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Introduction  
 

Welcome to the web-based Nurse Support Programôs data collection system 

Training Guide! 

As per State of Marylandôs regulation hospitals are required to collect and report metrics annually that are associated with each 

Nurse Support Program I (NSP I) funding category to the Health Services Review Commission (HSCRC). These metrics are used to 

review the impact of NSP I.  

The Nurse Support Program (NSP) data collection tool provides flexibility on how you report metrics, budgets and program 

descriptions to the Health Services Cost Review Commission (HSCRC).   You will also be able to utilize this tool to document and 

store metrics throughout the year. You will no longer need to complete your submission in a single entry at the end of the year.   

The Nurse Support Data Collection Tool allows hospitals to: 

¶ Create/Edit/Deactivate users for the hospitals they belong to (NSP1Coordinators Only) 

¶ Submit/Revise/Resubmit for the hospitals they belong to for the following: 

o Beginning Budgets 

o Program Descriptions 

o NSP I Data Metric 

o End of Year (EOY) Expense Reports 

o Covid-19 Budget Adjustment 

o End of Year (EOY) Program Descriptions 
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Admin 
 

The NSP1Coordinators role will have access to the Administrative functions within the NSP I Data Collection tool to 

create, edit and deactivate NSP I users.   The NSP1Coordinator will be responsible for ensuring that the user is granted 

the correct role within the tool.   NSP1Coordinator users will also be responsible for ensuring that users have access to 

only the hospitals where the user is affiliated.    

 

Users 

The NSP1Coordinators role will have access to the Administrative functions within the NSP I Data Collection tool to 

create, edit, deactivate users.     

 

New User Registration (Only users that have the NSP1Coordinators role can create a 

User): 
 

1. Log into the NSP I Data collection tool at - https://nsp1.hscrc.maryland.gov/ 

2. Click on Users in the Admin section of the left side navigation bar. 
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3. Click on the + icon under User List. 

 

 

 

 
The required fields are marked with an Asterisk (*) and must be completed in order to successfully Register a new 

user.  A role must be selected for each user.   Please ensure you choose the correct role for the user.    
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If the user will be submitting data for the Hospital System, this box must be checked.  When you click in Select 

Hospital field, you will be given a list of Hospitals to choose from in a drop down list.  You will be able to attach 

multiple hospitals to a single user.    After you choose a hospital, place your cursor in the field again and you will see 

the dropdown list.  Select the hospital you want and it will also be added to the userôs profile.    

 

NOTE:  The User Name will auto populate with the Email address that is entered into the Email field.   An email will 

be sent to this email address in order for you to setup your password immediately after the user is successfully 

registered.   

 

- Passwords must: 

o be at least 6 characters in length 

o contain at least one upper case letter 

o have at least one number 

 

4. Once all required fields are submitted, click on Register.   You can cancel the registration process by hitting 

Cancel. 
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Editing/Deactivating a User (Only users that have the NSP1 Coordinator role can 

edit/deactivate a User): 
 

1. Once a user has been created, the user can be edited or deactivated.   Highlight the user that you would like to edit 

or deactivate from the user list and press your Enter key.    

 
 

 
2. This will take you to the user edit screen.   All fields can be edited except the user name.   When you have 

completed editing the userôs information, hit Save.    

3. If you want to deactivate a user, just click on Deactivate. 
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4. If you want to leave the screen without making any changes, click on Cancel. 
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Forgot User Name Help: 

 
1. If you forget your User Name, click on Forgot your username on the Log In page.   

2. Enter your email address that you were registered with and hit Submit. 

3. If you are an authorized user of the tool, your user name will be sent to your email address.   
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Forgot Password Help: 
 

1. If you forget your User Name, click on Forgot your username on the Log In page. 
2. If you forget your User Name, click on Forgot your username on the Log In page.   

3. Enter your email address that you were registered with and hit Submit. 

4. If you are an authorized user of the tool, your user name will be sent to your email address.   
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Hospital Data  
This Section usually gets created and process by NSP1 Coordinator and Hospital user roles. These two rolls have full 

access the Hospital Data collection sections of the tool.    

Beginning Budget: 

1. The Beginning Budget will prepopulate based on information entered in theò Program Descriptionò section. We 

removed the add and delete option in Beginning Budget  

2. Click on Beginning Budget in the left-hand navigation.  

3. Choose your budget year from the drop-down list. 

4. Select the hospital you are working on from the Select Hospital drop down list.   The dropdown list will be limited to 

the hospitals that have been attached in your user profile. 

5. Hit Search. 

 

 

 
 

 

 

6. All Program information that has already been completed in the budget will be displayed. 
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7. Each hospital will have an Approved FY Budget amount that has been prepopulated from information received from 

HSCRC. 

