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1.) Introduction

Thismanual waswritten asaresourcefor authorized e-filers of the Bad Debt and
Charity Care Independent Accountant’s Report on Applying Agreed-Upon
Procedures (Report). It providesinstructionsfor authorized usersto electronically
filethe Accountant’s Report for general hospitals licensed under Article 28 of the
New York State Public Health L aw.

2.) Screen Component Definitions

Exhibit 1: Screen Component Definitions

Radio Buttons

Office of Pool Administration
Independent Accountant's Report on Applying Agreed-Upon Procedures
Information Screen

HELP

v

1.  Select the salutation of this report:

) Board of Directors
) Board of Trustees
) Board of Governars
) Board of Managers

') Board of Yistors

¢ & ¢ ¢ ¢ @

J Cther:

A

| 1

Navigation Bar

Field Boxes

Procedure One

) Yes

() MNa

|:| Inptient
[ ]outpatient

2. If claim payments for referred ambulatory care services are included in the hospital's outpatient daily visits, select "yes"
helowy. If not, select "Mo" and a statement will be added to the report stating outpatients claims are: "Excluding referred
ambulatory care”.

3. Based onthe procedure one critetia for determining sample size, enter below, the number of inpatient discharges and
daily outpatient visits :

3a. If the procedure one sample size is less than 25 for either Inpatient discharges or Outpatient visits, explain why, in the
comment box belavy (4000 characters maximum):

Comment Box

—

T

Page 3 of 24

Command Buttons




User’'sManual: Bad Debt and Charity Care | ndependent Accountant’s Report on Applying Agreed-Upon Procedures

Navigation Bar-T his contains the Help screen messages. By clicking the Help link, a
new pop-up window openswith additional instructionsthat pertain to that menu
screen. To make the pop-up disappear, click the close (X) button in the upper right
corner of theHelp screen. Noteif you minimize the Help screen and don’t closeiit,
additional Help screenswill not open. It isrecommended that you closethe Help
screen prior to proceeding. Thisalso appliesto the View link on the Information
Screen.

Field Boxes and/or Comment Boxes-These are text box areas on the menu screens
wher e data may betyped in. Just placethecursor in thetext box and click to begin
typing. No mor e than 4000 char acter s can be entered in a comment box.

Drop Down List-Click on the down arrow to display thelist and double click your
selection. The selected data should then appear in thefield.

Radio Buttons-Place the cursor over theradio button and click on the relevant
button(s). Click the same button again to unselect it.

Command Buttons-These buttons are at the bottom of the menu screens. Click them
to accomplish the command selected.
e Clickingthe“Cance” button will automatically take you to the exit menu
and all data entry after your last save will be lost.
e Clicking the" Submit” button automatically savesthe data entered.

3.) Registration Reguirements

e You must haveavalid User 1D and Password to accessthe system.

e Toobtain a confidential User ID and Password, you must complete an
Attachment 2.12 and/or 2.12b (optional).

e All fieldson the Attachment 2.12 and Attachment 2.12b (optional) must be
completed, signed, notarized and mailed to the addressindicated on the
Attachment. To obtain a copy of the Attachments go to the following
website:

http://www.nyhealth.gov/r equlations/bdcc
and click on thelink for the BDCC Independent Accountant’s Report. The
Attachments can also be accessed via a link to the Department from the
OPA’swebsite:

http://www.hcrapools.org

e A confidential User ID and Password will be sent to you via United States
Postal Service. User | Dsand Passwords have annual life spans. They must
be renewed each year.
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e Compromised User | Dsand Passwords must be reported immediately to the
Office of Pool Administration at 315-671-3800.

e Note: Passwordsare case sensitive with a mix of upper and lower case
letters, digitsand special characters. It must be entered exactly asissued in
order for you to gain accessto the application.

e Donot shareyour User ID or Password with anyone.
L ogin
ToLogIntotheapplication, go to www.hcrapools.org and click on the BDCC

Independent Accountant’s Report then click on the BDCC Independent
Accountants Electronic Report.

After you login, a new window will automatically pop-up that will allow you to file
electronically. If you do not see the new window, you probably have a pop-up
blocker on your computer that returnsyou to OPA’shomepage. You will need to
temporarily disable the pop-up blocker featurein order to file electronically.

