MBES/CBES 
HCFA-64/21 Training Guide 


Navigating HCFA-64 and HCFA-21

This section provides step-by-step instructions for modifying and viewing Medicaid Program Expenditure Reports (HCFA-64 Forms) and SCHIP Program Expenditure Reports (HCFA-21 Forms).

HCFA-64 

To Access a Form

All report forms/records can be accessed from any of the MBES/CBES screens.  Simply click one of the four buttons located on the side menu; HCFA-21, HCFA-21B, HCFA-37, or HCFA-64.  

1) Click the HCFA-64 button. A list of the HCFA-64 functions is displayed.  

Note:
Only buttons granted authorized security access can be selected.  A grayed out radio button signifies the function is not authorized for use. 

2) Select an authorized state from the State drop-down list box. 

3)
Select a period from the Quarter drop-down list box and enter the Year.  The system automatically defaults to the current quarter.
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4)
Click the radio button in front of a function to select it.  See the following sections for information on performing each function.

To Add/Modify Records

Due to the variety of HCFA-64 forms, this section had been divided into four parts:

· Procedure for Base 64 Forms

· Procedure for Prior Period Adjustment (P) Forms

· Procedure for Waiver (WAIV) Forms

· Procedure for Prior Period Adjustment Waiver (P-WAIV) Forms

Before beginning each part, be sure to:

1) Select the Add/Modify function.

2)
Select the form to Add or Modify from the Form drop-down list box then click the Submit button. 
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Note: 
Some forms may appear with default numbers.

General Note
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When adding or modifying the HCFA-64 forms, some of the forms have Enter DSH and Enter Abortion buttons.  These buttons connect to forms that automatically calculate data for the line.
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Enter DSH Button

1) Click Enter DSH button.
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2)
Enter the Fiscal Year and Total Computable to calculate the Federal Share.  Multiple lines can be entered; however, each fiscal year must be different.

3)
Click the Submit DSH Expenditures button.  The total of all entered values is used on the 64 form.

Enter Abortions Button

1)
Click the Enter Abortions button.
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2)
Enter the appropriate data for Fiscal Year, Other %, Total Abortions, and Total Computable columns, located under the each of the categories; Life of Mother, Incest, and Rape.  The columns under the Total category are automatically calculated.  Multiple lines can be entered; however, each Fiscal Year and Percent Fields combination must be different.

Use the scroll bars on the right and the bottom of the screen to move throughout the sheet.

3)
Click the Submit button.  The summary Total Abortions value and the summary Total Computable value are displayed on the 64 form. 

Procedure for Base 64 Forms

1)
After the Add/Modify function is accessed, the selected form is displayed. Enter data into the appropriate textboxes.  
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Textboxes with a gray background/gray numbers are Totals fields and can not be input by the user. To move from textbox to textbox, it is recommended that the user press the Tab key. Do not press Enter to move from box to box.

Note:
For information on Enter DSH buttons and Enter Abortions button, see the General Note section on page 7.

2)
Click the Save Record button. A message is displayed confirming the save.

3)
Click the Return to HCFA-64 Menu button.

These actions apply to the 64.9 Base, 64.9O, 64.9A, 64.10 Base, 64.11A, 64.9R, 64 Narr, 64.21, and 64.21U Forms.
Procedure for Prior Period Adjustment (P) Forms

To Add a HCFA-64 P Form

1)
In the text box of the Add section, enter a Prior Fiscal Year and select one of the listed lines (7, 8, 10A, or 10B). Click the Add New Form button. The record is displayed.
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2)
Enter data into the appropriate textboxes and scroll down to click the Save Record button. A message is displayed verifying the save.

Textboxes with a gray background/gray numbers are Totals fields and can not be input by the user. To move from textbox to textbox, it is recommended that the user press the Tab key. Do not press Enter to move from box to box.

Note:
For information on Enter DSH buttons and Enter Abortions button, see the General Note section on page 7.

3)
Click the Return to HCFA-64 Menu button to return to the function menu.

