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NYS agencies with specific questions not covered
during this training session.

%+ Help providers become familiar with CFR core,

Notes: Slide 1

Notes: Slide 2
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Notes: Slide 3

Notes: Slide 4
»Read/review the first nine sections of the CFR Manual before
beginning to work on the CFR.
»The CFR Manual is available online in two sections: the Manual
and the Appendices.

» PDF files of the Manual, Appendix and forms are available for
download.
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NEW YORK STATE EDUCATION DEPARTMENT

Board of Regents | University of the State of New York
) ([ Seerch Rate Sting Unit |

ADOUNYSED  Program Offices  News Room _ Dusiness Portal_ Finance  Business _Poficy & Guidance

Rate Setting Unit

NYSED / Rate Setting Uit/ Manul 8 Ferms / R Manal

Rates & Methodolopy

Grants

Laws & Roguiations

Consolidated Fiscal Report Manuals
Currently available files are:
January 2013 to December 2013

« Transmittal Letter 5L / 20 T (107 KB)

- anual E (1,016 k8)

« appendices (1,210 kB)

« To Fil extension elsctronically (Survey Monkay)

July 2012 to June 2013

+ Transmital Letter 7L / OE 2 (108K8)
- manual Z (1,02148)
+ Appendices % (1,100)
+ To File extension electronically #(Survey Monker)
The deadiine to request & 30 day extension is now closed

January 2012 to Dacember 2012

« Transmital Letter HTML / PDF T (111KB)
- Letter revised on 11/15/12 to remove under Special Instructons

for OMS Funded andjor Certied Sarvica Providers undar Saction 2
the Note: Change made to OMH startus - now reauired to be
separate program.

« manual % (1,016K8)

« appendices B (1,189)

+ To File extension electronically ®'(Survey Monkey)

July 2011 to June 2012
« Transmittal Letter L / 20E B (119 K8)
« anual " (1,007 ke)
« 2opendices % (1,167 K8)
+ To fle extension electronicaly I (Survey Monkay)

Notes: Slide 5

»The SED web page where manuals, extension requests and
transmittal letters can be found.

»Manuals are currently available going back to the 2005-06 fiscal
reporting period.

»Training information is also available at the SED website.

»Training materials remain posted for six months after the training
was presented.

Notes: Slide 6
* Section 1

»The cost report, also referred to as the CFR core schedules,
consists of schedules CFR-1 through CFR-6 and DMH-1.

»The state aid claiming schedules are schedules DMH-2 and DMH-
3. These schedules are the basis of your state aid and/or local
contract payment.
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Notes: Slide 7

Notes: Slide 8
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Notes: Slide 9
Comalontea et Rapont st Subssmon aatr Notes: Slide 10
For Service Providers Which Operate a COMBINATION of OASAS, OMH and/or OPWDD Programs
START Ty e p—— pr——— * Section 2
' I s |y | LR
= - | »Section 2.0 of the CFR Manual contains 5 matrices for

gy gzt
S

determining the correct CFR submission type for your agency.

52 page 2.10 o SED iz

eI »Select the applicable matrix and answer a series of ‘yes’ or ‘no’
questions to determine the correct CFR submission type to
prepare.

»Section 2.0 also contains notes relating to NYS agency specific
Teerm e reporting requirements and exceptions.

crafid by s independent
cartified public ccountaat.

1CFD, CR, Dy e, A ey Esiics?

R, Day Trawmart TRA o Dey Fbilaio) i Maticid, Sz Paid
Servics o OPTS g’

|0

Mo VBs

ot
2 Schils CFR-§is oot £ OV s povice.
5 »geop

cagrage 6030,
oty 650 proprms.
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Notes: Slide 11

Notes: Slide 12
»The most common off-cycle contracts are for Special
Legislative Grants (SLG) also known as Member Items.

»Regardless of the reporting period, CFRs are due 120 days after
the end date of the contract (150 days if an extension has been
requested).

05/07/2014 6
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Notes: Slide 13
»OASAS does not allow extensions for submission of final state aid
claims. Direct contract and county final claim packages are due
no later than November 1, 2014.

»Providers funded through a contract with a county LGU should
notify the county when the extension request is submitted.

»The web address for submitting a Pre-approved 30-Day Extension
Request is:
http://www.oms.nysed.gov/rsu/Manuals_Forms/Manuals/CFRM
anual/home.html

Notes: Slide 14

»OASAS: Medicaid and/or state aid withholds.

»OMH: Withhold Medicaid payments, starting at 20% then
increasing by 10% each month until an acceptable and complete
CFRis filed. Those OMH Provider’s not receiving Medicaid
Payments will have 1/3 of your agency’s state aid advance
withheld each quarter.

»OPWDD: Appeals or price issues will not be processed until all
required CFRs have been filed. In addition, the OPWDD financial

reporting regulation has been amended with regard to sanctions.

Failure to submit signed CFR certification schedules and audited
financial statements to the CFR Unit in Albany by the due date
and/or failure to submit requested revisions within 30 days of
notification will result in penalties.

»SED: Working capital interest will be denied. Note: rates are set
first for timely submissions.

June 2014
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Notes: Slide 15

»LGUs may require a submission due date earlier than the NYS
Agency prescribed due date.

»NYS Agency CFR requirements are the minimal requirements
regarding CFR submissions. LGU requirements can be stricter
but cannot be more lenient.

Notes: Slide 16
> We’'ll talk more about the NYS CFRS software shortly.

» Do not mail paper copies of the CFR core schedules (CFR-1 —
DMH-1) to the NYS Agency CFR Units in Albany!
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Notes: Slide 17

Notes: Slide 18
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. © CFRS Upload Pa.. @ CFRS Upload Pa.. @ CFRS Upload X

Office of Mental Healtl‘l_um

TS U0 Actey Commmsorer G
sources | Employment | A2 Site Map TS PCYOES Qra Y S NILO TSR]
CFRS Upioad
(Required fieics we in bold.)
Provider Agency 10000
Code:
Erter a Provider Code and press the Enter key, or clck the 'Check’ button below to see Information for speciied provider code.

Type of document to upload:
mdbck)

@ Financiel Statements. (CPS, SFS, A+133) (POF file)

Stand

o 233 Aust

o013

083072014
Financial Statements End Date (mm/dd/yyyy): %530201¢

© This

Notes: Slide 19
> All of the NYS Agencies expect that comparative financial
statement will be prepared and submitted.

»The end date of off-cycle financial statements submitted must
be between July 1, 2013 and June 30, 2014.

v Pagev Safery ™ ook~ @ *

Notes: Slide 20

¢ Beginning with the 2013-14 fiscal reporting period PDF copies
of provider audited financial statements will be uploaded
through the OMH CFRS web portal.

June 2014
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Notes: Slide 21

* NYS CFRS software is free and available for download at the
OMH website

Notes: Slide 22

05/07/2014 11
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Notes: Slide 23
> It’s hoped that version 23.0 of the NYS CFRS software will be
available by mid-February 2015.

Notes: Slide 24

»Submitted copies of signed certification pages must have the
same DCN as the uploaded CFR document.

»Submission of revised CFRs means new signature pages must
be submitted with the new DCN.

June 2014
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Amn Marie T. Sulivan, M.D., Acting Commissioner  Governor Ancrew M. Cuomo
L A A CE e CIE TN ST Lanouse Access | ¥ | PYCCKUY | Espaiol | Krevdl Avisven
-age from the Acting Commi | AboutOMH | OMH Facilities | Initiat Contact OMH | FAQ Print =)

Consolidated Fiscal Reporting System (CFRS)

Welcome to the CFRS Home Page ( Table of Contents )

« Itis recommended to back up your database before installing any new software versions, modifying your system, or uploading CFR data. Please review these
Instructions for backing up your CFRS database and restoring your database from a CFRS backup file

* GRS incudes an importfeature that allows daa o be mported fom textfles Tis wil alow you o mportfrancialnformton fom your accouriing sysiems
Use of the data import function is nof mandatory: financial information can stil be manually entered into CFRS. Tips on how to import a data file and order a free
trai nlng CD. Importing Deta info CFRS.

« Al providers who receive funding from OMH should consider the new OMH-specific Program Code and Funding Source Code changes. for submissions
with reporting periods starting on or after 01/01/2010 You should download the latest version of CFRS from the CFRS download page and update your CFR or
Budget (CBR) as needed

« Upload your completed CFR data submission or Financial Statements ( Detailed instructions for the entire CFR validation, preparation, and upload process).

- Download the CFR software. The current version, version 22.0.224, can be used to create or modify both Calendar Year and Fiscal Year reports (CFR's,
Budgets, etc), for CFR's up to Calendar 2013 (and Budgets and Quarterly’s up to Calendar 2015).

Update the CFR software. Download updates to the current version of CFRS (version 22.0.224).
Subscribe to the CFRS Announcement Mailing List to be notified of new version releases, known problems, and other information related to the CFR.
Access CFRS Manuals & for Consolidated Fiscal Reporting (located on the State Education Department's web site)

Access printable copies of the individual CFR, CQR and CBR Schedules and Forms for Consolidated Fiscal Reporting.

