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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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ADHOC REPORT ONLINE CREATION
DATA COORDINATOR TRAINING

SELF TUTORIAL PART 6
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OBJECTIVES

• What is an AdHoc Report?

• Accessing the System

• Web Page Header Information• Web Page Header Information

• Selecting Report Criteria

• Downloading into Excel

• Inpatient Categories and Flags

• Outpatient Categories and Flags

• Exiting the System 3
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WHAT IS AN ADHOC REPORT?

• Provides a Listing of All Error Free Patient Cases 
Accepted into the COMPdata Database for Your 
Facility for the Quarter Selected

• Useful for Managing Particularly Difficult• Useful for Managing Particularly Difficult 
Reconciliation Issues

• Compare to the Cases in Your Internal System 
That Should Have Been Submitted to COMPdata

• You Can Determine Which Cases Are Missing or 
Duplicated in the Database

• Download into Excel
• Can be Run at Any Time
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To Create AdHoc Reports, 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 1.3.1.22 

software to besoftware, to be 
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 Access AdHoc 

Reports

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 90 
Days to Change Password – To 

Maintain Security

Click Sign In

9
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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 AdHoc Report 
System Click Here

Access Case Count 
Entry System

WEB PAGE HEADER INFO

ABC FACILITY
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ANYTOWN, ANYSTATE
Primary Contact Name:  JANE DOE
Telephone Number:  (999) 999-9999
Provider Facility NPI ID#:  1111111111

The Web Page Header in the AdHoc Report System Contains 
Important Information

Confirms 
Facility and 
Contact Info

SELECTING REPORT CRITERIA

ANY HOSPITAL
ANYTOWN, ANYSTATE
Primary Contact Name:  JANE DOE
Telephone Number:  (999) 999-9999
Provider Facility NPI ID#:  1111111111
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Select the Patient Type (Service Category) for the 
Type of AdHoc Report You Wish to Run.

Only One Patient Type Can Be Selected at a Time.

The System Will Display Only Those Outpatient 
Categories That Apply to Your State.

IP   IP – Non-Covered and Related Covered Cases Only   OS   OC   ED   IM   OP

2010
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SELECTING REPORT CRITERIA

ANY HOSPITAL
ANYTOWN, ANYSTATE
Primary Contact Name:  JANE DOE
Telephone Number:  (999) 999-9999
Provider Facility NPI ID#:  1111111111
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Select the Year for the Type of AdHoc Report You 
Wish to Run.  The Two Most Recent Years Are 

Available.

Select the Quarter for the Type of AdHoc 
Report You Wish to Run.

2010

IP   IP – Non-Covered and Related Covered Cases Only   OS   OC   ED   IM   OP

ADHOC REPORT FORMATS

IP   IP – Non-Covered and Related Covered Cases Only   OS   OC   ED   IM   OP

2010
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Save to Your Computer

Imports Into Your Computer’s Excel 
Program.  You May Need to Adjust Cells to 
Adjust for Field Size or Format Numbers.

Download Into Excel Worksheet

INPATIENT EXCEL DOWNLOAD

Fields Displayed on Inpatient Excel Download

Inpatient Report Includes Flags 
f d ( )for Non-Covered Cases (NCC), 
Covered Matched Cases (CMS), 

and Never Events (NEV).

For Additional Information on 
These Flags, What They Mean, 
and How to Interpret Them on 
the AdHoc, View the CMS Non-

Covered Services Training Slides 
on the Tools and Aids Web Page 

or Contact Us at 
compdataedu@ihastaff.org. 
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OUTPATIENT EXCEL DOWNLOAD

Fields Displayed on Outpatient Excel Download

Outpatient Report Includes the NEV Flag 
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and Flags for Each Outpatient Service 
Category That Applies to Your State.

Please See Your Data Coordinator Manual 
for Information and Coding Ranges 
Regarding the Outpatient Service 

Categories Applicable in Your State.

EXCEL DOWNLOAD

The Cases Displayed on the Worksheet Are Sorted 
by Most Recent Discharge Date and Then Patientby Most Recent Discharge Date and Then Patient 
ID in Alpha-Numerical Order.  You Can Re-sort as 

Desired Using Any Field on the Report.

The Date of the Report and the Total Case Count 
of Accepted Data for the Category and Quarter Are 

Displayed After the Last Patient Case Line Item, 
on the Left Side.

