
MRC below 3% quick sheet 

1. Enter in actual hours on the actual page. When done with the month, mark the month 
complete. *If you are doing past months already done, click on the alert button* 

 
2. If you choose to do the below 3%, on the alert click on “click here”. This will take you to the 

below 3% tab 

 
3. Competency hours will carry over from the actuals page. You can edit them if hours were missed 



 
4. From here you will begin to enter hours, per ratio, per individual. 

a. Select individual 
b. Select ratio 
c. Select service 
d. Enter in hours 
e. Click save 

 

5. As you click save, the rows will be populated at the bottom and you can edit/remove, if needed.  



 
6. Continue step 4 and 5 until all ratios and hours are entered 
7. Once done click “calculate DBU” 

a. Staff hours cannot exceed actual hours that were entered on the actuals page 



 

8. If everything looks good, click complete 



 
9. The rows will then be populated in the above section to be stored 



 
10. The month complete will be checked and the MBS bill file will be created 

 
11. You must upload the new MBS file to eMBS for the adjustments to be made to previous billing 
12. Continue steps 1-10 for all months that were below 3% that you are choosing to adjust 


