
Metrics Intake and Procedures Manual  
Overview  
To receive enhanced federal funds for MES modules, states must produce data, reports, 
and performance information from their MES modules. This facilitates evaluation, 
continuous improvement in business operations, transparency and accountability (in 
accordance with 42 C.F.R. §§ 433.112(b)(15) and 433.116(b), (c), and (i)). CMS reserves the 
right to request data related to system operations at any time to ensure compliance with 
mechanized claims processing and information retrieval systems per 42 CFR 433.19. 
States must submit monthly operational reports with metrics, unless otherwise agreed by 
CMS, and annually with their OAPD requests. EVV metrics should be captured monthly and 
submitted quarterly.  
 
CMS reviews the metrics included in the operational reports during the APD review process 
to determine whether they demonstrate a benefit to the state Medicaid Program and align 
with CMS-required and/or state-specific outcomes. The operational reports ensure 
continued system functionality and regulatory compliance and provide a business case for 
the funding requested in each OAPD. According to the State Health Official (SHO) letter 
released on August 6, 2025 a state must submit operational metrics for any IT system 
for which the state requests enhanced funding for costs related to maintenance and 
operations.  
 
Metrics provide evidence of whether intended outcomes are achieved through the delivery 
of a new module or enhancement to an existing module. Metric reporting enhances 
transparency and accountability and helps to ensure that a state’s MES and its modules 
meet statutory and regulatory requirements, as well as the state’s own program goals. 
Metrics reporting also gives states and CMS early and ongoing insights to use for program 
evaluation and continuous improvement.  
 

Detailed MES Data Submission and Intake Process  

Defining Outcomes and Metrics  
Module-specific outcomes and metrics must be included when submitting an APD or 
OAPD.  Every state’s OAPD submission must include an attestation that the state’s 
operational metrics and data are uploaded to a CMS Box folder location, and the state 
must include the link to the metrics file(s) in its OAPD. This process ensures timely data 
submission and compliance with reporting requirements for enhanced funding. Reports 



should cover data from the system’s go-live date or the last OAPD submission through the 
most recent month of available data.   
 
Default metrics for MES modules are available on the CMS MES Certification Repository.  
 
For information on how to develop state outcomes and metrics statements, refer to Writing 
a Good Outcome on the MES Certification Repository.  
 
States may need to update outcomes and metrics due to lessons learned, changing 
Medicaid priorities, or feedback from a certification. If a state revises its outcomes and 
metrics, an APD-Update (APD-U) is required. States should consult their CMS MES State 
Officer to discuss such updates.   
 

Step 1: Create the Operational Report  
States are required to use the Operational Report Workbook (ORW) template to submit 
their operational metrics by module. The Excel template includes three tabs: the first 
contains general instructions completing it, followed by two tabs for data entry, titled 
“Metric Definitions” and “Metric Values.” Additional instructions for the ORW are located 
on the MES Certification Repository.    
 
For the state-submitted metrics data to be successfully processed, the state needs to fill 
in and correctly format the required data fields. Refer to the Operational Report Workbook 
Validation Rules, for the list of required data and data entry rules.   
 
The state should use the following filename format and should not exceed 255 characters:  
Operational_Report_StateAbb_ModuleAbb_YYYY-MM-DD.xlsx  
 
The date used should be the date when the state submits its data file to the state’s metric 
folder located on CMS Box. The filename should use standard state abbreviations and 
Module Type abbreviations. For example, “Operational_Report_VA_CP_2022-01-22.xlsx”.  
 

Step 2: Submit to CMS Box  
The state should upload the operational report(s) to the state’s metric folder on CMS Box. 
Each state has a folder named using the state’s abbreviation, followed by “– 
Metrics/1.State Submission”. For example, the state of Virginia will upload the Operational 
Report Workbook to the “VA – Metrics / 1. State Submission” folder.  
 
The state should upload all metric-related files to this folder; processed files will be moved 
to the “Archive” subfolder.  
 



If the module is going through the Streamlined Modular Certification (SMC), the state 
should upload all metric data captured since go-live to the state’s metrics folder. Once a 
module has been certified, the state should continue to submit its operational metrics to 
this folder according to the frequency required by CMS.  
 
When the state uploads an operational report file to the state appropriate CMS Box folder, 
CMS will receive an automatic email alert generated by CMS Box.  
 

Step 3: Data Ingestion  
To be successfully processed, the state-submitted metrics reports must meet the 
reporting specifications described in the Operational Report Workbook Validation Rules, 
e.g., the correct file name format, content in the required columns, and correctly 
formatted data.   
 
