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Section 1 - Getting Started Using PC-ACE

This guide is to be used to assist in setting up PC-ACE for Medicare A/B claim submission to
National Government Service (NGS).

Minimum System Requirements

e SVGA monitor resolution (800 x 600)
e Windows 10, Windows 8.1, Windows 7 or Vista operating system
e Adobe Acrobat Reader Version 4.0 or later (for overlaid claim printing)

Note: When the Windows "Large Fonts" display setting is enabled, the screen resolution
must be 1024 x 768 or higher. The CMS-1500 claim form will not display properly at lower
screen resolutions.

PC-ACE Part B Full Install Instructions

Note: These instructions are designed for use with Microsoft's Edge, Google Chrome or
Firefox. The use of other browsers is not supported by the NGS EDI Help Desk.

Steps 1-7 only need to be completed if you initiate the install from the NGS website home
page.

1. Open an Internet browser and go to https//www.NGSMedicare.com.
Select Accept when presented with the Attestation page.
On the NGS landing page, select your line of business and state then select Enter.
Select RESOURCES dropdown at the top of the web page.
Select EDI Solutions.
Select EDI Software PC-ACE then select Download PC-ACE to download the software.
On the PC-ACE Download form, complete all required fields marked with an asterisk
™).
8. Under Select Your Download Below, select the radio button option for PC-ACE Full

Installation Version X.XX (Institutional and Professional) PC-ACE users.

9. Select the Submit Request button.

NoAl DN

10. Please note the installation password NGSMAC1 at the top of the page.

11. Once you have noted the installation password, select the Download button to start
the download.

12. A message will appear:'What do you want to do with PC-ACE Setup?'. Select Save
as.

13. On the left side of the 'Save As' dialogue box, select the Desktop button to save the
file to your desktop, then select Save.
Note: If you are using Windows 7 or 8, the buttons on the left may not be present. If this
is the case, please select Desktop from the Save As: dropdown box.
Note: NGS does not support the installation of PC-ACE on a network. The file will begin
to download to your desktop.

14. A message will appear:'Download complete'—close the download dialogue box and
minimize your Internet browser in preparation for step 17.

15. Launch the setup.zip icon; your unzip wizard should open. Note: Since unzip utilities
vary, you are responsible for getting this file unzipped to your desktop. Please follow
the instructions for your unzip utility.

16. Double Click setup.exe icon on your desktop, which will open the file.



https://www.ngsmedicare.com/

17.
18.
19.
20.
21.
22.
23.

24.

The Wise Installation Wizard will begin.
Installation code is NGSMACH1.

At the Welcome window, select Next.

At the Drive Selection window, select Next.

At the Start Installation window, select Next.

Follow the online instructions until Finish is selected.

To access PC-ACE, select the PCACE icon and enter the default user ID SYSADMIN and
the password SYSADMIN.

We recommend downloading additional material to assist you with PC-ACE. After the
software is successfully downloaded, revisit the EDI Software web page for available
documentation.

PC-ACE Part B Upgrade Instructions

Please Note: Prior to performing this upgrade it is recommended that a backup of your
current version of PC-ACE is performed. If the version of PC-ACE currently installed is more
than two versions behind the available version with NGS, please upgrade as soon as
possible.

Note: These instructions are designed for use with Microsoft's Edge, Google Chrome or
Firefox. The use of other browsers is not supported by the NGS EDI Help Desk.

No ok =

10.

1.

12.
13.

14.
15.

16.

17.

18.
19.

Open an Internet browser and go to https://www.NGSMedicare.com.

Select Accept when presented with the Attestation page.

On the NGS landing page, select your line of business and state then select Enter.
Select RESOURCES dropdown at the top of the web page.

Select EDI Solutions.

Select EDI Software PC-ACE then Download PC-ACE to download the software.

On the PC-ACE Download form, complete all required fields marked with an asterisk
™).

Under Select Your Download Below, select the radio button option for PC-ACE
Upgrade (Institutional and Professional) PC-ACE users Version X.XX.

Select Submit Request button.

Please note the installation password NGSMAC1 at the top of the web page.

Once you have noted the installation code, select the Download button to start the
download.

A message will appear: Do you want to open or save this file? Select Save

On the left side of the Save In dialogue box, select the Desktop button to save the file
to your desktop, then select Save.

Note: If you are using Windows 7 or 8, the buttons on the left may not be present. If
this is the case please select Desktop from the Save in: dropdown box.

Note: We do not support the installation of PC-ACE on a network.

The file will begin to download to your desktop.

A message will appear: Download complete. Close the download dialogue box and
minimize your Internet browser in preparation for step 16.

Launch pcaceup.zip; your unzip wizard should open. Note: Since unzip utilities vary,
you are responsible for getting this file unzipped to your desktop. Please follow the
instructions for your unzip utility.

Double Click pcaceup.exe icon on your desktop.

The Wise Installation Wizard will begin.

Installation code is NGSMACH1, (not case sensitive) and select OK.
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20. A message will appear asking if a system backup has been performed.
a. Ifthe answer isyes, select Yes to proceed with the update
b. If the answeris No, make a backup as follows:

= Select the No button, and then click the OK button in the Update
Cancellation Notice window; the installation wizard will close

= Launch PC-ACE and, on the main toolbar, select the System Utilities button
(last button on the right)

= Onthe Backup/Restore tab, select the Backup sub tab

* Ifthereis a path to your normal backup folder in the Destination Drive or
Folder field, select the Start Backup button and proceed as you normally
do for a backup, then return to step 4

= |fthe Destination Drive or Folder field is empty, select the small button to
the right of that field (has 3 dots on it), browse to the folder you wish to save
your backup to and select the Open button, then select the Start Backup
button

= |nthe Confirm window, select the OK button; wait while the backup
completes

= After the backup completes, an Information window will appear stating
that your backup has completed successfully; select the OK button.

= Close PC-ACE and return to step 12.

21. Follow the online instructions until Finish is selected.

22. The PC-ACE Backup Reminder dialogue box will appear advising that the update
was completed successfully. It will also recommend that you make a new backup of
PC-ACE now that it has been upgraded to the current version (you should perform
this backup after you have confirmed that you can open a claim and/or a patient file
without receiving an error message); select OK.

23. To access PC-ACE, select the PCACE icon and enter the default user ID SYSADMIN
and the password SYSADMIN.

24. We recommend downloading additional material to assist you with PC-ACE. After
the software has been successfully downloaded, revisit the EDI Software webpage
for available documentation.

Logging Into PC-ACE for the First Time

1. Upon installation of the PC-ACE software, from the Desktop click on the PC-ACE icon
to open the software (Figure 1).

PC-ACE
Claim Man...

Figure 1

2. Enter "SYSADMIN" in the User ID and Password fields in the Sign On box and select
OK (Figure 2).

User|D;  |SYSADMIN

xxxxxxxx

Password; |

@ —areE Figure 2




Important: If concerned about controlling User access, the default User's password
can be changed under Security and Maintenance. For instructions on changing User
access, please use the PC-ACE User's Manual for instructions on setting up individual

users. Note: NGS is unable to change, modify or reset any individual passwords once
they have been setup in your PC-ACE software.

Online Help Feature

The PC-ACE program has an online help feature that can be accessed from the PC-ACE
Claims Processing System main menu.

1. Select Help, and then select Help Topics (Figure 3).
[l ABILITY | PC-ACE Claims Processi... [ = | = [[m3a]

Important Medicare NSV Information
HIPAA Compliance Information

About ABILITY | PC-ACE Figure 3

2. Select the Index tab (Figure 4).

a. Tosearch for a particular subject, type a few letters of the word.
b. Select the index entry to be reviewed, and select Display. That
portion of the topic will appear. Review or Print the information.

|'_§Q ABILITY | PC-ACE™ Claims Processing Syste

€8 = &G B

Hide Back Print  Options

Contents I Search |

Type in the keyword to find:

‘archwlng claims

ANS|-957/999 file review and maintsnance
archiving claims

archiving transmission files

attachments - printing £
audit tracking

automatic report printing

backing up your PC-ACE databases
building the ANSI-270 eligibility benefit requ
building the AMSI-276 claim status request
building the electronic claims file

(Charges Master File Maintenance

Claim & Reference File Edit Validation
Claim Adjustment Reason Codes File Maint
Claim Archive Feature

claim sttachments - printing

Claim Form ({institutional)

Claim Form (Professional)

claim import in PC-ACE

claim import preferences

Claim List Form configuration

Claim List Form Features

claim payments

claim payments posting to Institutional clain ™

Display

Figure 4

Section 2 - Reference File Maintenance

Reference File Maintenance records must be completed in order to begin utilizing the PC-
ACE Software.

