financial Performance Report M\

|

NOTE: The “Save & Name Submission File” button is located to the right- of the required fields.
This button will name your file in the required format that CHIA will accept. This is important
when you submit your spreadsheet.

Populating Fields and Field Protection

Blue shaded fields allow for either whole number entry or copy functionality in the ‘Data’ and ‘Variance from Audited Financial
Statements’ columns. The ‘Text Explanation for Variance’ column allows for open text entry or copy functionality, within that

column, as well.

NOTE: All dollar amounts must be actual and in whole dollars. I

Orange shaded fields are closed for entry, as they are calculations. While the formulas for those fields are visible in the formula
bar at the top of the worksheet, they can also be obtained from the Line Entry Instructions tab.

NOTE: This template has been pre-formatted and cannot be altered. |
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Saving the File

You may save a draft of the template at any time by using the “Save As” or “Save” options under the File menu in Excel. CHIA
encourages the use of the Save & Name File Submission button on the Template, which provides a valid format to the file naming

convention, but you can save the file under any filename on your local computer.

SAVING THE FILE FOR SUBMISSION TO CHIA:

After completing the Excel spreadsheet, hospitals must save the Report using the “Save & Name Submission File” box located
at the top right-hand side of the Acute Hospital Financial Performance Report. This will automatically open your workstation’s
Save functionality. Please use the pre-formatted naming convention that is designed to work in CHIA’s upload system. (e.g.,

‘Anna_Jaques_1_2016_1’ below)

You are now ready to visit the CHIA Submissions webpage to upload and submit the Report by Fiscal Year and Quarter.

=

‘ Anna Jagues Hospital

=

Data

Variance from Audited
Financial Statements

spital Financial Performance Report

Annual and Quarterly Standardized Financial Statements

Save 8 Name SubmissionFile

|

-

[}

w

v [ | [ [

[ 5ave As x| |
(_)(_) l_j_l;lLibraries + Documents = - l‘gl I Search Documents D
Organize ~  New folder gz o~ -E-

[ Favorites
Bl Deskiop
& Downloads
"2l Recent Places

Bl Desktop
S Libraries
3 Documents
¥| My Documents
e

jl Document...

Arrange by:  Folder =

Name

Visual Studio 2005
SmartDraw
Outlook Files

1| —

(FENE Anna Jagues 1 2016 _1.xIsm|

Save as type: [Excel Fies (%.xsm)

Authors: MCaldera; Instructions B...

“ Hide Folders

Tags: Add a tag

0| KT

A

|

=

—|
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SUBMITTING THE EXCEL FILE

Hospital User Access: CHIA Submissions

1. Access CHIA’s online submission platform at https://chiasubmissions.chia.state.ma.us. Then log-in with a valid username and

password. Current INET Users have been granted access to the system using their current ID and Password. [f system access is

needed, please complete a User Agreement for Hospitals and email the completed form to CHIA-DL-Data-Submitter-

HelpDesk@massmail.state.ma.us. For technical issues, please call 617-701-8217 or email CHIA-DL-Data-Submitter-
HelpDesk@massmail.state.ma.us.

NOTE: Web submitters for INET have access using their current ID and Passwords.

e v v Cowton Ww Povaien
1w sl Aot ywn e o g o1 &n
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https://chiasubmissions.chia.state.ma.us/
http://www.chiamass.gov/assets/docs/p/inetuseragreementhospital.pdf
file://///chia.state.ma.us/Shares/WORKGROUPS/W_Pricing/Chapter%20224/Top%2010%20Employee%20Project/Information%20on%20Website/CHIA-DL-Data-Submitter-HelpDesk@massmail.state.ma.us
file://///chia.state.ma.us/Shares/WORKGROUPS/W_Pricing/Chapter%20224/Top%2010%20Employee%20Project/Information%20on%20Website/CHIA-DL-Data-Submitter-HelpDesk@massmail.state.ma.us
file://///chia.state.ma.us/Shares/WORKGROUPS/W_Pricing/Chapter%20224/Top%2010%20Employee%20Project/Information%20on%20Website/CHIA-DL-Data-Submitter-HelpDesk@massmail.state.ma.us
file://///chia.state.ma.us/Shares/WORKGROUPS/W_Pricing/Chapter%20224/Top%2010%20Employee%20Project/Information%20on%20Website/CHIA-DL-Data-Submitter-HelpDesk@massmail.state.ma.us

2. Successful access brings you to the Main Menu page. Choose the selection box titled ‘Hospital File Submissions’. You may
have access to more than one folder depending on other projects for which you have applied.

Hospital File
Submissions

3. If you have more than just the Acute Hospital Financial Performance Report submission, then you will see choices for several
CHIA applications on a dropdown box. Select “Annual and Quarterly Financial Statement’, otherwise you will be brought
directly to the File Upload Page.

Select Submission Type

Type: Massachusetts Hospital Cost Reports v
Massachusetts Hospital Cost Reports «

Annual and Quarterly Financial Statement
OK by

Cancel
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Hospital Selection, File Upload Page:

a.

Users who have access to submit for multiple hospitals must choose the hospital name from the list on the left hand side of
screen. NOTE: If you have access to submit for only one hospital, this list will not appear. They system identifies your facility

through your unique login (ID and Password). Continue to Step b.

Choose the correct ‘Fiscal Year and ‘Reporting Period’ via the available dropdown boxes on the right.

Once selected, hit the ‘Browse’ button to choose the final file with the CHIA naming convention that you have saved from your
own computer workstation.

