ADULT CARE COST REPORT INSTRUCTIONS (Access 2003)
For Cost Reporting Year 2013-2014, the DHHS Office of the Controller has available for your use a means to electronically submit your cost report information so it can be imported by the state into our database.  Our hope is this will be a beneficial process to both you and ourselves and save us each time and effort with the Adult Care cost reporting process.  We highly encourage your use of this reporting mechanism.

If you are exempt from reporting, this application will not be applicable. Go to the web site to find the exemption form.  Fill out the exemption form and return it in place of the cost report. 

DOWNLOAD/INSTALLATION INSTRUCTIONS FOR THE REPORTING APPLICATION:  You do need Access 2003 already available on your computer to use this application, because the Adult Care Cost Report program is written using Access 2003. 
1. Go to Explore (right-click the Start button located in the lower left hand corner of your screen, highlight and left-click “Explore”).  To create a new subdirectory, highlight (click on the C drive).  With the mouse cursor sitting on that right-click and a menu should come up and toward the bottom highlight “New”.  That will bring up another menu and click on “Folder”.  This will add a new subdirectory to the C drive.  Call it “AdultCare 2014”.  It needs to be that exact name.
2. Go to the Office of the Controller web page: www.ncdhhs.gov/control.

3. When you click on the above link.  In the yellow box click on the first bullet “Adult Care Facilities”.  The first bullet on this next screen will be “2013-2014 Cost Report – Now Available”, click on that.  Next click on the link labeled “Click to download Adult Care Cost Report Application for Access 2003”.  When you do, you should get a download tab at the bottom of the screen window called “ACF Access 2003.zip”.  Put your mouse cursor over the tab and right-click.  It should bring up a menu with the first option of “Open”, click on that.  It will bring up window that looks like a Windows Explorer with two files sitting it.  You will need to copy and paste these two files or drag and drop them into a subdirectory AdultCare 2014 we created in step 1 above. 
4. With the Windows Explorer still open and looking at the AdultCare 2014 subdirectory, find the file called “ACFCode.mde”.  Highlight this file and right click with your mouse. A box will appear and you will need to look for the “create shortcut”. Left click with your mouse and a Shortcut file will appear under your ACFData file. Now you need to move the shortcut file to your desktop (drag and drop).  The icon appears as follows with the exception that it will say “ACFCode.mde - Shortcut”. If you right click on the icon you can “rename” your icon to say “Adult Care 2014” like the picture below.
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         To begin using the application, double click on the Adult Care 2014 short cut located on your desktop.
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