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New Electronic Cost Report System
 Developed in partnership with the University of 

Wisconsin Center for Health Systems Research & 
Analysis (CHSRA).

 ORBS replaces previous paper-based process.
 Electronic cost reporting system allows users to:

 Create online accounts for the new system;
 Access user, facility, and cost report information;
 Download the electronic cost report Excel template;
 Prepopulate, import, and manually enter data; 
 Perform validation tests for completeness and accuracy;
 Submit completed reports online; and
 Access and review history for completed cost reports.



ORBS Cost Reporting Website
 ORBS = New cost reporting website
 ORBS website: http://orbs.chsra.wisc.edu



Cost Report Training Details
 Training will be broken into several sections:

 Section One – User registration process & user types.
 Section Two – Cost reporting website content. 
 Section Three – Download, populate, validate, and 

upload a completed cost report template.



User Training 
Section One: User Registration Processes



New User Registration

• First time users will need to register for an account.
• Only registered users can access and submit reports. 



Registration Process Options
 Pre-launch: Facilities with early fiscal year-ends have been 

contacted to identify users.  Users preloaded into ORBS; 
eliminates registration process.

 Same process will be offered for remaining facilities.
 After preload activities are complete:

 User visits site and fills out registration request. 
 Request is automatically forwarded to Division of Long Term 

Care (DLTC)staff.
 DLTC staff identifies primary cost reporting contact for that 

specific facility or chain.
 DLTC forwards the request to the facility/chain contact. 
 Contact responds via email with approval or rejection.
 DLTC staff executes the function in ORBS.
 Requestor receives emails with username and password from 

ORBS.



ORBS Cost Reporting Website Registration

 Go to the ORBS  website to start the registration 
process: http://orbs.chsra.wisc.edu.

 Click the Register link.



 Fill out the required information on each tab.

ORBS Cost Reporting Website Registration



ORBS Cost Reporting Website Registration
 On Step 3, select the appropriate user type, and POP 

ID (DHS facility code) or multiple facility organization 
name.



ORBS User Types
 If a user selects Single Facility permissions, then that user 

can submit a cost report for only the single POP ID that 
the user selects. 

 If a user selects Multiple Facility permissions, then that 
user can submit a cost report for any POP ID associated 
with that chain or accounting organization.



ORBS Cost Reporting Website Registration

 On Step 4, verify user information, enter the Security 
Check code, and click the Continue button to submit 
your request.

 Individual user requests will be verified with the 
organization for which you are applying.

 Verification and password will be sent to the requestor 
via email after the organization approves the request 
for access.



User Training 
Section Two: Cost Report Website Details



Cost Reporting Website (ORBS)
 ORBS = New cost reporting website
 Website location: http://orbs.chsra.wisc.edu
 Here you will:

 Create a user profile through the registration process;
 Review facility & user profile information;
 Find contact information for various help topics;
 Review Frequently Asked Questions;
 Download the cost report Excel template;
 Upload completed reports and supporting documents; and
 Access and review cost report history.



ORBS – User Information Tab
The User Information tab allows you to:
 Change your password.
 Update user specific information.
 See details associated with the facility including:

 Facility address, POP ID, and Ownership.
 Current Division of Long Term Care (DLTC)auditor.
 Current ORBS users for your organization.
 Associated accounting organization or chain name.



ORBS – User Information Tab



ORBS – Contact Us Tab
The Contact Us tab allows users to:
 Identify the DLTC auditors associated with facilities;
 Find applicable auditor contact information; and
 Find Center for Health Systems Research & Analysis  

(CHSRA) help desk information for technical 
questions.



ORBS – Contact Us Tab



ORBS – Cost Reports Tab
The Cost Reports tab allows users to:
 Download the most current cost report template;
 Submit completed reports and supplemental 

documents;
 Review cost report submission history; and
 Download previously submitted reports and 

documents.



ORBS – Cost Reports Tab



User Training 
Section Three: Downloading, Using, and Uploading 
The New Cost Report Template



The New Cost Report Template:
a Few Notes…
 Read the cost report template instructions thoroughly.
 A cost report policy instructions tab is also available.
 The template contains over 3,500 possible data fields.
 There are options for both manual entry or data 

import.
 Hundreds of data validations are running in the 

template, such as:
 Tests for required fields;
 Tests for various calculations; and
 Tests for conditional logic; if cell X, then cell Y.



Downloading the Template
 Login to the ORBS cost reporting website.
 Go to the Cost Reports tab.
 Click the Cost Report Input Spreadsheet hyperlink.
 Save the Excel spreadsheet to your hard drive.
 Open the spreadsheet and read all instructions before 

beginning the data entry process.



Template Instructions Tab



Data Import Option
Please see the note on the Template Instructions tab if 
you wish to pursue data import features for the template.



Schedule Completion Checklist
 The cost report template contains a Checklist tab.  

Please use this tab to monitor your cost report status.
 Schedules with errors are highlighted in red.
 Quantity of errors per schedule are displayed.
 Required supplemental documents are highlighted in 

blue.
 Double clicking a schedule box takes you to that 

specific schedule.
 IMPORTANT: Cost reports can only be submitted 

when the Checklist tab shows zero errors and the 
validation status is current.



Schedule Completion Checklist



Submitting a Completed Cost Report

The user must have:
 An ORBS system login and password.
 A completed cost report without errors and a current 

template validation status.
 Supporting documents in electronic formats, such as:

 Signed and scanned schedule 1 PDF;
 Trial balance Excel spreadsheet;
 Asset depreciation Word document; and
 Other relevant materials.



Submitting a Completed Cost Report

 Login to the ORBS website: http://orbs.chsra.wisc.edu. 
 Go to the Cost Reports tab.
 Click the Submit Cost Report button.
 Select the correct POP ID (DHS facility code) and year from drop 

down menus.
 Use the Browse button to select the completed cost report 

template.
 Add an optional comment, if you wish.
 Click the Continue button to start the submission process.
 Next, use the browse buttons to select supporting documents.
 Click the Continue button to complete the submission process.



Congratulations!
 Your cost report is done! 
 Email notifications are sent to the report submitter 

and the Division of Long Term Care (DLTC) auditor. 
 Completed reports can be viewed under the Cost 

Report Submission History header.

 IMPORTANT: Only one cost report can be submitted 
by a nursing home user per year.  If adjustments or 
partial year submissions are needed, then contact your 
DLTC auditor.