L og Out
After a Report has been entered and saved in a pending ar ea, a pop-up menu will

ask the Responsible Person, “Do you wish to enter or certify another Accountants
Report?” If you select the“No” button, the application will save your Report and
log you out.

If you have an extended period of system inactivity (causing your session to time
out), all data entered after your last save will belost. You will haveto log back in
and start over.

Clicking the Cancel button will log you out and all data entered after your last save
will belost.
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4.) Operating | nstructions.

Exhibit 2: User Login

Office of Pool Administration
Independent Accountant's Report on Applying Agreed-Upon Procedures
User Login
HELP

Welcome to the Office of Pool Administration’s website where you can electronically file the Independent Accountant's Report on Applying
Agreed-Upon Procedures for general hospitals licensed under Article 28 of the New York State Public Health Law.

To create or access your draft Accountant's Report, enter your User ID and Password below.

A —
Passnord ]

12/17/2004

&) Done %J Local intranet

Below arethefield descriptions and explanations.

Field Explanation

User ID Enter the User ID that wasissued by the
Office of Pool Administration after
completing the Attachment 2.12 or
2.12b. (Case sensitive)

Passwor d Enter the Password that was issued by
the Office of Pool Administration after
completing the Attachment 2.12 or
2.12b. (Case sensitive)

Select one of the following command buttons

Command Button Explanation

Login Click to gain accessto the application.
Note, after three unsuccessful login
attempts, you will be locked out.

Cancel Click to terminate this session.
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Exhibit 3: Hospital Operating Certificate Number

Office of Pool Administration
Independent Accountant's Report on Applying Agreed-Upon Procedures
Hospital Operating Certificate Number

report.

Enter below, the hospital operating certificate number (Opcert) and report period ending for the general hospital, which is the subject of the

Opcert:

L]

Report Period Ending: | December v |31 v | 2004 v

Below arethefield descriptions and explanations.

Field

Explanation

Opcert

Enter the hospital’ s operating certificate
number for which you arefiling. Note
you must include either theletter “H” or
“C” after the number.

Report Period Ending

Click thedown arrowsto select the
month, day and year for the hospital’s
reporting year-end.

Select one of the following command buttons:

Command Button

Explanation

Submit

Click if you wish to continue. Note, after
clicking the submit button all data
entered will be saved. A pop-up menu
will then appear asking for confirmation
that the correct hospital and reporting
end has been entered.

Print Select if you wish to print a copy of the
current menu screen
Cancel Select if you wish to return to the User

L ogin screen.
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Exhibit 4: Information Screen

Office of Pool Administration ZJ
Independent Accountant's Report on Applying Agreed-Upon Procedures
Information Screen
HELP
|
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O]

L

[ Submit ] [Reset] [ Cancel ]

ol

=

Below arethefield descriptions and explanations.

Field

Explanation

1.) Select the salutation of thisreport

Click therdevant radio button or click
on “Other” and data enter the salutation
of the Report.

2.) Procedure One phrase “ Excluding
Referred Ambulatory Care”

Click therelevant radio button. Select
“Yes’ if claim paymentsfor referred
ambulatory care servicesareincluded in
the hospitals outpatient daily visits. If
not, select “No” and the phrase
“Excluding Referred Ambulatory Care”
will be added to the Report.
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3.) Number of inpatient dischargesand
daily outpatient visits

Click in thetext box for inpatient and
enter the number of thesamplesize
tested for procedure one. Repeat for the
outpatient text box.

3a.) Procedure One samplesizeis
outside of thecriteriarange

Click in the comment box and explain
why the sample size for procedureoneis
outsidethe criteriarange of 25to 100. If
the sasmpleiswithin therange, skip 3a.

4.) Procedure One, number of days
selected for outpatient visits

Click in thetext box to enter the number
of outpatient visit daysused in the
auditor’s sample size for procedure one.

5.) Procedure Three, the number of
inpatient and outpatient accounts
examined.

Click in thetext box for inpatient and
enter the number of accounts examined
for procedurethree. Repeat for
outpatient accounts.