1. Select the Reference File Maintenance folder (yellow folder) (Figure 5).




[ ABILITY | PC-ACE Claims Processi.. | = | & |[weGm|

Eile View Security Help

Figure 5

Patient Setup

The Patient tab allows the addition and maintenance of patient information, including the
patient's primary and secondary insured details.

e The setup of the Patient's information is optional. The patient information will not be

accessible during claim entry or claim import if the patient database is not set up.
The complete patient list will be accessible during claim entry using the variable-list
lookup feature if the patient record is set up. When a patient is selected from the
lookup list during claim entry, all applicable patient information will auto populate
to the appropriate claim form fields.

Once the patients are added, the Patient tab provides a convenient Sort By selection

that quickly sorts the patient list by Patient PCN or Patient Name under the List Filter
Options (Figure 6). (Use the F1 function key for more information).

iBi Reference File Maintenance

_(ol x|
File View Reports

Patient IPa_uer I Pravider [Inst]l PFrovider [Prnl]l Endes!MiscI

FCN Last Mame First Mame Ml [DOBE LOE ;I
Sort By (% Patient PCN (" Patient Name

List Filter O ptions

{* Show all patients [no fiter applied)

= Filter list to include Patient PCHs starting with I

" Filter list to include Patient Mames starting with

Hew | Wiew/Update | Delete | Plan of Care | LCloze

Figure 6

A number of fields on the Patient/Insured Information tabs support data entry via fixed-

list or variable-list lookups. These lookup lists are accessed by right-clicking the
mouse in the field or pressing the F2 key in the field.

Helpful fiy hover-over hints are also available for many fields by left-clicking in a field
or hover the mouse over the field.

1. To add a new patient record, click the New button (Figure 7).




ifi Reference File Maintenance g =] B
File View Reports

Patient I Payer I Provider [Inst]| Providsr [Prof]l Codes/Misc

FCN Last Name First Marme Ml |DOB LOB ;I

SortBy & Patient PCH (" Patient Name

i List Filter Options

% Show all patients (no filter applied)

" Filter list to include Patient PCNs starting with I
= Filter list to include Patient Mames starting with I

| yianUpdatal Delete | EIanofCaral Cloze

Figure7

2. Enter the Patient Information on the following tabs (Figure 8):

e General Information - general patient information such as the patient's name,
address, birthdate, and various status flags.

e Extended Info - extended patient information such as information on the
patient's primary Provider ID.

e Primary Insured - payer, insured, and employer information for the primary
Institutional payer(s).

e Secondary Insured - insured information for the secondary institutional
payer(s).

e Tertiary Insured - insured information for the tertiary institutional payer(s).

x|
[eneratnformatier] | Estended infal] Frimary tnsured fins] |[Primary Insured [P [Secandary nsured]] |+
Last Mame First Mame Ml Gen Patient Cantral Mo [PCN)
[~ Patisnt Addiess ——————] [~ Patient Status
Address Active Patient IY_ Discharge Status l_
: Sex I_ Death Ind I_
;f ;Y
City State Zip ECE —'—— | Db —
l_ Iii Marital Status I_ Signature On File I_ I_
Country  Phene Employment Status |_ Release of Info |_
I P —
Student Status I_ Rl Date |/
Motes
CBSA Cod
I ode
Figure 8

3. After completing data entry on the Patient Information form, click the Save button to
save and exit the form (Figure 9).

Patient Information £ X
{GeneralInformaiion | Extended Irfo | Primary Insured (Inst] | Primary Insured (Prof) | Seconday Insured | 4| *

Last Name Fitst Name: Ml Gen  Palient Contiol No [FCN) i
[smITH [oomn I [SMITHINSS0000004
[~ Patient Addr [~ Patient Status
Addess AcivePalert [V DischaigeStatus |
1 HOSPITAL DRIVE
— Sex [ Deathind [
ciy State Zip DOB  |03/17413%6  DOD i
[JEFFERSON VALLEY [N [o535__ MarkalStatus | Signatwe OnFie [ [
Courlry  Phone Employment Status | Relessoofnfa |
[
StudentStaus | ADIDate [ /¢

Hotes CBSA Code

=

=l .

Figure 9

4. During the patient save operation, an edit validation process is performed on all
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patient record fields. If no edit validation errors occur, no further correction is needed
and the patient record will be saved.

When edit validation errors occur, double-click the first error message to jump to the
corresponding field. Several Save attempts may be required when there are multiple
errors to correct and save a "clean” patient record (Figure 10).

X

Gieneral nformation |Eklended|nfc| Primary Insured [Inst]l Primary Insured [Frul]l Secondary \nsuredlﬂ_’l

Last Name First Mame Ml Gen Patient Contral Na (PCN) IE!
[emiITH [iomn T [SMITHINES000000E,
[~ Patient Address Patient Status
Address Active Patient IY_ Discharge Status l_
1HOSPITAL DRIVE
I Sen . Death Ind I_
[ e —
City tdit Validation Errors List L
[IEFFER Patient Sex Code |s Required e I_ I_
Country I_
S
MNotes
[Double-dick irar to jump to the coresponding fisld. | m o | )
_I 2 Indicates that erar must be corrected before saving. F i g ure 1 o

Payer Setup

The payer information for Medicare is already present in the PC-ACE software by default.
Add additional Payer records for other lines of business to include these payers on newly
entered claims.

1. To set up additional payers, select the Payer tab. (Figure 11).

2. Select New to open the payer information screen.

8| Reference File Maintenance

File ‘iew Reports

Patient I Provider [Inst]] Provider [F'rof]] EodesfMisc]

LOE | Description State Uszage ~

MEDICARE PART A - kM | Izt Orly _
MCE  MEDICARE PART B -'wi [LEGALCY) Praf Orly
00352 MCE  MEDICARE PARTE - IL [LEGACY) Praf Qnly
00954 MCE  MEDICARE PART B - MM [LEGACY) Prof Only
0e0m MCA  MEDICARE PART & -'wi & HHH-A Ingt Oy
0B014 MCA  MEDICARE HHH-A - CA Inst Oy

SortBy: ¢ PaperlD (" PayerDescription ( Payer LOB " Paper State
List Filter Options

f* Show all payers [ho filker applied)

™ Filter list to include Payer |Ds starting with
™ Filter ligt to include Payer Mames starting with of cohtaining

|ﬂew | | !iewapdate| Copy |

Delete |

Lloze

Figure 11

3. Enter the new payer's information taking advantage of the built-in lookups where
possible by pressing the F2 key or right-clicking the mouse in the fields highlighted
below (Figure 12).
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Full Description

15408 Ovenide EI

Address & Contact Information
Address

Contact Name

Phane Ext Fax
[ R — (I R

Figure 12

FiliLik Maiching Desarpiirs |

4. The Payer Information window will be displayed. Enter all the appropriate

information in the

highlighted in the following fields.

Use the mouse to click into a field or press the <Tab> button to progress through the
form. Complete the following information (Figure 13):

Payer ID LOB Receiver ID 15408 Overide
08111 [com] | | i
Full Descrption
OXFORD
Address & Contact Information Flags
Addiess
Source  |Cl
| ~
| Media iE—
City State  Zip Usage  |B]
[ N e
Contact Name
|
Phone Ext Fax
O——§
m Cancel
| —!J _—, Figure 13
Payer ID Enter the Other Payers National Identification number.
If unknown, enter a value of choice asthis is a required field
Examples:
9999BSCB for Blue Cross and Blue Shield
8888AETNA for Aetna
7777MC for Medicaid
LOB F2 or right click in this field and select the LOB for the desired

Full Description
Source

Payer
Enter the Company name

F2 or right click in this field and select the corresponding Payer
source

5. All other fields should remain blank and select Save.
6. Repeat the relevant steps to create additional Payer records as needed.
7. Click Close when finished (Figure 14).
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ifi Reference File Maintenance

File View Reports

Patient  Paver I Provider [Inst]' Provider [F'mf]' CDdesf’MiscI

=lolx|

Payer D [LoB
19003 MCE

| Description
DME MACJURISDICTION D

| State | Usage

BEEEGAP GAP
BEGRAARP COM

FEFMC MCD  COBCOMMERCIAL
BEBBAETMA | COM  COMMERICAL

SortBy: % PayerlD (" Payer Descripion Payer LOB
— List Filter Options

MEDIGAP
BARP

1 BLUE SHIELD

Praf Orly
Prof Qrly

Inst Only

-m—zl

" Payer State

% Show all payers [no filter applied)

= Filter list ta include Payer IDs starting with

" Filter list to include Paper Mames starting with I

or containing I

Apply |

New Wiew/Update | Copy | Delete |

Figure 14

LCloze

Medicare Solo Provider Setup

To set up an individual provider number electronically,
for the NPI.

set up must be in a ten-digit format

Note: Instructions for group provider and individual group members set up in the next

section.

1.

Maintenance (yellow folder) (Figure 15).