Find help in the Troubleshooting Tools for the CFR Package

If you have questions regarding the operation of the CFRS software, and are unable to find the answers on this site. in your CFR Claiming manual o the
software help files, call 1-800-HELP-NY'S for assistance. (If you are located outside of New York State, please call 1-518-474-5554)

« Al financial-reated questions should be referred to the specific State Agency which funds your program(s).
New York State Agencies affiliated with the CFR System

« Office of Mental Health (OMH) - Finance Department - Contact Number: 518-473-3572

+ State Education Department & (SED) - Finance Department - Contact Number. 516-474-3227

« Office For People With Developmental Disabilities & (OPWDD) - Finance Department - Contact Number: 518-402-4275
« Office of Alcoholism and Substance Abuse Services &' (OASAS) - Finance Department - Contact Number: 518-485-2207

Back | Table of Contents

Office of Mental Health

Lanquspe Acosss | = | EYCOHV | Espail vl Avsven

Consolidated Fiscal Reporting System (CFRS)
Table of Contents

ozt een G
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e Uos st 22 drecied by
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" Dowross
Einging help, Frequently Asked Questions (FAGs), Tips, and Instructions for using the CFRS software.
.

pis. in order 1o sucoesstul insial e CFRS sofwar

Jour Consaiseias Fizze Reparing Sysem (CFRS) datassse

s g
Esauani sseg usstons (£405) or oo Coreoldid FisedReoorig suemissien
ooy Comokdstad o Maporing Sy dtsase. o Eacop e
= incucing:
1 Valdating your compited PR svbmssan
FR submission for uplosd
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puter. follow hese inst andinstal
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sencer Yoo 207 (s - Desemoey schedies & foms (GFR. OB =29 08

Serdarvear 072 (Januery - Deoemer) sshecuies & farm (CFR. CBR, and COR)

scal Year 200807 (lly - Juns) scheciss & forms (GFR, CR. snd CQR)

Fiscal Veer 2011112 (Juy - June) schecuies & forms (CFR, C8R snd CQR)
Back | CFRSHome Fage | Table of Contents

05/07/2014

Notes: Slide 25

»The OMH web site hosts the CFRS Home Page and Table of
Contents Page.

»Information includes: upload and download process,
subscribing to the CFR Announcement Mailing List and access
to CFRS Manuals.

Notes: Slide 26

* Table of Contents screen.
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Office of Mental Health

nn Marie T. Sullivan, M.D., Acting Commissioner  Govemer Andrew M. Cuomo

w4 D UE ) Lanquage Aceess | Y2 | PYCCKIY | Espafiol | Kreydl

Subscribe to the CFR Announcement List

The CFR list provides nolification about CFRS software, including but not limited to such information as when new versions become available, paiches,
fixes, and training.

To subscribe to the CFR announcement list, just enter your e-mail address in the space provided and elick the "submit” button. You will receive instructions on how to
to unsubscribe if you decide you do not wish to receive further notifications.

EmailAddress: | |"Required
come

Enter the words above:

Get another CAPTCH;

1y
Get an audio CAPTCHA
Help

[Gearrom [ m

Privacy Policy | Accessibility | Disclaimer | Gontact OMH | Web Administrator

Last Modified: 11/9/2012

u opesstion of tis site Unsuthorized
attampts 1 upload informaton fo the s or changa formati o to Intarmupt or Gisrupt aperstion of he sie are Sty pronibitad and may
1o both Federal and/or State law.

Notes: Slide 27
* CFR Announcement Mailing List sign-up screen.

Notes: Slide 28
* Contact the OMH Help Desk to report technical problems with
NYS CFRS software or to get technical assistance on software
functionality.

June 2014
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Tips on Financial Record Keeping

<+ Program payroll and fringe benefits should be reconciled
to the general ledger on a monthly or quarterly basis.

» Staff working in more than one (1) job function and/or
program should be carefully monitored.

» Expenses and revenues should be monitored on a regular
basis and compared against approved budgets.

» Internal financial reporting systems should be structured
to capture the cost categories included in the CFR.

» Units of service provided by programs should be tracked
on a regular basis.

<+ Non-allowable costs should be tracked on a regular basis
for easy identification when preparing the CFR.

Notes: Slide 29

»Program descriptions and unit of service definitions can be
found in Appendices E — H.

> A list of some but not all non-allowable costs can be found in
Appendix X.

05/07/2014

It's Time to Do the CFR!

Notes: Slide 30

June 2014
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Notes: Slide 31
» After downloading the NYS CFRS software an icon is placed on the
computer desktop.
»2013-14 NYS CFRS software version will reflect “CFRS 23.0 “ in the
center of the Icon.
»To open the software application , click on the icon.

»If there are problems opening the software try right clicking the
icon and select ”“Run as Administrator” from the list of options.

Notes: Slide 32
»This is the first screen displayed when the NYS CFRS software has
been opened.

»One of the 5 options available must be selected to continue.

»Make selection by clicking Radio Button to the left of option.
We've selected “Create New.”

»The rest of the screen shots follow the Any Agency Full CFR
sample.

» Click “OK” to proceed.

June 2014
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CFRS Now Submission

Submission defnition
Stentiee [l ] pepesrgtye

s hamcen (750 € ol D)
Havg (8 Facal iy 1o el
- E—

@ eeenr—

Notes: Slide 33

»Information required: Submission Type, State Agency(ies),
Provider Number (Agency Code), Reporting Cycle and Reporting
Period.

» Optional information: User Description (for personal
identification purposes in submissions directory).

» OASAS providers should use the Estimated Claim submission
type if CFR cannot be completed by November 1. A fully
completed CFR submission type must still be submitted by
December 1.

> Click “OK” to proceed.

Notes: Slide 34
* Shows selection of more than one NYS Agency as in the
sample.

June 2014
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2 Coment slbmlenton delablor: Peporting Periodt 7712013 6/302014 St spence: G
Submission Typa: Fil [
Pravides Agency Code. 10000 Erad

[N [Provider Provides oguacy Nome  Submission tppe. flopoding Meporing [ Trpe  Stete Agencies us
ey wa T

J—

1 mmnwi Fu /A3 GOV I 0ASASOMMOPWDOSED Tia
g " g

The cument submis ion hax the followng Provides agency detads
Pravids Ageecy

Provates agency cods: 10000 Addrens 1: [20Phacs 51
ey
P — T
e [Fowier =] o [T Fom 77200 <]
Comty, it 53] e [ET]

T

g | ow |

05/07/2014

Notes: Slide 35

> Data entry fields with bolded field titles are required fields and
data must be entered (NOTE: the School Code field is for use by
providers submitting CFRs that include SED programs).

> New for the 2013-14 fiscal reporting period, the period covered
by provider audited financial statements must be entered.

» Dates entered will determine whether CFR-ii or CFR-iiA will be
used for CPA certification of Full CFR submission types.

»When using the import function all data elements will be

populated except Certified Financial Statement Reporting Period.

> Click “Save” to proceed.

Notes: Slide 36

* This information can be imported from another submission.
Importing data will be covered later in the presentation.

June 2014
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Reporting Period: 7/1/2013- 6/302014
Sulbmistion Type: Fid
-

Wit e o e 0 7

R
& o Sdes i b e sbission

Updt st Pegisie
255 et N oty P DM Tk Py

Tndex:
Site Code: [[T7310

Site Nome: [Cortes aced Shouwst
snove | swve | SavesnaCose | Cose it sy

Astiess
iy
State
Progom: [§T00- Feschod Somd O e T3 o e S BEOSI[T g,
- Location
Coundy”

I-Eumsm —

Notes: Slide 37
»Program sites must be created before financial information can
be entered.

»There are 4 choices: bring a program site forward from another
submission, create a new program site, update an existing
program site and update a DMH-only program.

> For presentation purposes we will create a new program site.
»Click “Next” to proceed.

Notes: Slide 38
»Information required: All bolded field names.
»Select a NYS Agency in “Funded By” to access the list of valid

program codes for that NYS Agency during the reporting period.

»Select the program code to be used.

»Enter the Program Code Index, Site Code, Site Name, (site)
Address/City/State/Zip and the county where the site is
physically located.

> Clicking “Save” will save the site data entered and allow
creation of additional program sites.

> For convenience, the site address will remain constant for each
new site added until manually changed.

»Once all program sites for all NYS Agencies have been defined,
click “Save and Close” to proceed.

June 2014
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Notes: Slide 39

* This information can also be imported from another
submission.

Notes: Slide 40

»Only the required schedules for the CFR submission type
selected are displayed.

»Note the difference in the number of schedules displayed
between the two different submission types.

05/07/2014 20
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Notes: Slide 41
»Pages 1-4 of the sample.

»In the software these schedules appear on one 3-tab data
entry screen (CFR-i, CFRii/iiA & CFR-iii).