5a.) Procedure Three sample sizeis
outside of the criteriarange

Click in the comment box and explain
why the sample size for procedurethree
isoutsidethecriteria range of twenty-
fiveinpatient and twenty-five outpatient
accounts. If the sampleiswithin the
range, skip 5a.

6.) Prior year’s Report

Click “Yes’ if your firm filed the
previousyear’s Report for the current
hospital. Note by selecting“Yes” and if
exceptions to Procedurethree were
reported in the prior year, they will
print on thereport. Click “No” if your
firm did not filethe previousyear’s
report.

7.) Procedure Four. Legal entity name.

Insert the legal entity name for which
audited financial statementsare
prepared for which thisfacility is
included.

8.) Fiscal year end date.

Click thedown arrowsto select the
month, day and year for the hospital’s
fiscal year end date.

9.) ProcedureFive. ldentification of
Responsible Financial Person at the
Hospital and Description of Hospital’s
policy for the write-off of the HCRA
surcharges.

Insert the Name and Title of the person
at the hospital who istheresponsible
party for financial and accounting
matters.

Select the radio button that describesthe
Hospital’s policy for the write-off of the
HCRA surcharges. If neither of thefirst
two options fully describesthe Hospital’s
policy, select the third radio button and
enter afull description of the hospital’s
policy in the text box provided.
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10.) Selection of Exceptionsto
Procedures 1 through 4

Click all therelevant radio button(s). If
you do have exceptionsto any oneor all
four of the remaining procedures, you
must select “ Yes’ and the box for each
procedure (1 through 4) where you
identified exceptions. You will be
required to explain the exceptionson
additional menu screensthat follow
(after the " Submit” button isclicked).
Thisinformation will then print on the
Report. Otherwise, select “No” and a
“No Findings’ statement will print for
each finding. Noteyou can click the
hyperlink entitled “View” toread each
procedure prior to selection. Itis
recommended that you closethe “ View”
instead of minimizing it.

11.) Report Date

Click thedown arrowsto select the
month, day and year for thereport date.

Select one of the following command buttons:

Command Button Explanation

Submit Click if you wish to continue. Note, after
clicking the submit button all data
entered will be saved.

Reset Click if you want to clear all data
entered on the current screen and begin
again on the screen.

Print Select if you wish to print a copy of the
current menu screen

Cancel Select if you wish to exit the application.

Note all data entered after your last save
will belost.
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Exhibit 5: Date(s) of Outpatient Visitsfor Procedure One

Office of Pool Administration
Independent Accountant's Report on Applying Agreed-Upon Procedures
Date(s) of Outpatient Visits for Procedure One

Select below, the date(s) you tested for the outpatient visits for procedure one.

Datel: pecember v |31 v |2004 v
(mmddryyyy)

HELP

[ submit ] [ Return to Information Page

| [_PrintFage | [ cancel

2;'] Cone

%J Local intranet

Below isthefield description and explanation.

Field

Explanation

Date

Click the drop down arrowsto select the
appropriate month, day and year for
outpatient visitsfor Procedure One.

You arerequired to enter the same
number of date(s) that was entered on
question four of the previous

I nfor mation Screen menu.

Select one of the following command buttons:

Command Button

Explanation

Submit

Click if you wish to continue. Note, after
clicking the submit button all data
entered will be saved.

Return to Information Page

Select to go back to the Information
Screen.

Print Page Select if you wish to print a copy of the
current menu screen
Cancel Select if you wish to exit the application.

Note all data entered after your last save
will belost.
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Exhibit 6: Exception Report Procedure 1

Office of Pool Administration b
Independent Accountant’s Report on Applying Agreed-Upon Procedures
Exception Report Procedure 1

HELP

i Procedure 1
Inpatient  Cutpatient
Erter to the right, the number of exceptions for Procedure 1a I:I l:l
1a. Inspected patient biling records (or equivalent record) indicating that the Hospital determined, or sttempted to determine,
the patient's ability to pay for the service rendered.
Erter your commerts below on the ahove exceptions to procedure 1a (4000 characters maximum:

Eniter to the right, the number of exceptions for Procedure 1k I:l l:l
1b. Inspected patient biling records and followe-up biling notices (or eguivalent record) for evidence of requests for

payment for services rendered.