'E ABILITY | PC-ACE Claims Processi.. | = | = I.ai.ﬁ

File View Security Help
‘ ‘

2. Select Provider (Prof) tab (Figure 16).

ifi Reference File Maintenance

File View Reports

Patient | Payer | Provider (Inst) [Frovider Frof]]| Codes/Misc |

|LDB |T_-,npe |F‘|ovider!Gru.pName

From the PC-ACE Claims Processing System main menu select Reference File

Figure 15

I Provider ID IPa;Jsr [n] Frovider NFI

Group Label

Sart By:
List Filter Dptions

& Show all providers [no filker applied) ¢ Show only providers associated with selected provider
" Fiter st to include Provides IDs statingwith |

(" Filter kst to inchede Provider Names starting with l—

I \_fnew.-’Llpdatel Delete |

" LOB " Type  Prowder/GroupMame (& ProwiderlD  Group Label & Tag

|Tag |Ta>hh

Close |

3. Select New.

4. Enter the following information: (Figure 17)

Figure 16

13



Professional Provider Information

General Info ] Estended Info |
Provider Type: ¢ Individual in Group
Organization |
Last/Fist/MI  |GREGORY HOUSE | NP '123455?393|
Address [1MAIN STREET TaxID/Type  |571234567 [E
[surTe 103 UPIN
Ciy/StZip  [NEW YORK [wy [10001-1111 Specialty 011 TypeOig [001
Phane [y 11117 Fax (21212222222 Taxonomy/Type [
Contact |MHS HOUSE Accept Assign? [}T Participating? [‘T
Provider ID/No. [1234567893 LoB [MCB Signatwelnd  [Y Date [01/01/2009
Payer ID [13202 Tea [ Provider Roles:  Biling Y Rendering [N
Remarks Provider Associations: Select ’
LOB |Provider ID Provider/Group Mame
Save | Cancel | .
Figure 17
Field Name Action

Provider Type
Last/First/MI
Address
City/St/Zip
Phone
Contact
Provider ID/No.
LOB

Payer ID

NPI

Tax ID

Type
Specialty

Type Org
Accept Assign?

Participating?
Signature Ind
Signature Date

Select Solo Practice button.

Enter practitioner's name.

Enter practitioner's address.

Enter practitioner's city, state, and ZIP Code.

Enter office phone number.

Enter contact name for office.

Use the ten-digit NPl number.

Press <F2> key to show list, then select MCB.

Press <F2> key to show list, then select the appropriate payer ID.
Enter ten-digit NPl number.

Enter Social Security Number (SSN) or Employer Identification
Number (EIN)

Enter "S" for SSN or "E" for EIN.

Press <F2> key to show list, then select the appropriate specialty.
Press <F2> key to show list, then select the appropriate Org.
Press <F2> key to show list, then select the appropriate assign
code.

Press <F2> key to show list, then select Y or N.

Press <F2> key to show list, then select Y or N.

Enter EDI agreement was signed for electronic billing.

5. Select the Extended Info tab (Figure 18)
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Professional Provider. Information f'5__<|

General Info | Extended Info

CLI& Mo Provider Mame Match |
M ammography Mo, Force Legacy ID |—
HMO Contiact Mo. E-Mail Address |

Dental Provider? |—

Provider [D/No Type |2 Secondary Provider IDs (ANS| use only)

D4 Type #1 ’7 ’_
Provider Country 10/ Type #2 ’7 l_

Pay-To Provider Information [zpecify only if different]

Provider Name Suffiz 1

Frow. ID/No/Tupe ,7 ’_
Secl/Typett | [
CipStzip | [ seclimupetz | [
Country l_ Mame Suffis ’7

Organization | MPI
LastFirstMl | | [ FedTaxID/Type [
Address |

|

(Save) | LCancel |

Figure 18

6. Select Close to exit the Reference File Maintenance box (Figure 19).

Hew | Eiewx’Update| Delate |

Figure 19

Group Record Setup for Medicare

1. Select Reference File Maintenance (yellow folder) from the PC-ACE Claims
Processing System main menu. (Figure 20).

B ABILITY | PC-ACE Claims Processi.. -] © |t

File View Security %im(
e o] = | G
T 7 e P8

A a2
Figure 20

2. Select the Provider (Prof) tab (Figure 21).
3. Select New.

| Reference File Maintenance

File Wiew Reporks

Patient | Payer | Provider Inst [ Provider (Pro)]| CodesiMisc
Provider 10
1234567893

Payer 1D

Provider MPI | Group Label Tag | Tam#
12345

[E3

SotBy ¢ LOB ¢ Type  Provider/Group Name & Provider D GroupLabel  Tag
List Filter Dptions

{+ Show all providers [no fiter applied] ¢ Show only providers associated with selected provider

" Filter list to include Provider IDs starting with
" Filter list to include Provider Names starting with

Mew View/Update Delete Close

Figure 21

4. New Provider Options box appears with Create a completely new provider (all fields
blank) button selected.

5. Select OK (Figure 22).

15



Mew Provider Options

Az a convenishoe, the new provider may inkerit the basic name and
addrezz information from the currently selected provider. This facilitates
the creation of provider records which differ only in the specification of
1D, LOB, and Payer 1D fields.

(¢ Create a completely news pravider [all fields blank}

" Inherit name/address infarmation from the selected provider
r

Select the desired option and click the 'OK' button to continue.

[ox]

Cancel |

Figure 22

6. Enter the following information (Figure 23).

Professional Provider Information El

GenerslInfo | Extended rio |

i T » e Ees # S et

GioupName [GROUPOFFCE Gowplabel GO

Lt [ [ [ HFI EEEN

Address [TmansTREET TaxID/Type  [71z3as67 B
omeaor UFIN —

Cig/SiZp  [STAMFORD  [CT [DBaoi 1111 Specialy [T Type g 00T

Phone I Fax [(212) 2222222 Tavonomy r

Contact MRS SMITH Scceptassign?  |A  Participating? [
Group ID/No. | 1234567893 LOB |MCE Signature Ind ’Y— Date |01/001/2008

Payer ID 13102 e Provider Ficles:  Biling [ o
Rematks Provider Association: Select | |
LOB | Provider ID Provider/Group Mame
E L 1 .
[t | Figure 23
Field Name Action

Provider Type
Group Name

Select Group Practice button.
Enter group name.

Address Enter group service location.

City/St/Zip Enter group city, state, and ZIP Code.

Phone Enter office phone number.

Fax Optional field

Contact Enter office contact name.

Group ID/No. Enter ten-digit group NPl number.

LOB Press <F2> key to show list, then and select MCB.

Payer ID Press <F2> key to show list, then select the appropriate payer ID.

Group Label Enter an abbreviation of choice to link the group to individual
records.
Note: The group label is very important. A user-assigned identifier
that is used to link the group and individuals within the group (e.g,
"AMD" for American Medical Doctors) group label is assigned by
the provider.

NPI Enter the group NPl number.

Tax ID/Type Enter tax identification number and "E" for tax ID.

Specialty Press <F2> key to show list, then select appropriate specialty.

Type Org Press <F2> key to show list, then select appropriate Org

Accept Assign?

Field Name
Participating?
Signature Ind

Signature Date

Press <F2> key to show list, then select appropriate assign code.

Action

Press <F2> key to show list, then selectY or N

Press <F2> key to show list, then selectY or N

Enter date EDI agreement was signed for electronic billing.

16



7. Select the Extended Info tab (Figure 24).

8. Enter CLIA No./Mammography No. if appropriate.

9. Enter "XX" for the NPl in the Provider ID/No Type field.
10. Select Save.

Professional Provider Information rz‘
General Info | Extended Info
CLIA Mo, Provider Name M atch ‘
Marnmaography Ho. Force Legacy 1D ’—
HMO Contract No. E-Mail Address ‘

Deental Provider? r
Provider ID/MNo Type |44

Praovider Namne Suffix 1

Provider Country

Pay-To Provider Infarmation [specify only if different]

Secondary Pravider IDs [BNS] use only]

D/ Type #1 [
D Type B2 [

Organization ‘ NP1 '7
Last/Firstil | \ [ FedTainimee [ [
Address ‘ Prav. ID/Ma./Type '7 '_
\ seslD/Typetn [ [
Ciysuzip | [ secoimpenz [ [

Country Mame Sulfis

e

Figure 24

Individual Group Member Record Setup for Medicare

1. Highlight group record and select New (Figure 25).

2. Select Inherit name/address information from the selected provider
3. Select OK

X
General Info | Extended Info ]
Provider Type: (" Group Practice ¢ Individualin Group (& Solo Practice EJ
Organization  |S0LO PRACTICE GroupLabel |
Last/First/MI Ile ICE [cerrney [ =1 [19245r7893
New Provider Options b ——
Address [ti 67 £
As a convenience, the new provider may inherit the basic name and e ———
|§. address information from the curently selected provider. This facilitates
the creation of provider records which differ only in the specification of
Ciy/SuZp  [S1 1D LOB, and Paper D fikds o Type Oig [001
Ph (7
one F. £ Create a completely new provider (al fields blank) ]_
Contact &l Paiticipating? |
2% LG‘ {Inherit name/address information from the selected provider I i)
Provider ID/No. 12 T~ Associate the new provider with the selected provider .~ | [0170172003
q R ing |M
PayerlD  [12 goiectine desited option and click the TOK' buiton to continue, endaing [N
s I S T i = P
— Name