B File Details
File Name

v | DFCI_51_2018_2.xism
DFCI_51_2023_1.xism

¥ Last Submitted

Hospital File Submissions

Version 1.0

Annual and Quarterly Financial Statement

Dec 13, 2016 11:57.52 AM
Dec 9, 2016 11733 PM
Dec 9, 2016 12:59:00 PM

Dec 9, 2016 12:58:26 PM

Select a Flie to Upload

Fiscal Year

Reporting Period

Filename

About

Dana-Farber Cancer Institute

@® save and Upload

Browse your File Manager or your Windows Explorer on your computer workstation and select the file to upload. Apply the file
to CHIA Submissions by using the ‘Open’ key in the lower right corner of the screen. Your file name will appear in the Filename

line.

Organize v New folder

I7 Faverites

18 Computer
& Local Disk (€)

53 Groups (ichia.state.ma.us\Shares} (G)

53 HCFO5_db (v
3 HCFO5_db (Vchia
3 HCF02_db (Wchia
9 hcf03_db (Wehia.
53 hef0l_db (\ehia.

8 MBYRNES Mchia, us\Home\users) (N:)

22 Choose File to Upload
iy
(L) [ » Computer » MBYRNES (\\chiastote.ma.us\Hometusers) () »

* Name

) brei_51_2023_1xsm
& testdsc
] InterAgencey dashboard 10242016 HAF with MEB edits.xls
1] Revised Excel Template_Replace INET Sept14.2016 MEB.xisc
] FY15 GPSRdsx
] FY15 2552 data Acute data MEE s
] Copy of FY13-FY15 Data Dump_7.816 meb asx
=] F2014 Contact List for howto lad a test filexis

|| & copy of Copy sesxls
B Copy of CHC Fi
B Cross Walk inst
) Crosswalk from new Hosptial Cost Report to 403 xise

&) Copy of Filing Duw new reportads
EH) meb Tab 7 checkalsx

(5] Hospital Cost Report - with TAG Revisions plus removing Tabs 22 an
[ ——

File name:

[=r=]r

ERRORAS

Sul

n 1.0

Sele

R

missions

a File to Upload

Fiscal Year
‘porting Period

Filename

2016

Dana-Farber Cancer Institut:

@ save and Upload

Browse...

&
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e.

f.

To upload the File, to the CHIA Submissions application, hit the Save and Upload button.

e Submissions

Ersion 1.0

Select a File to Upload
=

Fiscal Year

Filename

Dana-Farbe itute
@ Save and Upload

2018 j /

Reporting Period ‘ 2 'l /

DFCI_51_2018_2 xlsm \/

Browse...

When the progress bar shows 100%, you will see your Filename is uploaded successfully.

File Submission

File Name 'DFCI_51_2018_2.xlsm' uploaded successfully.

OK
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FREQUENTLY ASKED QUESTIONS (FAQ)

1.Who can access the web application?

Users who are registered with CHIA to submit the Acute Hospital Financial Performance Reports Quarterly and/or Annual filing will be

able to access the application located at https://chiasubmissions.chia.state.ma.us. In the initial year, Massachusetts Hospital Cost

Report filers have been granted system access. For additional users and technical issues, please call 617-701-8217 or email CHIA-DL-

Data-Submitter-HelpDesk@massmail.state.ma.us.

2.What are my system requirements?
The Microsoft (MS) Excel template is fully supported with MS Excel 2010 or higher. CHIA Submissions is fully supported on Google

Chrome.

3.How can | request to add new user(s)?

Hospitals needing to change users or request additional users should complete a User Agreement for Hospitals and email the completed

form to CHIA-DL-Data-Submitter-HelpDesk@massmail.state.ma.us.

4.Can | submit reports for more than one hospital?
User access can be granted for more than one hospital. While only one report is submitted at a time,
5.How do | update information in a submitted report?

If a hospital needs to update information in an already submitted report, users should email CHIA at chia.data@massmail.state.ma.us and cite

the issue that needs attention. Please include your organization name and reason for requesting to reopen the file. CHIA staff will respond to

the request.

6. What are the different types of errors and how do | avoid them?
Lines shown as “Required” which are omitted will prevent the save and submission of your report. They include: Hospital Name, Fiscal

Year, and Reporting Period. Resolve the error by populating the fields and hitting the ‘Save & Name File Submission’ box.

7.Can | view submitted reports?
The Hospital user that submitted the report has the original copy of the Excel spreadsheet. If copies of submitted data are needed from

CHIA, please contact chia.data@massmail.state.ma.us .
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https://chiasubmissions.chia.state.ma.us/
file://///chia.state.ma.us/Shares/WORKGROUPS/W_Pricing/Chapter%20224/Top%2010%20Employee%20Project/Information%20on%20Website/CHIA-DL-Data-Submitter-HelpDesk@massmail.state.ma.us
file://///chia.state.ma.us/Shares/WORKGROUPS/W_Pricing/Chapter%20224/Top%2010%20Employee%20Project/Information%20on%20Website/CHIA-DL-Data-Submitter-HelpDesk@massmail.state.ma.us
http://www.chiamass.gov/assets/docs/p/inetuseragreementhospital.pdf
file://///chia.state.ma.us/Shares/WORKGROUPS/W_Pricing/Chapter%20224/Top%2010%20Employee%20Project/Information%20on%20Website/CHIA-DL-Data-Submitter-HelpDesk@massmail.state.ma.us
file://///chia.state.ma.us/Shares/WORKGROUPS/W_Pricing/Chapter%20224/Top%2010%20Employee%20Project/Information%20on%20Website/chia.data@massmail.state.ma.us
file://///chia.state.ma.us/Shares/WORKGROUPS/W_Pricing/Chapter%20224/Top%2010%20Employee%20Project/Information%20on%20Website/chia.data@massmail.state.ma.us