8. Existing Program information can be edited by clicking on the pencil icon at the end of the row of the specific program 

entry.   

9. The entire Program row can be deleted by clicking on the X at the end of the row of the specific program entry.  
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10. When the Grand Total is equal to the Approved FY Budget, A button to ñSend to CFO for attestationò will be displayed. 

Only a user with NSP1 coordinator role is able to do this.  

 

 

 
 

11. When this button is clicked, an email is sent to the user in the system with a CFO role. Make sure a CFO user is 

created prior to this action. The Budget page will indicate this.  
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12. The CFO will receive an email with the Beginning Budget attached as a pdf attachment and a link to be clicked on after 

review that will serve as an electronic signature.  

 
 

 

13. If the ñattest this Program Descriptionò link is chosen, the system will update in the backend and a confirmation message 

will be displayed as follows.  
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14. If the ñreject this Program Descriptionò link is chosen, the system will update in the backend and a confirmation 

message will be displayed as follows. The request will return to NSP1 Coordinator for modification and will be re 

submitted for CNO review.  
 

 
 

 

15. Once the verification is complete, the Beginning Budget status will be updated and a Submit button is now available to 

be submitted to HSCRC for approval.  
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16.  At this point the budget is ready to be submitted to HSCRC by clicking on the Submit button. An email will be sent to 

the HRCRC team that the budget was submitted and the status will be updated.  
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17.  HSCRC will review the budget and either approve or request for a resubmission if more information is desired. If a 

resubmission is requested, an email to the NSP I coordinator with the reasoning will be sent out. This will be indicated 

in the status as well.  
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18. The NSP I coordinator will have to make the requested changes, get the CFO approval of the updated budget and 

submit to HSCRC again.   

19. Once HSCRC approves the budget an approval email will be sent to the NSP I coordinator and this is reflected in the 

status.  
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20. After this point any changes to the Beginning Budget should be sent in as a Change Request submission, this will 

follow a similar work flow as described above. 

 

 
21. Export option can be used at any time to export the Beginning Budget in a PDF form 
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Program Description:   
 

1. Click on Program Description in the left-hand navigation. 

2. Choose your budget year from the drop-down list. 

3. Select the hospital you are working on from the Select Hospital drop down list.   The dropdown list will be limited to 

the hospitals that have been attached in your user profile. 

4. Hit Search. 

 

  
 

 

5. All Program information that has already been completed in the budget will be displayed. 

6. Existing Program information can be edited by clicking on the pencil icon at the end of the row of the specific 

program entry.   
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7. The entire Program row can be deleted by clicking on the X at the end of the row of the specific program entry.  

8. To add a new program, click on the + above the Program field. 

 

 
 

 

Adding Program Descriptions 

 

9. A predetermined dropdown list of Programs will be displayed in the Program field for the user to choose from. 

10. A predetermined dropdown list of targeted groups will be displayed in the Target Group field for the user to choose 

from (Clinical RNs, Nursing Students, Nurse Leaders). 

11. The Program Description field is a free text field.  NOTE:   The maximum field length is 500 characters. 
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12. The Anticipated Outcome(s) field is a fee text field.  NOTE:   The maximum field length is 500 characters. 

13. The Program Status is a drop down (New or Ongoing) and is a required field. 

14. The Implementation Date is a required field for all New Programs. click on the Calendar icon in the field.  A date 

picker will be displayed.   Arrow to the right to get the next month. click on the day in the month the program will 

start. 

15. Click on the Check Õ to save the entry. 

 

 

  
 



 

21 
 

 

 

16. When you have completed adding the applicable programs, the information must be sent to the CNO for attestation.    

17. Click on the button Send to CNO for attestation.  Only a user with the NSP1 coordinator role is able to do this. 
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22. When this button is clicked, an email is sent to the user in the system with a CNO role for this hospital. Make sure a 

CNO user is created prior to this action.  

 

  

 
  



 

23 
 

23. The CNO will receive an email with the Program List attached as a pdf attachment. CNO has an option to attest or 

reject the Program List.  

 

 
 

24. If the ñattest this Program Descriptionò link is chosen, the system will update in the backend and a confirmation message 

will be displayed as follows.  
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25. If the ñreject this Program Descriptionò link is chosen, the system will update in the backend and a confirmation 

message will be displayed as follows. The request will return to NSP1 Coordinator for modification and will be re 

submitted for CNO review.  
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26. Once the verification is complete, the Program Description status will be updated to Verified by CNO and the screen 

will reflect CNO attestation complete. 
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27. NSP1 coordinator will also receive an email after CNO makes a choice. 

 
 

 
 


























