Save | Close I

Figure 25
4. Change Group Practice to ‘'Individual in Group' (Figure 26).
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Professional Provider Information &l

General Info l Extended Info ]
Provider Tupe: ¢ Group Practice " Solo Practice
Organization | Group Label GO
Last/FirstsMl [HOLISE [GREGORY [ NP 1234567533
Address |1 Mal STREET Tax D/ Type 571234567 |E—
[stiTE 101 UPIN
City/St/Zip [sTaMFORD [cT [oeadta11i Specialty o1 Type Org [001
Phane [2121111111 Fax [(212) 2222222 T aronamy
Contact [MRS SMITH Acceptdssign?  [A Participating? [T
Provider ID /Mo, [1234567893 LOE |MCE Signature [nd |'T'— Date |01/01/2008
Payer 0 ,W Tan ’— Provider Roles:  Biling W Fiendering |'Y'—
Remarks Provider Associations: Selsct
LOE |Prowider IO Provider/Group Mame
Lancel .
S | e ] gigure 26
Field Name Action
Provider Type Select Individual in Group button.
Last/First/Ml Enter name of provider.
Provider ID/No. Remove group NPl and enter ten-digit NPl number of individual.
LOB Press <F2> key to show list, then select MCB.
Payer ID Press <F2> key to show list, then select appropriate payer ID.
Group Label Press <F2> key to show the Provider/Group Selection list, click on
the Group Record and click Select.
NPI Remove the group NPI, and enter the individual NPl number.
Specialty Press <F2> key to show list, then select the appropriate specialty
ID.
5. Select the Extended Info tab (Figure 27).
6. Enter CLIA No./Mammography No. if appropriate.
7. Enter "XX" for the NPl in the Provider ID/No Type field.
8. Select Save.
9. Select Close to exit the Reference File Maintenance.
Professional Provider Information E]
General Info | Extended Info
CLIA Mo, Frovider Name Match |
Mammography Mo. Force Legacy 1D |—
HMO ContractMo. | Ml Address |
DertalFrovider? |
|M'°’N°Twe ﬁl Secondary Provider IDs [ANSI use on)
wumsm | omwett [ [
Provider Counny [ 10/ Type H2 |
Pay-Tao Provides Infomation (specify only f different)
Oiganization | NP
Last/Frstdl | [ [ FedTaxiDiType 1
Addiess [ Prgw. ID/Me./Type |
| Sec 1D/ Type #1 |_
CipsuZp | [ ——  seciDiTmetz | |
Country [T Maene Suffis
@ LCancel .
A JIEEEH Figure 27

Submitter Setup
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1. Select the tab marked Codes/Misc (Figure 28).
2. Select SUBMITTER.

@i Reference File Maintenance
Fib= View Reports

Patient | Paper | Provider (Inst] | Providet [Pml]

Shared Institutional Professional

T [suemTer | || T08 | POS |

DaTACOMM | CONOC/SPARL | CHARGES MASTER |

HCPCS | REVENUE CODE | spEciLTY |

MODIFIERS
Icog
PHYSICIAN
FACILITY
MISC ANSI

e |
Figure 28

3. Theradio button defaults to Institutional. Select Professional and Select
View/Update with the submitter record highlighted (Figure 29).

i Submitter Setup

Clsim Type: ¢ Institutional

LOB Payer ID Submitter ID/EIN | Submitter Name ~

SUBMITTER_ID [SUBMITTER NAME
S

MNew View/Update Copy Delete Close .
| 4] Figure 29

General Tab

4. Enter submitter number (e.g, NYBXXXX, CHXXXXXXX) in the ID field (Figure 30).
Enter name and address of submitter.

Enter phone number and contact.

Select Save.

N o ow

Professional Submitter Information @
Prepare | ANSI Info | ANSI Info (2) | ANSI Info (4) |

we | Papad [ hict|

D [NvBReax EN |

Mame  |GREGORY HOUSE

Address |1 MAIN STREET

|
City NEW YORK State [NY Zip [T0010__

Phone 2121111111 Fax [(212)2222222  Counliy
Contact MRS HOUSE

EMal |

| §ave| | Cancel

Figure 30
Referring Physician Setup

Referring physician National Provider Identifier (NPI) record should be created for all
doctors ordering diagnostic tests and consultations.
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1. Select PHYSICIAN on the Provider (Prof) tab (Figure 31).

[ Reference File Maintenance
File View Reports

Patient | Payer | Provider (Inst) | Codes/Misc |

Shared Instittional Professional
SUBMITTER T0B | POS
DATACOMM | CON/OCT/SPAVAL | CHARGES MASTER |

HCPLS | REVENUE CODE | SPECIALTY |
MODIFIERS
ICD3

FACILITY
MISC ANSI

Close

2. Select New (found on bottom left of screen) (Figure 32).

M Yiew/| pdate ‘

[Delete ‘

Figure 31

Cloge
Figure 32

3. Enter physician's last name, first name, and middle initial (Figure 33).

4. Enter physician's NPl number.
5. Select Save.
Physician Information E|
Physician 1D / Type
Phwysician's Last Mame First Mame bl Suffiz
[HOUSE [GREGORY | |
Address
City State Zip Phaone
| |
Federal Tax ID / Type  MPI T axonomy

| BREEE

I Save I Cancel

Figure 33

6. Select Close to exit Physician Information box (Figure 34).

Hew ‘ Hiewapdate‘ [elete ‘

Facility Setup

Cloze

Figure 34

A facility record must be created for all places of service other than home and office. If a
modifier QU is utilized for a health professional shortage area (HPSA) location or if there is
a second provider location within the same pricing jurisdiction, a facility record will need to

be created.
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1. Select FACILITY (Figure 35).

i Reference File Maintenance

Eile Wiew Reports

F'atienl] Payer ] Provider [Inst]] Provider [Prof]  CodesdMisc ]

Shared Institutional Erofessional
SUBMITTER | TOB | POS
paTACOMM | con/occ/seraL | CHARGES MASTER
HCFCS | REVENLIE CODE | SPECIALTY
MODIFIERS
ICD3
MIST NI
Figure 35

2. Select New (Figure 36).

Mew J Eiewalpdate‘ Delete ‘ Cloze

3. Enterin the following fields:

= Facility Name

= Address

=  City/St/Zip

=  NPI number for facility (only needed for purchased services and laboratory)
4. Select Save. (Figure 37)

Facility Information gl

Figure 36

Facility 1D/ Type | [
Facility Marne |HDSF'IT.-'1'«L
Address [1 MaIN STREET
City/SELZip [MEw YORE WY 10001
Facility Type
Taw 1D/ Type [ nF

I Save I LCancel | 3

Figure 37

5. Select Close to exit the Facility Information box (Figure 38).

MHew | Hiewapdate‘ Delete ‘ Cloze

Figure 38
Charges Master Setup (Optional)
To have charges automatically populate in charge field, the charges master must be set

up.

1. Select CHARGES MASTER (Figure 39).
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8 Reference File Mainienance

File Wiew Reports

Patient | Paper | Frovider (Inst) | Provider [Prof)  Codes/Mise ]

Shared Institutianal Professianal
SUBMITTER TOB ‘ POS ‘

DATA COMM ‘ CON/DCC/SPA/AL ‘ TCRAHGES MASTER |

HCPCS

MODIFIERS
ICD9
FHYSICIAN
FACILITY
MISC ANSI

REVENUE CODE | sPECIALTY |

Close

Figure 39
2. Select New (Figure 40).
B Charges Master Setup ] _
Description ~
AMESTH, BLEPHAROPLASTY
95908 MOTORESSENS 3-4 NRY CHDJ TST
95903 MOTORE/SENS 5-6 NRY CHDJ TST
95910 MOTORESENS 7-8 NRY CHDJ TEST
99215 OFFICE/OUTPATIENT WISIT EST $o00000 —
V5363 LANGUAGE SCREEMING $1.00
s
List Filter Options
& Show all codes [no filker applied)
" Filter list to include codes starting with
" Filter list to include descriptions starting with [up ta first 5 characters)
™ Filter list ta include descriptions containing
| Wiew/|pdate ‘ Delete | Close: .
[ e ] e | Figure 40

Charges Master Information

1. Fillin the following: (Figure 41)
= Enter procedure code in Code field. Description will automatically populate after
entering procedure code.
* Enter money amountin Charges field.
2. Select OK.