These actions apply to the 64.9P, 64.10P, 64.21P, and 64.21UP Forms.
To Modify a HCFA-64 P Form

1)
Click the Select button next to the form to be modified in the Modify section.  
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2)
Update the data and click the Save Record button. A message is displayed verifying the save.

3)
Click the Return to HCFA-64 Menu button to return to the function menu.

Procedure for HCFA-64 Waiver Forms

To Add a HCFA-64 Waiver (WAIV) Form

1)
In the text box of the Add section, select the Type of Waiver from the drop-down list box.  

2)
Enter the Waiver Name and Waiver Number.  Click the Add New Form button. The record is displayed.
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3)
Enter data into the appropriate textboxes and scroll down to click the Save Record button. A message is displayed verifying the save.

Textboxes with a gray background/gray numbers are Totals fields and can not be input by the user. To move from textbox to textbox, it is recommended that the user press the Tab key. Do not press Enter to move from box to box.
Note:
For information on Enter DSH buttons and Enter Abortions button, see the General Note section on page 7.

4)
Click the Return to HCFA-64 Menu button to return to the function menu.

These actions apply to the 64.9 WAIV, 64.10 WAIV, 64.21 WAIV, and 64.21U WAIV Forms.
To Modify a HCFA-64 WAIV Form

1)
Click the Select button next to the form to modify.  
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2)
Update the data and click the Save Record button. A message is displayed verifying the save.

3)
Click the Return to HCFA-64 Menu button to return to the function menu.

Procedure for HCFA-64 Prior Period Adjustment Waiver (P-WAIV) Forms

To Add a HCFA-64 P-Waiver Form

1)
In the text box of the Add section, click the Add button.
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2)
Enter a Prior Fiscal Year and select one of the listed lines (7, 8, 10A, or 10B). Click Next.

3)
Select the Type of Waiver from the drop-down list box.

[image: image12.png]Medicaid And Children's Health Insurance Program Budget And Expenditure System - Microsoft Internet Explorer

&1 http://204.156.28.210/mbesches/index him

I Horaz1

[ Hcra218

T Horaar

T Horace

B

I Contral
| office

['system Help





4)
Enter the Waiver Name and Waiver Number.  Click the Add New Waiver-P Record  button. The record is displayed.

5)
Enter data into the appropriate textboxes and scroll down to click the Save Record button. A message is displayed verifying the save.

Textboxes with a gray background/gray numbers are Totals fields and can not be input by the user. To move from textbox to textbox, it is recommended that the user press the Tab key. Do not press Enter to move from box to box.
Note:
For information on Enter DSH buttons and Enter Abortions button, see the General Note section on page 7.

6)
Click the Return to HCFA-64 Menu button to return to the function menu.

These actions apply to the 64.9P WAIV, 64.10P WAIV, 64.21P WAIV, and 64.21UP WAIV Forms.
To Modify a HCFA-64 P-WAIV Form

1)
Click the Select button next to the form to modify.  
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2)
Update the data and click the Save Record button. A message is displayed verifying the save.

3)
Click the Return to HCFA-64 Menu button to return to the function menu.

Other HCFA-64 Forms

The HCFA-64 Summary Sheet, HCFA-64.11, HCFA-64.9D, and HCFA-64.F are calculated based on information from various HCFA-64 forms, and therefore can only be browsed.  

To Delete a Record

1)
Select the Delete function.

2)
Select the record to delete from the Form drop-down list box then click the Submit button.

3)
To delete the record from the database, click Yes. A message is displayed confirming the record was deleted. Click the Return to HCFA-64 Menu button. 

To cancel the action, select No to return to the HCFA-64 Menu. 
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These actions apply to the following HCFA-64 forms: 64, 64.9 Base, 64.9O, 64.9A, 64.10 Base, 64.9R, 64.21.  If a form is Browse Only, it can not be deleted.

Note:
For the HCFA-64 P, WAIV, and P-WAIV forms, click the Select button to select the form to delete.  On the following screen, click Yes to delete the specific record from the database, or No to cancel.  
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To Browse a Record

1)
Select the Browse function.

2)
Select the record to browse from the Form drop-down list box then click the Submit button.

