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Introduction 
Purpose and Goals  
The Provider Data Submission System (System) allows for Nursing Home Providers and Supervisory 
Authorities, such as Home Offices, to electronically submit their audited financial statements and 
financial information directly to the Agency for Health Care Administration (Agency).  The System is also 
used to submit Medicaid Cost Reports. 

The System is primarily for the collection of information, and certain validations and edits have been put 
in place to ensure data is as clean and accurate as possible.  The System allows for direct communication 
between Providers and Agency Analysts within the System so that there does not have to be an 
exchange of emails or multiple resubmissions.  Ideally, when the Agency accepts a Submission, it will 
have been thoroughly reviewed by both the Agency and Provider, with any outstanding issues resolved 
or overridden by the Agency, if applicable. 

 
 

Navigation 
The URL for the System is https://apps.ahca.myflorida.com/crs. 

The System is compatible with the following internet browsers: Chrome, Edge, Safari, and Firefox. 

Note: the System is not compatible with Internet Explorer.  If you attempt to log in, you may receive 
the message below. 

 

 
 
 

Screen Sizing 
While every attempt has been made to develop the System to be adjustable across all platforms, some 
of the text on the pages may wrap or appear out of alignment when viewed on smaller screens, like a 
laptop or tablet, or minimized on a larger screen. 
 
The pages themselves can be adjusted for better viewing by using the Zoom Level within the browser. 
For Chrome and Edge, click the three little dots in the top right corner of the screen. 

 
 
Use the Zoom minus (-) (and/or plus (+)) sign to adjust the screen. 

https://apps.ahca.myflorida.com/crs
https://apps.ahca.myflorida.com/crs
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Support 
If you have additional questions about how to use the System, please contact the Financial Analysis staff 
via email at AHCAFNHURS@ahca.myflorida.com. 

 

Sign-Up/Log-In, Security, and Permissions 
Sign-Up 
Provider and Home Office Users will first have to Sign Up to access the System using a valid, unique 
email address and password.  The sign-up is a one-time operation for individuals.  If someone has 
previously signed up for access to PDSS for the Cost Report System, a new account is not needed; please 
skip to the next section ‘Log-In’. 
 
Click here for the Sign-Up Instructions, and once the sign-up is completed successfully, users will have 
access to the Provider Registration page. 
 
 

Log-In 
After a user has signed-up for the System, login using the email address and password used to sign-up 
whenever access is needed.   
 
Note: If a user has the login page open too long before entering the login information, the user may 
receive an error message when login is attempted. 

mailto:AHCAFNHURS@ahca.myflorida.com
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Just re-enter the URL for the System to return to the login screen and enter the information to log in. 
 
 

Security 
When Sign-Up for the System is successful, an Email Verification process must be completed. 
 
 

Permissions 
Users will be assigned roles based on the type of work they will perform in the System.  They will be 
given a separate User Role for each of the Providers and/or Supervisory Authorities for which they are 
given access.  The role of Administrator (Admin) is the highest level of access, so users designated as 
Administrators will have augmented permissions, which include the ability to grant access and assign 
Roles to other staff and contracted employees for those Providers/Supervisory Authorities they have 
Administrative access for.  The Admins have access to all System tabs and have create, edit, and delete 
access permissions for the content of their Providers and Supervisory Authorities.    
 
The System Roles (access levels) include: 

• Access Requested – The user has requested access to a Provider and/or Supervisory Authority.  This 
user will not have access to the System beyond the Request Provider Access page until a Role has 
been assigned to at least one Provider or Supervisory Authority. 

• Access Granted – The user has been given access to a Provider or Supervisory Authority.  This user 
can create and send Submissions to the Agency.  They can view all the Submissions for the Provider 
or Supervisory Authority, but only update and submit the Submissions they ‘own’ or are assigned. 

• Admin Access Granted – The user has been given Administrative access to a Provider or Supervisory 
Authority.  This user has the same permissions as Access Granted plus the ability to update and 
submit any of the Submissions for the Provider or Supervisory Authority.  They are also able to 
assign Roles and re-assign Submissions to another ‘owner’, or user. 

• Read-Only Access Granted – The user has been given read-only access to a Provider or Supervisory 
Authority.  This user cannot create Submissions or enter (or change) information on the Worksheets. 
They can view Submissions for the Provider or Supervisory Authority, including the Worksheets, 
Reports, Comments, and Error Check.   
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• Access Denied – The user has been refused access to, or had access removed from, a Provider or 
Supervisory Authority.  This user can still log into the System, but will not have access to Provider(s) 
and Supervisory Authority(ies) for which they have been denied access.   
 

The initial Admins for Providers and Supervisory Authorities will be given Admin access by the Agency.  
The Admins will then give access to, or remove access from, other users as needed.  The Admins are also 
able to change the roles of users for their Providers.  If a user is granted access to a Provider and/or 
Supervisory Authority, they will have that access until an Admin changes it or sets the user’s access to 
Access Denied.  Access must be revoked for a user to no longer have access to a Provider and/or 
Supervisory Authority.  Each Provider’s Admins are responsible for user maintenance. 
 
Note: Even if a user is denied access to all their Providers and Supervisory Authorities, they will still be 
able to log into the System, but the Provider Registration page is the only page they will be able to see. 
 
Providers may allow access to as many users as needed to perform the data entry and submission of 
financial reporting information to the Agency.  There is no limit to the number of users that can access a 
single Provider. 
 

Provider Data Submission System 
Sign Up Instructions 
Provider Users will start by signing up to access the Provider Data Submission System using a valid, 
unique email address and password.  
 
The email address used to sign-up for the System will be used for verification; an email will be sent from 
the System to the address for the user to complete the Email Verification process.  It is also the email 
address that will be used for forgotten passwords and for the automated notifications sent from the 
System resulting from various activities that take place. 
 
Once the application URL has been entered into the browser and the page displays, select Sign Up in the 
box. 
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Enter a valid email address.  Enter a valid password according to the criteria designated for passwords 
and click SIGN UP. 

          
 
When Sign Up is successful, the initial landing page for the System will be the Provider Registration 
page.   