Charges Master Information &

LOB: |<< All > =| Payer |t [blank = all payers)
Code: (99215

D ezcription: |DFFICE£DUTF‘ATIENT YISIT EST

Charges: |__100.00

Cancel |

Figure 41

Repeat the above steps for each code to be entered.
3. Select Close to close the Charges Master Information box (Figure 42).

Mew ‘ !iewHUpdate| Delete ‘ Cloze

Figure 42

4. Select Close to exit from the Reference File Maintenance box (Figure 43).
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|

Figure 43

To activate the Charges Master list do the following:

1. From the PC-ACE Claims Processing System main menu, select File (Figure 44).

5] ABILITY | PC-ACE Claims Processi... | = | = |[mgsa]

Figure 44

2. Select Preferences (Figure 45).

(] ABILITY | PC-ACE Claims Processi.. | o= | B |[w5s]
View Security Help

Preferences | <

Exit Alt+X

Figure 45

3. Under the General tab, select Use Charge Master Reference files for Professional
procedure code lookups (Figure 46).
4. Select OK.

Preferences E|

Claim Listl Claimlmport] Printingl Data Comml Mizc ]
General Preferences

[v Automatically tab at maximum field length during data entry
[ Tab key jumps between controls with edit errors when displayed
|v Enable Hashing notification method for controls with edit erars
|v “Warn ot close when defered claims tasks are scheduled
[v Show descriptive field hints on claim and reference file forms
[~ Present claims with errors far immediate editing during process runs
| [ Uze Charge b aster reference file for Professional procedure code lookups |
[ Interpret Enter key as save request on claim entry and other editable forms
v Automnatically display Edit Walidation Eror List wheh saving a claim that containg errors
Iv Automatically prompt for selection of non-unique Payer, Pravider, and Phyzician [Ds
[ Autornatically focus on Patient PCH field for hew Institutional hand-keyed claims
[~ Automnatically focus on Patient PCK field for new Professional hand-keyed claims
[~ Auto-populate zero service line Units value to 1 during Professional claim entry
™ Skip over line itern Service Thiu D ate field during Ingtitutional claim entry
[ Use the Physician reference file for Professional purchased services lookups
I” Include only Revenue Codes with non-zero charge amounts in lookups
|w Enable service line Total Charges auto-calculations during Institutional claim entry
v
v

Use Windows Motepad instead of built-in previewer to view responze reports
Frompt to include only rejected claimsz in the Claim Acknowledgment [27704) reports

Cancel |

Figure 46

Section 3 - Claims Entry

Upon completion of the Reference File Maintenance, claims are now ready to be manually
entered. When importing claims from another software, the manual entry of claims may be
bypassed. Please follow the section on Importing Claims.

1. Select the PROF icon from the PC-ACE Claims Processing System main menu (Figure

23



47).

[if] ABILITY | PC-ACE Claims Processi... |- o-| & [wt3n)
File View Security Help

Figure 47

2. Enter SYSADMIN as both the User ID and Password in the Sign On box if it appears
(Figure 48).
3. Select OK.

UserlD: ||SYSADMIN

Ixxxxxxxx

Pazzword:

Cancel |

Figure 48

4. Select Enter Claims to open the Professional Claim Form (Figure 49).

i Professional Claims Menu @

File VYiew Rpster Mainkain

Import Claims Enter Claims

Process Claims Prepare Claims

Figure 49

Entering Claim Data

Click on any field to enter data or press the TAB key to move from field to field left to right.
Use the UP ARROW and DOWN ARROW keys to move up and down through the claim
form fields, respectively.

A number of productivity enhancing features are available during claim entry:

Claim Form Topic Help - Press the <F1> key while entering a Professional claim and
the software will display the Professional Claim Form topic in PC-ACE.
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Fixed-List Lookups - Press the <F2> key or right click in fields containing lookup
capability to take advantage of the built in fixed-list lookup lists to select from.

Access the lookup list for a field by positioning the cursor on the field and pressing the
F2 function key (or right-clicking the mouse). When an item from the list is selected, its
value is automatically entered in the claim form field. For example, Patient Sex
typically has three possible values: "M" (male), "F" (female), and "U" (unknown).

Type <ALT>F2 (press the <F2> key while holding the <ALT> key down) to identify all
fields that support a lookup list. Press the <ESC> key to disable the flashing
notification (Figure 50).

x|
Patient Info & General | Insured Information | Biling Line ltems | Ext Patient/General | Ext Pat/Gen (2) | Ext Payer/Insured |
LOB [MEB  Biling Provider | 26 - Patient Control No. | ﬂl
i ) ) 8-Pat Status Death 12 Legal NPI
2 - Patient Last Name First Hame MI Gen 3-Buthdate Sex M5 ESSS Ind SOF Rep. Exempt
| | M NN NN
5 - Patient Address 1 Patient Address 2 Patient City Stale PatientZp Countty Patient Phone
| | [ | B—— 0§ N _—

10 - Patiert Condilion Relsted To ROl ROIDate  OtherIne, 14 - Date/Ind of Cument 15-First Dste 16 - UTW/Disabilty Dates & Type
Empoyment [ accien [} D—— B [——_— B [ — 2 — w7 |
17 - Referiing Phys Name [Last/Org, First, Mid, Suffix] Refering Phys IDs/Types 18 - Hospitalization D ates 20 - Duitside Lab/Chgs

| [ M | Y A7 [ —TT

19 - Reserved For Local Use 22 - Medicaid Resubmission Code & Ref No

25-Fed. TaxID | SSM/EIN ™ 27 - Provider Accepts Assignment? [ PINNo. |
31 -Provider SOF [T Date [ /7 Facity? [T Dentar? [T 082 [T Frequency [T 33-GRPNo. |

Save | Cancel |

Figure 50

Variable-List Lookups — Applies primarily to fields whose values are selected from
the reference files completed in Reference File Maintenance in the '‘Getting Started
Using PC-ACE' section above.

If any information in the variable-list lookups selected from the reference files is
incorrect and cannot be changed within the claim form, exit the Claim Form and
make the necessary change(s) directly to the proper reference file.

For example, selection of a patient from the variable-list lookup completes numerous
patient- related fields on the claim. Access variable list lookups using the same
method described above for fixed-list lookups.

Right click in the Patient Control No. field (Figure 51).
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Professional Claim Form I x|

Patient Info & Genetal | Insured Information | Billing Line Items | Ext. Patient/General | Ext Pat/Gen [2) | Ext Payerinsued|

L0B [MCB BilngProvider | IZS-Pmmdel—l il
B-Fat Staus Death 12 Legal NFI
2- Palient Last Name FistNsme M Gen  3-Bithdste Sex MSESSS Ind SOF Rep Exempt
I I N vy gEy N B N B
5 - Palient Address 1 Patient Address 2 PalientCity  Stale PalientZip Countyy Palient Phane
[ f [ | 0§ B

10 - Patient Condition Related To ROl ROl Date  Other Inz. 14 - Date/Ind of Curent 15 -First Date 16 - UTW./Dizability Dates & Type

Empogment [ Accien [ | [ [ [ [ —_ [ o= o e — [

17 - Referring Phys Name (Last/Org, First, Mid, Sulfix) FRefering Phys IDs/Types 18 - Hospitalization Dates 20 - Dutside Lab/Chas

[ I [ [ [ [ ym [ oo
19 - Reserved For Local Lise 22 - Medicaid Resubmission Code & Ref Mo

[ [ [

25- Fed TaxID SSNJEIN J_ 27 - Provider Accepts Assignment? |_ FiN No. I

31-FroviderSOF | Date[_/_/__ Faciy? [ Demal [ c0B?[  Frequency[  33-GAPNo. |
=

Figure 51

e Then select the patient that will be entered on the claim form (Figure 52) from the
reference file Patient Selection to auto-populate the values from the Patient Selection
record into the claim form (Figure 53).

i8i Reference File Maintenance 1ol =
File View Reports

Patient | Payer | Provider inst)| Provider (Prof) | Codes/Misc |

SotBy  # PatientPCH Patient Name

7 List Filter Options
(* Show all patients [no filker applied]

 Fiter it to include Patient PCNe statingwith [
C Fikerlistto include Patient Names statingwith [

New Wiew/pdate Delete | Plan of Care | LCloze |

Figure 52
Professional Claim Form x|
Patient Info & General | Insured Information | Bding Line Items | Ext. Palient/General | Ext. Pal/Gen (2)| Ext Payer/insured |
LOB [MCB Biling Provider | 26 - Patient Control No. [DOEJN 330000004 _Pa]
8-Pab Status Death 12 Legal NPl
2 - Patignit Last Namme First Name Ml Gen  3-Bithdate Sex MS ES S5 Ind SOF Rep. Exempt

[ooEl [ioAN | ferzese o [ [ [ N [

5 - Patient Address 1 Palient Address 2 Patient City State PalientZip Country Patient Phone
|1 HOSPITAL DRIVE | JEFFERSOM VALLEY INY ||U535_ I |[_] T

10- Patient Condition Related To ROl ROIDate  Other Ins. 14 - Date/Ind of Cunent 15 -First Date 16 - UTW/Disabilty Dates & Type
Empoment [ accdent [ [ [ [ [ [ Do [ e[ [
17 - Relerring Phys Mame [Last/Dig, First, Mid, Sulfii] Refening Phys 1Ds/Types 18 - Hospitalization Dates 20 - Outside Lab/Chgs
[ [ [ [ [ - [— w[oo— ym[ ] 0.00

19 - Reserved For Local Use 22 - Medicaid Resubmission Code & Ref No

25-Fed Tax D | SSN/EIN[ 27 - Puovider Accepts Assignment? | PiNNo. |
31-Provider SOF [ Date[_/_/__ Faciy? [ Dens? [ C08?[  Frequency [  33-GRP M. |

save | conca |

Figure 53
Cancel Field Changes - When a change is inadvertently made to the contents of a field,
press the ESC key to cancel this change and restore the field's original content. This feature
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is available for some of the claim form fields.