Erter your comments below on the above exceptions to procedure 1k (4000 characters macimum:

Enter to the right, the number of exceptions for Procedure 1o I:I l:l
1c. Inspected patient biling records and collection notices (or equivalent record) for evidence of collection actions taken
subsequent to the intial biling noting such actions were within the context of common business practices in the

circumstances.

Erter your commerts below on the ahove exceptions to procedure 1 c (4000 characters maximum:

[ Submit ][ Return to Infarmation Page ] [ Frint Page ][ Cancel ]

€_$L| Done 2 Internet

I nstructions have been revised to per mit viewing of the updated procedure by
clicking on “View Procedure 1” in the top right corner of the exception page.
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Below arethe descriptions and explanations.

Field

Explanation

| npatient

Click in therelevant text box to theright
of the question and enter the number of
inpatient exceptionsfor Procedures 1a,
1b or 1c. If you have no exceptionsleave
thetext box blank. By enteringa
number in the text box, you arerequired
to explain the exception in the comment
box below the question. This
information will then print on the
Report.

Outpatient

Click in therelevant text box to theright
of the question and enter the number of
outpatient exceptionsfor Procedures 1a,
1b or 1c. If you have no exceptionsleave
thetext box blank. By enteringa
number in the text box, you arerequired
to explain the exception in the comment
box below the question. This
information will then print on the
Report.

Select one of the following command buttons:

Command Button

Explanation

Submit

Click if you wish to continue. Note, after
clicking the submit button all data
entered will be saved.

Return to Information Page

Select if you are mistakenly taken to an
exception screen wherethereareno
findingstoreport. On thelInformation
Screen, double click therelevant text box
for question seven to removethe
automatic routing to thisparticular
exception screen.

Print Page Select if you wish to print a copy of the
current menu screen
Cancel Select if you wish to exit the application.

Note all data entered after your last save
will belost.
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Exhibit 7: Exception Report-Procedure 2

Office of Pool Administration e
Independent Accountant™s Report on Applying Agreed-Upon Procedures
Exception Report - Procedure 2

Enter your comments below for exceptions to Procedure 2 (4000 characters maximum)

HELP

Wigw Procedure 2 e

Submit ] [ Return to Infarmation Page

][ Print Page ][ Cancel ]

2:] Done

|j é 0 Inkernet

I nstructions have been revised to per mit viewing of the updated procedur e by
clicking on “ View Procedure 2" in the top right corner of the exception page.

Below isthe description and explanation.

Field

Explanation

Comment Box

Click in the comment box below the
heading and enter a findings statement
for Proceduretwo. If you clicked the
text box for Exception to Procedure 2
from the Information Screen, you are
required to enter acomment. This
information will then print on the
Report.

Select one of the following command buttons:

Command Button

Explanation

Submit

Click if you wish to continue. Note, after
clicking the submit button all data entry
will be saved.

Return to Information Page

Select if you are mistakenly taken to an
exception screen wherethereareno
findingstoreport. On the Information
Screen, double click the text box for
question seven to remove the automatic
routing to this particular exception
SCreen.

Print Page Select if you wish to print a copy of the
current menu screen
Cancel Select if you wish to exit the application.

Note all data entered after your last save
will belost.

Page 15 of 24




User's Manual: Bad Debt and Charity Care Independent Accountant’s Report on Applying Agreed-Upon Procedures

Exhibit 8: Exception Report-Procedure 3

Office of Pool Administration
Independent Accountant’s Report on Applying Agreed-Upon Procedures
Exception Report Procedure 3
HELP
ey Procedure 3
Inpatiert Ctpatient
Erter tothe right, the number of exceptions for Procedure 3: l:l l:l
Erter your comments below on the above exceptions to procedure 3 (4000 characters masximuim):
Return to Information Page ] [ Frint Page ] [ Cancel ]

I nstructions have been revised to per mit viewing of the updated procedure by
clicking on “View Procedure 3" in thetop right corner of the exception page.

Below are the descriptions and explanations.