»Information can be saved at any time (one tab at a time or
after all three tabs have been completed).

»The saving process, saves all three schedules (tabs) at one
time.

NET -
2 mmTmEE_
v

ssandersaryigancy com
[ n2BaEn
(8]

At
I

i
ISy

Notes: Slide 42

»In the software non-enterable fields are grey. On CFR-i, the
information in the grey area has been carried forward from the
agency definition screen.

»When importing master data always verify that the imported
data is still accurate and correct!

»Information required: All bolded field names. Accurate CEO and
fiscal contact emails are especially important.

> Click “Copy Contact” if the CFR contact and the state aid claim
contact person is the same.

> Click “Save” and/or select a different tab to proceed.

CoyContct| GoTo. | som | yodie | gocel | poe | o |

June 2014
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Notes: Slide 43
* Page 1 of the sample.

Notes: Slide 44
»Information required: All bolded field names.

> Click “Save” and/or select a different tab to proceed.

e o | ormaal

] W— ___ITEM DESCRIPTION
et s

iepor Evker date of the st epirt taterents) | oo
Mame. st
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Notes: Slide 45
»Page 2 & 3 of the sample.
> Only CFR-ii or CFR-iiA will be printed based on the audited

financial statement reporting period entered in the Agency
Definition.

»The audited financial statement reporting period must be
manually entered every year (even when importing data from
a prior submission).

Notes: Slide 46
»Information required: All bolded field names.
»Click “Save.”
»Messenger box appears confirming save.

» Close Messenger box and click “Go To” to proceed.

05/07/2014

CopConiac]| GoTo | Soww | yokdoe | Cool | Do | e |

June 2014
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Notes: Slide 47
»Page 4 of the sample.

»Not required for providers operating only rate-based and/or
unfunded programs.

Notes: Slide 48

June 2014
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SCHEDULE

ITEM DESCRIPTION

Evecutve Dasciar

0
Tifs (Service Provider's

Tile ILGU's Ohwed Fincal Olficer]

CE0Dse Tass - Naigoton s ===
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s

Notes: Slide 49

»The CFRS Navigation box appears highlighting next CFR
schedule to be completed following the recommended order
of completion.

»Schedules can be completed in any order, however, data
brought in from another schedule by the software will not be
seen until the feeder schedule is completed.

»Click “Go” to proceed.

Pepodtng Pesiod: 7/1/2013. 67072018
Submssion Type: Ful

State Agency: 1 0001

State Agency Tola for oll progsams

Amours Paid

5 Oce woder

Foud Samvce Woken
Hourehsepng and Marsenarce
- Tirugotation Wasker

- Dt Suppon St
201 -Merdal Hygeens W [t b OV ER)

Total Houss Paid, FTE’, and ‘Amount Poid o Positions ase8 San|  anses|

_gote |_swn | viton | cooe [[EE] Do | e |

05/07/2014

Notes: Slide 50

»CFR-4 is a 2 tab data entry screen (Program/Site — Program
Admin/LGU Admin & Agency Admin).

»To enter program site data select a State Agency, Program and Site
from the dropdown boxes.

»Click “Add” to open the Position Title Code (PTC) dropdown box and
select a PTC.

» Check the applicable Standard Workweek for the PTC.

»>Enter the aggregate total Hours Paid and Amount Paid for all
individuals working in the PTC.

> Repeat the same 3 steps for each new PTC.
»The CFRS Software will calculate the FTEs to 3 decimal places.

> Click “Delete” to delete an entire row if the entire entry is incorrect
or to remove a blank row that is not needed.

> Click “Save” and/or click “Agency Admin” tab to proceed.

June 2014
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SCHEDULE CFR -4

T

Total Hours P, FIE', and Aot P o Posiions 0540 10000 1,07,000]

] _goe. | sen |y | geco | ges ] pew | ome |

05/07/2014

Notes: Slide 51
> Follow the same 3 step process for data entry of agency
administration staff.

> Note that only 600 series Position Title Codes are available for
use.

» Click “Save”.

» Close the Messenger Box and click “Go To” then “Go” to
proceed.

Notes: Slide 52
> Pages 32-38 of the sample.
»CFR-4 is included in all CFR submission types.

»NYS Agency specific and shared program specific CFR-4s are
prepared for staff providing program services.

» Agency administration staff is reported in a single column on a
separate schedule CFR-4. All agency administration staff is
reported in this column regardless of the size of the NYS
agency programs in relation to the total agency.

June 2014
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Notes: Slide 53

* SED Note: Salaries of Related Service Personnel (Occupational

Therapists, Physical Therapists, and Speech Therapists) are
not reimbursable in SEIT programs. These job titles should
not be included in SEIT CFR4 and/or CFR4A data.

Notes: Slide 54

June 2014
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Notes: Slide 55

Notes: Slide 56

* This example shows the calculation of the FTE for the Program
Director (PTC 501) and represents the most complicated

calculation, a less than full time employee who worked for
less than a full year.

05/07/2014 28
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Notes: Slide 57

Notes: Slide 58
»Same data entry process as CFR-4.

» After completing data entry, click “Save”, “Close”, “Go To” then
“Go” to proceed.

Trpe: Ful

StateAgency [0 [ Promam  [F01- Provchoo spont Cam over 28 o
Site: TTIT970 - Corter oared 5 Pl (100 V1 E3
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=

:
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i
i

i
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§
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05/07/2014 29



2013-14 CFR Training

SCHEDULE OMH - 1 Unks o Servce by
ProgaSts

Site: 11082 - Shet G B
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Notes: Slide 59
»Pages 39-42 of the sample.

»CFR-4A is only included in Full CFR submission types.

»If contracted staff are not paid by the hour an estimate of
hours paid must be made. Entries of 0 or 1 hour will not
generally be accepted.

05/07/2014

Goto. | saw | vekime | cowe | powe | cme

Notes: Slide 60
> Select a Program and Site from the dropdown boxes.
»Enter data.

» After completing data entry, click “Save”, “Close”, “Go To” then
“Go” to proceed.

June 2014
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Notes: Slide 61

»Page 61 of the sample.

»0OMH-1is only included in Full CFR submission types.
»This schedule is only completed for OMH programs.

Notes: Slide 62

»CFR-1is a 3 tab data entry screen (General Information,
Expenses & Revenues).

e B = »To enter program site data select a State Agency, Program and
Swntgmer [ OH  cl[% Popm [0 Gt o][% )
L — Site from the dropdown boxes.
Gevmod Il | Expenses | Rovenues |
&= —— " »As noted earlier, dark grey fields are non-enterable. Data is
o populated from a different schedule or screen.
> Enter data.

»Click “Save” and/or select a different tab to proceed.

16 Reghecr TUB5 U o Savics OPYOD o) o
15 Progam/Sim Squue Footage [0A3AS. OPWOD and SEO Ot 00150
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Notes: Slide 63
»Page 5 of the sample.
»CFR-1is only included in Full CFR submission types.

»CFR-1 is a state agency specific, program site/shared program
specific schedule

Notes: Slide 64
»Page 5 of the sample
> OASAS programs: Units of service reported in the CFR must
match the units of service reported to the OASAS Monthly
Service Delivery system (MSD) for the period covered by the
CFR.
»OMH programs: As noted, OMH units of service carry forward
from OMH-1.
»The units of service reported are accrued based on date of
service NOT date of payment.
> All units of service provided must be reported including those
for which no payment was received.

June 2014
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[2R0R0)- i Trwoart =+

1111052 Burr Sweet e 2100001 =

¥
20 Tots Firge Benelts (Sum Lines 18515
OTHER THAN PERSONAL SERVICES [0TPS)

Notes: Slide 65

»There are more expense lines than can be displayed on one
screen. Use the scroll bar on the right side of the screen to
access the lines not displayed.

»Remember, expenses and revenues are reported on the
accrual basis of accounting.

»Note: Personal services expenses were carried forward to line
16 from CFR-4.

05/07/2014

Notes: Slide 66
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Notes: Slide 67
* Page 6 of the sample.

Notes: Slide 68
> Pages 6 of the sample.
»OPWDD: Lines 30-32 are only completed for Sheltered

Workshop, Day Training, Day Habilitation, Prevocational and
Supported Employment programs.

June 2014
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Notes: Slide 69
* Page 7 of the sample.

Notes: Slide 70
* Page 7 of the sample.
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Notes: Slide 71

* Pages 7 of the sample.

Notes: Slide 72
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Provider Agency: 10000 - Ay dgercy.
Rlposting Pesiod: 7/1/2013. £73V2014
Submission Type: Ful

SCHEDULE CFR -1 Proguan/Sin Data.