Enter the appropriate information required for the Professional claim form utilizing the
mouse to click into a field or press the <TAB> button to progress through the form.

The sections/tabs display fields in the same order as a hardcopy Professional claim
form (Figure 54).

The Professional claim form contains six sections (tabs):
Patient Info &General

Insured Information

Billing Line Items

Extended Patient/General
Extended Patient/General (2)
Extended Payer/Insured

Professional Claim Form T x|

[Patient nio & Genera]Insused Infomalion] Biling Lin ltems]| | Ext. Patient/General] [Ex. Pat/Gen 2) | Ex. Peyerinoued]
LOB [MCB  Biling Provider | 26 - Palient Control No. |
8-Pat Status Death 12 Legal NP
2 - Patient Last Mame First Name Ml Gen 3-Bithdate Sex M5 ESSS Ind SOF Rep. Exempt
[ [ e~ rrrrrr r
5 - Patient Address 1 Patient Address 2 Patient City State PatientZip  Country  Patient Phone
| [ [ [ — T Jo——

10 - Patient Condition Related To ROl ROIDate  Other Ins. 14 - Date/Ind of Current 15 First Date 16 - UT'w//Disability Dates & Type
Employment [ accident [ [ [/ __ [ [ _ [ [Do— [ e[ [
17 - Refering Phys Mame (Last/Orq, First, Mid, Suffix) Refering Phys IDs/Types 18 - Hospitalization Dates 20 - Outside Lab/Chgs

| [ | [« o — e[ v [ om0

19 - Reserved For Local Use 22 - Medicaid Resubmission Code & Ref No

I I I

25-Fed. TaxID | SSN/EN | 27- Provider Accepts Assignment? | PINNo. |
31 -Provider SOF | Date [_/_ Facity? [ Dentel? | C0B?[  Frequency |  33-GRPMNo. |

Save | Cancel I

Patient Info &General Tab
This tab includes fields for general claim and patient information.

1.

Figure 54

While the cursor is displayed in the Billing Provider field, press the <F2> key to

show list, then select the appropriate provider (Figure 55).

If part of a Group, the Billing Provider field should always be populated with the

Group.

If a Solo Practitioner, select the Solo record (Figure 56).
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Professional Claim Form x|

Patignt Info & General | Insured Infmmatmml Billing Line Ilemsl Ext. PalIenl.r‘GEnElaII Ext. Pat/Gen [2]| Ext. ayelfInsurEdl

LOB [MCE Billing Provider || 2B - Patient Control Mo, I
8-Pat. Status Death 12 Legal NP1
2 - Palient Last Mame First Name Ml Gen 3-Bithdate Sex MS ES 55 Ind SOF FRep. Exempt
| | [ —— e s
5 - Patient Address 1 Patient Address 2 Patient City State PatientZip  Countiy  Patient Phone
I | | [ o

10 - Patient Condition Related To ROl ROl Date  Other Ins. 14 - Date/lnd of Current 15 - First Date: 16 - UTW /Disability Dates & Type
Emplayment I_ Accident I_ I_ I_.-’_f I_ _ I_ 4/ I_.-’_f to I_.v'_f I_

17 - Refering Phys Mame [Last/Ora, First, Mid, Suffiy)  Refering Phys ID s/ Types 18 - Hospitalization Dates 20 - Dutside Lab/Chgs

| | [ [ |_v| [ e[ v 000

19 - Reserved For Local Use 22 - Medicaid Resubmission Code & Ref No

25 -Fed TaxlD SSNJEIN I_ 27 - Provider Accepts dssighment? I_ PIM Mo
3 - Provider SOF | Date [_/_7 Faciity? [ Dental? [ COB? [ Fiequency | 33-GAPNa

Save LCancel

Figure 55
ifi Reference File Maintenance 1ol x|
File View Reports
F‘alientl Payer I Provider [Inst] ~ Provider [Prof] |Codes.-’Misc|
LOB I Type |F'|ovider.fﬁloup Marme | Provider I |F‘ayer ] Praovider MP/ |Group Label |Tag | Taxc;l
MCE  Indiv  INDIVIDUAL, IN GROUP 1234567893 13102 1234567893 ABC
1234567893 1302 1234567893 _I
SotBy  LOB ¢ Twpe { Provider/Group Mame % Provider D ¢ Grouplabel & Tag
i List Filter Options
* Show all providers [no filker applied] € Show only providers associated with selected provider
= Filter list to include Provider IDs starting with I
= Filter list to include Provider Mames starting with I
HNew | Wiew/Update | Delete | Cloze |
Figure 56

Enter the patient information manually during claim entry orwhile the cursor is
displayed in Form Locator 26 - Patient Control Number, press <F2> or right click
to access a list of patients from which to select in reference file maintenance
record (Figure 57).

Professional Claim Form x|

Patient Info & General | insured Information | Biling Line ltems | Ext. Patient/General | Ext Pat/Gen (2)| Ext Payer/insured |

LOB |MCB Billing Provider | | 26 - Patient Control Mo. I :ﬂl__’lJ

8-Pat Status Death 12 Legal MNPl

2 - Patient Last Name First Name Ml Gen 3-Bithdate Sex MS ESSS Ind SOF Rep. Exempt
[ I N s g g 5§ 0 B B
5 - Patient Address 1 Patient Address 2 Patient City State PatientZip  Country  Patient Phone

I I I | m—— [
10 - Patient Condition Related To ROl ROl Date  Other Ins. 14 - Date/Ind of Curent 15 - First Date 16 - UTW/Disability D ates & Type

Employment | accident [ [ [Z— [ [ _ [ o [ e[ [

17 - Referring Phys Name (Last/Org, First, Mid, Suffix) Referring Phys IDs/Types 18 - Hospitalization D ates 20 - Outside Lab/Chgs
| [ [T [ - r— e[ ym[ [ 0w
19 - Reserved For Local Use 22 - Medicaid Resubmission Code & Ref No

25-Fed. TaxID SSN/EIN | 27 Provider Accepts Assignment? | FiN No.
31-Piovider SOF | Date|[_/_/__  Faciiy? | Dental? [ COB2[  Frequency [ 33-GRPNo.

Save | Cancel I

Figure 57
a. Once the patient is highlighted, click SELECT (Figure 58). The Patient Info &
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General tab will be displayed with data elements populated from the Patient
Selection record. Press Tab or point and click to make any modifications to a
form locator on the Patient Info & General tab.

fili Patient Selection

SotBy (@ PatientPCN ¢ Patient Mame
- List Fitet Dptions
& Show ol patients [no fiter spplied)

€ Fitetlstto include Patient PCNs startingwith |
€ Fiterlistto include Patient Names statingwith [

New | Viewtpdate |  Delete | Concel |

Figure 58
b. If the patientis not in the Patient Selection select New (Figure 59).

B Patient Selection

FCH Last Name Fiest Hame Ml | DOB LOB ~

SonBy & PatientPCN Palient Name

List Fites Dplions

(= Show all patienits (no ftes spphed)

 Flerlist o inchade Patient PCMs staitingwih [
" Fleslist o inchade Patient Names staitngwih [

_ER) | vewrpsoe | _peee | [ ] comea |

Figure 59
c. Enterin the following fields: (Figure 60)

Patient Information
General Information | Extended Info] Primary Insured [Insl]l Primary Insured [Prof]l Secondalylnsuredl 4 I r

Last Mame First Mame (&1 Gen Patient Control Mo [PCH] rg}l
[sMITH [JoHN (| [SMITH JOHN
Patient Address Patient Status
Address Active Patient r"r’_ Discharge Status l_
|MA&IN STREET
| Sex M Deathind | |
City State Zip Doe IDGH 7/1956 DoD I_e’_!
[NEW YORK [Ny [Tom1- Maital Status [ signstweOnFie [ [
Countiy  Phone Employment Status [_ Release of Info [\T

I |[212]‘|‘]‘|-‘|‘|‘|1
StudertStatus |  ROIDate [01/01/2010
loes CBSA Code |

Save LCancel l

Figure 60

Field Name Action
Last Name/First Name/MI  Enter patient's name.
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Patient Control No (PCN)

Address
City/State/Zip

Phone

Sex

DOB (date of birth)
SOF (signature on file)

Release of Info (ROI)
ROI Date

Note: Do not select Save.

