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Purpose

The purpose of this document is to guide reporting entities on the process for registering
and managing a reporting entity account and submitting Annual Reports on the Minnesota
Department of Health (MDH) website for the Health Economics Program (HEP).

Technical Requirements

The HEP Data Portal functions on the following browsers: Google Chrome, Microsoft Edge, and
Mozilla Firefox.

Register

Prior to filing a data set, reporting organizations must register a primary contact on the MDH
website using the HEP Data Portal. Once a request to register has been submitted, MDH reviews
and approves requests. Only the first user registration needs to be approved by MDH.
Subsequent users can be added on demand with no approval required. Approved registrants
will receive an email through which they can activate their account and set their passwords.

Successful activation of an account completes the registration process for a primary contact.

Refer to the Registration and Account Management Guide (PDF) for more information.

Background on capital expenditure reporting

Minnesota Statutes 62J.17, require health care providers in Minnesota to report all major
capital spending commitments of $1 million or more to MDH for retrospective review.
Providers, including hospitals, ambulatory surgical centers, diagnostic imaging centers,
physician clinics and other providers, must report to MDH on an annual basis as part of existing
annual financial and statistical reports.

Minnesota Statutes 62J.17 was modified during the 2007 legislative session to require the
annual submission of major capital expenditure commitments. This reporting is included with
the diagnostic imaging utilization reporting.

General requirements

Complete and detailed information must be included in all reports for the Commissioner of
Health to conduct retrospective reviews of major capital spending commitments. Providers that
do not pass annual retrospective review may proceed with current capital spending
commitments. However, if a provider fails retrospective review, all major spending
commitments made by that provider are subject to prospective review for five years.

All reports for the prior fiscal year are due on March 1.


https://hepdataportalui.web.health.state.mn.us/signinregister
https://hepdataportalui.web.health.state.mn.us/signinregister
https://www.health.state.mn.us/data/economics/uror/docs/userguide.pdf
https://www.revisor.mn.gov/statutes/cite/62J.17
https://www.revisor.mn.gov/statutes/cite/62J.17
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Capital expenditure reports

Create annual report

1. From the Home Page, click on the drop-down “Menu” located in the upper-right of the
window and click “Annual Reports” or from the Dashboard under ‘Pending Reports’
locate a new report and click the “Create” annual report button.

PENDING REPORTS

Actions Report Type Report Year 1D Organization Report Status Due Date
@ Creale CERRR Fiscal Year 2025 1537 2nd Affiliate Pending Submission 03/01/2026
[ View CERRR Fiscal Year 2025 15386 New Affiliate Pending Submission 03/01/2026
[ View CERRR Fiscal Year 2025 1535 NM Capital Expenditure Information Required 03/01/2026

Note: Annual reports will be available for each affiliate that has been added under the
organization for the designated report year. Refer to the Registration and Account
Management Guide (PDF) for information on adding and managing affiliates.

2. Select arole for report access, then click the “View Report” button. The Administrator role
will allow the report contact to review and update data values, as well as certify final
values. The Preparer and Capital Expenditure Contact roles will allow the report contacts
to review and update values; however, the report contacts will not be able to certify the
report. The Courtesy Contact role will allow the report contact to review report data;
however, the report contact will not be able to update information or certify the report.

Report Access

Only report contacis may access this report. If you would like to add yourself as a report contact, please select a role and select 'View Report”

Role Description

tors have the abiltity to review and update data values and should be authorized to certify final values as complete and accurate on behalf of the reporting organization
Preparer Preparers have the abiltity to review and update report data valuss but may not certify final values as complete and accurate on behalf of the raporting organization

Capital Expenditure]

P Capital Expenditure Contacts have the abiltty to review and update report data values but may not certify final values as complete and accurate on behalf of the reporting organization
ontac

Courtesy Contact Courtesy Contacts have the abiliy to review report data values but may not update information or certify final values as cemplete and accurate on behalf of the reporting organization

o -

Note: Roles can be updated after the original designation by returning to ‘Section 1 —
Contacts’ and editing the role by clicking the ‘Edit Role’ pencil icon. Only Administrators
and Preparers can make updates to report contact roles. Refer to the Registration and
Account Management Guide (PDF) for information on report access.