Stote Aguncy: [1-001 ST Propem  [2100R0)- G Tt S

General Information  Excerses | Revenues|

ITEM DESCRIPTION

4T TotlOtbs Thar s oo (5 Lot 2140
~ EQUIPHENT - PROVIDER PAID
42 LesweReril Verwe

3. Total Propesy Povede P [Sum of Lews 8962]
= Toms
54 T pessi ot [ s 16.17.20.41 e 29

Ste: [TT11052  Bure v G Q100 01 =l

IS - Line Detads =]

| CFRS Line Details.

e Detas for e Number 40
Fonschackle. CFR -1
Dol bk DeiVoba' i | Zos| 3

Notes: Slide 73

Notes: Slide 74

» Data for line numbers with an asterisk can only be entered by
using a line details box.

»To open a line details box, click on the line then click the
ellipsis (box with 3 dots at the bottom).

»Line details boxes are customized to meet specific NYS Agency
needs with pre-defined item descriptions.

» Additional item descriptions can be added by clicking “Add”
and typing in the new description.

»To transfer line details box totals to the CFR-1 line click “Save”
then click “Close.”

05/07/2014

June 2014

37



2013-14 CFR Training

05/07/2014

Provides Agency. 10000 - ey Agency SCHEDULE CFR -1 Progam/Sin Data.

Repoting Pasiod: 712013 272014

Submission Type: Fl

State Agency: 2 0PI =][%  Progam:  [02231001- HCBS Groups Day Habdiaion Sevce =] [ 4
Sae [V535223 WGBS Comneieg Cortm (223000 =] [

Gonotallnormation  Excerves | Roveras|

61 Morioance i Pt L6010
62 Ot Dot
63 T ctal Property Provides Pad (Sum of Lines 4362)
= TotALS B |
64] TolOpmsain Conts (Sum s 16.17.2041 mrns 5]
P Ve

63| Agency Admin Aloc” s 64 mae ¥)___
* 66 Adusmmerts Non Akwatie Corts (Dot Raed)
67, Tl Prog/Sem Costs (Sm nes 25, 48, 6385 s 6]
~ OPWDD Only -
68 Othes Than TosFiom Tranaponsion Abocasen
B8 ToFiom Tianspotaten Alocin
[

Notes: Slide 75

» Data for line numbers 68a and 68b only required for specific
OPWDD programs.

»Click “Save” and/or select a different tab to proceed.

»NOTE: Saving data frequently will prevent loss of entered data
due to power failure or system timeout.

Notes: Slide 76
* Page 14 of the sample
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Notes: Slide 77

Notes: Slide 78
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ProganSie Dala.

[ZT00001 G Teamart. ED
[T Burm Shost o 10000 =&
Goneral Informaton| Expanses  Feveries |

Line
o ITEM DESCRIPTION

71 Home Reie Pt Assaance
72 Mk
73 ek
© 78] Ot Thad Paies Dot Ao
75 OPWDD Ressimnid Foom o Busd NS OPTS
et

v ||y || wos | o | o |

SCHEDULE CFR -1 Progan/Sia Data.

[ Propem  [Z1001001 G Trosimert. =5
St 1111052 Burr St i 210000 oy
Gl aheamete] eyt [ o]

ITEM DESCRIPTION
esbced Dancns

30 et Dot Furcing [t LGU Fucig ]
*94 Ot Dotel
195 Gioss Reveres Sum L 6934]
= GAAP ADJUSTMENTS T0 REVENUE
% Patcgrs idomce

100 e e 5 e 85
NON GAAP ADIUSTMENTS TO REVENUE

101 £ Corboct Income

102 Exens LTSE bncame

103 N Dokt urirg
104 Ot
105 Tkl NOM GAAP i tmerts f1m L 101 104)
106 TOTAL ADJ. T0 AEVENUE (Sum Linss 91 105)
107 TOTAL NET 1061

Notes: Slide 79

»There are more revenue-related lines than can be displayed on

one screen. Use scroll bar to access the lines not displayed.

»Remember, expenses and revenues are reported on the
accrual basis of accounting.

Notes: Slide 80
»The rest of the revenue-related lines.

» After completing data entry, click “Save”, “Close”, “Go To” then
“Go” to proceed.

oo | sen | visw | cucd | pue | o |

05/07/2014
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Notes: Slide 81
* Page 9 of the sample.

Notes: Slide 82

05/07/2014 41



2013-14 CFR Training

05/07/2014

Notes: Slide 83

Notes: Slide 84
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Notes: Slide 85
* Pages 9 of the sample

Notes: Slide 86
»Page 10 of the sample.

> Lines 93 and 103 should equal the sum of DMH-2 lines 44
(State Share) and 45 (Local Government Share).
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Notes: Slide 87

Notes: Slide 88
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Notes: Slide 89

Notes: Slide 90

»Only column 7 is enterable.

» Data for columns 2 — 6 carries forward from DMH-1.

»Column 1 is calculated by the software (sum of columns 2 — 7).

»Column 1, lines 9 & 10 should match the total agency expenses
and gross revenues in your financial statements.

4 5

5
OPWDD  SED  SHARED | OTHER
TOTALS __T0TALS __T0TALS 10

» After completing data entry, click “Save”, “Close”, “Go To” then
“Go” to proceed.

GH R HET [
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Notes: Slide 91

»Page 29 of the sample.

»Full & Abbreviated CFRs only — Not required for Article 28
Abbreviated or Mini-Abbreviated CFRs.

» Agency-wide schedule.

June 2014

Notes: Slide 92

»Both expenses and revenues must be reported for fund raising.

»Fund raising special events may be netted to match financial
statement presentation.

»Fund raising and fund raising special events are not considered
agency administration expenses and cannot be reported on
CFR-3.
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ResccluinolEmres | RecanciRaion of Revenaes|

Notes: Slide 93
* Page 71 of the sample

Notes: Slide 94
»>To open the line details box click the ellipsis.
» Click “Add” to enter adjustment descriptions and amounts.

»When data entry is complete, click “Save” and “Close” to close
the line details box and transfer total to the Reconciliation
Statement.

»Click “Save” and/or the Revenue Adjustments tab to proceed.

June 2014
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Pravsdes
Peiod:

Reporting
Submission Type: Fid

10000 Ary Agevey
7072013 -804

Recancilation of Expenses  Recorcuion o Revenss

__ITEM DESCRIPTION.
o Frurcas Susemerts

Notes: Slide 95
»Repeat the same steps for revenue adjustments.

»When all data has been entered for both tabs click “Save”,
“Close”, “Go To” then “Go” to proceed.

Notes: Slide 96
> Pages 30-31 of the sample.

»Full CFRs only.
» Agency-wide schedule.
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Notes: Slide 97

Notes: Slide 98
»CFR-3 is a 3 tab data entry screen.
oy »Enter data.

e | AN > Click “Save” and/or select a different tab to proceed.

Lina

| Ha. ITEM DESCRIPTION
= PERSONAL SERVICES

Ao Fnge eratt
5| Total Fange Benefits (Sum Lres 34

- OTHER THAN PERSONAL SERVICES (0TFS)

6 AudtlLogd

—_ 15/ Sl Tl
= 16 Ininaance - Girtial__

17| O Dt Requred) e
18 Tt OTFS Sum e 617) 1z EEEE)

Gofo. | Swe | Vedws | Cwcel | Do | e |
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SCHEDULE CFR -3

Eaugmert Propety | Ratia Vo |

Notes: Slide 99
> Enter data.

»Click “Save” and/or select a different tab to proceed.

05/07/2014

Notes: Slide 100

> |f Parent Agency Admin Allocation is reported on Line 38,
documentation of the admin allocation must be sent with the
certification schedules. This must include total parent agency
cost, total allocated cost to each of the subordinate agencies,
and the basis used for the allocation. (Published in the CFR
Manual)

»Remember, fundraising and fundraising special events costs
are not be reported on CFR-3 and adjusted out on Line 41; they
are reported in full on CFR-2 Column 7.

June 2014
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Notes: Slide 101
* Line 14

»Includes Management Consulting Services, IT support and
more.

* U.S. GAAP Codification of Accounting Standards Topic 350-50
Website Development Costs AICPA SOP 98-1 “Accounting for
the Costs of Computer Software Developed or Obtained for
Internal Use”

* Application development stage. Costs to develop internal-use
software during the application development stage are
capitalized.

Notes: Slide 102

June 2014
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05/07/2014

Notes: Slide 103

Notes: Slide 104
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-2
Pusiod: 77172013 6V2014

Submussion Type: Fil

Pernonal Services, Fringe Benafits, 0TPS | Equpment, Property  RaioVain |

Lme.

Mo 1TEM DESCRIPTION
= CALCULATION OF OPERATING COSTS.
304585 Subias

Notes: Slide 105
» All data elements are populated by the software.
> All calculations are performed by the software.

»Calculated values are carried forward to CFR-1, CFR-2 and
DMH-1.

»When all data has been entered for both tabs click “Save”,
“Close”, “Go To” then “Go” to proceed.

Q|

05/07/2014

Notes: Slide 106

* The software does all of the heavy lifting with the calculations.
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Notes: Slide 107

Notes: Slide 108
»Enter total agency administration expenses.

»Use of “Override” function requires DMH State Agency
Approval.

