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PLEASE USE THE FORWARDPLEASE USE THE FORWARD 
ARROW AND BACKWARD ARROW 

KEYS ON YOUR KEYBOARD TO 
NAVIGATE THROUGH THE SELF 

TUTORIAL
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ONLINE COUNT ENTRY
DATA COORDINATOR TRAINING

SELF TUTORIAL PART 2
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OBJECTIVES

• What are Discharge Case Counts?

• Benefits and Information

• Accessing System• Accessing System

• Web Page Header Information

• Inpatient Count Entry

• Outpatient Count Entry

• Exiting the System

• Count Submission Reminders 3
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WHAT IS A MONTHLY DISCHARGE 
CASE COUNT?

• Numeric Figure Representing Patient Volume
• Calculate Figure for Each Month
• One Count Figure for Inpatient
• Separate Outpatient Counts According to the• Separate Outpatient Counts According to the 

Number of Categories Required for Your State
Outpatient Category Specs are Listed in Data 
Coordinator Manual

• E.g. 100 Inpatient Discharges Last Month Total
• E.g. 50 Outpatient Surgery (OS) Cases, 30 

Emergency Dept. (ED) Cases and 20 
Observation Care (OC) Cases Last Month

• Reported Monthly Via Online Entry 4

WHY DO WE NEED THESE NUMBERS?

• The Case Count is Entered in the System as the 
Benchmark for How Many Cases You Say You 
Had the Previous Month

• We Use the Count Values to Determine How 
Many Cases We Should Receive in Your Patient y
Data Files

• The Volume Count Figure is Compared to the 
Error Free Cases Sent in Your Patient Data Files

• Discharge Percentage Loaded/Accepted is 
Calculated as Follows:  Error Free Cases 
Accepted into Database Divided by Monthly 
Reported Counts

E.g. 100% Accepted Data or Less
Have You Met Your State’s Minimum Compliance 
%? – Listed in Data Coordinator Manual 5

BENEFITS AND INFORMATION

• Allows Data Coordinators to Enter and 
Adjust Counts as Needed

• Enter Counts Monthly but Can Adjust• Enter Counts Monthly, but Can Adjust 
Until Final Close Date

• No “Middle-Man” Reduces Chance for 
Errors

• Once Entered, Counts are Immediately 
Available in Database

6
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To Enter Counts, Go to 
www.compdatainfo.com
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Click Here
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Click on 
Administrative

Click on Your 
State
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If this is the first time 
you have ever 

accessed the count 
entry or feedback 
website, you must 

download the 
COMPdata Jar and 

Jinitiator software, to 
be compatiblebe compatible.

Walks You 
Through the 
Download 

Process.  Also In 
Manual – Under 

COMPdata 
Installation 
Instructions 

Section.

Only Load Software Once.  Must Load it to 
Each Computer That Will be Used.

Submission Feedback/AdHoc Reports
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Thereafter, 
Click Here

to Enter Counts

Submission Feedback/AdHoc Reports

Enter User Name and 
Password in Lowercase (May 
Appear in Uppercase on the 

Screen)

If First Time Entering This Site, 
Change Your Password.

System Prompts You Every 30 
Days to Change Password – To 

Maintain Security

Click Sign In
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The System Selection Screen Provides Access to 5 Functions

Access Feedback 
Reports for Live 
Production Files

Access Feedback 
Reports for Test 
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Access Manuals and Guides

p
Files

To Access the Count Entry 
System Click Here

Access Ad Hoc 
Reports
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WEB PAGE HEADER INFO

ABC FACILITY
ANYTOWN ANYSTATE ConfirmsANYTOWN, ANYSTATE
Primary Contact Name:  JANE DOE
Telephone Number:
Provider Facility NPI ID#:  
1111111111

Monthly Counts for Quarter 1 of 2011 are due on 06/06/2011

73

The Web Page Header in Every Screen of the Count Entry System 
Contains Important Information

Confirms 
Facility and 
Contact Info

States What 
Quarter is Open 
and When the 

Counts are Due

Provides Count 
Down of Days Left 

to Enter Counts
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INPATIENT COUNT ENTRY

To Enter Inpatient Counts, 
First Confirm That Collection 
P N S I ti t

Monthly Counts for Quarter 1 of 2011 are due on 06/06/2011

73

Hospitals Are Brought to the 
Inpatient  Entry Screen First.

Ambulatory Facilities Are 
Brought Directly to the 

Outpatient Entry Screen.  
ASCs, Please Skip to Slide 20.

Process Name Says Inpatient

Left Column Lists 
Month and Year, 

Grouped by Quarter
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INPATIENT COUNT ENTRY

Areas in Gray are for Closed 
Quarters.  Any Attempt to 

E t C t i Th C ll

Monthly Counts for Quarter 1 of 2010 are due on 06/04/2010

73

Enter Counts in These Cells 
Will Prompt a Pop-Up Window 
Stating That Quarter is Closed 

and Entry is Not Allowed.

