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B. Cost Center Expense Screen

Audit or Financial Statements (review)
Chart of Accounts 
Cost Center names match Audit/FS or 
provide crosswalk  (Handout #1)
Expenses match Audit/FS
Supplemental Forms 3, 4, 7 and 8 
(Handout #2)



Main Menu Text

Cost Center Expense screen
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Personnel Information
Full Time Equivalents (FTEs)

Total Hours Worked

40hrs/wk x 52wks = 2,080
=

Total Time Worked

Total Time Available to Work
FTEs =

C. Personnel Screen
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E. Units

Units (review)
# of units provided (All Units)
Regardless of fund source
Supplemental Forms 2, 5 and 6 
(Handout #2)
Units memo (Handout #3)



Main Menu Text
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2 Versions: Access vs. Runtime

• Access version okay if Access 2000, 2002,  
2003 or 2007 is installed

• Has only 3 files, only has to be 
downloaded

• A runtime version is available for those 
with Access older than 2000, no Access at 
all



III. Reminders

Cost Reports are due 5 months after the 
accounting year end.

Do Not Force Expense Centers to Balance

Complete the review checklist before you submit 
the Cost Report



Reminders
Maintain only one “active” data file and a backup 
copy in a different location

Backup your data file frequently.  Backups are 
done using the Export Data function on the Main 
Menu.

Use the Notes worksheet, Use the Notes 
worksheet, Use the Notes worksheet



Final Reminders
Make sure you submit all information 

listed on the Transmittal Checklist

Reconciliation of Audit or Financial 
Statements to Cost Report costs in 
Supplemental forms is required



Tying the Audit to the Cost Report

Total 
Expenditures

“Total Cost for Rates” 
line in “Audit/FS 
Totals” column

“Total 
Expenditures 

per Audit”

Audit or F/S Schedule 2
Supplemental 
Form 7







III. Reminders
The Controller’s Office will need an audit 
(or draft) or the financial statements in 
order to complete a review.

Financial statements means a Trial 
Balance (or Balance sheet) and a 
Profit/Loss (or Income statement)

The Cost Center names and amounts in 
the cost report should match your audit or 
financial statements

OR

Must crosswalk cost centers from the audit 
or financial statements to the cost report



III. Reminders
Please check the web site often!

New information will be posted here first as soon as 
it is available.

The web site address is: 

http://www.ncdhhs.gov/control/amh/amhauth.htm

When the 2008 cost report, Users Manual and 
appendices are available it will be found under 2008 
Cost Reporting link

http://www.ncdhhs.gov/control/amh/amhauth.htm


IV. Practice

The instructions, data and 
answers will be under 2008 
Cost Reporting link and 
under Keying Exercise link. 

Due to the number of providers filing the Mental 
Health Cost Report, computer hands-on training is 
no longer available.

Welcome to try keying some sample 
data into the application on your 
own.  Give yourself some practice 
before keying your own data.



Questions



Contact Info
First point of contact is:
Bill Caddell at 919-855-3681

Second point of Contact is:
Susan Kesler at 919-855-3680

Email is susan.kesler@ncmail.net

Fax number is 919-715-3095.  
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