»The software does the rest!

Yo gty O Cosl L 7]
10 Rato Vishas Facton (Lins § dhvided by Lina 3)

11 DASAS Alocaton (e 11 na10]

22 Shased Programs Adysted Sl
= CALCULATION OF ADJUSTED RATIO VALUE FACTOR
Facte fre 1 dhced by e 16)

Vi
24 OV R Voot 12 ety o 19

L] oo |_see | whte | Cod | oo | o |
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Notes: Slide 109
* Abbreviated CFRs only.

Notes: Slide 110
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Tioruachors: vt s
[t Sy

SECTIONA  Qunsion B1 D e ot P e s ey AIMENTS 10 b s s st 7]
2 e ok a1 DALAS, D, OO i S0 iooms v sy sty |

e < coprcems
Qemnz R0 st 104t
ASAS and 0P

SECTIONB | SECTION € | SECTION 0| Click the “Add™ bution below ta add a row 1o the st

Notes: Slide 111

_Gota- | | oo | gocs | bt | g | oo |

Notes: Slide 112
»CFR-5 has 4 sections (A - D). Sections B — D are accessed by tabs.

> Answer Section A, Question #1 by selecting Yes or No. There is no
default value. Providers must select the answer (affirmative
response).

» Providers operating OASAS and/or OPWDD programs must also
answer Question #2.

>If the answer to both questions is No, click “Save”, “Close”, “Go To”
then “Go” to proceed.

> If the answer to Question #1 is Yes, open Section B and enter
information about the transaction(s): affected program sites or
agency admin, transaction description, the name of the related party
and their relationship to the provider agency, transaction amount
and allowable costs.

» Column 3 is a dropdown box. Select the 3 most affected areas.
»Column 6 is a dropdown box. Select the appropriate relationship.

» Column 9 is calculated. Any portion of the transaction that is non-
allowable must be transferred to CFR-1, line 66, CFR-3, Line 41 and
DMH-1, line 13.
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el st 10 WHHCH
QASAS arc OPY

SECTIONB  SECTIONC | SECTION B] Click the “Add™ butian selow ta sdd a raw 1o the kit

B CFRS - Line Detaiks
CFRS Line Details

Detmabiok DuiVitm'ie | Zes|

Notes: Slide 113

> If Section B contains lease/property related transactions
Section C must be completed.

» Data for Section C, Column 8 is entered through a line details
box.

»Column 9 is a calculated field. Values greater than zero must
be entered manually in Section B, Column 8.

Pagssis Dits

7705700 G Tt £
[TTT7082 B Srot e 000 <[

FADASHY Acmarsision Fees
61 Martenarce n i o Ren L5U Or]
= 62 Ot (Do e

53 Totd Popedy Pronds s Sum f Liws 4962

- ToTALs

4 Totl Operaing Co (um s 1617 2041 v 23
R Voo

5 gy Adn A" €4 e ]
6,

R

Dttt DtV | 2wa| ‘

[Deverpton______Line 3 Detad Vaiue |

Worksheet Totst 1,000

Q| [CEO_son | o | o |

Notes: Slide 114
»Page 72 of the sample.

»Screen shot of $1,000 adjustment to allowable costs from CFR-
5, Section B entered on CFR-1, Line 66.

» After data entry for all tabs has been completed click “Save”,
“Close”, “Go To” then “Go” to proceed.

GoTo. | gwe | yibdwe | Cood | pee | Cow |

June 2014

57



2013-14 CFR Training

05/07/2014

Notes: Slide 115
> Page 43 of the sample.

> Full, Abbreviated and Mini-Abbreviated CFRs only — Not required for
Article 28 Abbreviated CFRs.

» Agency-wide schedule.

> Related Party Transactions: Detailed in Section 18.0 of the CFR
Manual. Accounting standards require disclosure in the financial
statements for some of these transactions.

> Related party transactions are also know as less-than-arms-length
transactions.

»Question #1 During the reporting period were any payments made
to related organizations or individuals for goods or services
associated with program services or agency administration?

»Question #2 During the reporting period did your agency receive
from or provide to any related organizations or individuals financial
aid/assistance?

Notes: Slide 116
* InSection C, the costs must be detailed by column and not be
solely listed in ‘Other’. Costs in ‘Other’ must be discretely

defined. Detail for schedule CFR-5 is at the end of the sample.
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June 2014

Notes: Slide 117

Notes: Slide 118

> After all data has been entered for all tabs click “Save
Reporting Psod: 77172013 6702014 L o ineng
eI ==
Gueston 82 g4 potng Pard v bt sy o o s s PO FIOM  [7o3]
o DASAS.

»If Question #2 was answered Yes, enter the required data.
7 ”Close”,
“Go To” then “Go” to proceed.

SECTION 6| SECTION € SECTIOND | Click the "Add™ buiton belaw o add a row 1o the kst
[Th sechn spphes ey o GASAS.
ocered s e o o o tarce.

1

2 3
Lime  Trans Wame of Related
B D Patpfindvidual

’
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socion | Section 3| Section 4 | Section 5 | Chick the "Add buiton below (0 add a rom (o the st

[BOARD OF DIRECTORS. AND BOARD TAUSTEES
 Offcers,

Amound paid | Contracted  Fringe bensfits Other benits® Total
Amgant

EACHRS - Line Dotads

Q) [er ] s | oo | e

Notes: Slide 119

»CFR-6 is a 4 tab data entry screen (Section 2, Section 3, Section
4 & Section 5).

»Data can be saved incrementally or after all data has been
entered.

»Data for Items 1 & 2 are entered through a line details box.

e
Section 2 Sechon 3 | Section 4| Section 5| Chck the "Add” button below to add a row o the kit

THE MIGHEST

1809 - Compober/Cormet_| L1 | !
609 ConpumDunst | | 7650 020
e w| e am

05/07/2014

Notes: Slide 120
»Item 3 data is entered like CFR-4 & CFR-4A. Click “Add to open
new lines for data entry.

»Column 1: Enter employee name.

»Column 2: Select Position Title Code (PTC) from the dropdown
list. Check the box if employee’s time is allocated to more than
1 PTC.

»Columns 3 & 4: Enter amount paid & FTE for the PTC used.
»Column 5: Annualized Salary is a calculated field.
»Column 6: Enter any contracted payment received.

»Column 7: Annualized salary and contracted payment is a
calculated field.

»Columns 8 & 9: Enter total fringe benefits and other benefits
for the employee listed.

» Column 9 data is entered through a line details box.
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Notes: Slide 121
»Page 78 & 79 of the sample.

»Mary Reynolds received $1,200 in compensation for car
expenses that were unallowable/non-reimbursable.

= »This amount has to be manually entered on CFR-3, line 41.

g

3
Delad bork DusVobm'tc | Zma|

B...

|I

B 8. E

e
£

29 oty Wide Cost Aocaton (LGU Or]
40 Tos pgurey aniciicn 51 L 125,16 2537 3. %)

§i|

42 HetAgercy Ak s e 0 e 41

Gor. | gow | usss | pood | pews | e |

Notes: Slide 122

»Item 3 data is entered like CFR-4 & CFR-4A. Click “Add to open
new lines for data entry.

SCHEDULE CFF -6

»Column 1: Enter contractor’s name.

eearsrn s e [ o] e e B S »Column 2: Select the type of contracted service from the
E"[I;Allnunimsmmuur dropdown bOX.

Line 8
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e
Section 2| Section 3| Section 4 Sectun's |

Mumbes ot sdicn
i excest o $75.000

Notes: Slide 123

»>Item 5: Enter the number of additional employees making in
excess of $75,000 in annualized salary. If there are none enter
zero.

» After data entry for all tabs has been completed click “Save”,
“Close”, “Go To” then “Go” to proceed.

Notes: Slide 124

> Page 44 of the sample.

»Full & Abbreviated CFRs only — Not required for Article 28
Abbreviated or Mini-Abbreviated CFRs.

» Agency-wide schedule.

»ltem 1: Do any employees of your agency also serve on
the governing authority? Defaults to No. If answered
Yes, identify the employee(s). NOTE: this does not
include the Executive director/CEQO as a non-voting
member attending Board meetings.

»Item 2: Do you pay any Board Members to be on the
Board? If answered Yes, identify the Board members.
Does not include stipends or dinner meetings.

»>ltem 3: Includes the employees’ annualized salary
in addition to the amount actually paid.
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05/07/2014

Notes: Slide 125

Notes: Slide 126
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Notes: Slide 127

>t is important to be mindful of the changes listed in the
transmittal letter when completing the 2013-14 CFR. Changes
in funding source codes or program codes may require
immediate corrections when carrying data forward from a
prior version of the CFR software to the current version of the
CFR software.

Notes: Slide 128

05/07/2014 64



2013-14 CFR Training
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Notes: Slide 129

»Accurate and complete CFR data for OASAS programs is
critically important OASAS fiscal policy development and
analysis.

