ADULT CARE COST REPORT INSTRUCTIONS (Access 2002 or later)
For Cost Reporting Year 2008-2009, 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 2002 or higher already available on your computer to use this application, because the Adult Care Cost Report program is written using Access 2002. 
Go to the Controller’s Office web page http://www.ncdhhs.gov/control  click on “Adult Care Facilities”, click on “2008-2009 Cost Reports” and click on the link “Adult Care Cost Report Application for Access 2002”.   NOTE: This is a 1 meg file and may take a minute to download. 
1. When you click on the above link you should get a window to “Save” the download file.  You will need to enter a path for the location where you want to save this file. It is recommended that you save this file in a temporary folder on your “C” drive. If you are given a choice to “Save” or “Run” when you click on the link, select “Run” and go to instruction line #3. (You should always get an option to save the file. So if the options provided do not match the ones just described, you can always select save.)
2. Go to the folder where you saved the download file and double click on the dist2002.exe file.  
3. A Winzip window will show, and you should click “Unzip”.  This will create folder \DOMCare2009” on your c:\ drive and unzip the data files. There will be 3 files. 
4. After files have been unzipped, you should close the Winzip window.

5. Go to Explore (right-click the Start button located in the lower left hand corner of your screen, highlight and left-click “Explore”). Find the folder C:\DomCare2009, 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 “Shortcut to ACFCode.mde”. If you right click on the icon you can “rename” your icon to say “Adult Care 2009” like the picture below.
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         To begin using the application, double click on the Adult Care 2009 short cut located on your desktop.
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