https://www.health.state.mn.us/data/economics/uror/docs/regguide.pdf
https://www.health.state.mn.us/data/economics/uror/docs/regguide.pdf
https://www.health.state.mn.us/data/economics/uror/docs/regguide.pdf
https://www.health.state.mn.us/data/economics/uror/docs/regguide.pdf
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3. Under the Capital Expenditure Commitment Reporting Organization Information section,

options are available to view organization details by clicking the ‘View Organization’ button.
Update information, then click the ‘Save Changes’ button.

View / Edit Organization

‘‘‘‘‘‘
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4. Section 1 - Contacts

a. For the “Contacts” section, click the “View Section” button to start. Add

additional report contacts if needed by clicking the “Add Contact” button.

1 Contacts

Provide contact information.

Report Contacts

[ @ Add Contsct |

b. For each contact to be added to the report, select a role from the drop-down
menu, then click the “Add Selected” button.

Add Report Contact

2 role for each of the contaets to be assocated with the report. If

3 new contact needs fo

nnnnnnnn

mmmmm

New Contset
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c. If the desired contact is not available, click the “New Contact” button, enter
required information marked “(required)” in green font, then click the “Save
Contact” button. Users by default will be ‘Active.” To add a contact that will have
portal access, click on the “Portal Access” status to switch to “Has Access.”

Add Organization Contact

First Name (nequred) Last Mame frecued)

Cay (reauired) Stz (raquind) Posial Cade (reqseed)

Gortact Stats Portal Accsss

@ Ache @ HoAccess

d. Enter optional Comments/Explanation, then click the “Right Arrow” button to
proceed to the next section.

Note: Each section of the annual report data entry screen includes a
“Definitions” button at the bottom of the page. Click the “Definitions” button to
review information relevant to the current screen. Additionally, validation
warnings may be displayed as data is entered. Users should review validation
warnings and correct data or include an explanation verifying data as entered.

5. Section 2 — Provider Affiliations
a. Click the ‘Add Provider Affiliate’ button. Next, enter the affiliate name and select
the provider affiliation type, click the ‘Save’ button.
b. Click the “Right Arrow” button to proceed to the next section.

Add Provider Affiliate

Afflizte Name (required)

Affiliate Test for Demo

|| Provider Afiiiation Type

Leased
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6. Section 3 — Capital Expenditure Commitments

a. Indicate whether your reporting entity had any major capital expenditure
commitments in the reporting year that were in excess of $1 million dollars each.

b. If there was a commitment for a new facility, not yet assigned an ID, please
navigate to My Organization and click the Add Affiliate button to add a new
Health Care System / Provider. Once added, a Capital Expenditure Retrospective
Review Report (CERRR) will be available for the new facility under the Annual
Reports page.

c. Click the “Right Arrow” button to proceed to the next section.

4 Capital Expanditure Commitments

Pationt Care Services

¢ save index Damsons Jumofs | >

meses Equsment Dusang s soaee e capw Expenanies Tt g Exprnamres

7. Section 4 - Capital Expenditures Commitment Projects
a. Click the “Add Project” button, enter data and click the “Save Project” button.
To delete a project, click the ‘Delete Project’ button and ‘Confirm’ to complete
the deletion.
b. Click the “Right Arrow” button to proceed to the next section.

4 Capital Expenditure Commitment Projects
Provide capital expenditure commitment projects for the report. This information is required by Minnesota Statutes 62J.17 subdivision 5a in order for the Minnesota Department of Health (MDH) to col
information, please contact health hccis@state. mn.us.

< Project1of1 > [ ® AddProject ) ( (3 Delete Project

General Information
Please provide general information about the project.

Title and General Description of the Project (required)

Tle is required

General Purpose of the Project

Project Location or Facility Name
Project Address Project City

Actual Commitment Date Project Cost

[ B s
Commitment date must be within the
Tfiscal year.