3)
The HCFA-64 form that currently resides in the Transaction file is displayed. The data is read-only; no input boxes are available. 
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Note:
A certification watermark is apparent if the submission has been certified.

4)
Click the HCFA-64 button to return to the HCFA-64 main menu.

Note:
For the HCFA-64 P, WAIV, and P-WAIV forms, click the Select button to select the form to browse.  
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To Browse Master File
1)
Select the Browse Master File function.

2)
Select the record to Browse from the Form drop-down list box then click the Submit button.

3)
The HCFA-64 form currently in the Master File is displayed. The data is read-only; no input boxes are available. 
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Note:
The Browse Master File screen resembles the Browse Screen.  The data may vary unless existing transaction records have been moved into the Master file.


A certification watermark is apparent if the submission has been certified.

4)
Click the HCFA-64 button to return to the HCFA-64 main menu.

Note:
For the HCFA-64 P, WAIV, and P-WAIV forms, click the Select button to select the Master File to browse.   
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To Access Reports 

1)
Select the Reports function and click the Submit button. A form does not have to be selected from the Form drop-down list box.
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2)
Enter report criteria and select the report(s) to generate. 

a) Verify that the State and Quarter ended are correct; if not, change the selections. 

b) Click the check box to view reports from the Master File.  If left blank, reports are extracted from the Transaction file.

c) Click Next to continue. 

3)
Scroll to the bottom of the screen and click Select All to generate reports for all forms, or click the check boxes next to individual forms.  

Note:
Any forms that are not on the selected file are displayed under the “Forms Not On File” header.
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4)
Click the Generate Reports button to submit. The reports are generated in PDF file format (viewed with Adobe Acrobat).
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5)
There are two options on the HCFA-64 Report Package Screen: 

a) Option 1 allows the Adobe Acrobat software to be downloaded: a viewer which reads PDF files. The viewer must be installed in the web browser to view or print the reports. 

b) Select Option 2 to open the reports.
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6)
Use the scroll bar to view the entire report. The report consists of the forms selected. Use the Magnifying glass icons to zoom in/out to a specific part of the report. To print a report, click the Print icon on the viewer toolbar.

Note:
To view samples of HCFA-64 reports, see Appendix A.   Report samples will be delivered at a later date.
To Use Master File Function

1)
Select the Master File Functions function and click the Submit button. The Submission Status Screen is displayed. 

Using “Y” for “Yes” and “N” for “No”, the chart displays if the submission is on the transaction file, master file, and whether it is certified.
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2)
To move or delete files, scroll to the bottom of the page. Central Office Users have additional features on their screens that enable them to delete or move submissions to and from the Transaction and Master files. 
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a) Select a state from Select State drop-down list box.  

b) Click Move from Transaction File to Master File, Move from Master File to Transaction File, Delete Master File Record, or Delete Transaction File Record. 
c) Click the Submit button.

3)
A message is displayed to confirm function selection. Click the button that reflects the function to apply (i.e., Move from Transaction File to Master File). To cancel, click the No, Please Cancel this Action button. A message is displayed stating that the action was successful.

Note:  Files must be certified to move to the Master File.

4)
Click the Return to HCFA-64 Menu button.

To View Query Certification Information
1)
Select the Query Certification Information function then click the Submit button.

2)
The certification information for the state and quarter requested is displayed.
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3)
Click the HCFA-64 button to return to the HCFA-64 main menu.

To Certify a Submission

1)
Select the Certify HCFA-64 Submission function and click the Submit button.  The 64.9 Base form must be completed before certification is allowed.

2)
Enter a Name and Title in the appropriate text boxes. Name and Title are required before proceeding. To include a Footnote, enter text in the text box. Click Submit.
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3)
A verification message is displayed. Click the message to return to the Main Screen.

To Uncertify Submission
1)
Select the Uncertify HCFA-64 Submission function and click the Submit button.
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2)
Verify that the quarter selected is correct and click Yes to uncertify the forms for that date.

 To Cross Reference
1)
Select the Cross Reference function and click the Submit button.
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2)
All forms that have been currently submitted and the bottom line totals are displayed.  Click the Return to HCFA 64 button.
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