Field

Explanation

I npatient

Click in therelevant text box to theright
of the question and enter the number of
inpatient exceptionsfor Procedures 3. If
you have no exceptions leave the text box
blank. By entering a number in the text
box, you arerequired to explain the
exception in the comment box below the
question.

Outpatient

Click in therelevant text box to theright
of the question and enter the number of
outpatient exceptionsfor Procedure 3. If
you have no exceptions leave the text box
blank. By entering a number in the text
box, you arerequired to explain the
exception in the comment box below the
question.

Comment Box

Click in thetext box below the heading
and enter afindings statement for
Procedurethree. If you clicked the text
box for Exception to Procedure 3 from
the previous I nformation Screen, you
arerequired to enter acomment. This
information will then print on the
Report.
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Select one of the following command buttons:

Command Button

Explanation

Submit

Click if you wish to continue. Note, after
clicking the submit button all data entry
will be saved.

Return to Information Page

Select if you are mistakenly taken to an
exception screen wherethereareno
findingstoreport. On thelnformation
Screen, doubleclick the text box for
guestion seven to remove the automatic
routing to this particular exception
Screen.

Print Page Select if you wish to print a copy of the
current menu screen
Cancel Select if you wish to exit the application.

Note all data entered after your last save
will belost.
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Exhibit 9: Exception Report-Procedure 4

) https:/fwebtest. hcrapools.org - Independent Accountant Report - Exception Report - Test 1 - Microsoft Interne... E@

Office of Pool Administration
Independent Accountant’s Report on Applying Agreed-Upon Procedures
Exception Report - Procedure 4

Erter your comments below for exceptions to Procedure 4 (4000 characters maximum) “iewy Procedure 4

[ submit |[  Retuntioinformation Page || PrintPage |{ cancel |

&) S & Internet

I nstructions have been revised to per mit viewing of the updated procedure by
clicking on “View Procedure 4” in thetop right corner of the exception page.

Below isthe description and explanation.

Field Explanation

Comment Box Click in thetext box below the heading
and enter afindings statement for
Procedurefour. If you clicked thetext
box for Exception to Procedure four on
the Information Screen, you are
required to enter acomment. This
information will then print on the

Report.
Select one of the following command buttons:
Command Button Explanation
Submit Click if you wish to continue. Note, after

clicking the submit button all data
entered will be saved.

Return to Information Page Select if you are mistakenly taken to an
exception screen wherethereareno
findingstoreport. On the Information
Screen, double click the text box for
question seven to remove the automatic
routing to this particular exception
SCreen.
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Print Page Select if you wish to print a copy of the
current menu screen
Cancel Select if you wish to exit the application.

Note all data entered after your last save
will belost.

Exhibit 10: Partial Sample Of The Independent Accountant’s Report On Applying

Aareed-Upon Procedures

Sample Report

Confirmation Number:

Report Period Ending:

Hospital Name;

Hospital Opcert Number:
Name of Organization:

Address Line 1:

Address Line 2:

City, State, Zip

%e-populates with data.

Transmission Date:

Time of Submission:
Registrant's Name:

Registrant's Title:

Registrant's Phone:

PrintReport | [ Save Report | [ Edit Report ]

@] Dore

wJ Local Intranet

Select one of the following command buttons:

Command Button

Explanation

Print Report

Select if you wish to print a copy of the
pending report.

Save Report

Click if you wish to save the current
draft of thereport and placeitin a
pending area. Note, you can go back
and edit thereport at a later date.
Depending on Password privileges, you
will either be asked to enter another
report or certify and submit the current
pending report.

Edit Report

Select if you wish to make further
changestothereport. Thiswill take you
back to the Infor mation Screen.

Cancel

Select if you wish to exit the application.
Note all data entered after your last save
will belost.
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Exhibit 11: Pending Report Menu

Office of Pool Administration
Independent Accountant's Report on Applying Agreed-Upon Procedures
Pending Report Menu

HELP
The Independent Accountant's Report an Applying Agreed-Upon Procedures forl L 12/31/2005 is pending and not considered
filed with Department of Health.
Select your nesd step(s) button(s) below to continue
[ view Report | [ EditRepart | [cancel |
@] Done &) Lozd intranet
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Select one of the following command buttons:

Command Button Explanation

View Report Click if you wish to view the pending
Report.