. < Save Index Definions JumpTo >
RECERET Retrospective Review Exceptions (olease indicate i m_

Distance to nearest equivalent service or technology (in miles)

c. Proceed to the ‘Certify and submit annual report’ instructions below.
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Certify and submit annual report

1. Annual Reports must be certified by an administrator user. If the user is a ‘Preparer’ or
‘Courtesy Contact’ the Annual Report cannot be certified and submitted. If the user is an
Administrator, return to the index page, by clicking the “Back to Index” button. Next, scroll
to the bottom of the page and click the certification checkbox.

Certification Statement

Before a report may be submitted, an administrater must cerfify that the values and explanations provided in the repert are consistent with the company's audited financial statements.

’ By checking this box | hereby cerlify that | have examined this Annual Report and fo the best of my knowledge, the information contained in this repert is accurate.

2. Click the “Submit Report” button to submit to the Annual Report to MDH for review,
then click the “Confirm” button to finalize.

Confirm Submission

Are you sure you want to submit the report for review?

3. Once the report is submitted, it will be available under the “Completed” tab of the Annual
Reports page. Reports can be modified until MDH has completed their review as indicated
by a status of “Review Complete.”

Outstanding Completed

View Report Type Report Year

[ view CERRR Fiscal Year 2025
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4. If MDH requires additional information, the report will appear under the “Outstanding” tab
of the Annual Reports page with a status of “Information Required.” Reports requiring
additional information should be updated and resubmitted for MDH review.

Outstanding  Completed

Actions Report Type Report Year D Report Status

Pending Submission

4 View CERRR Fiscal Year 2025 1536

4 View CERRR Fiscal Year 2025 1535 NM Capital Expenditure nformation Required

Note: Once MDH completes their review of the report, the status will reflect “Review
Complete.” After this time, no updates can be made. To update a report that has been
submitted but not reviewed by MDH, access the “Completed” tab, locate the report, and
click the “View” button.
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Conversations

Health Care System/Provider registered users will receive email notifications when new

messages are available in the portal. Messages will be available under the Conversations
section of the Home Page Dashboard.

1. From the Home Page Dashboard, under “Conversations” click the “View” button for
a conversation.

CONVERSATIONS

Actions

Subject

LastMessage Date  Last Message From Create Date Created By
) | Meeting reuest () 01262026 06:16 P MDH Stafl 01262026 06:16PM  MDH Staf
\: [ View :\ New Conversation m 01/26/2026 06:15 PM MDH Staff 01/26/2026 06:15 PM MDH Staff

2. Toreply, click the “Add Message” button, enter message reply, then click the
“Submit” button.

Add Conversation Message

Use the 1orm below 10 3064 3 MESSAge 10 the conversaton
Message Reply (required)
BIU E=

Thank you for the reply

NOTE. All participants wil receive 3 notificsion

3. To access all conversations, click the “Go to Conversations” button from the Home
Page Dashboard. Conversations can be filtered by date range as well as Open /
Closed by clicking the “Open Conversations” and “All Conversations” buttons.

Salect Dale Range. | oa102025 121082025 & Loan Gonversetions | Open Convessations
Open Conversations for 9/10/2025 to 12/9/2025
Last Mossage |,

Actions  Crganization 11 Subject 11 Date Messages 11 Statws 1L
3 view Scott Test Affiliate for User Test Exception Request - Fiscal Year 2023 1210412025 02 15 PM 1 Open
G View Test 1210412025 01:12 PM 1 ‘Open
O view TestFOSC. FOSC Testing Notice 12/02/2025 05:08 FM 1 ‘Open

10
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References

= HEP Data Portal (https://hepdataportalui.web.health.state.mn.us/signinregister)

=  Registration and Account Management Guide (PDF)
(https://www.health.state.mn.us/data/economics/uror/docs/userguide.pdf)

=  Minnesota Statutes 62J.17 (https://www.revisor.mn.gov/statutes/cite/62J.17)
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