  
 
The email address of the user logged in will display in the upper right corner of the page.  

 
 
There will be an indicator – an exclamation point in a red circle – if the email address has not been 
verified yet.  The Email Verification must be done before work within the System can begin.   
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From the top right corner is the ability to access the User Profile and Logout. 

 
 
User Profile:  Select the Click to Edit link, and then select User Profile from the drop-down for the 
Manage Your User Profile page. 

 
 
Logout:  Select the Click to Edit link, and then select Logout from the drop-down to log out of the 
System. 

 
 
 

Email Verification 
When a valid email and password have been entered and Sign-Up for the System is successful, a 
verification email is sent from the System to the email address used to sign up. 
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Click the Verify Link or Verify Your Account button in the email to complete the verification process.   
 
A browser will open, and a message will display with the verification result. 

       

 
 

Manage Your User Profile 
The Manage Your User Profile page shows if the email address has been verified and allows for the 
verification email to be resent if needed.  The page also allows for a First Name and Last Name to be 
entered.   

To go to the Manage Your User Profile page, select the Click to Edit link in the top right corner under 
the user email address, and then select User Profile from the dropdown list. 
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If the email address has been verified successfully, the page will display a confirmation message. 

 
 
In addition, the indicator in the top right corner will display green with a check mark. 

 
 
Note: The email from the System could go to Spam or Junk Mail, so those folders should be checked if the 
email fails to come to the Inbox. 
 

If verification has not been done, the page will display the description and instructions, and provide a 
way to resend the verification email.  
 
If the email cannot be located, click the Resend Email Verification Message button and another email 
will be sent to the email address used to sign up. 
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Once the email is received, complete the Email Verification Process. 
 
When the System is first accessed, the email address used to sign up displays in the top right corner, and 
the First and Last Name are empty in the Your Personal Information box. 

 
 
After the First Name and Last Name are entered, click the Save Changes button. 

 
 
The System will automatically log out and require that the user log back in. 
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When the System opens, the user’s name will display in the top right corner above the email address. 

 
 
The Name will also display throughout the System for the Administrator, Agency staff, and on the 
Submissions that the user “Owns” or is assigned. 

 
 
 

Provider Registration 
The registration process starts from the Provider Registration page.  Provider users select the FNHURS 
Report Nursing Home(s) and FNHURS Home Office Report they need to have access to for creating 
and/or working on financial information and audited financial statement Submissions.  Once the 
Providers are selected and saved by a user, notifications will be sent to the Agency or Provider 
Administrators, as applicable, for them to review and respond by granting access as needed. 
 
Until a user has selected and been given access to at least one Nursing Home Provider or Home Office, 
they will only be able to see the Provider Registration page. 
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Select Providers 
When access to a Nursing Home Provider or Home Office needs to be requested, click the little arrow to 
the right under the Select a Program in the Available Providers box on the far right of the screen. 

 
 
The options available will be Nursing Home Provider, NHP Home Office, FNHURS Report, and FNHURS 
Home Office Report.  Selecting an option from the drop down will then generate a list of Providers, 
either Nursing Home Providers or Home Offices, to choose from based on that selection. 

 
The FNHURS Report should be selected for requesting access to licensed Nursing Homes for the Florida 
Nursing Home Uniform Reporting (FNHUR) of financial information and audited financial statements. 

The FNHURS Home Office Report should be selected for requesting access to Home Offices for the 
Florida Nursing Home Uniform Reporting (FNHUR) of financial information and audited financial 
statements. 

 
Once a Program is selected, the list of Available Providers will populate based on that Program 
selection. 
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Drag the desired Nursing Home Provider(s) and/or Home Office(s) from the list on the right to the 
Current Registration Requests box on the left. 

 
There is a search field that can be used to find Available Providers.   
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Note: If the search field is used, at least three (3) characters must be entered into the field, and the list 
will filter with any names that contain those characters anywhere in the name. 
 

 
 
If a user needs to request access to multiple Nursing Home Providers and/or Home Offices, drag each to 
the Current Registration Requests box prior to saving and sending the requests. 
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Note: The Save Changes button must be clicked for the Request(s) to be sent to the Provider’s Admin(s) 
(or Agency if it is the first Admin requesting access). 
 
Once the Save Changes button is clicked, an email will be sent from the System to the Provider Admin(s) 
for the requested Provider(s) or to AHCA Admins if no Provider Admin exists. 
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Registration Request Status 
Each of the Providers in the Current Registration Request box will have a message for the current status 
of the request.  The message will change as the request moves through the process.  The steps of the 
process include selecting a Provider, sending the request to an Administrator, and receiving the role 
assignment for the Provider.   

The Click here to remove link will always be available for each of the Providers.  There is a message 
displayed when a user clicks the link, and the Provider will be removed from the Current Registration 
Requests list when the Save Changes button is clicked. 
 
 
Initial Status 

When a Provider is first dragged over, before the Save Changes button has been clicked, the status will 
be A request will be sent for access to this provider.  

 
 
 
Access Requested 

Once the Save Changes button has been clicked, notification is sent to the Administrator(s) of the 
Provider(s) and the message will be You have requested access to this provider. 

 
 
 
Access Messages 

Once access to a Provider has been given, the level of that access is disclosed in the message. 
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For Provider Admins, the Manage Registrations page has a list of the roles and the description of their 
access.  The descriptions for the roles are also in the Permissions section of this document. 
 
 
Removing Providers 

Since some of the Providers have similar names, it is important to verify when requesting access that the 
correct Provider is chosen.  If the wrong Provider is added to the Current Registration Request box, it 
can be taken out by selecting the Click here to remove link in the bottom right corner of that Provider 
entry.  Access to a Provider can be removed at any time, even after the access request has been sent or 
a role has been assigned. 
 
If the Click here to remove link is selected before the Save Changes button is clicked, the Provider will 
immediately be taken off the list. 
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After the access request has been sent to the Admin(s), a Provider can still be removed from the 
Registration Requests by selecting Click here to remove and then Save Changes. 
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Until a User Role has been assigned to at least one of the requested Providers or Supervisory 
Authorities, the System will continue to return a user to the Provider Registration page. 
 
When access has been given, the user will receive an email detailing the Provider(s) and level(s) of 
access they have received.  The levels of access include Provider Administrator, Provider Access, Read-
Only Access, and Access Denied. 

 
 
Once access has been given to at least one Provider or Supervisory Authority, additional tabs will be 
available depending on the level of access given.   
 
If at any point in time a user’s access level is changed, they will receive an email notifying them of the 
change. 

 
 
Users can return to the Provider Registration page via the Request Provider Access tab at any time to 
drag Providers and/or Supervisory Authorities over and request access to them or remove registrations 
for Providers and/or Supervisory Authorities that are no longer needed. 
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Provider Administrator 
The primary Provider Administrator users will be invited to sign up for the System by AHCA staff.  Once 
users select FNHURS Report Nursing Home(s) and/or FNHURS Home Office Report and click Save 
Changes to send the request(s), AHCA staff will receive the pending registrations for review.  They will 
assign access, selecting the Role of Admin Access Granted. 
 
Once a user has been given Admin Access to a Provider and/or Supervisory Authority, all the other tabs 
for the System will become available.  The tabs across the top of the screen are general and applicable 
across the whole System, they are not specific to individual Providers or Submissions.  They include the 
Report/Submission Dashboard, Search, Provider Data, Request Provider Access, and Manage 
Registrations (Provider Admin access only). 

   
 
Note: Depending on when access is given, users may need to log out and log back in to see the tabs 
across the top of the page. 
 
After access has been given, the landing page after logging in is the Submission Dashboard.   
 
 
Manage Registrations 
The Manage Registrations tab will only be available to Provider Administrator users.  Provider Admins 
will manage access requests from other users for the Providers they are Admins for in the System.  
When another user requests access to a Provider, the Administrator will be notified. 
The Admin will receive an email letting them know another user is requesting access to a Provider they 
manage. 
 
There is no limit to the number of users that can have access to the Providers and Supervisory 
Authorities.   
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In addition, the System displays messages on the Submission Dashboard in the Your Recent 
Notifications box. 

        
 

Click the little arrow at the end of the notification sentence to be taken to the Manage Registrations 
page Showing Active Registrations Only,  

OR 

Click the Manage Registrations tab to display Showing Active Registrations Only.   

 
 
The button at the top of the list in the User Registration Profiles box allows for the list to be toggled 
back and forth between Showing Active Registration Requests Only and Showing All Registration 
Requests. 
 

 
 

Showing Active Registration Requests Only  
Showing Active Registration Requests Only displays users who have sent a request for access to a 
Provider you manage and are still “active” or pending role assignment. 
 

 
Showing All Registration Requests  
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Showing All Registration Requests displays all the users who have sent a request for access to a 
Provider that you manage.  It includes all the users that have already been assigned a role beyond 
Access Requested, along with those users that are still “active” or pending role assignment. 
 
Note: Provider Admin users will only see users/requests for those Providers they are Admins for in the 
System.  For additional details, please see Appendix A.  
 
 
Assigning User Roles 

The roles and their abilities are listed on the left side of the Manage Registrations page. 

 
Once on the Manage Registrations page, click the little arrow to the left of the user/email address. 

 
 
Click directly on the User Role field next to the Requested Provider to highlight the field.   

  
 
Click the User Role field again to open the list of Roles. 
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Click on the desired User Role to select it and click the Save Changes button to complete the 
assignment.  There can be more than one Administrator for a Provider, so the Provider Admin can assign 
Admin Access Granted to another user.  The Administrator may assign roles for multiple requests and 
then Save Changes. 

 

 
 
 

Submission Dashboard 
Once access to the System has been given, the Submission Dashboard will be the landing page when a 
user logs into the System.  It is also the page that opens from the Report Dashboard tab.  The page has 
two main sections, with one for Submissions In Progress at the top and one for Submissions Under 
Agency Review at the bottom. 

Submissions In Progress are those that Providers are currently working on.  The Submissions that 
Providers have completed and submitted to the Agency are in the Under Agency Review section.  
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Note: If there are not any Submissions that have been created and are In Progress (or Under Agency 
Review) for any of the Providers a user has access to, the Submission Dashboard will be empty because 
there is nothing to display. 
 
The information for each Submission that is displayed on the page is the Name, Identifier, Start Date, 
End Date, Revision number, Date Created, and Recent Comments. 

Name is the name of the nursing home provider or home office.  
Identifier is a unique number or code the Agency uses to identify the provider or home office.  For 
Providers it is their Medicaid Number or licensing file number and for Home Offices (Supervisory 
Authorities) it is a three characater alpha code that is generated by and for the Agency. 
Start Date is the Fiscal Year Begin Date for the Submission. 
End Date is the Fiscal Year End Date for the Submission. 
Revision is a number that signifies which Submission for a facility with a specific Start Date and End Date 
is currently In Progress or Under Agency Review.  The first Submission for a specified Start and End Date 
will have a Revision number of zero (0).  Once a Submission is Accepted by the Agency, it is removed 
from the Submission Dashboard.  If another Submission for the same facility with same Start and End 
Dates is created, the Revision number will be one (1). 
Date Created is the date the Submission was created. 
Recent Comments is the number of comments that have recently been added to the Submission. 
 
 

Create New Submission 
To enter financial information, a FNHURS Submission “shell” of the Worksheets must be created.  
FNHURS Submissions can be created for Home Offices and Nursing Home Providers. 
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Click the Create New Submission button on the Submission Dashboard page to open the Create 
Submission page. 

 
 

 
 
Click the little arrow to the right of the Select a Program field to display the list of Program selections. 

 
 
The current options to submit a FNHURS report are FNHURS Report and FNHURS Home Office Report.   
Selecting an option from the drop down will show a list of Nursing Home Providers or Home Offices to 
choose from based on that selection. 

 
 
The FNHURS Report should be selected for starting a Submission for a licensed Nursing Home for the 
Florida Nursing Home Uniform Reporting (FNHUR) of financial information and audited financial 
statements. 

The FNHURS Home Office Report should be selected for starting a Submission for a Home Office for the 
Florida Nursing Home Uniform Reporting (FNHUR) of financial information and audited financial 
statements. 

 
Once a Program is selected, only Providers or Home Offices for which the user has Admin Access 
Granted or Access Granted will be available for selection.  Click the little arrow to the right of Select an 
Authorized Provider field to display the list of available Providers. 
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Once a provider is selected, enter the Submission Start Date and End Date, and click the Save button.   

 
 

When the Save button is clicked, and if the creation was successful, the Submission Tracking Dashboard 
for the Provider Submission will open. 
 
Note: There can only be one “active” (either In Progress or Under Agency Review) Submission for 
Providers for a given Start and End Date period at a time.   
 
 

Submissions In Progress 
Once a Submission has been created, it will be listed in the In Progress section at the top of the 
Submission Dashboard. 
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While all the users who have access to a Provider can Open and view any Submission for that Provider, 
only the user who “Owns” a Submission (along with the Admin(s) for the Provider) can make 
modifications to the Worksheets and submit to the Agency for that Submission.   
 
The user who creates a Submission is considered the Owner of that Submission.  If the user’s Provider 
Admin reassigns the Submission to another user, that new user becomes the Owner.   One way to see 
the Owner and their email address is on the Tracking Dashboard for the Submission itself. 

 
 
The Contact Email for the Provider User who owns a Submission can be seen on the Submission 
Dashboard. 
 
Click the little arrow to the left of the Provider Name to see the email address for the Provider User 
assigned to it. 
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There is also the ability to delete Submissions that are In Progress.  Click the red trash can icon to the far 
right of a Submission to remove it. 

 
 
Only the user who owns a Submission or the Admin(s) for the Provider can delete a submission that is In 
Progress. 

 
 

 
If a user that does not own a Submission attempts to delete it, the message above will be received. 
 
Click the Open button to the left of the Provider Name to open the Submission Tracking Dashboard for 
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the Submission. 

 
 

 

Submissions Under Agency Review 
Once a Submission has been submitted to the Agency, it will be listed in the Under Agency Review 
section at the bottom of the Submission Dashboard page.   
 
If not already on the Submission Dashboard, click the Report Dashboard tab at the top of the page. 

 
 
When the page displays, the In Progress section will be at the top, and the Under Agency Review 
section will be toward the bottom of the page. 
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Once a Submission has been sent to the Agency for review, no updates or modifications can be made to 
any of the information. 
 
If an AHCA Analyst has a question or finds an issue with a Submission, they can return it to the Provider 
user to follow-up.  When a Submission is returned, it reverts to In Progress and displays in that section 
of the page. 
 
 

Submission Tracking Dashboard 
After the Save button on the Create New Submission page is clicked, the Submission Tracking 
Dashboard page for the individual Submission will open.  The page also displays when the Open button 
is clicked for a Submission on the Submission Dashboard. 
 
The Submission Tracking Dashboard is specific to the selected Provider or Home Office and the dates of 
the Submission. 
 
 

FNHURS Nursing Home Provider Dashboard 
The Nursing Home Provider Tracking Dashboard displays the information specific to an individual 
Provider/Facility Submission. 

 
 
The Provider Name and Medicaid Number or licensure file number, along with the Submission End 
Date, will display across the top of the page. 
 
Submission Start and End Dates 
If the Submission Start Date and/or End Date were entered incorrectly when the Submission was 
created, they can be modified by clicking the little pencil icon after the Submission End Date at the top 
of the page. 
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Enter the correct date(s) and click the Save button. 

 
 
 
Provider Submission Worksheets 

The Worksheets listed down the left side of the page allow for the financial information to be entered, 
modified, and/or reviewed.  In addition, each Account Number on the Worksheet allows for Comments 
in reference to information entered in that row for that Account Number. 
 
When information has not been entered on a Worksheet, the button to open it will remain white.  Click 
the button with the Worksheet name on it to open it.   

   
 
When a Worksheet has been selected and is open, the button on the left has a highlight around it. 

 
 
Information can be entered directly into the fields, and once there have been changes to the page, a 
message will display letting the user know there have been changes and reminding them to save those 
changes. 
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The Save, Previous, and Next buttons, which are at the top and bottom right of each page, will save the 
current Worksheet. 

Save 
Clicking the Save button will save the changes made and remain on the current Worksheet. 

Previous 
Clicking the Previous button will save any changes made and open the Worksheet listed before the 
current one.  If a user is on the first Worksheet and the Previous button is clicked, the last Worksheet 
will open. 

Next 
Clicking the Next button will save any changes made and open the Worksheet listed after the current 
one.  If a user is on the last Worksheet and the Next button is clicked, the first Worksheet will open. 
Once at least one piece of information has been entered and the Save or Previous or Next button has 
been clicked, the Worksheet button will turn blue. 

 
 
Comments 
All the Worksheets (pages) allow for Comments to be entered.  The comments are for explaining an 
entry, or for providing additional information about an Account Number (row), to the Agency Analyst(s) 
who will be reviewing the Submission.  Note: some Accounts require comments. 
 
The new comments can be entered for accounts as applicable.   

 
 
The text boxes allow for a fairly large amount of text to be entered into the field. 
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Click the Save button to keep the Comment that was entered. 
 
Note: clicking the bubbles open the boxes to create a new comment each time.  To see the comments 
already entered, select Comments from the Actions drop-down button at the top right of the page to 
view the Comments page. 
 
Recent comments (and communications) will display on the Submission Tracking Dashboard in the 
Recent Collaboration box.   

 
 
Comments will only display on the page for a limited time, but they will not be removed from the 
Submission.  For lengthly comments, only the first 120 characters will be displayed in the Recent 
Collaboration box.  The comments can be viewed at anytime, and in full length, via the Comments 
selection in the Actions drop down.   
 
 
ADJUSTMENTS 

The Audit Worksheet allows for Adjustments to be entered.  The Adjustments are entered for each 
Account Number as needed.  The FNHURS reporting is designed to reconcile directly to audited financial 
statements. The need to make adjustments to the data entry from the audit should be minimal if any. 
However, in the event that an adjustment is necessary, the FNHURS allows for adjustments to be made 
to the entry.  To make an Adjustment for any of the applicable Account Numbers, click the plus sign to 
the right of the amount field in the applicable column on the Worksheet. 

 
 
Another screen will open for the Categories and Amounts.   
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Additional Categories can be entered by scrolling down, if applicable, and entering the information into 
the empty field. 

 
 
After a Category has been entered into the field, click the Create New Category button. 
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The cursor will then be in the Amount field, ready for an amount to be entered. 

 
 

Once an amount has been entered, click the Update Account button.  When clicked, the information will 
be saved and the window will close. 
 
There will be a notification at the top of the Worksheet page letting the user know that a change has 
been made and the Save (Previous or Next) button must be clicked to keep those changes. 

 
 
Once a Category has been entered for Adjustments on any of the Account Numbers, that Category will 
be available in the Adjustment window for any of the subsequent Account Numbers selected.     
 
Once a Category is being used, there will be a message under it in the Adjustment window letting the 
user know how many Account Numbers are using it. 
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A Category name can be modified or changed by clicking the little pencil icon under it. 

 
Note: If a Category name is changed, it will be changed for all the Account Numbers in the applicable 
Adjustment windows that are using it, not just the Account Number being changed.   
 
Categories can be deleted as long as they are not being used on any of the Account Numbers.  Click the 
little trash can icon under the applicable Category to remove it.  The Update Account button in the 
window, and the Save, Previous, or Next button on the Worksheet must be clicked to keep the changes 
made. 

 
 
 
Provider Submission Reports 
The System allows for the information from the Worksheets to be viewed and printed and/or saved in 
report form to PDF.   

 
Click the Reports button in the top right corner of the page to show the list of reports. 

 



Florida Nursing Home Uniform Reporting System (FNHURS) Manual 
V 1.0 

38 
 

 

The names of the reports match the names for Nursing Home Provider FNHURS Worksheets.  

Note: All reports are displayed in landscape orientation.  
 
• The Certification Statement selection is the Certification Page that must be printed, signed, 

scanned, and attached via the Attachments selection in the Action drop-down list.   
 

• The Print All Reports selection will include the Cover Page and all the reports for the Submission in 
one document.  

 
• The Errors and Reminders selection will generate a report of the error and reminder items for the 

Submission.  Along with the errors and reminders, these items include informational messages, 
comments, error messages, and communication between Provider users and Agency staff. 

 

Click the desired report to open a Report Preview.  All the reports have a preview. 

 

 
 
Click the Save to Print button at the bottom right of the Report Preview to generate a PDF document to 
be saved or printed as needed. 
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Provider Submission Actions 

The Actions button in the top right of the Submission Tracking page allows for the selection of additional 
functions and the steps to move the Submission through the entire process.  Certain steps will not 
become available until a preceeding step has been completed. 

 
While information is being entered and reviewed, and Comments are being entered, the Actions 
selections are limited to the Submission Dashboard, Comments, Attachments, Submission Errors, and 
Request 30-day Extension. 

 
 
 
PROVIDER SUBMISSION DASHBOARD 
When information is being entered on the Worksheets, or when other pages like the Comments or 
Submission Errors are being viewed, selecting Submission Dashboard from the Actions list will return 
the System to the Submission Tracking Dashboard for the current Submission.  
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PROVIDER COMMENTS 
Selecting Comments from the Actions list will open the page showing all the comments for the 
Submission.  These include comments entered for Accounts and any communication between the 
Provider users and the Agency staff. 

 
 

 
Note: Comments are displayed on the Submission Tracking Dashboard for a limited amount of time, but 
they will remain on the Submission.  The Expiration Date is the date they will no longer display on the 
Submission Tracking Dashboard page. They will continue to appear in the Submission Comments.  
 
If a comment is not fully displayed in the list on the page, clicking the Show Full Comment button next 
to it to open a box showing the complete comment. 

 
 

  
 
When the magnifying glass icon is clicked, the System will go to the Worksheet and Account where the 
comment was entered. 
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Comments can also be seen in full, and download or printed, from the Errors and Reminders selection in 
the Reports drop-down list. 

 
 

 

PROVIDER ATTACHMENTS 
The System provides for Attachments to be added to a Submission. 

 
 

 
 
Click the + New button at the top left of the screen to add documents to a Submission. 

 
 
Another smaller window will open with fields to enter the details for the attachment.   



Florida Nursing Home Uniform Reporting System (FNHURS) Manual 
V 1.0 

42 
 

 
 
Enter a Description, select an Attachment Type from the drop-down list, and click the button to Select 
File for Upload. 

     
 
Once a file has been selected from the local computer, click the Update button, and the document will 
be added to the Submission. 
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The Description and Document Type can be modified by clicking the Edit button next to the applicable 
document, and documents can be deleted by clicking the red trash can icon to the far right of the line. 

 
 
To view the documents themselves, click the document name in the View Document column. 

 
 
 
PROVIDER SUBMISSION ERRORS 

Selecting Submission Errors from the Actions list will open the Submission Errors page.     
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Click the Run Error Checks Now button to perform edits and validations that have been programmed 
into the System. 

 
 
A list of messages will display as applicable.  If a message pertains to a specific Account, it can be 
accessed directly from the page.  Click the magnifying glass icon next to the desired message and the 
System will go directly to the Account.  Updates can be made on the Worksheets to resolve the issues.   

 
Note: Each of the display panels only show a certain number of rows at a time.  While there is a scroll 
function for some of them, there is also a paging bar at the bottom of the screen showing the number of 
items per page (which can be adjusted) and the total number of items in the list. 

 
 
To return to the Submission Errors page, select Submission Errors from the Actions list drop down.  The 
Run Error Checks Now button must be clicked again to re-run the edits and validations in order to 
determine any outstanding issues.  Messages for items that have been fixed will have Resolved in the 
Status column. 
 
The Showing Unresolved Entries Only at the top is a toggle button.  When it is clicked, the page will re-
display Showing All Entries.  
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The Error Check can be run as many times as needed while working on the Submission. 
 
 
PROVIDER SUBMISSION EXTENSION 
For each FNHURS Report or FNHURS Home Office Report, a one-time 30-day extension may be 
requested.  To submit the extension request to the Agency, select Request 30-day Extension from the 
menu.   

 
 
A pop-up will appear where you may select Request Extension or Cancel if an extension is not needed. 
 

 
 
 
PROVIDER SUBMIT FOR REVIEW 

The Submit for Agency Review sends the Submission to AHCA staff so they can begin their initial review 
of the information.   
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Click the Actions list drop down and select Agency Review. 

 
 
If there are unresolved issues, they will display on the page, but will not stop Providers from being able 
to submit to the Agency.   
 
AHCA staff have the same view of a Submission as the Providers.  They will see the same list of errors 
and issues, including outstanding items. 
 
When ready to send a Submission to the Agency, enter any additional comments needed, click the 
Submit for Review button at the top right, and then click Submit Now.  

 

 
 
Once a Submission has been sent to the Agency, the System will return to the Submission Tracking 
Dashboard for that Submission. The Submission will be locked, meaning no further changes can be made 
while the Submission is under review by AHCA Staff.  
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When a Submission has been sent to the Agency for review, it will be listed in the Under Agency Review 
section of the Submission Dashboard accessed via the Report Dashboard tab at the top of the page. 
 
 

FNHURS Home Office Dashboard 
Create a Home Office Submission with the same Create New Submission button on the Submission 
Dashboard (from the Report Dashboard tab), but select FNHURS Home Office Report from the Select a 
Program drop-down list. 
  
The Home Office Name and Agency Home Office Code, along with the Submission End Date, will display 
across the top of the page. 

 
 
Submission Start and End Dates 
If the Submission Start Date and/or End Date were entered incorrectly when the Submission was 
created, they can be modified by clicking the little pencil icon after the Submission End Date at the top 
of the page. 
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Enter the correct date(s) and click the Save button. 

 
 
 
Home Office Submission Worksheets 

The Home Office Submission has fewer Worksheets than the Provider Submission.  The Worksheets 
listed down the left side of the page allow for the cost reporting information to be entered, modified, 
and/or reviewed.  In addition, each field or group of fields on the Worksheets allows for comments in 
reference to those fields to be entered. 
 
When information has not been entered on a Worksheet, the button to open it will remain white.  Click 
the button with the Worksheet name on it to open it.   

  
 
When a Worksheet has been selected and is open, the button on the left has a highlight around it. 

 
 
Information can be entered directly into the fields, and once there have been changes to the page, a 
message will display letting the user know there have been changes and reminding them to save those 
changes. 
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The Save, Previous, or Next buttons, which are at the top and bottom right of each page, will save the 
current Worksheet. 
 
Save 
Clicking the Save button will save the changes made and remain on the current Worksheet. 

Previous 
Clicking the Previous button will save any changes made and open the Worksheet listed before the 
current one.  If a user is on the first Worksheet and the Previous button is clicked, the last Worksheet 
will open. 

Next 
Clicking the Next button will save any changes made and open the Worksheet listed after the current 
one.  If a user is on the last Worksheet and the Next button is clicked, the first Worksheet will open. 
 
Once at least one piece of information has been entered and the Save or Previous or Next button has 
been clicked, the Worksheet button will turn blue. 
 
Comments 
All the Worksheets allow for Comments to be entered.  The comments are for explaining an entry, or for 
providing additional information about an Account Number to the Agency Analyst(s) who will be 
reviewing the Submission.  Note: some Accounts require comments. 
 
The new comments can be entered for each Account Number/row.   

 
 
Note: clicking the bubbles open the boxes to create a new comment each time.  To see the comments 
already entered, select Comments from the Actions drop-down button at the top right of the page to 
view the Comments page. 
 
Click the Comment Bubble for any of the fields to enter a comment.  The text box allows for a fairly large 
amount of text to be entered into the field. 
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Click the Save button to keep the comment that was entered. 
 
Recent comments (and communications) will display on the Submission Tracking Dashboard in the 
Recent Collaboration box.   

 
 
Comments will only display on the page for a limited time, but they will not be removed from the 
Submission. For lengthly comments, only the first 120 characters will be displayed.  The comments can 
be viewed at anytime, and in full length, via the Comments selection in the Actions drop down.   
 
 
ADJUSTMENTS 

The Audit Worksheet allows for Adjustments to be entered.  The Adjustments are entered for each 
Account Number as needed. 
 
To make an Adjustment for any of the applicable Account Numbers, click the plus sign to the right of the 
amount field in the applicable column on the Worksheet. 
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Another screen will open, allowing for Categories and Amounts to be entered. 

 
 
After a Category has been entered into the field, click the Create New Category button. 
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The cursor will then be in the Amount field, ready for an amount to be entered. 

 
 

Once an amount has been entered, click the Update Account button.  When clicked, the information will 
be saved and the window will close. 
 
There will be a notification at the top of the Worksheet page letting the user know that a change has 
been made and the Save (Previous or Next) button must be clicked to keep those changes. 

 
 
Once a Category has been entered for Adjustments on any of the Account Numbers, that Category will 
be available in the Adjustment window for any of the subsequent Account Numbers selected.   
 
Once a Category is being used, there will be a message under that Category in the Adjustment window 
letting the user know how many Account Numbers are using it. 

 
 
A Category name can be modified or changed by clicking the little pencil icon under it. 
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Note: If a Category name is changed, it will be changed for all the Adjustments that are using it, not just 
the Account Number being changed.    
 
Categories can be deleted as long as they are not being used on any of the Account Numbers.  Click the 
little trash can icon under the applicable Category to remove it.  The Update Account button in the 
window, and the Save, Previous, or Next button on the Worksheet must be clicked to keep the changes 
made. 

 
 
 
Home Office Submission Reports 

The System allows for the information from the Worksheets to be viewed and printed and/or saved in 
report form to PDF.   

 
Click the Reports button in the top right corner of the page to show the list of reports. 

 
 
The names of the reports match the names for Nursing Home Provider FNHURS Worksheets. 
 
• The Certification Statement selection is the Certification Page that must be printed, signed, 
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scanned, and attached via the Attachments selection in the Action drop-down list.   
 
Note: All reports are displayed in landscape orientation.   
 

• The Print All Reports selection will include the Cover Page and all the reports for the Submission in 
one document.  

 
• The Errors and Reminders selection will generate a report of the error and reminder items for the 

Submission.  Along with the errors and reminders, these items include informational messages, 
comments, error messages, and communication between Provider users and Agency staff. 

 
Click the desired report to open a Report Preview.  All the reports have a preview except the Export 
Accounts. 

 
 
Click the Save to Print button at the bottom right of the Report Preview to generate a PDF document to 
be saved or printed as needed. 
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Home Office Submission Actions 
The Actions button in the top right corner allows for the selection of additional functions and the steps 
to move the Submission through the complete process.  Certain steps will not become available until a 
preceeding step has been completed. 

 
 
While information is being entered and reviewed, and Comments are being entered, the Actions 
selections are limited to the Submission Dashboard, Comments, Attachments, Error Check, and Request 
30-day Extension. 

 
 
 
HOME OFFICE SUBMISSION DASHBOARD 
When information is being entered on the Worksheets, or when other pages like the Comments or Error 
Check are being viewed, selecting Submission Dashboard from the Actions list will return the System to 
the Submission Tracking Dashboard for the current Submission.  

 
 
 
HOME OFFICE COMMENTS 
Selecting Comments from the Actions list will open the page showing all the comments for the 
Submission. 
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Note: Comments are displayed on the Submission Tracking Dashboard for a limited amount of time, but 
they will remain on the Submission.  The Expiration Date is the date they will be taken off the Submission 
Tracking Dashboard page.They will continue to appear on the Submission Comments.  
 
If a comment is not fully displayed in the list on the page, clicking the Show Full Comment button next 
to it will open a box showing the complete comment. 

 
 

  
 
When the magnifying glass icon is clicked, the System will go to the Worksheet and Account where the 
comment was entered. 



Florida Nursing Home Uniform Reporting System (FNHURS) Manual 
V 1.0 

57 
 

 
 
 
HOME OFFICE ATTACHMENTS 
The System provides for Attachments to be added to a Submission. 

 
 

 
 
Click the + New button at the top left of the screen to add documents to a Submission. 

 
 
 
HOME OFFICE ERROR CHECK 
Selecting Submission Errors from the Actions list will open the Submission Errors page.     

 
 
Click the Run Error Checks Now button to perform edits and validations that have been programmed 
into the System. 
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A list of messages will display as applicable.  If available for a message, the Worksheet and field can be 
accessed directly from the page.  Click the magnifying glass icon next to the desired message and the 
System will go directly to the field.  Updates can be made on the Worksheets to resolve the issues 
found. 

 
 
Note: Each of the display panels only show a certain number of rows at a time.  While there is a scroll 
function for some of them, there is also a paging bar at the bottom of the screen showing the number of 
items per page (which can be adjusted) and the total number of items in the list. 

 
 
To return to the Submission Errors page, select Error Check from the Actions list drop down.  Click the 
Run Error Checks Now button and the issues that have been resolved will show in the Status column. 

 
 

The Error Check can be run as many times as needed while working on the Submission. 
 
 
HOME OFFICE SUBMISSION EXTENSION 
For each FNHURS Report or FNHURS Home Office Report, a one-time 30-day extension may be 
requested.  To submit the extension request to the Agency, select Request 30-day Extension from the 



Florida Nursing Home Uniform Reporting System (FNHURS) Manual 
V 1.0 

59 
 

menu.   

 
 
A pop-up will appear where you may select Request Extension or Cancel if an extension is not needed. 
 

 
 
 
HOME OFFICE SUBMIT FOR REVIEW 
The Submit for Agency Review sends the Submission to AHCA staff so they can begin their review of the 
information. 
 
Click the Actions list drop down and select Agency Review. 

 
 
Unresolved issues will display on the page, but will not stop Providers from being able to send  
Submissions to the Agency.   
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Note: There is a scroll bar to view the messages on the page.  In addition, there could be multiple pages 
of messages, so be sure to look at the bottom of the list for that information so items do not get missed. 
 
AHCA staff have the same view of a Submission as the Providers.  They will see the same list of errors 
and issues, including outstanding items. 
 
When ready to send a Submission to the Agency, enter any additional comments needed, click the 
Submit for Review button at the top right of the screen, and then click Submit Now. 
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Once a Submission has been sent to the Agency, the System will return to the Submission Tracking 
Dashboard for that Submission.  The Submission will be locked, meaning no further changes can be 
made while the Submission is under review by AHCA Staff. 

 
 
When a Submission has been sent to the Agency for Review, it will be listed in the Under Agency Review 
section of the Submission Dashboard accessed via the Report Dashboard tab at the top of the page. 
 

Search 
The Search page allows for users to look for Submissions based on different criteria. 
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Provider Data 
Provider Data is information pertaining to individual Providers, and not to the individual Submissions.  
The page currently provides the ability to enter, modify, and delete FVRS Project information; this 
section does not apply to FNHURS.  It also displays the Related Parties, Related Providers, and Chain 
Component providers for Nursing Homes and NH Home Offices; this section applies to FNHURS 
submissions if applicable.  NH Home Offices shall use this section to add all related Florida licensed 
Nursing Homes. 
 

Related Parties 
The Provider Data tab has a Manage Related Parties section to view the Supervisory Authorities, the 
Related Providers, and the Related Parties and Chain Components.  

Select the Provider Data tab at the top of the page to view the Related Parties information.  

 
 

 
Click the little arrow to display the list for the Select a Program field under Select a Program and 
Provider.  Select the desired program. 

Only Providers for which the user has Admin Access Granted or Access Granted will be available for 
selection.  Click the little arrow to the right of Select an Authorized Provider field to display the list of 
available Providers based on the Program selected. 
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Click the Manage Related Parties heading to expand that section of the page. 

 
To add a Related Party, select the + New button. 

 
Select the Relationship from the dropdown. 



Florida Nursing Home Uniform Reporting System (FNHURS) Manual 
V 1.0 

64 
 

 
 

 
Select Related Provider to link a licensed Nursing Home to a NH Home Office or another licensed 
Nursing Home. 
Select Supervisory Authority to link a NH Home Office to a licensed Nursing Home. 
 
Select the licensed Nursing Home from the dropdown for Select Related Provider. 

 
 
Information will populate once a licensed Nursing Home is selected. 
Select the Ownership Type if applicable. 
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Make sure to check the box for IsRelated to create the relationship between the Nursing Home and the 
Home Office or Nursing Home. 

 
 
Once complete, select Save or Update to save the changes.  The relationship will now display in the 
Manage Related Parties section. 

 
 
A relationship may be edited by clicking the Edit button. 
A relationship may be removed by clicking the red trashcan button. 
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Appendix A: Manage Registrations 
Provider Administrator users will only see the other users who have, or have requested, access for those 
Providers they are Admins for on the Manage Registrations page.    

If an Admin for one Provider also has Access Granted to a different Provider, they will not be able to see 
the other users for the Access Granted Provider. 

AHCA Administrators have a complete view of the users and their access.  The user below has Admin 
Access Granted and Access Granted to several Providers. 

 
 
The Manage Registrations page for the user above shows their Admin Access, along with another user 
that has Access Granted to one of the Providers. 
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The user below has access to Providers for which the above user only has Access Granted, but they 
cannot be seen by that user on their Manage Registrations page. 
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Appendix B: Notes on Specific Account Numbers  
 
FNHURS schedules utilize the Medicaid Cost Report Chart of Accounts required in Title XIX Long-Term 
Care Reimbursement Plan authorized in section 409.908, FS. The plan is available at: 
https://ahca.myflorida.com/medicaid/cost-reimbursement/nursing-home-rates. The Medicaid Cost 
Report Chart of Accounts is used in lieu of creating a separate chart of accounts for the FNHURS report.  

In order to collect all the data necessary and identify it with an account number, the Agency created 
additional account numbers/names.  Account numbers on the Staffing Tab associated with licensed or 
certified staff positions are for reference purposes only and the meaning is defined by the position type 
and column header.  The following accounts were created for the purposes of the FNHURS report and 
are in addition to the standard Medicaid Cost Report chart of accounts: 

   
BSE001 Total Equity/Fund Balance This is the sum of all 5xxxx Equity and Fund Balance 

Accounts 
EXOP01 Total Operations This account is sum of following expense accounts on the 

FNHURS report 710000, 720000, 730000, 916000, 918000 
EXDC01 Total Direct Care This account is sum of following expense accounts on the 

FNHURS report 810000, 912000, 921000, 922000, 923000, 
924000, 927000, 928000  

EXIC01 Total Indirect Care This account is sum of following expense accounts on the 
FNHURS report 911000, 914000, 915000, 917000, 925000, 
926000, 929000, 940000, 941000, 942000 

EXPR01 Total Property This account is sum of following expense accounts on the 
FNHURS report 930100, 930200, 930300, 930400, 930900 

EXNA01 Total Other Expenses This account is sum of following expense accounts on the 
FNHURS report 995000, 998000, 999000 

EXI001 Extraordinary Items Gains or losses from events that were unusual and 
infrequent in nature that were separately classified, 
presented and disclosed on companies' financial 
statements. 

ITX001 Income Taxes For tax paying entities, the Federal income tax expense 
reported on the income statement of the audited financial 
statements.  For cost report purposes this amount would 
have been recorded in 999003; however, for FNHURS 
purposes it should be recorded here. 

GR0001 Gross Revenue/Charges This account represents the total of unadjusted charges 
for revenue categories 601000, 602000, 603000, 604000, 
605000, 606000, 607000, 608000, 609000, 610000, 
611000, 613000, 619000 

AGR001 Adjustments to Gross 
Revenue 

This account represents the total of adjustments to 
charges for revenue and includes categories 670000 and 
680000 

NR0001 Net Revenue This account is the sum of Gross Revenue/Charges 
(GR0001) and Other Revenue (690000) less Adjustments 
to Gross Revenue (AGR001) 

EX0001 Total Expense This account is the sum of expenses: Operations (EXOP01), 
Direct Care (EXDC01), Indirect Care (EXIC01), Property 
(EXPR01) and Other Expenses (EXNA01) 
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NIC001 Net Income This account represents total profitability and is the 
combination of Net Revenue (NR0001) less Total Expenses 
(EX0001) plus the impact of Extraordinary Items (EXI001) 
and Income Taxes (ITX001) 

CF0001 Net Cash Provided by 
Operating Activities 

Represents the net cash from Operating Activities Section 
of the standard Cash Flow Statement included in a set of 
audited financial statements.  

CF0002 Net Cash Provided by 
Investing Activities 

Represents the net cash from Investing Activities Section 
of the standard Cash Flow Statement included in a set of 
audited financial statements. 

CF0003 Net Cash Provided by 
Financing Activities 

Represents the net cash from Financing Activities Section 
of the standard Cash Flow Statement included in a set of 
audited financial statements. 

   
 

In addition to the above explanation of new accounts, to eliminate confusion between the cost report 
and FNHURS, account names with the terms “Allowable”, “Non-Allowable”, or “Non-Reimbursable” are 
excluded from FNHURS.  This terminology is specific to cost reimbursement and is not relevant to 
FNHURS data reporting.   As the FNHURS report utilizes the Medicaid Cost Report Chart of Accounts, we 
have provided the crosswalk below of where the values of those accounts should be included in the 
FHURS report.  

• 929000 – Other Allowable Ancillary Costs 
o The term “Allowable” removed from the title 
o Should include any costs associated with 943000 – Other Non-Allowable Ancillary Costs 

• 999000 – Other Non-Allowable Costs 
o The term “Non-Allowable” removed from the title 
o Should include any costs associated with 990000 – Non-Reimbursable Costs 

• 619000 – Other Allowable Ancillary Cost Centers 
o The term “Allowable” removed from the title 

Home Office Revenue & Expense Worksheet and Nursing Home Expenses Worksheet 

• Account 943000 should be included in Account 929000 
• Account 990000 should be included in 999000 

Nursing Home Worksheets 

• Assets should equal Liabilities & Equity/Fund Balances 
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