Enter patient's last name, space, first name

Or if preferred use a numbering system.

Enter patient's address.

Enter city, state, and ZIP Code.

Optional

Enter "M" for male or “F" for female.

Enter the date in the MM/DD/CCYY format.

Press <F2> key to show list, then select the appropriate
code.

Press <F2> key to show list, then select the appropriate
code.

Enter date released signed or earliest date billing was
made on this claim.

Select the Primary Insured (Prof) tab (Figure 61).

Patient Information

General Information | Estended Info | Primary Insured (Inst)
Payer ID Payer Name

[13102 |MEDICARE PART B - CT

Group Name Group Number

Insured Information (F7) | Employer Information (FS) |

Rel  Last Name First Name
[te’ [smiTH [rorn
Address

|1 STATE DRIVE|

|
City State Zip
[JEFFERSDN VALLEY [Ny [10535___
Country  Phane

[ e

Sex

DOB [03/17/1513  Release of Info [
Employ Status |_ ROI Date |0U|]I!2l110

x|
Secomlavlmed] 1 | L2

LOB
|Mt3

Claim Office

o

Clear Al Felds For Insured |

Ml Gen Insured 1D

[ 9990000000

[ﬁ Agzign of Benefits [_

Retire Date IT_
Save Cancel

Figure 61

d. Enter the following information: (Figure 62)

Field Name
Payer ID

Action
Press <F2> key to show list, then select the
appropriate payer.

Rel (relationship to insured) Enter "18" for self.

Enter "01" for spouse.
Enter "19" for child.

Insured ID Enter Medicare Health Insurance or subscriber
number.
Assignment of Benefits Enter "Y" for yes or "N" for no.

e. Select Save.

The Professional Claim Form box will appear (Figure 62).

In box 10 enter "N" for condition related to employment and “N" for condition related

to an accident.

In box 20 enter “N" for outside lab charges not included in claim or "Y" for outside lab

charges included in claim.

If billing for a place of service other than home, office, enter a "Y" in the Facility? field.
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Professional Claim Form

3

Patignt Info & General l Insured Information] Billing Line Items] Ext. F‘atient.-"GeneraI] Ext. Pat/Gen [2]] Ext. Payer.-"lnsured]

LOB |MCE Billing Provider |1234567833 26 - Patient Contral Mo. |SMITH JOHM
8-Pat Statuz Death 12 Legal MPI
2 - Patient Last Mame First Mame Ml Gen 3-Bithdate Sex MS ES S5 Ind  SOF  Rep.  Exempt
[sMITH [JOHN L marase Mo [ [ [ B N[
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Figure 62

7. When the Facility Information box appears on the Ext. Patient/General tab, press
the <F2> key for the facility information (Figure 63).

8. Select the facility.

Note: Additional facilities may be added by selecting New, then adding the facility
data, and then selecting Save.
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e Billing Line Items Tab
Enter the services/supplies rendered to the patient. Six claim lines are displayed at a
time on the window. The user can use the <Scroll Up> and <Scroll Down> buttons to
move up and down within the claim (Figure 64).
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CPT® codes are copyright 2021 American Medical Assosiafion [AMA)
Save LCancel

This tab also includes extended line item fields, and line-level MSP/COB fields. For
detailed information on entering Medicare Secondary Payer claims, download the PC-
ACE Medicare Secondary Payer (MSP) Reference Guide.

Line Item Scrolling - The Billing Line Items tab displays 6 claim lines at a time. For
claims that contain more than 6 line items, the user may scroll through the claim line
items one line at a time or one page (i.e, 6 lines) at a time using the buttons provided
along the right edge of this tab.

The up/down arrow keys can be utilized to move from line to line, scrolling when
appropriate. Type "<ALT><PAGE UP>" (press the "Page Up" key while holding the
"ALT" key down) or "<ALT><PAGE DOWN>" to scroll up/down through all claim line
items one page at a time.

Line Item Features - The following productivity features are available on the Billing
Line Items tab:

Field Duplication -- Press the "F4" key while positioned on a specific field on a line to
copy the value of that single field from the previous line into the current line

Line Duplication - Press the "F5" key while positioned on any field on a line to copy
the values in all fields of the previous line into the current line.

Line Deletion - Press the "F7" key while positioned on any field on a line to delete the
line. A prompt to confirm the deletion. Alternatively, enter the value "*DEL*" (that's an
asterisk plus "DEL" plus another asterisk, without the double-quotes) into the HCPCS
field on a claim line to delete the line.

Claim lines are automatically re-sequenced by Revenue Code when a claim is saved.
As such, there is no need to provide line rearrangement capabilities.

Advance To Next Line - Press the "F8" key while positioned on any field on a line to
automatically advance the cursor to the first field of the next line, skipping over any
remaining fields on the current line.

Jump To Narrative - Press the "<ALT>N" key combination while positioned on any
field on a line to automatically jump to the Ext Details 3 (line X). Enter the desired
narrative text and press the "<TAB>" key to return to the original line field.

Line Item Totals Recalculation - The Billing Line Items tab provides a "Recalculate”
button located near the bottom of the tab adjacent to the totals fields. Click this
button to recalculate and update the "Total Charges" field from the current claim line item
charges values. Select the Billing Line Items tab (Figure 65).
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2. Enterthe following information: (Figure 65)

Figure 65

Field Name

Claim Diagnosis Codes
Service Dates

PS (place of service)

EMG (Emergency)
Proc (procedure code)
Modifiers

Diagnosis

Charges

Units
Rendering Phys.

Action

Enter up to four diagnosis codes.

Enter dates of service.

Press the <F2> key to show list, then select the
appropriate value.

Leave field blank.

Enter procedure code.

If necessary, press the <F2> key to show list for
appropriate values, then select modifier.

Enter values 1-4.

Enter charge. Note: When entering a charge that
includes cents, a decimal point is required (e.g, $12.01,
$25.24).

Only enter field if more than one unit.

If billing in a group, press the <F2> key to show list of
rendering providers of service.

3. Select Recalculate (Figure 65).

Select Save when finished entering the claim.

5. During the claims Save operation, an edit validation process is performed on all fields.
If no edit validation errors occur, the claim patient record is saved without further
correction and a new Professional claim form will appear allowing entry of another

claim.

6. When edit validation errors occur, double-click the error message to jump to the
corresponding field in error. Several "Save" attempts may be required to correct and

save a "Clean” claim.

Refer to the "Claim & Reference File Edit Validation" topic for a more complete
discussion of the claim edit validation process.

7. Once finished entering claims, the claims are now ready to be prepared for
transmission (Figure 66). See Prepare Claims Function.

Note: Use the Help Feature in PC-ACE for more information on “Listing, modifying and

maintaining claims.”
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File View Roster Maintain

Process Claims Prepare Claims

Figure 66

Section 4 - Additional Claim Features

Copying Claims

Claims for the same patient can be copied and then modified instead of creating a new
claim each time. Simply copy the previous claim, modify the dates of service and/or any
other pertinent information, and then save it

1.

In the Professional Claims Menu window, select List Claims.

In the Professional Claim List window, in the bottom left section of the screen, choose
the Location of TR - transmitted only.

Put a check mark in the boxin front of the claim(s) to be copied.

On the Actions Menu, select Copy All Checked Claims. Select OK in the confirmation
window. Note: If only one claim was checked to be copied, the Professional Claim Form

will be displayed instead of the Professional Claim List window.
Change the dates of service and Save the claim.

In the bottom section of the window, select the Location of CL - to be transmitted.
The claims will be listed and have a status of UNP.

Double-click each claim in turn, enter new dates of service, and Save.

Reactivating Individual Previously Transmitted Claims

To resubmit a transmitted claim, these claims must first be reactivated. Only claims in the
transmitted (TR) location may be reactivated.

1.

Select the Professional icon from the PC-ACE Claims Processing System main menu
(Figure 67).

[ ABILITY | PC-ACE Claims Processi... | = | = |[maa])

File View Security Help

Figure 67
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2. Select List Claims (Figure 68).

ifi Professional Claims Menu x|
File Wiew Roster Maintain

BEREY
tLf

Import Claims Enter Claims

Process Claims Prepare Claims

Figure 68

3. Select Location (Figure 69).
4. Select CL (to be transmitted) or TR (transmitted only).

CL -- ta be transmitted -

CL -- to be transmitted
TR/PD - tranzmitted + paid

TR - tranzmitted only +——

PD -- paid only

Figure 69
5. Check one claim or several claims to be reactivated.
6. Select Actions (Figure 70).