ADHOC DETAILS

• The Case Count on This Report Should 
Match the Accepted Cases on Your Current 
DSVR

• The AdHoc Report Does Not Include Any• The AdHoc Report Does Not Include Any 
Duplicate Submissions or Deletion Request 
(XX8) Submissions  

• It Strictly Represents Error Free Cases 
Accepted Into The System

• If a Recent File Has Been Submitted but 
Not Yet Processed, The Data Will Not 
Appear on the AdHoc Report 18
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INPATIENT ADHOC CATEGORIES 
AND FLAGS

• Adhoc Reports Can be Run on 2 Inpatient Types 
All Inpatient Cases
OR Only Inpatient Non-Covered Cases (NCC) 
from Split Bills and Their Associated Coveredfrom Split Bills and Their Associated Covered 
Matched Cases (CMC) from the Same Split Bills 
(as Required by CMS)
Flags These For Analysis on the Report

• Also Flags Never Events (NEV)
• See Posted Slides for CMS Non-Covered Services 

Training on Training Web Pages for Details
• Questions? compdataedu@ihastaff.org
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OUTPATIENT ADHOC CATEGORIES 
AND FLAGS

• AdHocs Can be Run on Any Outpatient Data 
Category That Your State is Required to Report  

• The Report Will Display Columns for All 
Applicable Outpatient Categories for Your StateApplicable Outpatient Categories for Your State

• Will Flag Which Categories of Service Are 
Present on Each Patient Case

May Reveal That Some Cases Have Services in 
Multiple Categories
Remember That OS (Outpatient Surgery) Always 
Takes Precedence for Counting Purposes
Will Assist in Reconciling Monthly Case Counts if 
Discrepancies Exist 20

OUTPATIENT CATEGORIES 
AND FLAGS

• For Example, if You Run an Outpatient 
Surgical (OS) AdHoc Report:

Every Accepted Patient Case That 
Qualifies According to Your State’s OS 
Range Will be Displayed
Every OS Case Will Display a “1” in the

IM_F
LAG

Every OS Case Will Display a 1  in the 
OS Flag Column
A “1” Will Also be Displayed in Any 
Other Service Category That May Have 
Applied to That Case
Please Remember That All Cases on 
the OS Report Qualified and Were 
Counted as an OS Case, Regardless of 
Whatever Other Services Were Also 
Present

21
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OUTPATIENT CATEGORIES 
AND FLAGS

• If You Were to Run an Observation 
Care (OC) AdHoc Report: 

There Would be All Zeros in the OS 
Column, as it Does Not Apply
A “1” Will Appear in the OC Column 
for All the Cases

IM_F
LAG

for All the Cases
A “1” Will Also be Displayed in Any 
Other Service Category That May 
Have Applied to That Case

• This Same Scenario Applies When 
Running an AdHoc Report for Any of 
the Other Outpatient Categories
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EXITING THE SYSTEM

ANY HOSPITAL
ANYTOWN, ANYSTATE
Primary Contact Name:  JANE DOE
Telephone Number:  (999) 999-9999
Provider Facility NPI ID#:  1111111111
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At the Bottom of the Screen 

Click the Exit Button.

2010

IP   IP – Non-Covered and Related Covered Cases Only   OS   OC   ED   IM   OP

EXITING THE SYSTEM

You Are Returned to the 
System Selection Screen.  

24

You Can Enter into the 
Feedback Report or Count 

Entry Systems if You Desire 
to Run New Reports or 

Enter Counts.

Or You Can Click Logout to 
End Your Session.
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NEXT STEPS

• The Full Complement of Basic Training Self 
Tutorials is Now Completep

• They Are Available as a Refresher at Any 
Time

• Please Use All Resources, Manuals, and 
Tools That Have Been Provided in Order to 
More Easily Manage Your Data Coordinator 
Tasks
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RESOURCE REMINDERS

• Technical/Functional Inquiries:  
ubhelp@ihastaff.org

• Training Questions:  
compdataedu@ihastaff orgcompdataedu@ihastaff.org

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

• Tools and Aids: 
http://www.compdatainfo.com/dataco
llection/tools.html

• Helpline:  800/634-4248

UBHELP@IHASTAFF.ORG

800/634-4248
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