Open Months/Quarters are 
Shown in Pale Yellow.

Click in Desired Cell/Field and 
Enter Count Number for That 
Month.  You Can Move From 

Cell To Cell Using Your Mouse, 
the Tab Key or Enter Key.

15
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INPATIENT COUNT ENTRY
Monthly Counts for Quarter 1 of 2010 are due on 06/04/2010

73
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If You Accidentally Enter an Alpha 
character in the Count Cells, You 
Will Receive a Pop-Up Window 
Stating That the Entry is Not 

Numeric.

INPATIENT COUNT ENTRY
Monthly Counts for Quarter 1 of 2010 are due on 06/04/2010

73

When You Have 
Finished Entering 
Your Counts, Click 

Save

1. You Will Get a Pop-Up 
Window That Offers You 
the Option to Print Your 
Page.

2. COMPdata STRONGLY 
Encourages You to Print 
the Page Every Time You 
Enter or Change Counts.  

3. Save the Printout at Least 
Until the Quarter Closes So 
You May Confirm the 
Figures. 17

INPATIENT COUNT ENTRY

1. If You Attempt to Exit 
Without Saving Your Work, 
You will Receive a Pop-Up 

Monthly Counts for Quarter 1 of 2010 are due on 06/04/2010

73

p p
Window.

2. It Asks If You Want to 
Leave Without Saving Your 
Work.  

3. If You Click YES, Your 
Work Will NOT Be Saved, 
and the Prior Info Will be 
Retained.

4. Under Most Circumstances, 
You Would Want to Click 
NO and Then Click SAVE.

18
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SELECTING OUTPATIENT

73

Monthly Counts for Quarter 1 of 2010 are due on 06/04/2010

SELECT OUTPATIENT FROM MENU
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To Move From the Inpatient Entry 
Screen to the Outpatient Entry Screen, 

Use the Drop Down Menu.

Remember that Ambulatory Facilities 
are Brought Directly to the Outpatient 

Entry Screen.

OUTPATIENT COUNT ENTRY
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1. All Applicable Outpatient Categories for 
Your State Will Be Displayed.

2. This Sample Screen May Contain 
Different Categories Than What is 
Required in Your State.

3. Enter Only the Categories That Apply to 
You.  LEAVE ALL OTHERS BLANK.

OUTPATIENT COUNT ENTRY 
CONT.

21

1. Enter Outpatient Surgery (OS) 
Figures.

2. If You Only Report OS, Click 
Save, Print, and Exit.

3. If You Report Multiple 
Categories, Continue to Enter 
Counts for Each Applicable 
Column.
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OUTPATIENT COUNT ENTRY 
CONT.

22

Enter Your OC Figure, Then Your ED Figure, and 
Then Your IM Figure, as Applies for Your 

State.  

OUTPATIENT COUNT ENTRY 
CONT.
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After You Have Finished Entering All Count Values, 
Click Save, Print the Page, and Click Exit.

EXITING THE SYSTEM

You Are Returned to the 
System Selection Screen.  

24

You Can Enter into the 
Feedback Report Systems if 

You Desire to Run New 
Reports.

Or You Can Click Logout to 
End Your Session.
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COUNT SUBMISSION 
REMINDERS

• Count Bucket Specs for What Qualifies in Each 
Outpatient Category Follow Individual State 
Requirements

See the First 15 Pages of the Data Coordinator 
Manual for Your State’s Requirements

S b d S G d l• Submit According to State Guidelines
IL Counts Due by State Mandate Within 30 Days 
After End of EVERY Month – Corrections Close 5 
Days Prior to Quarterly Data File Close Date
All Other States’ Counts Close on Same Date as 
Data Files – MS Exempt from Counts

However, Monthly Submission Preferred by State 
Organizations

• Values Freeze at End of Day on Close Date 
Deadlines

• No Adjustments After Closed
25

NEXT STEPS

• Submission of Data Files and Counts is 
Now Completep

• Feedback Reports Must be Retrieved
See Self Tutorial Part 3

• All Feedback Reports Must Be Used to 
Correct Errors and Ensure Data Quality

See Self Tutorial Parts 4 & 5

• Ad Hoc Report Online Creation
Self Tutorial Part 6 26

RESOURCE REMINDERS

• Technical/Functional Inquiries:  
ubhelp@ihastaff.org

• Training Questions:  
d t d @ih t ffcompdataedu@ihastaff.org

• General Info and Links to All Systems:  
www.compdatainfo.com

• Tools and Aids: 
http://www.compdatainfo.com/datacoll
ection/tools.html

• Helpline:  800/634-4248
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UBHELP@IHASTAFF.ORG

800/634-4248
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