7. Select either Reactivated Claim (if only one claim) or Reactivate All Checked Claims
(for more than one claim).

File Filker BEEGEN Reports

Refresh Claim List F5
CLN Create Mew Claim
Wiew Selected Claim
[ CLN Copy Selected Claim
[/ CLN
SI[=N] Purge Selected Claim
Reactivate Selected Claim ff—
[/ CLN
1/ CLH Print Selected Claim
]/ CLN
]/ CLN Show Selected Claim Payments
]/ CLN
[] CLMN Copy All Checked Claims

Purge All Checked Claims
Reactivate All Checked Claims e

Figure 70

Print &ll Checked Claims

8. The Confirm box appears (Figure 71).
9. Select OK to reactivate claim/claims.

Confirm E|

D ] Ready ko reactivate the selected claimy

Cancel | .
Figure 71
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10. Change Location field to CL-to be transmitted (Figure 72).

File Fibew Agtiore Reports
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E|UNP  [MCD | DOE JOHN DOE |12%u%emns | (OB |0ANdAai S | AN S013 15000 E
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Clhasm Lisk Filbes Oiplstna
L abacany !|_-|_ o kg arvreipd ;] Gl |..-,'.|.-. ll LOiE |” e ;I

Chnchund clasn oot 1

Hew | ViewiUpdus | Coor | wg-_o__J

Figure 72

11. Reactivated claims will be listed with a status of UNP. These must be corrected before
sending.

12. Either double click the claim to open and make the necessary corrections and select
Save (Figure 73), or see the Processing Reactivated or Imported Claims section to
Process a multitude of claims.
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Figure 73

13. The claim status will change to CLN. These claims are now ready to be prepared and
transmitted. See Prepare Claims instructions.

Claim Import Function

When entering claims manually in the PC-ACE software and not importing a claims file in
an Electronic Media Claims (EMC) format, skip this section entirely.

For more information on the importing of UB92 Version 6.0 formats and Print Image, please
review the claim import section in the user manual.

PC-ACE ANSI 837 Claim Import Capability (Importing ANSI 837 Claim Files)

36



Providers can translate and import claims files in the ANSI 837 version format, for
subsequent editing, ANSI 837 formatting and transmission. The ANSI 837 import capability
by default is not activated in PC-ACE.

The Claim Import function can be utilized for MSP claims that need to be updated or
corrected and your claims software is not capable of doing so.

This feature should only be activated if the ANSI 837 files have already been validated as
structurally sound and complete. It should not be used as an ANSI 837 testing validation
tool.

Note: Only those data elements supported in PC-ACE will be imported from the ANSI 837 file.
Any unsupported segments and data elements present in the imported ANSI 837 file will be
ignored.

To activate this feature for importing ANSI 837 4010A1X12 files, perform the following:

1. From the PC-ACE main toolbar select File, then Preferences menu items and login
when prompted (Figure 74).

ABILITY | PC-ACE Claims Processi... | = | = ||
View Security Help

Preferences

Exit Alt+X

Figure 74

2. While viewing the Preferences screen, type the ampersand (&) character (i.e,
<SHIFT>7). An additional tab labeled System will appear.

3. Select the System tab and check the Enable Professional ANSI 837 claim import
function option.

4. Select OK to save the changes. These new settings will take effect immediately. (Figure
75)

Preferences x

General } Clairn Ligt ] Claim Import I Printing I Drata Comm I Misc S.vsteml System [2) ] A4l
Spstem Preferences
W Skip totals service line (Revenue Code = '00017) for Institutional AMSI-837 output
[ Expect ANSI patiert relationship codes in Institutional PrintLink import files
[ Ewxpect ANSI patient relationship codes in Institutional MSF EMC impart flles
[ Espect ANSI patient relationship codes in Professional PrintLink import files
[™ E=pect ANSI patient relationship codes in Professional NSF EMC import files

i itutional claims
v Enable Institutional ANSI-837 claim impart function
[v Enable Professional &N51-837 claim import function

I Stip ICD-9A10 procedure codes on Institutional ANST outpatient claims during impart

™ Enable farce separate prepare option on Submitter reference file records

r

-

™ FRequie exact provider match on Institutional claim impoits (use 'Provider Mame Match')
™ Require exact provider match on Professional claim imports [use 'Provider Name Match)
[ Enable non-ZIF postal codes on Institutional patient/insured addresses

[™ Enable non-ZIP postal codes on Professional patient/insured addresses

¥ Fiepart Present on Admission [POA)] infa in File Info (K3/2300] segment

™ Enable realtime Medicare eligibility data function [HETS 270/271)

*** Change system settings under support personnel guidance only ===

—= || rigure 75

5. Ensure all provider records are set up prior to importing files (See instructions on
adding/checking a provider record).

6. Name the claim import files with a dot DAT (.DAT) file extension and copy them into
the CAWINPCACE\NIMP1500 directory (Figure 76).
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» ThisPC » Windows (C:) » WINPCACE » Imp1300

~

L Name Date modified Type Size

(& ansi_int.tmp 5 TMP File KB
@ Ansi837h.ctl 5/ 12:43PM  CTL File 4KB
| AnsiB3Th.imp PM IMP File TTKB

6 UltraEdit Docume... 5KB
'j mapcntlhawin 3/ WIN File 10 KB
|| Mapentlhaww2 B/ NV2 File 11 KB
|| Mapentlhaww3 [ W3 File 12 KB
|| Mapoffh.win 1/5 WIN File 1KB
| | Mapoffhanwd 6/ 2 File 1 KB
|| Mapoffhawn3 B/ Y 3 File 1KE
[5] plxlater.exe 6/6/2019 10:00 AM  Application 85KB

Figure 76

7. On the main toolbar select the Professional Claims Processing Menu icon (Figure 77).

[Ef] ABILITY | PC-ACE Claims Processi... [-o| & [wdm]
Eile View Security Help

Figure 77

8. Select the Import Claims button (Figure 78).

Process Claims Prepare Claims

Figure 78

9. The Professional Claim Import window will appear. Select Import (Figure 79).

x|
_Irrpoﬂ Progiess
1~ Claim Import Totals
Count Dollar V alue
Imported Claims | 0 | 0.00
Rejected Claims | 0o | 0.00
[imgert | | ™ Closs Figure 79

10. A Confirm window will be
displayed. Select OK to continue (Figure 80).
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\i\p Ready to start the daim import process?
i

Cancel | Figure 80

11. When the import process is complete an Information window will be displayed to
indicate that the operation was completed successfully. Select OK (Figure 81).

Information .l

\i‘) The daim import operation has completed successfully.

Figure 81

12. The Professional Claim Import (EMC File) window will be displayed. The status bar
indicates the operation is complete. The window should contain a count of imported
and rejected claims as well as dollar amounts for each area.

13. It is possible to print a report of imported claim information. Click on the View Results
button to view the report (Figure 82).

Claim import operation complete

[ayupsfsiuyalafaayaiusparalupamniupuispagayatuyaiag

Claim Import Totals '
Count Dollar Value
Imported Claims | 1 | 25.00
Rejected Claims | 0 | 0.00
View Results Close

Figure 82

14. The PC-ACE Claim Import Detail Report will appear in display mode (Figure 83).
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i Report Preview

10 = zoom [N 2| WI4[ Peceion BIN| B ciose

Iy

ABILITY | PC-ACE CLAIM IMPORT DETAIL BREPORT

Import Date: 04/13/2018 Source: BSTRANS.DAT
LOB FROVIDER PATIENT CIRL PATIENT HAME SERVICE DATES CHREGES
HCH SHITHINS9900000 SMITH, JOHN 0203513 02/02/713 £25.00
REPORT TOTALS: CLATIMS BILLFD CHARGES 7

HEDICRRE CLRIMS 1 $25.00

BLDE SHIELD CLAIMS i} §0.00
HEDICAID CLAIMS ) S0.00
COMMERCIAL CLAIMS o 50.00
TRICRRE CLRIMS 0 ¥0.00
OTHER CLAIMS o 50.00
TOTAL CLAIMS 1 §25.00
A k| - .
' | M Figure 83

15. Select the printericon to print the report or select the Close button at the top of the
report page to exit from the report view (Figure 84).

Professional Claim Import (EMC File) x|

Claim import operation complete
EEEEEEEEEEEENENENENERENEEER
r— Claim Import Totals

Imported Claims | 1 25.00
Rejected Claims | 0 | 0.00
[ iow Hsuls ] Cose ] |

Figure 84

16. Select Close to return to the Professional Menu (EMC File).

17. Once afile of claims has been imported the user can then run the Process Claims
option and "scrub” all the claims for editing. Claims that are imported must be
processed.

Processing Reactivated or Imported Claims

Claims that have been reactivated or imported need to be processed before preparing the
claims file. