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PBJ Guide

Payroll-Based Journal

AmeraCare PBJ Guide

This is the Ameracare User Guide for collecting, entering, and reporting of PBJ data for submission
to CMS. It covers the basic concepts and essential information to efficiently collect the data
required and create the necessary reports and submission file.

We have tried to streamline the process to make PBJ submissions as quick and easy as possible,
however, PBJ reporting encompasses a considerable amount of data.

Payroll Based Journal reporting is a federally-required program that must be completed and
submitted in a timely manner; this data must be reported. CMS has a web site in place for
either manual entry of that data or a provision for uploading a "batch" of data in one file.

The PBJ module in Ameracare provides the functionality for creating the batch file to upload as well
as useful reports to help with determining staffing as defined by CMS and the PBJ requirements.
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PBJ - Overview

PB.J User GUide nwh—ﬂ

Overview -
M AmeraCare
Ameracare has developed the programs
necessary to handle the requirements of
PBJ reporting. This new module can be
used in conjunction with Ameracare's
payroll module or independent of it.

The module has been added as part of the
Billing menu since almost every facility
with Ameracare has Billing but not all have
Payroll.

See Figure 3.1 for the initial menu
selections to begin working with PBJ, more
details will be covered later in this guide.

Essentially, the PBJ Staffing Report
requirements involve the entry of paid
time (in hours per date) of all direct-care
employees including salary, hourly,
administrative, and contracted workers.
There are also 'optional’ categories like
housekeeping and maintenance.

This time data is generally collected on a
monthly basis and reported to CMS
quarterly with a maximum window of 45
days after the last day of the quarter as a
deadline for submission. It can be
imported from a time clock export file, or
keyed in, or both...which is likely to be the
usual situation and the PBJ module has
been designed with this in mind.

AmeraCare PBJ User Guide
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PBJ User Guide

Links & Resources

The main source of information regarding
PBJ can be found on the CMS site at
www.cms.gov (no graphic shown here)

That page and the various links on it
contains virtually everything there is to know
about the PBJ system and includes CMS's
own manuals, guides, resources, and
updates.

But this is not the site to sign up to become
a PBJ submitter. The main page for that is
www.gtso.com shown here in Figure 4.1

The red arrow points to the PBJ link which
will take you to another screen which
describes the required forms to fill out

(seen here in Figure 4.2)

On this page are links to get signed up and
the instructions for that process. Below that
are two optional areas that you may want to
complete. The first is the Corporate part of
the "Corporate/Third Party Access" setup.
This may apply if your facility is part of a
larger corporation with many other facilities
and they may have designated a corporate
employee to handle PBJ submissions and
reports for all their facilities.

The second part of the "Corporate/Third-
Party Access" section involves setting up an
outside party to handle PBJ submissions for
your facility in the event you wish to have
someone else to manage your facilities' PBJ
reporting.

Ameracare, for example, can be setup as
your third-party submitter to function as a
backup for you or if/when you need
someone to step in and and complete the
submission process.

QIES Technical Support Office

CMSMet information

Sysh for

Agencies, Hospi
Facllities, Inpatient Rehabiltation Facilities and Long Term Care Hospitals,

, Long Term Care
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Be sure to read the instructions and get your submitter ID; Then set
up a corporate or third-party submitter to submit for you if desired.
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PBJ - Requirements &

Options

PBJ User Guide

Requirements & Options

Requirements: you must have a PBJ submitter ID and a connection to the site via the Juniper/Juno private
VPN connection. This is actually the same connection that the MDS coordinator uses to upload MDS files. The
only difference is selecting PBJ to upload instead. You can even use the connection credentials that your MDS
coordinator uses to form the connection, but you must have your own PBJ submitter ID to sign in with after that
connection is made.

Notable Exception: If your facility has signed up with SimpleLTC and uses the Automatic Uploader (and quite a
few facilities do have this) then it may be that your MDS coordinator no longer uses the Juniper/Juno network
connection, in which case you will have to get your own credentials to get that connection established before
you can get signed up for PBJ submission.

Once connected and ready to upload, the required submission elements include all time data for direct-care
employees, salaried, contract workers, therapists, pharmacy consultants and medical director hours paid. These
hours must be only the basic data which consists of the employee ID, the date they worked, and the hours they
worked on that date. No other data should be included, at least for reporting employee paid time.

There are also Census reporting requirements but this is included in the PBJ Quarterly report generated within
Ameracare. However, this is not a count of beds occupied per date...it is a total number of census days for each
month in the reporting quarter grouped by either Medicare, Medicaid, or Other financial classes.

This data can be uploaded as a batch file, or manually keyed in while on the PBJ site, but who wants to key in a
massive amount of data when one has a system like Ameracare's PBJ Module to handle it all for you?

Options: those elements that involve non-direct-care employees which can include business office workers or
billers, housekeeping, and maintenance employees are not required hours to submit. These are "optional" in
the sense that CMS doesn't care if you report their time. You can include their time if you wish but it won't
make any difference to your score.

AmeraCare PBJ User Guide
Americana Corporation (C) Copyright (2016) All Rights Reserved



PBJ - Getting Connected

PBJ Guide
Getting Connected - 1

The main link to get into the PBJ (Or MDS)
system is https://qies-west.cms.gov/dana-
na/auth/url_default/welcome.cgi and
requires the Juniper/Junos vpn network
credentials you have applied for or your
MDS user's login and password.

NOTE: You must use Internet Explorer to
get to this site, Google's Chrome won't
work.

It is also VERY important to remember that
this is a private vpn network connection
that will block your computer's ability to
access your network/server drives...this
means you must have the PBJ submission
file already on your own local C: drive
before making this connection. It also
means you will not be able to browse
regular Internet pages nor will you be able
to connect to remote servers or terminal
sessions to run other apps and software
that require a normal internet connection.

Continuing then: in Eigure 6.1, this is the
initial page that loads from the above link,
click the "Proceed" button to continue.

The next page, Eigure 6.2, is the sign-in
page for the Juniper/Junos network
connection. Remember, this will isolate
your pc from your network and normal
internet connections.

Once the initial sign-in is complete there is
a single link (Eigure 6.3) on the next page
to click which takes you to the main
submission screen shown on the next page
of this guide.

O - @8] & s inrotihicaten

Pra Sign-1n Notification

‘You have accessed a U.S. Government information system. Thera ks no right of privacy on this systam.

All data containad within this system Is ownad by tha Cantars for Madicara & Madicald Services of the U.S
Departmant of Health and Human Sendces. For the purpose of protecting the rights and property of the
Department. and to moniter comphance with all applicable statutes, regulations, agreements and poicles;
data access, entry and utllization may be manitared, Intercepted, recorded, copied, audited, inspected or
otherwise captured and/or anatyzed in any manner,

Usa of this systam by any usar, or ) Ecansant to this manitaring,
interception, recording, copying, auditing, inspecting of otherwise capturing and/or analyzing of data access,
entry and/or utilization through this systam.,

Unautharized access s prohibited by Titie 18 of tha United States Code, Section 1030. Unauthorized access
or use of this computer systam may subject viclaters to criminal, chvil and/er administrative action. Systam
personnel may give any potential evidence of erime found on Department computer systems to law
enforcement officials.

System wsars are required to adhare to all statutes, 5, 3g! and policies
governing thelr access to and use of the data contained within this system including, but not limited to CM5
Infermation Security Palices, Standards and Procedures,

Click OK to continue

(=l B https //qies-west cms.gov/dana-na/auth/ url_default/welcome.cgi 0 - @& | & mstont Virtual Bdranet x
—

7S

CENTERS for MEDICARE & MEDICAID SERVICES

Welcome to the
CMS Secure Access Service

\ Enter username and password you applied for, or the

mds credentials for this site

NOTE: If this is your first time connecting, you will need to have admin rights to

https://www.gtso.com/cmsnet.htm|

P - @G Y B junos Pulse Secure Access ... %

Welcome to the Junos Pulse Secure Access Service, c811162.

CMS QIES Systems for Providers

Click this link to continue

Copyright © 2001-2013 Juniper Networks, Inc. All rights reserved,
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PBJ - Getting Connected

(continued - 2)

PBJ Guide
Getting Connected - 2

Figure 6.4 shows the main page for MDS
and PBJ Submissions and Casper Reports.

These are the links to the pages that you
will need to either upload your PBJ file or
key in your PBJ data...your results and
validations that can be accessed through
the Casper Reporting link.

After clicking the PBJ Submission link you
will be asked for your PBJ submitter
credentials, Figure 6.5, which will take
you to the next page shown in Figure 6.6.

This is the main page for everything
concerning PBJ data. You can either
simply upload the file you created with
Ameracare, or, key all the data in
manually (yuck, don't do that).

On the right side of the page there is a
selection box for the facility you are
submitting for - if you are set up to
submit for more than one facility be
sure to select the correct one before
going any further!

After you select the facility, and if you
have a properly formatted PBJ file to
upload, click on either of the two
links/buttons highlighted by the red arrow
in the upper left area to "Upload Data File"
- then go to the next page of this guide.

The QIES scheduled downtime begins at 08:00 PM (ET) on Friday, May 20th and ends at 6:00 AM (ET) on Monday, May 23rd.

MDS and ePOC User Registration
Payroll Based J. Il User
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Tagal Pame fmaa R Mzecte: Lam st
MO L0 Prwvider Liar's Guide | = o [
e are the PEL teagnees and
v « e < i
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QIES National System Login

Welcome to PBJ

Please enter your User ID and Password

| / This is your submitter login
credentials to get into the PBJ
Password: J reporting area.

Login

User ID:

Unable to login?
Go te the QIES User Maintenance application
to reset your User ID/Password.

- Minimum System Requirements for Home Health Agencies, Hospice Providers, Long Term Care
Faciliti i ilitati il and Long Term Care Hospitals.

FY2016 System Requirements [PDF 38KB] Effective 10/01/2015 - 09/30/2016
FY2015 System Requirements [PDF 23KB] Effective 10/01/2014 - 09/30/2015
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PBJ - Getting Connected
(continued - 3)

PBJ Guide
Getting Connected - 3

This is the next page you see after clicking
on "Upload Data File".

Refer to Figure 6.7
Be careful here, you must select the correct

quarterly reporting period, and as the note
shows, the federal government's fiscal year
starts on October 1st. This means Jan 2016
- March 2016 is actually the 2nd quarter for
CMS even though it's the first quarter of the
calendar year.

After selecting the correct fiscal quarter,
click the "Browse" button just below it
(slightly hidden on the graphic in the upper
right) and a windows explorer window wiill
pop up so you can browse to the PBJ file,
select it, click open, then click the "Upload
File” button on the page and it uploads.
Once this is done, you have finished
submitting your PBJ quarterly data file.

B aei0B2WR

2 CEERS i) 0 05 s (1
¢cms  Payrall Based doural Wokone,

Ugloag Data File Manual Data Entry -

® indicates regai

Faderal Fivcal (earter; *

e ——— Duta File Resources
1 —py [ETITIE
Salect the quarter you ane submitting,
motice that the fecherad fiscal year beging
on Oct 1, 5o JanuiaryMarch of 2018 s
‘considered the Second Quarier —
[Suppitid File Format: W)
\ "
k the Browss button o tnd the

PEL le you have created

Develapad under contract with the Contors for Medicare & Medlcaid Serviens (CHS) Acomalblity Pelicy ke

Privacy Palicy

There is a time delay between you submitting the file
and when the final feedback or validation report will
be ready, so give it a few minutes and then go back
to the main screen (Eigure 6.4 previous screen
above), then click the "Casper Reporting™ link, which
takes you to a screen like the one below, Figure 6.8.
Follow the red arrow in the graphic and you'll see the
"Folders" button. Click it and you will see any Final
File Validation reports available to download and
review.

msforDioviders| \, CASPER Foders

Logout | Folders | MyLibrary |Reports |Quete !Opﬁons Maint | Home

ﬁ"Aé"l';gi i InfosClick Linkto View Reporty
ARPBJ (521 ri Finel File Videton Regort
* AR PBJ 1822 VR =

ARPBJ 0822 Final File Validation Report

Final File Validation Report

r, Final File Validation Report
L

Date Requested+  Selects

05/04/2016 1225:00 0
0510412016 11:50:00 0

After clicking on Casper Reporting, click the
"Folders" button as shown here to get this page 05/04201610:55:00 0
Which is a list of the Final Validation reports for the I 5000 0

PBJ Submissions you have sent so far

This Folderis Read-Only

Do not use the browser back button. To make changes to the data or navigate betwaen pages, use the links provided in the application.
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PBJ - Time Clock Exports

PBJ Guide

Time clock Exports

This is the biggest source of PBJ data. Your time clock software should be able to create time sheets
for employees that can be exported to a file which can then be imported into the Ameracare PBJ
module and used to generate the submission file required.

The support staff at Ameracare will need to work with the payroll manager to assist in getting this file
generated and a copy of the facility data so we can configure the PBJ import to match up your
employees and department codes and make sure that the data imports correctly and that the
department codes match and crossover correctly.

There are some considerations to keep in mind (if you don't have the payroll module or DirectPay):

1. Some time clock system exports won't include terminated employee's time data after the fact so it
becomes a good idea to run a time sheet for termed employees immediately after they have been
termed and save them until the time comes to report PBJ data to CMS.

2. Most facilities have contracted workers that are paid for their services but are not considered
employees and are not in the time clock system. These include therapists, the facility medical
director(s), pharmacy consultants, etc. This all must be reported.

3. Salaried employees that do not clock in will, of course, not be in the time clock...their time must be
reported if they are considered direct-care or if they are required by CMS. These can include
administrators, administrative assistants, etc. There are some optional employees that do not have to
be reported, regardless of whether they clock in or not - these include housekeeping and maintenance
workers. Click this link for official details on PBJ reporting requirements:
https://www.cms.gov/Medicare/Quality-Initiatives-Patient-Assessment-
Instruments/NursingHomeQualitylnits/Downloads/PBJ-Policy-Manual-Final-V21.pdf

3. Some contracted therapy companies are able to produce a file similar to your time clock export that
Ameracare can use to import therapist's time into PBJ - this is an excellent bonus because almost
anything is better than manual data entry. Some of these include Casamba, Incite, and Rehab
Optima...however, if your therapy company can't supply this file then you will have to key that time in
manually.

Now that you have the information about CMS and the PBJ submission site,
let's move on to Ameracare and the PBJ module to setup the maintenance,

import data, and create the necessary file and reports.

AmeraCare PBJ User Guide
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PBJ - Settings & Maint.

Department Codes

PBJ Guide

Settings & Maintenance
Department Codes -1

This is a one-time setup that is done
initially with the PBJ installation and
update and should not be changed
once set unless an entry is found to
be in error.

To get into the Department code
setup, click on Billing, PBJ System,
PBJ Staffing Setup, then Setup
Department Codes.

Beginning with the basic setup pages,
the Department Codes shown here in
Figure 10.1a are the standard codes
required by CMS for PBJ reporting. If
your facility doesn't have the
Ameracare payroll or General Ledger
then this is the only list you will need.
All reported workers will be
categorized by this list of Department
Codes regardless of what type of
employee they are.

Figure 10.1b shows one that has
been selected for review, you can see
there isn't very much that has to be
setup since the same Department
Code selected in Ameracare matches
the Department Code that CMS
requires.

The Ameracare support staff will
provide either this list or convert your
own list of Department codes from
Payroll over to the CMS-Required list
if your facility already has the Payroll
Module, seen on the next page of this
guide.

DEPARTMENT CODES
Developer User

WA meraCare.

bk | Copy (gyCeerCods [4] Paue (%D SpeliCheck , Lockup &) Delets g Mew | (hhee @ Done 1 AddisFavories

Degarimens Code:

DEFANTIMENT CODE | ]

-
SALARY EXPENSE —\

PAT SHIFT DIFFERENTIAL

MaX HOURS FER SHIFT ’_

Here, the RN has been selecled to show thal there 5ot any soi of crossover, the
department code 7 is for registered nurses, and this matches the PBJ Job code.

/

Ao Godes | |

= vy
I [
mu}al'?_ Fegsieied Nurse

Ll A L PYTI=m—
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PBJ - Settings & Maint.

Department Codes

PBJ Guide

Settings & Maintenance
Department Codes -2

Here on Eigure 10.2a the converted
list of department codes is shown. This
matches the facility's own list of
employee Department Codes in the
Ameracare Payroll module and how
they translate into the CMS-Required
Department codes.

Figure 10.2b shows one that has been
selected for review or edit. Notice how
this entry also refers to the correct
General Ledger account number as well
as the CMS-Required PBJ Job code near
the bottom.

These translations will be handled by
Ameracare during the initial PBJ update
and installation along with the time
clock import, however, you do have the
ability to edit these codes if you
choose. Caution should be exercised to
ensure that the employees are being
reported correctly and according to the
CMS specifications.

DEFPARTMENT CODES

DEPTDESC

SALARES - RN §
SALARES- LPNS
SALARIES - NURSE ADES
SALARES - SHF ADES
SALARES - ASSISTANT DON

This s the lsh o8 depariment cades for o facility
that hies the Amesucare Payesll. Ench of these
It e crass selerEnce 1n 3 sEapdard PIL
eparmest cobe

DEPARTMENT CODES

W meraCare.

Copy | |4y Copy Code i?.... & spelicheck |, Lockun | B2 Delese | 5% New (e °n-... A 55 Frtms

Departmend Code:

TERARTRIENT Core. l [5

mml |0€h)0 Salanies RN

PAY SHIFT DIFFERENTIAL.
MAXHOURS PERSHET [

This Faciity has the Payroll Module and alieady defined Department Codes, 50 these ang
crossovered 1o the required PBJ Job Code
(Note the G expense code of 60100 as well)
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Facility & Reports

PBJ Guide

Settings & Maintenance
Facility & Report setup

Just under the Setup Department Codes,
is Setup PBJ Facility Info.

The top graphic here, Figure 11.1, is
another maintenance page that is part of the
initial setup and then, once set, doesn't have
to be modified in the future unless
something was entered incorrectly.
Ameracare will setup this page with your
facility information during the PBJ update
and install but you can change it if necessary
- but this should be avoided unless there is
an error on the page.

PBJ Report Setup

The next graphic, Eigure 11.2, is of the PBJ
Report setup and is also set during the
installation of the update for PBJ...it too
should not be changed unless there is an
incorrect setting entered.

Both of these pages are used to set critical
information for the PBJ reports and
submission files. Changing anything on
these or the previous page of this guide
(department codes) can result in erroneous
data being upload to CMS but you won't
know there is anything wrong unless they
reject the file... you'll just be sending invalid
data and getting incorrect scores.

With that in mind: DON'T CHANGE ANY OF
THE SETTINGS ON THESE PAGES without
first contacting Ameracare unless you are
absolutely certain that something has been
entered incorrectly.

= o SETUP PBJ FACILITY MAINTENANCE
W meraCare. i

Add o Favorites
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PraductName [\ oo
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Sidcar Paver | 14
[tk b | ercee
Bl Coder I T e
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PBJ REPORT SETUP
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PBJ - Collecting Data

PBJ Guide
Collecting Data

The PBJ report and file submissions consist of
the employee/workers identifying data (ID
numbers) and the dates and hours they were
paid to work.

It also contains census data automatically
pulled from the resident census entries.

As the facility or corporate-designated PBJ
coordinator it falls to you to get this
information, to collect it, as it were...and to
get it entered, reported, and uploaded to CMS.

The first and largest source of employee time
is your time clock file, as exported from your
time clock software. This needs some thought
because your normal time clock export is
usually set to get the time only for the current
pay period. You'll need to get an export of
time for the entire quarter and some time-
clocks don't export this time for terminated
employees as mentioned on page 9 of this
guide. Generally this quarterly time report
and export can be saved in your time clock
software and used repeatedly. But for the
termed/quit employee's you'll need to get
their time sheets at the time they departed or
you'll have to go back and get them later,
either way. If you get them later, you'll have
to print them out and enter them into
Ameracare manually. Actually, printing out
time sheets is the next source of time data
you'll need to collect - if the quarterly time
clock export doesn't have it.

Other sources of data for time will almost
certainly include time sheets and reports from
your therapists (or a file, if they will provide
it) and a list of the salaried employees that
don't clock in but must be reported. This
includes your administrators, medical
directors, pharmacy consultants and termed
employees if you don't have them yet.

Data to Collect:

(recap)

1. Time Clock export of the quarter being
reported.

2. Time sheets for termed/quit employees
that aren't on the above report.

3. List of dates and hours worked for
salaried employees not in the time clock.

4. List of therapists dates and hours
worked (get from therapy company).

5. List of Medical Director(s) paid hours.
6. List of Pharmacy Consultants time.

7. Census Data - you can skip this if you
are using Ameracare, the system will
collect this for you and sort it by financial
class, but this means that your census will
have to up-to-date before you create the
PBJ file for upload.

CMS PBJ requires ONLY the employee ID
(no names, ssn, etc), the DATE they
worked, and the number of hours they
worked on that date, in 15 min intervals.

Also the total census days for Medicare,
Medicaid, Others, listed as number of days
for each month of the quarter being
reported.

AmeraCare PBJ User Guide
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PBJ - Entering Data -1

Employee Setup

PBJ Guide

Entering Data - 1
Employee Setup

From the Billing Menu, click on PBJ System
in the lower left corner, shown as "1." in
Figure 14.1. Then in the middle, "2." for PBJ
Staffing Entry, then on the right, "3." for
Employee Information. This leads to a
screen like Figure 14.2 that shows the basic
PBJ information for a selected employee. This
is the "PBJ Staffing Data, Employee
Information” part of the data collection. The
employee IDs here will be the ID used in
Ameracare Payroll, or the ID/Badge number
from your imported time clock file, if you have
one, or they can be arbitrary ID numbers for
reported workers that aren't in the time clock.
Most likely it will be a combination of the
three.

In Eigure 14.2 an employee has been
selected to review/change/remove. There is a
first and last name field but this is not
reported to CMS; only the ID, Hire Date,
Department Code, Status, and term date, if
termed.

You can add employees here for PBJ reporting,
or remove them, or edit the data for them,
but this should all be done before working
with the reporting hours. If you have the
Payroll module then you are mostly done with
this...just add the missing employees such as
the administrator, assistant administrator,
therapists, medical director and other salaried
employees that need to be reported but aren't
in the time clock or here yet in the PBJ
module. If you don't have the Payroll module
(or DirectPay) then Ameracare can import
your time clock quarterly report but you'll
have to add those just mentioned.

Once you have all required-to-report workers
added here, you can begin working with any
changes to the existing employees.

Figure 14.1
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Figure 14.2
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Employee Information
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PBJ Guide

Entering Data - 2
Changing Employee Data

Once you have all the employees setup in
the PBJ module, the next thing to do is to
enter any changes since the last time you
did a PBJ upload (or if this is the first time,
either way). These changes need to be put
in the PBJ module before collecting any time
data.

On the right, Figure 15.1, are the menu
selections to get to the Employee Change
Info, (Labeled as 3. in the graphic) under
the Employee Information.

Figure 15.2 shows an employee selected to
edit to show what changes are necessary.

Change Date

Hourly/Salary (type or status)
Department Code

Hours per day (since switching to salary)

For this example, a nurse is being shown
with her previous department code at the
top, and all the fields beneath filled in as
necessary to indicate all the changes to
becoming the DON, at least as far as PBJ
reporting is concerned.

Other changes take place in the payroll
module but the changes here are for PBJ
only.

Entering these changes are essential to
creating an accurate PBJ submission file and
should be entered for any change to an
employee's status, department, or hourly
rate if salaried.

Figure 15.1
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WA meraCare

Fiqure 15.2

§F UsA pE) Demo

EMPLOYEE PBJ STATUS

Developer User

W meraCare.

sk Coy | CopyCode || Paste | () SpeliCheck |, Lookup | &) Delete | e New C.’He\p °Dcme

Addto Favorites

_EWP‘WBE 1288 AnrﬁJnn&eﬁD&ﬂ*—- Name &

previous Dept.

Change Date Changed on this date

Ehangedate IMnn,May'\ﬁZME _'! ‘_

+|——1o Salaried

Hourlysalary |Salar|ed

1_Denam'nem 6050 SAMR\ES—WN*_—Became the DON

Hours per day I'Sl_'
\ and getting paid for 8 hours a day

AmeraCare PBJ User Guide

15

Americana Corporation (C) Copyright (2016) All Rights Reserved



PBJ - Entering Data - 3

Import Time Clock

PBJ Guide

Entering Data - 3
Importing Time Clock

Following the menu starting with Billing, PBJ
System, PBJ Staffing Entry, Import PBJ
time Clock Data will take you to the screen

at right, Figure 16.1.

This will import the time clock file you created
previously (with your time clock software by
running the quarterly report/export). As
noted in the graphic, you'll need to specify the
location/folder and the file name of that
exported report file. Then select the beginning
date of that exported data. Choose the import
option that matches the export format from
the time clock (there are several and more on
the way including: Excel CSV, Latham,
Latham1, QuickBooks, and Time Force) and
the bottom field is usually set to "Don't Clear
Previous Entries" unless you are wanting to
clear out everything and start from scratch, in
which case, choose "Yes, Clear Previous
Entries".

When you click the Print button the system
will go out and try to find the file specified and
import it according to the "Import Options". If
successful this will import all the time from
your time clock file into the PBJ module in
Ameracare thus saving you from manually
keying in 3 months of daily hours for each
employee.

This is the initial and largest batch of data for
PBJ but this is NOT all that which is required.

The next part is manually entering those
hours not captured by the time clock, which is
the next section of this guide.

Fiqure 16.1

M meraCare

iusare)

Edt

W meraCare.

ok Con | (Qomate [4]Pace |, Loos | (Hhen

IMPORT PBJ TIME DATA

Developer User

Fawiies | g Pirt | g Sev Prnl

Payroll Based Joumal

Folder and file name of the time clock quarterly export

[FBiTimeFio Loosion | | RETHEIT

STARTING date of the quarterly hours
/ exported from time clock
‘Starting Datz ForFile )

Tue. 8ep 012015

-~ ,—W/ Select the type of Time Clock software
Imoor Cpions | |LAT ATHAM TIMECLOCK

ClarPredolsEties [pont learPreiovs Entes B
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Manual Entry - 1

Figure 17.1

PBJ Guide

Entering Data - 4
Manually Entering Hours - 1

This is the most tedious part of doing PBJ
but we have tried to make it as easy as
possible. Follow the menu to get to
Enter/Review Monthly PBJ Data as
shown in Figure 17.1 and select it...
which takes you to Figure 17.2.

Select the last date of the month you are
entering data for, generally the first month
of the quarter, but doesn't have to be.
Each month is entered separately and you
can come back into any month and enter
any time you may have missed - at least
for the quarter you are currently working
on...you can't go back into a previous
month that you have already uploaded to
CMS unless you are planning on replacing
a previous quarter with missed data.

The Employee ID button will bring up the
list of employee's already in PBJ but if you
are keying in data for many or most of the
employees then just leave this blank. Like
almost all Ameracare list selections you
can leave it empty to get the most results
or specify only certain entries to work on.

Proceed to the next page of this guide to
see the screen for manually entering
hours. You should already have imported
the time clock file, added any employees
not coming across from the time clock, and
made any changes to employees before
going into manual data entry.

Ll ] = Enter the last date of the month being reported; it

can be any of the three manths in the quarter but
mus! be the last date of that manth.
Pl [1) 50 30 .
Daveviant| | = You can seleci one o more deparments or leave Blank for all
E%-d_ﬂl ;‘—YD.: £an 880 select one or Mone employees of leave blank Tor all
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Manual Entry - 2

PBJ Guide

Entering Data - 4
Manually Entering Hours - 2

Figure 18.1 below is the screen to enter hours by employee ID and date. This is a "grid view" style screen
that shows the month being entered and the employees to enter for. If you have imported the time clock file
and entered other employees needed then they should all be on this screen. You can move around in the cells
with your arrow keys, similar to a spreadsheet program, to enter the hours.

The buttons across the top are common to other screens you have seen (Back=exit without saving,
Delete=delete the employee highlighted, Done=exit and save, Print=print the screen)...you can add an
employee to this list by clicking the Add Employee (blue cross). The two buttons labeled "8 Hr Weekdays"
and "7.5 Hours Weekdays" can set the whole month to 8 hours or 7.5 hours for the employee you have
highlighted. Add All Salaried will set all the salaried employees to 8 hours for the whole month, or set them to
the hours set in Employee Change Information.

Figure 18.1
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PBJ Guide

Entering Data - 6
Additional Information

The preceding pages of this guide cover the time clock import, adding employees not in the time clock,
manual entry of hours after importing the time clock, and any "Change" entries necessary.

Prior to generating the final report and the file to upload you can always go back and make changes or add
entries provided you stick to the month you are working with. The manual times being entered for a month
don't have to be in any particular monthly order since the report and file deals with the entire quarter, so if
you want to enter February, then January, then March or in any other order that is fine.

The main points to keep in mind are:

1. Getting the full quarter of time clock data for the export by using your time clock software.

2. Making sure you have ALL "required" employees in the PBJ module. This includes salaried, contracted,
admins, therapists, medical directors, pharmacy consultants and termed employees that worked in the quarter
that you are reporting.

3. Adding any "Change" entries with date, status, etc.

4. Double checking the month you are working in BEFORE doing manual data entry.

5. Uploading the file to CMS within the 45 day window following the last date of the quarter you are reporting
for - or getting the data keyed in manually on the PBJ site within that window.

Scores are generated based on the PBJ data by comparing your census to the number of employees for a
particular month which is why it is critical to include ALL employee time data, all contracted workers, etc...and
your score can end up being too low if you haven't reported all the paid hours.
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PBJ - Reports

Monthly Report - 1
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PBJ Guide _

Reports ¥ meraCare
Monthly Report - 1

PBJ Reports consist of a standard report you
can view and use the information for
planning and staffing needs...as well as the
quarterly report which also creates the file to
be uploaded, and the comparison report to
analyze where your facility is by comparing
to other facilities in your state.

Beginning with the standard PBJ report,
follow the menu selections shown in Figure
20.1. This report consists of the data
entered so far into the PBJ module for a
given month and has selections to narrow
the data pulled for the report. It does not
create the upload file and is not intended as
a quarterly view of your PBJ data.

Looking at the graphic to the right, Figure
20.2, the options here determine the report
figures, like all other Ameracare reports.

The small graphic below shows an initial

"status" report indicating any changes made e
that the system found in conflict. For T A S s B s Ko B
example, changing the hire date previously
entered because the employee was found to . H'""‘-_S"“"‘““"“'”“”““““"""

have worked prior to that hire date. “\ ;

Figure 20.3

o
|
B
1 ANz i

Upen clicking “Print” from the previous PBJ Report options page the system will find any eniries that
conflict and make the changes listed above
Chick Print to print this message box, or Done to get the full report (next graphic)
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Reports
Monthly Report - 2

The resulting report from the previous page of
this guide is shown at the right, Figure 20.4.

Note the Census Data is included along with the

employee ID's, Dates, Job Codes, and Hours paid.

The 2nd to last page and last page have report
totals based on the therapies given on the mds
and the therapists time that has been keyed in to
PBJ. This is the comparison between what the
therapists are being paid and the amount of
therapy being given to the residents as recorded
on the MDS entries.

The Census data shown here is, of course, pulled
from the resident census entries and categorized
by the main financial classes.

This would be considered the standard report and
is used, as previously mentioned, as a guide for
totals and staffing needs. This report does NOT
create the PBJ Submission File.

Figure 20.4

= PrevPage | =% NextPage | 4% First |#% Last

@Help a Print | 54 Export x Close Tab x Exit @ Email

YA meraCare

PBJ Demo Data (BRC)

PBJ Report for 1210112015 thru 1213112015

Census Month Medicaid Medicare Other Census Data
12/01/2015 thru 12/31/2015 1457 93 806 .
Job Code Pay Type From Date  Thru Date Hours
Employees This is the PBJ data imported or entered for December 2015

Employee: BARNES, JUDY ID: 1273 SALARIES - NURSE AIDES

Certified Nurse Aide Non-Exempt 12116/2015 1213012015 56.50
Employee: BROWN, JULIA D: JUSS382 SALARIES -NURSE AIDES

Certified Nurse Aide Non-Exempt 121012015 1213112015 133.50
Employee: BUTLER, PATRICK ID: ARNM20 SALARIES - NURSE AIDES

Certified Nurse Aide Non-Exempt 12/05/2015 121912015 24.25
Employee: CAMPBELL, BONNIE ID: JINB358 SALARIES - NURSE AIDES

Certified Nurse Aide Non-Exempt 120042015 12272015 163.25
Employee: CLARK, SANDRA D: HAIE287 SALARIES -NURSE AIDES

Certified Nurse Aide Non-Exempt 121012015 1213112015 163.25
Employee: DAVIS, BRUCE ID: PINJ591 SALARIES - NURSE AIDES

Certified Nurse Aide Non-Exempt 12032015 1213112015 150.75
Employee: FISHER, CHERYL ID: SMIK710 SALARIES - NURSE AIDES

Certified Nurse Aide Non-Exempt 12012015 121702015 99.25
Employee: GONZALEZ, SANDRA 1D: BRABGT SALARIES -NURSE AIDES

Certified Nurse Aide Non-Exempt 12012015 1213012015 177.00
Employee: HARRIS, JANET ID: BRARGS SALARIES - NURSE AIDES

Certified Nurse Aide Non-Exempt 12012015 1213112015 189.50
Employee: HARRIS, KELLY ID: NASJ547 SALARIES - NURSE AIDES

Certified Nurse Aide Non-Exempt 121012015 121292015 163.75
Employee: HILL, ANGELA ID: CROG141 SALARIES -NURSE AIDES

Certified Nurse Aide Non-Exempt 12032015 1213112015 173.25
Employee: HILL, MARTHA (D: BROATS SALARIES - REHAB NURSE AIDES

Certified Nurse Aide Non-Exempt 12012015 1213112015 125.50
Employee: JONES, MARILYN 1D: DUNA191 SALARIES -NURSE AIDES

Certified Nurse Aide Non-Exempt 120032015 123172015 161.75
Employee: KELLY, CHERYL 1D: HUTR349 SALARIES -NURSE AIDES

Certified Nurse Aide Non-Exempt 121092015 1213112015 157.00
Employee: KING, MARIA ID: RUSS660 SALARIES - NURSE AIDES

Certified Nurse Aide Non-Exempt 120032015 12312015 165.75
Employee: LONG, JUDY  ID: JONH371 SALARIES -NURSE AIDES

Certified Nurse Aide Non-Exempt 120012015 12292015 133.00
Employee: LONG, RUBY ID: REERG19 SALARIES -NURSE AIDES

Certified Nurse Aide Non-Exempt 12012015 123172015 141.25

Emplovee: LOPEZ. DEBRA ID: JONL3T4

SALARIES - NURSE AIDES

Partial Screen Shot
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Fi 22.1
PBJ Guide e —

Reports Mo (T
Quarterly Report - meragare —
Py
| 2 saxnce |

Select the menu option for the PBJ
Quarterly report as shown to the right in

Figure 22.1

Figure 22.2 below it shows the options for
the quarterly report which are almost the
same for the monthly report - the notable
exception being a field to specify where to
save the file and what name to give it.

The report will also generate the "change"
window as in Figure 20.3, (Page 20, bottom
left), showing any correcting entries made
according to the data entered.

This report will generate both a print-out you
can keep for your records and review and
also creates the PBJ submission file. Each
time this report runs it will create the file
again and overwrite the previous file created
unless you change the file name or folder
before running the report.

You should specify where the file is created - ‘/ . ‘ _
(in what folder) and what the file is called G s
(the file name in that folder) so you can find B

it when you connect to the PBJ submission — x

site to upload it. It must be located on your e — .

local "C:" drive or you will not be able to get ST O e e
to it once connected to the Juniper/Junos

network.

If you are satisfied that all the required hours
are being reported, its time to print the report
out for your records and upload the file to
CMS as described earlier in this guide.
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Reports
Comparison Report - 1

The PBJ Comparison report is a way for
you to compare your facility PBJ numbers
to the uploaded results of other facilities.

Ameracare has downloaded the quarterly
data for the first two federal fiscal quarters
(which is all there is so far) for you to view
and use as a guide for those areas in
which your facility may need improvement.

Follow the menu to the PBJ Comparison
Report as shown in Figure 23.1 and click
it...this leads you to the report options

page in Figure 23.2.

Put in the from and thru dates for the
quarter you want to compare, and then
select the "Comparison Month" button to
choose 1 of the 2 possible batches of data
that are available right now.

Choose your state, below that click the
button for "Facilities" to get the list of
facilities that have uploaded PBJ data so
far. You can choose one or several to
compare.

The resulting report is shown on the next
page of this guide.

: The Compirison Morsth is  sat of deta puled from
=z = CMIS on @ quarterly besis, uare are cumenty only teo
= betches of dea to sebect from

AmeraCare PBJ User Guide
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Comparison Report

Figure 23.3

G DrevPage = NedPage | @ First |#% Last | (ZHHelp | s Print o Eiport | PG Close Tab 8 Exit | ) Email 90 3:

PBJ Guide

Reports
Comparison Report - 2

Thig is the Comparisop report run wi'Fh the ”w ) PBJ Demo Data (BRC)
options from the previous page of this ."'ﬁmm&j’m PBJ Comparison Report for 10101/2015 thru 1213112015
guide. - _

Census Month Medicaid Medicare Other
The purpose of this report, as mentioned 100172015 thru 123112018 4421 284 2266
earlier, is to compare the PBJ totals of
your facility for a given quarter to other JobCode FromDate  ThruDate Hours
facilities in your state for the same period. Report Totals 00 s 5
It is primarily a tool to be used to view the et Tormed
results of your submissions and then - -
determine in what areas there should be R b Do b
some improvements...for example, does LPK 2 13
your facility have too many or not enough A N0 6 157%
RN's? or LPNs? or CNA's? Are the nursing Total 0 1000% 8 B0%

totals in line with other facilities or are
they lower/higher than others? Are your

RNHours are ParPatient Dey (PPD). CMIHours are PPD based onCase Micindex. AverageHours are Metional CMI Hous PPD. |

CMI indexes comparing favorably with the Nursing Totals RNHoUrs  LPNHous  CNAHours Total Hours

national standard CMI index? Haurs Woked 0 04 216 TotalNursing: 329
StateAverage Hours: 0.98 283

Study all these reports carefully, there is a CMiHours: 0.46 1% Total CHlINursing:~ 3.06

lot of useful information on them that can State Gl Hours: 060 23

give you an understanding of where your Hatonalous 07 088 i NationzlNursng: 403

facility is in comparison to other facilities

and what staffing needs your facility may PBJ Demo Data (BRC)

be Iacking in. Nursing Totals RN Hours LPNHours  CNAHours Total Hours

Your Facility Hours Per Day (1] 08 2% Tatal Nursing: k¥
Needed CMI Hours 0.68 046 194 TotalNeeded CMIHours 306
Comparison against CMS Sample Data as of 01/01/2016

HIGHLANDS OF ROGERS HEALTH AND REHABILITATION

Facility Hours PerDay 0.3 082 ) Total Nursing:

CMIHours: 1.03 0.67 Total CMI Nursing:
HERITAGE OF HOT SPRINGS HEALTH AND REHABILITATION,

Facility Hours PerDay 061 102 Total Mursing:

CMIHours: 0.80 0.4 Total CMI Mursing:
BUTTERFIELD TRAIL VILLAGE

Facility Hours PerDay 0% 082 TotalNursing:
CMIHours: 091 058 Total CMI Nursing:

Page1of2 Printed on: 5118/2016 8:39:57AM
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PBJ - Wrap-Up and FAQ 1

PBJ Guide
Wrap-Up

PBJ reporting is primarily for Staffing purposes to determine if your facility has the staff
necessary and that they are working the hours needed.

1. Collect the time data from all sources including time-clock, salaried, therapists, administrator, and
medical director time sheets.

2. Get the data entered into the PBJ module of Ameracare (import the time clock file and manually enter
all the rest of the time.

3. Run the reports and look them over. If they are correct then upload the file to the PBJ site before the
time limit runs out.

FAQ 1

Q. "I think I have all the time entered but the RN hours are really low, what am | missing?"

A. You are probably missing one or more RN time data, either it didn't come over from the time clock
(assuming they are in the time clock) or not all the time data has been entered, or entered incorrectly, or
perhaps one or two months haven't been entered yet, or the RN time was entered under the incorrect
employee id, or they have been put into the wrong department or job code for PBJ reporting.

Q. "The therapist's time reported is really low compared to the MDS therapy minutes given, what has
gone wrong?"

A. It could be several things: either the therapist time hasn't been entered, or the therapists have been
added but are in the wrong department, or incorrect numbers for the therapists have been entered, or the
MDS entries have incorrect therapy minutes entered, or the therapist company has misreported their time
for paid hours or there could be an actual difference in time between what the therapy company has been
paid and what they have actually given according to the mds entries.

Q. "Our PBJ data is nowhere near the National CMI average and doesn't compare favorably with most of
the facilities in my state, what do we have to do to correct this?"

A. First, determine if your PBJ reported data is correct and complete...not missing anything and no
incorrect time recorded. If everything is right then it becomes a matter of determining what areas your
facility may need to improve for staffing. Perhaps your facility needs more nursing or therapy time? This
is the goal of the PBJ system: to determine what a facility needs compared to what is has in terms of
staffing requirements.

Q. "Our PBJ census numbers can't be right, we only have XX beds and hardly any Medicare residents,
what do | need to do to fix it?"

A. First, it could be that the census numbers ARE correct. The census data is coming straight from the
resident census entries, it is not being added manually or imported or coming from any other source. If
you believe your census numbers are wrong then its time to look over your census reports and see where
something may be incorrect. There really isn't any other reason for the census data to be incorrect.
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PBJ - FAQ 2

PBJ Guide
FAQ 2

Q. "l have done the PBJ quarterly report and signed into the PBJ submission site, and found the "Browse"
button but | can't find the file...how can | find it?
A. If you go back to the PBJ Quarterly report you can see the field for the File Name and whatever the entry

was when you ran the report, ool Foomiammsra e This field sets the drive (should be c:) and
the folder (for this example, WORK is the folder name) and the file name
(pbj_quarterly_FY2016_first_quarter) where the file will be created. When you are on the submission site and
hit Browse, this is where you go to find the file. This has also been illustrated earlier in this guide with

Figure 22.2.

If you still can't find it you might ask your MDS coordinator to help since they may be familiar with this
process, or perhaps your in-house IT person can help, if you have one.

Q. "l uploaded the file to CMS but made a mistake and picked the wrong quarter, can | upload it again?"

A. Yes, the PBJ submission file is configured to "replace" the data that has already been uploaded, so if you
have just over-written the Oct/Nov/Dec quarter with the PBJ data for Jan/Feb/Mar then you will have to either
upload again the file for Oct/Nov/Dec if you have it, or you will have to generate it again and then upload it,
then upload the correct file for the correct quarter. If you went the other way and picked the Jan/Feb/Mar
quarter but uploaded data for Oct/Nov/Dec then you can do it again, just pick the correct quarter and upload
the file. When the next quarter comes around your next upload will replace the data for the Jan/Feb/Mar
quarter.

Q. "l've already uploaded the file but noticed that none of the therapist hours are on the validation report,
can | fix this?

A. Yep, you can still go back into the PBJ Staffing Entry, get the therapist's time entered, create the quarterly
report again which builds a new file, then upload it which will replace the incorrect data. This is a good reason
to review the report and check it thoroughly before uploading...at the very least it will save you the time
having to re-do it.

Q. "I haven't uploaded the quarterly file for last year yet and don't plan to, can | still upload the first quarter
for this year?"

A. Absolutely. Right now and until June 30 2016 all PBJ reporting is voluntary, not required. You can send
any quarter or not, and in any order you wish. However, beginning July 1st 2016 PBJ reporting becomes
mandatory and the deadline for uploading the July/Aug/Sept quarter will be 45 days past September 30th.
Once you get into the mandatory submission period you will only be able to upload for that quarter since the
entire version enumeration of the PBJ reporting switches to version 2. If you create a file for a prior quarter
(version 1.1.1) and select the July/Aug/Sept quarter on the PBJ site it should reject.

Remember, the federal fiscal year begins on October 1st. When you select the quarter on the PBJ site don't
go by the number of the quarter, go by the months listed.
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