Edit Report Select if you wish to access your draft

copy of the pending Report. Thiswill
take you to the Information Screen
wher e you can make changes that will

affect the Report.
Print Select if you wish to print a copy of the
current menu screen
Cancel Select if you wish to L og out.
Exhibit 12: Pop-Up Menu
a Untitled - Microsoft Internet Explorer D@
Wyarning: The Accountant's Report is pending and not considered filed until an authorized person in your firm certifies and submits it
Do you wish to enter or edit ancther Accountant's Report?
gj Dore QLOCBﬂ intranet
Select one of the following command buttons:
Command Button Explanation
Yes Click on Yesto continue.
No Click on Noto exit the application.
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Only a Responsible Person (duly authorized individual) will have accessto the
following screens.

Exhibit 13: Pop-Up Menu

Warning: The Accountant's Report is pending and not considered filed until an authorized person in your firm certifies and submits it
| have completed my final review of the Account's report and I'm ready to certify and submit the report.
&) Cone %J Local intranet

Select one of the following command buttons:

Command Button Explanation
Yes Click on Yesto continue.
No Click on Notoreturn tothe Report.
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Exhibit 14: Accountant’s Certification

Office of Pool Administration

Independent Accountant's Report on Applying Agreed-Upon Procedures

Certification Page

Confirmation Number | Pr e-popu I ates

Report Period Ending

Hospital's Name : W|th data

Hospital's Opcert]
Number

Name of the|

Organization :
Address Line 1
Address Line 2

City, State, Zip |

Transmission Date |
Transmission Time

Registrant's Mame :

Registrant's Title |
Registrant's Phone|

Number

|, MAUREEN FLANIGAN - CERTIFIER certify that | am the
PARTMER of :and further certify to all of the
following

1. That the Independent Accountant's Report on Applying
Agreed-Upon Procedures being filed electronically
under the confirmation number noted above has been
carefully prepared, in accordance with standards
established by the American Institute of Certified Public
Accountants, from the books and records within the
above noted hospital for which the report is being
submitted.

2. That | am duly authorized to submit this report from the
above named arganization, and on its behalf, to
NYSDOH

3. Tothe best of my knowledge, | believe that the

HELP

&_A‘] Dore %) Local intranet
information presented herein is accurate, correct and
complete

4. That by entering my "Access word" and clicking the
"Submit & Print Independent Accountant's Report &
Certification” button below, | am electronically signing
the entire report and filing this certification. This
electronic signature is as legal and binding as a hand
written signature
5. | understand and agree that my electronic signature has
the same legal force and effect as my written signature
6. | understand and agree that this fransaction is not
considered complete until | enter my "Access word" and
click the "Submit & Print Independent Accountant's
Report & Certification” button below
Flease enter your Access Word[ ]
| Submit & Print Independent ” Cancel H Print Screen l
Accountant's Report & Certification
An email confirming the receipt of your signed electronic submission wiill
automatically be sent to the Responsible Person, the Department of Health
and the effected hospital. If you don't receive a confirmation email please
contact the Cffice of Poal Administrations help desk by phone at 315-448-
6994 or by email at "webpoolsg@hcrapools.org"
&) Cone %J Local intranet

Below isthe description and explanation.

Field

Explanation

AccessWord

Thisisthe same AccessWord you
indicated on the Attachment 2.12.
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Select one of the following command buttons:

Command Button

Explanation

Submit & Print Independent
Accountant’sReport & Certification

Click after entry of your Access Word.
Both a hard copy of the Accountant’s
Certification and the Report will print.
A follow-up confirmation with a soft
copy of the Report will be sent to the
Responsible Person, DOH and the
affected hospital.

Print Screen Select if you wish to print a copy of the
current screen.
Cancel Select if you wish to exit the application.

Note all data entered after your last save
will belost.

Exhibit 15: Exit Menu

2;'] Cone

Office of Pool Administration
Independent Accountant's Report on Applying Agreed-Upon Procedures
Exit Menu

You are now logged out of the application for filing the Independent Accountant's Report on Applying Agreed-Upon Procedures

Thank you

%J Local intranet
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