> Cost report data is also requested and used by other NYS
agencies (i.e. DoH, DoB, etc.) and the Federal government for a
variety of different purposes (i.e. CMS, HHS, etc.).

Notes: Slide 130
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Notes: Slide 131

Notes: Slide 132
* Page 62 of the sample.
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Subsmsssion Type: Fil

Program:  [T100100)- G Trewmart = 1111052 Burn Svewt Cirne. -

Uk Sty Py Pugntsin |

Line.
1TEM DESCRIPTION

Notes: Slide 133
»Page 63 of the sample.

Notes: Slide 134

St
Thi Py - Hot P Hon € gl Ot of Hetwark.

T T T —
o Unconpeaed o B

o Renssemer o e 11101

GoTo. | Save | vokdwe | Coenl | Do | cow |
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Notes: Slide 135
* Page 64 of the sample.

Notes: Slide 136
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Notes: Slide 137

Notes: Slide 138

»Other Third Parties lines are now done in the same manner as
OASAS.
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05/07/2014

Notes: Slide 139

Notes: Slide 140
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Notes: Slide 141

Notes: Slide 142
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Notes: Slide 143

Notes: Slide 144
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Notes: Slide 145
* Page 68 of the sample.

Notes: Slide 146

»OPWDD 4, Line 22 is where all program administration
expenses listed on CFR-1, Line 40 must also be listed.

June 2014

73



2013-14 CFR Training June 2014

Notes: Slide 147

Notes: Slide 148
* Page 69 of the sample.
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Notes: Slide 149
»Page 70 of the sample.

»There have been minor revisions in the SED-4 instructions in
the CFR Manual. Please see Section 33 of the CFR Manual,
column 2a.

Notes: Slide 150
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Notes: Slide 151

Notes: Slide 152

»OMH & OPWDD require that hard copies of all applicable
certification pages be mailed to their respective CFR Units in
Albany.

»SED requires that hard copies of all applicable certification
pages be mailed to the Rate Setting Unit in Albany.

»OASAS much prefers that all applicable certification schedules
be submitted as PDF files via email. See Section 2.0 of the CFR
Manual for more complete and specific guidance.
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Notes: Slide 153

* Click “Validate Submission/Assign DCN” to proceed.

Notes: Slide 154

e Click “Perform Validations” to validate the entire submission.
ml»«m :
A S,

To seinse o cay
A DCH wil NOT be

Pertom Ful Coleutaions befoe vabdas
7 e D o8 v o™

g
Geola. Cose Bt Copy 1o Clpbowd
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Notes: Slide 155
»>If there are any errors, a message box pops up highlighting the
error in yellow.

»In most cases clicking on the error will take the user to the
screen containing the error.

» Correct any errors and repeat the validation process.

Frovsdes Agency. 1000 ey Ay
Repeating Pesd 7717212 6302013
Scbmirsion Type: £l

s , ;
e
e | | e |

Cieate Date/rma: 4/20/2014 125640 PM_ Cyclo Code: 2014 | DCN. 65280608

05/07/2014

Notes: Slide 156
»When there are no errors in the submission the software will
assign a Document Control Number (DCN).

» Click “Prepare for Upload” to proceed.
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Notes: Slide 157

* Use the default directory or click “Browse for a new directory”
to put the file in a different location.

T CFRS - repare Subemision for Uplead
‘Detault Dieciory for CFFS 5 besssions Prepared fox Uplood:

i el B i 54 S Gl s s e Ut ck
Sas Dtk Dy b

Current dastinatio fo Pregare-for-Upload ths.

Eomee s a e ety >

‘Cepy e rame to Cipbowd |
GoTo._| 6o ko webpape | [ Bepore St o Usood | _ e _|

Notes: Slide 158

» After the upload file has been prepared, a confirmation
Messenger Box pops up.

3 RS - Prepare Subemision for Uload.

P s » Click “Close” to close the Messenger Box then click “Go to CFRS
Upload Page.”

fioTa_ | o0 CPRS Liskood web page || B Sutmssenic Upkoad | Cose |
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. v 3 ol P, do 50 o, then chck the Vs buston beow.
0o you wanto procesd?

i

Office of Mental Health_,__

Consolidated Fiscal Reporting System (CFRS)

Browsar Reguiements for Uplossing:
i oo g

Cpars, Sata 128,08 ncryphon  seins 2 vpicnd

CFRS Az

Notes: Slide 159
»Click “Go to CFRS Upload Page.”

»Pop up window informs you that you are being redirected to
the OMH upload portal page.

Notes: Slide 160

»Click “Upload Your CFR Submission or Financial Statements.”

Uploading your completed CFR submission

VA and T i 1aa12 o 4 . ey 08 S Fol ALl B WeBER T30
 S9ABBAULMILL T2 301 3C-52967352- 201408101 P!t

Uploading your financial statements

Upload Your SR Subeniswon of inancel sttements

known precuns.

70 bre el o succHssAy elons yous sudmission.
i 00 e Ioaed out of s, pease cul 18184788854

v

3K | GFRS Home Pags | Table o Conterms
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Langinon Acoes | £ |FYCCON) | Esoal | Kimxctvms.

Enter a Provier Cade and press the Enter key, or cick the

Type oF documant to upload:
a

Prarial Statererds (CFS, SP5, A-133) (POF fl)

for tplond

prepere.
A esairgie fiename (fe version 22: 0 use u Giferent versicn) 5

RS 20
$9599-Ful-HULTI-[22]- 201 1C-52067351- 201 341121 7843 mdb.cr-

your
diferert version):

Sand

Emat asdress (seperate mutpie s3dresses weh commas)

Taruscton © ot v

BT e ——
st s

Notes: Slide 161

* Enter your agency’s 5-digit Provider Agency Code and press
“Enter” or click “Check” to proceed.

Notes: Slide 162
»Select confirmation status.

»Choose Type of documents to upload and check request for
confirmation

»Enter E-mail address to receive confirmation of successful
upload.

> User will click on “Browse” to find the file to be uploaded.
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Notes: Slide 163
* Confirmation of upload.

_ﬁ
Office of Mental Health

CFRS Upload TEST sits
imeah

Notes: Slide 164

¢ Return to the Banner Screen to access Reports, Utility
Options, Help Screen & Exit Program.
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Notes: Slide 165

> Click “Expected” to highlight all schedules in the submission
type completed.

> Clicking “Send to printer” sends the document to the users
default printer. Note: Make sure it has legal size paper in it.

> Clicking “Write to file” displays the document on the computer
screen in Notepad.

> “Inventory” lists the program sites defined and other

%fl&h@dﬁ}@x‘k .Stafg 1 identifying information about what is in the submission. This
%’ﬁﬂgs}"’w " can be useful in diagnosing problems.
Bt » “Advanced” allows for printing only selected NYS Agencies
Somme and/or county(s) schedules.

g’ Sendtopirter | Witetofie o

Notes: Slide 166

»When importing Master Data from a CBR to a CFR or vice versa
there are 2 steps to bringing in personal services information.

R » After importing data go to Utilities and select Convert CBR to
o CFR or CFR to CBR.
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Pravides Agency. 40340 JAWONID NC.
Pepenting Pesiod: 1/1/2012.12/31/2012
Submission Type:

Swmrgm oWl

Esitra R4 pogamates |

o e
ot Al e ccrer o can ko dekel goskons by comg|

Notes: Slide 167

»Some or all of the programs and agency administration titles
can be brought in to the submission.

" the TERA con ndcates CBR- o & rese o i o,

/CFRS Import Data Al dsi.

Select 2 version webect
E3ic

[
om || e Szt e

"

Teoutg Mevarng ot [5is Aoences 10O Use Devcrtion
it Y

AN GAVATL | DASASOMMOPWODSED SSIBAEE Tuarmg sangie

Submision 9% [Guct <] RescnaCcke RepwingPend (@ Dedad (Ot
® Comntupin 00sc) Fom 117200
Provde Cae!
‘Capi0 [{050 € Facal Uy odre) Te  2mamyvedse

Ql

05/07/2014

Notes: Slide 168

> All Data (Restoring data from a backup file) and Master Data
(starting from scratch can be imported.

»Importing Master Data is the preferred method of beginning a
new CFRS document. It helps insure that all agency and
program definition data remains accurate.

»Select a version of the software to import from or an
alternative location for a backed up submission.

»Select All Data or Master Data.

> If creating a submission of a different type and/or different
reporting period check “Change Submission definition” and
update the necessary items at the bottom of the screen.

» After importing check agency and program definition
information in case anything has changed.
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New Yok 31 Nonfurded
How¥ok 31 Ongong it S mp S O8H Ok
3 Nenfurded

Notes: Slide 169

Notes: Slide 170
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Notes: Slide 171

R Trining / Softwase o the Web
CHR Manuals / Resousces on Vet

Asout

Notes: Slide 172

3 7 Ondee Hep - Verson 210

o &
s . Fm

Gorterts | e | Semch | Favores |

ity fiew

Sumason
Deiraen
Care

b Buton Came
Spclenertas
Fapas
™

‘What's New in CFRS
* What's New in Version

= What's New in Version
2.0

‘What's New in Version 22.0

05/07/2014
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Notes: Slide 173

Notes: Slide 174
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Notes: Slide 175

Notes: Slide 176
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SCHEDULE DMH - 1

Tl Popem  [F00G01 G Tumer

Ssmrirs] Gora | _on | yoon |_gowes | pome | _com

Progam Fsca Summary

L e e Y

Mo,
- mevenues

ITEM DESCRIPTION

15 Poscpws Foes bor 551 s 554
16551 and 554

27 LTSE Income TotaI0MH and OPWOD ork]
78 SHAP [0ASAS, DPWDD)
23 e Defck Funcing (Sl 4 LG Fundin o]
= 30 O Detal Recumed)
3 Tod 1530

ApLIEsE N

I

Notes: Slide 177
»Page 45 of the sample.

»DMH-1 is a 3 tab data entry screen (Program Units of
Service and Expenses, Program Revenues & Program
Adjustments to Revenues).

»Data can be saved incrementally or after all data has
been entered.

»Data for ltems 1 & 2 are entered through a line details
box.

»Full CFRs: The software aggregates expenses, revenues and
units of service by program type, instead of program site.

» Abbreviated CFRs: CFR-4 data will be transferred to the
personal services line by the software.

Jsatonni2| GoTa sow | yssse | pocd | pese | ome |

Notes: Slide 178
* Page 46 of the sample.
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Notes: Slide 179

»To manually enter data on DMH-2, click “Save”, “Close”, “Go
To” then “Go” to proceed.

Povi 1 Fropiam Fecal Sunmay
Reperting Pesiod: 771/2013. &7302014

e »To have the software transfer DMH-1 data to DMH-2, click
o R | - | e N - “Save” then click “Transfer to DMH-2” to proceed.

Line.

it

o ITEM DESCRIPTION
= GAAP ADIUSTMENTS T0 REVENUE
B Potept Abmres.

H

33 Uncolecttie Acconrts Recarcate

= 34Ot Dot Reumec)
35, oGP Achmmerts {Sn Liws 23]
36 et AP Feverues [Lre 31 mans 5]
| GAAP ADJUSTMENTS T0 REVENUE

]

]

43 Tt et Beverues fLrs 31 Mews 42).
T 1bens 83

Lointo0it2| GoTo | Swe | yobdwe | el | Dome | O

Notes: Slide 180
> Select NYS Agency, Method of Allocation, County and Program(s) to

transfer.
SHEDGAE DN -1 »Method of Allocation is either percentage (normally 100%) or units
of service.
0N 1 10 OV Tante~Abpragrs 0 o ) X
P s ' »The county selected is the funding county for the program(s)
Sein T o ke selected.

Progrons o agarcy wlh da soved cn DS
- w2

»One program, several programs or all programs can be transferred at
time. Select a single program to transfer by clicking on it. Select
more than one program to transfer by pressing and holding the
Control button on your keyboard and clicking on individual
programs. To select more than one program listed consecutively,
press and hold the Shift button, click on the first and last program on
the list.

> After selecting the desired program(s) click “Transfer Programs”

»The CFRS — Messenger window should appear to confirm which
program(s) were successfully transferred.

o 080100 Cridan Yo (Cin -
o 7o g

ol akocafn figure ot bt ] st e 100,00

I

40" 1 the DMHZ cokumm reicates DMHZ dofa s pesert b s |
progamte )

4
&

TonbeProgoms | i | Doee | Coe

— »Both Full and Abbreviated filers can use the “Transfer Programs”
[ rvee] oeyetl Moosi vt f ] B N1 o function.
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SCHEDULE DMH - 1

O 5 )

‘ot o o moes ey 1o waner Use O 3 Sh wth
e sl mupe pogians.

StteAgency: [10WH =] Phogpam foragency, v dfa saved on DML

w2

| ot GALP Rverun (e 3
= NON.GAAP ADJUSTMENTS 10
37| Esemt Contoct

(i e lema Y
El

oo, Chksent Youm 1 -
s : e 2
L I Py ———"

e following prograrmis) sready have dita oa DMM-2:
2500 9) - Clnc Treatment

you continu, the evsting data willbe replaced. |
County Do you mant to continue! s OMH 2 st gt fr |
ouH |

i}

Fewvah 31

o
4]t Dpersimg Cost L 1

‘ e | ™ |

Totsl 100 10000

ol [ R

Provides Agency: 10000 - ey hgerey
Reporting Pesiod: 7/1/2013 - /3072014
Subasesion Type:

Tonteotmsiz] GoTa | Sowe | vakdse | Coce | Dets | Cme |

SCHEDULE DMH -1

Statahgency. [TOH |

Progtam Unds of Servica and Expenset

EBOMH-1 To OMEE roster=allpograms © o= =
Sooct o cr o rcpen bl Us O e Sl
ks st kgl g
T ap—T]

2100 0] Cir Tramnard

e o

] o | cmmcio]

PR 77— [T

ol e N

Notes: Slide 181

»If data already exists on DMH-2 (manually entered or
previously transferred from DMH-1 to DMH-2) a Warning Box
message will appear.

»To abort the data transfer click “No.”
»To continue with the transfer click “Yes.”

»When transferring data from DMH-1 to DMH-2 only the line
totals for data entered through a line details box will be
transferred. The detail information must be manually entered
on DMH-2.

05/07/2014

[Lurswoomnz] oo | Sme | vakiwe | Coes | Do | one

Notes: Slide 182

»If data is being transferred a CFR Messenger box appears with
notification of a successful transfer.

»The software will remind the user to manually input line
details box details on DMH-2.

» Either way;, click “Close”, “Close”, “Go” then “Go To” to
proceed.
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Notes: Slide 183
> Pages 45-46 of the sample.

»Full, Abbreviated & Article 28 CFRs only — not required for
Mini-Abbreviated CFRs.

Notes: Slide 184

»The Override box should be used sparingly in very specific
instances.

»Prior NYS agency approval is required before the Override box
can be used.
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Notes: Slide 185

> For profit providers should not transfer data from DMH-1 to
DMH-2 as the DMH-2 schedule is not required.

»Providers that only operate SED programs should not transfer
data from DMH-1 to DMH-2 as the DMH-2 schedule is not
required.

»Providers that only operate OPWDD rate based programs
should not transfer data from DMH-1 to DMH-2 as the DMH-2
schedule is not required.

Notes: Slide 186

»DMH-2 is a 4 tab data entry screen (Expenses, Revenues,
Adjustments To Revenues & Deficit Funding).

»Data can be saved incrementally or after all data has been
entered.

> Select State Agency, County and Program from dropdown list
to enter data.

05/07/2014
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(e

-2 ot ToLacsim/
Perd 77172013, 60204 Ceuc Gt
Sutbmivion Tyoe: £l

Sehgmcr 108 =] Comy  [even =% ]
Dedine 2 DMH Only Program: > _Cick. Progam | 2100 1004 - Clrvc Tonstment o gy

Exerss | Mevemues| Adstmert o Revemans | Boics Fnio |

Coroct T (

8 Loc Conkact[Corct Becuh el e s  cniy]
Line

ITEM DESCHIPTION

1
2 ot Contact Mumbos/L G0 Cormoc s Loz
3 Pogan,

e
4 Pogzam Cads Proga Cade e
EXPENSES.
5 Prcra Seveen
§ VacalnLesve Accass
7 Forge Beretts
8 O Than Prscnl Services 0775
9 Equpment -Proveies Pxd

CugeCorty | Gota | Swe | yoidve | Corcu | poe | Owe |

‘SCHEDULE DMH - 2

Py
Cowty:  [wvam x|
Deline a DMH Ordy Progam: > _Cick. Program:  [Z100100]-Cirs: Trosmert =

Exenser | Revenus:| Austments to Revenues | Deficit Funding |

Cortoct Tyom: (

Notes: Slide 187
»Select Contract Type:

. State contracts are direct contracts between the provider
agency and the funding NYS agency.

. Local contracts are contracts between the provider
agency and a county LGU.

»Select Method of Accounting from Dropdown box.

»In the sample, Any Agency reports equipment depreciation of
$2,600. Any Agency wants to claim the actual cost of
equipment purchased in 2013-14 for state aid reimbursement.
Therefore, after transferring data from DMH-1 to DMH-2 the
amount on the equipment line was changed to $5,569.

(8 Local Corbct [Corvac Frough agproval et v 8 couni)

ITEM DESCRIPTION Valuo

| Forschedin OMM - 2
i T Dol bk Dt Vbt | 2w |
8 Ots Than Pevenl Services [TFS] | f

7 Furge Berelts

umert - Provid Pt

Pronie P I

Worksheo! Totsk 1,000

O CED)_swe | powe | o |

Chonge Caumty | ioTo Soe | yodoe | Cocd | pee | Cooe

05/07/2014

Notes: Slide 188

»Remember to add the detail in the Line Details Box for those
lines with an asterisk next to the line number or else a failure
will occur during the submission validation process.