If the file is processed successfully and loaded into the CMS database, the report’s status 
is Completed, and the processed file is moved to the “archive” subfolder within the 
state’s metrics folder. If there are issues importing the data, CMS will work with the state to 
help resolve the issues. When re-submitting a corrected file, the state should rename the 
file to the new submission date and upload it to the same metrics folder on Box.   
 
For example, if Wyoming originally submitted its EVV data file on September 1, 2020, the 
filename would be Operational_Report_WY_EVV_2020-09-01. However, if there were 
issues with the file and the state was asked to resubmit it, and did so on September 21, 
2020, the resubmitted filename would be called Operational_Report_WY_EVV_2020-09-
21.  
 
  



Appendix A: State Abbreviations  
 
The table below lists the states with their approved code for metrics reporting.  
 

State   Abbreviation 
Alabama   AL   
Alaska   AK   
American Samoa   AS   
Arizona   AZ   
Arkansas   AR   
California   CA   
Colorado   CO   
Connecticut   CT   
Delaware   DE   
District of Columbia   DC   
Florida   FL   
Georgia   GA   
Guam   GU   
Hawaii   HI   
Idaho   ID   
Illinois   IL   
Indiana   IN   
Iowa   IA   
Kansas   KS   
Kentucky   KY   
Louisiana   LA   
Maine   ME   
Maryland   MD   
Massachusetts   MA   
Michigan   MI   
Minnesota   MN   
Mississippi   MS   
Missouri   MO   
Montana   MT   
Nebraska   NE   
Nevada   NV   
New Hampshire   NH   
New Jersey   NJ   
New Mexico   NM   
New York   NY   
North Carolina   NC   



North Dakota   ND   
Northern Mariana 
Islands   

MP   

Ohio   OH   
Oklahoma   OK   
Oregon   OR   
Pennsylvania   PA   
Puerto Rico   PR   
Rhode Island   RI   
South Carolina   SC   
South Dakota   SD   
Tennessee   TN   
Texas   TX   
US Virgin Islands   VI  
Utah   UT   
Vermont   VT   
Virginia   VA   
Washington   WA   
West Virginia   WV   
Wisconsin   WI   
Wyoming   WY   

  
  



Appendix B: Module Abbreviations  
 
The table below lists the MES module and their approved abbreviation for metrics 
reporting.  
 

Module 
Abbreviation   Module Type   

CP  Claims Processing  
DSSDW  Decision Support System & Data Warehouse  
EE  Eligibility & Enrollment  
EPS  Encounter Processing System  
EVV  Electronic Visit Verification  
FM  Financial Management  
HIE  Health Information Exchange  
LTSS  Long Term Services and Supports  
MM  Member Management  
OT  Other module not listed (do not use or create an abbreviation not listed in this table)  
PBM  Pharmacy Benefits Manager  
PDMP  Prescription Drug Monitoring Program  
PI  Program Integrity  
PM  Provider Management  
TPL  Third Party Liability  

  
  
  



Appendix C: Operational Report Workbook Rules and 
Guidelines  
 
The following rules, recommendations, and notes are intended to help the state fill in the 
Operational Report Workbook (ORW).   
 

GENERAL RULES   
1. Do not add columns or tabs or change the name of columns or tabs or make any 

changes to the ORW.  
2. Do not delete the instructions row (with the text in blue font that start with "Instruction") 

on the “Metric Definition” or the “Metric Value worksheets;” the code is programmed to 
skip this row.  

3. Do not insert blank rows.  
4. Do not merge cells.  
5. The file name must end in the date format of “_YYYY-MM-DD”.  

 

RECOMMENDATIONS  
1. Follow guidance for file naming conventions: Operational_Workbook_[2-letter state 

abbreviation]_[module abbreviation]_YYYY-MM-DD.  
2. Do not cross out text. For example:  

a. Text that is struck out, "Amount of recovered dollars saved from claims with 
TPL. reimbursements."  

b. Is read as, “Amount of recovered dollars saved from claims with TPL. 
reimbursements."  

3. If the state wants to resubmit data, the state should update the filename with the new 
submission date (the previous data will be overwritten).    

4. Highlighting or font customization will not be captured or retained.  
  

NOTES  
1. It is the state's responsibility to review all decisions regarding its metrics with the CMS 

State Officer at the earliest point of recognition that a metric should be changed or 
retired.  

2. Supplemental files that the state submits with the ORW will not be processed and 
will be retained in the submission folder.  

 

ORW FIELD DEFINITIONS AND RULES  
A detailed explanation of field specifications, descriptions, and validation rules is available 
on the MES Certification Repository. 
 