> In this example the related party transaction adjustment detail
has been added.

» After data entry, click “Save” or switch tabs to proceed.
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Provides Agency. 10000 Ay Agercy
Repocting Peod: 7/1/2013 - £73072014
Sulbmission Type: Ful

State Agamcy: [1-0WH =] coum
Deline o DMH Ordp Program: > _Cick. Program:

Exponter  Reverums | Adastments to Revenues | Deficit Funding |
Line
| Wo.
- mevenues
4 o o for $61 $54)
oy

ITEM DESCRIPTION

SCHEDULE DMM -2

e To Locabims/
Drect Comact

e I |
R —

3

sessssnssafegbens e

|

Notes: Slide 189

»There is no “Add” button in the OMH Medicaid line details box
to ensure accurate reporting.

» After data entry click “Save” or switch tabs to proceed.

ChargCouy | GoTo. | Sow | Vokiwe | Cowel | Deee | oow |

Pepodtng Pesiod 7/1/2013. 6732018
‘Submission Type: Ful

8 To Localies/
[
Sy

Stae Agency. [1-0 =
Deling & DMH Only Program: -+ _Clet.

Expenses | Revenses  AdusimertsoReversas | Defict Funding |

Na- 1TEM DESCRIPTION
GAAP ADJUSTMENTS 10 REVENUE
E]

[hwves 30 = =]
o —

‘
9oale

3
LEINS AN

Comgncorw | GoTo. | Swe | vime | Cwcel | Dowe | Cow

Notes: Slide 190
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Provides Agency 10000 Ary Agery
Reportmg Period: 71/2013-8/30/2014
Scbmiasion Type: Fib Sy

State Agency: [T-OMK — =] Cowr ewroh 31 %]
Define 2 DMH Only Program: > _Cick Progiam: [T 001 Cirs: Tresinert =

SCHEDULE DMH -2 A Ts Localness
Deect

Enpemes | Reverues| Adirtments t fleverums  OfctFirciny |
Line
No_ ATEM DESCRIPTION.

5 Loca Goverart Share
46, Servee PoserShue vkt Corntupors)
47 Tt dsrored et Furdeg G s 44 46)
48 onfurced

)

_Qwgcuny | goto. | _ses | ysew | peos | o | e |

et To Locaties

Sadgmcr [0 2] Cowe  evaw =%
Dtne 2 DMH Orip Proguam: » [ G | L T s

Exponies | Revenues| Adwstments to Revenues  Deficd Furdryy |

Notes: Slide 191

»Enter the breakdown of deficit funding
»Line 44 is equal state share

»Line 45 is for county tax dollars

»Line 46 Providers voluntary contribution (OASAS Programs line
non-enterable)

»Line 47 sub-total
»Line 48 Non-Funded
»Line 49 total net deficit, must match line 43

Lol Govermert
45 Sevce P St ] | so.
7 Tots ssroves e urdeg e 4

A7 T ) { Dot M Oy Progrom

L] 1-0MH

Please seloct a progiam:
2100 Clew: Treshmes -OVAT =

Please enter the index: [

o | e |

05/07/2014

Notes: Slide 192

»The “Define a DMH Only Program” button is used when a
program reported in 1 column in the core schedules needs to
be split into 2 or more columns on DMH-2.

»This function is only used by OASAS & OMH.

»Example: If the OMH 2100 program in the sample was
budgeted in 2 columns a DMH Only program would need to be
created.

> Click “Define a DMH Only Program.”
»Select a program from the dropdown box.

»Add a new, different program code index and click “Save.”
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‘SCHEDULE DMH - 2 e To Localies/
Denct Coriact
Sy

Swedgueer [ = ey [ =]
Defime & DMH Only Program: > _Cick FProgam: | 2100101) - Clru Troatment oicy

Expanser | Ravemves | Adustmonts s Reverues | Deficit Funding |

[
€ Local Cantact Cartact Sugh apgrove s s court)

Value

Notes: Slide 193
»Enter data for the new DMH-2 Only program code.

»The data in the 2 programs on DMH-2 must equal the total
values reported in 1 column on DMH-1.

» After data entry for all tabs has been completed click “Save”,
“Close”, “Go To” then “Go” to proceed.

1 Forge Bereits
8Os Than Pessol Services (TP

05/07/2014

Notes: Slide 194
»Pages 51-52 of the sample.

> All CFR types.

»For state aid funding only. Not required for for-profits, SED
only providers, OASAS/OMH/OPWDD providers operating only
rate-based programs or have no programs receiving state aid
funding.

> If the method of accounting chosen is cash or modified at least
one data element must be changed from DMH-1 to DMH-2.
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Notes: Slide 195

Notes: Slide 196
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Notes: Slide 197

»State Grants are grants directly received by the provider
agency from non-CFR state agencies.

»Federal Grants are grants directly received by the provider
agency from federal agencies.

> State and federal grants should only be reported on these lines
if they are a component part of the funded program(s).

> State and federal grants that have nothing to do with the
funded program(s) should be reported in Column 7 of CFR-2.

June 2014

Notes: Slide 198

99



2013-14 CFR Training June 2014

Notes: Slide 199
»DMH-3 is a 3 tab data entry screen (Funding Source Summary,
Statistics & Summary Totals).

»Data can be saved incrementally or after all data has been

Py
Repanting Period: 7/1/2013- /302014

s % = entered.
e e o | | »Select State Agency, County and Program from dropdown lists.
Funton Souece: [EETENFRRETTRREEN =] - . i
‘ o : »Select correct funding code from the dropdown list and enter
data.

o
ITEM DESCRIPTION |
o0

»Click “Save” and/or select a different tab to proceed.

Notes: Slide 200

* Ifanincorrect funding code has been used and saved, it can
be corrected by using the “Change Funding Source” button.

leponting Pered: 77172013 67872018 g Fusdeg Soce Sy
Submission Typa: Fil

State Agency: [1-0MH v [ =« =]

=0
Proguum:  [TEOTON - Cormrwy Fedirce, Gridan U3 2] o

Fundiog Scusca Sumesy | Statintics | Summany Totals|

Tpe @
(" Local ot Combact o sppuoval e v o]

VIEM DESCRIPTION Progeam Tetabs fes Conly

[CrorfirdraSosce] CoronCorsy | Goto | Swe | yokiwe | sl | Dome | e
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P [T ety i 2[4

Furding Souce Sunmary | Statistics | Summary Totsds|
Funding Sowcs: [§738 -Gt CF ol [ Crunge Courty © 0

Notes: Slide 201

* If a county code needs to be changed use the “Change
County” button.

i Tion &
€ Loca Coreat[Coritac xoh approvl e v » coxriy]

ITEM DESCAIPTION ! Proaram Total for County

1)} Ourrurding Soce || g Corwp | GoTo. | e | yvekdwe | Corost | s | O |

Provator Agency: 10000 iy Agery SCHEDULE DM) -3 4 To Lncabes Ard Dt Coreact
Repontiog Pasiod: 77172013 5/0/014 Progam Furcing Surce Sy
e Fil

Stte Ageny: [1 006 o e = =

N Progem: [0 Comrty et G ][

FndegScsca Sy | Staiin | Summary Fotae|
Fondien Soumce:

Cortoct Te 8

Notes: Slide 202

* First of 2 funding codes in 1 program.

€ Lo Contact ICorpac B sppeovl it v ccsy)

04 Sheter P Cae
meMpesceTion__ %2 Progyam Total fos County.

Q) Orwen gt Cowencamy | ot | o | v | e | o | oo |

05/07/2014
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Pravides Agency: 10001y Agercy.
Raposting Pesiod 1/1/2013- S302014
Subission Tppe: Fub

State Agency. [1- OV |t |
[T iy Gt [

Fusting Susce Summay | Stantics | Summary Votats|
Funding Source:

Cermact
Prgam Furcg Susce Sty

Cormnct Tipm: @
€ Lol Coniact[Conac rngh ol wser it 3 couri]

Program Yetas for Counsy

05/07/2014

Notes: Slide 203

»Second of 2 funding codes in 1 program.

»The total values for all funding codes entered for a program in
a county are displayed in the Program Totals by County
column.

» After all funding source data has been entered for program,
these totals must match the corresponding program totals on
DMH-2.

» After data entry for all tabs has been completed click “Save”,
“Close”, “Go To” then “Go” to proceed.

Notes: Slide 204
> Pages 57-58 of the sample.

» All CFR types.

» For state aid funding only. Not required for for-profits, SED
only providers, OASAS/OMH/OPWDD providers operating only
rate-based programs or have no programs receiving state aid

funding.
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Notes: Slide 205

Notes: Slide 206

* Not all programs have persons served per month or units of
service. Check Appendices E — G of the CFR Manual or consult
with the funding DMH State Agency.
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Notes: Slide 207

Notes: Slide 208
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Notes: Slide 209
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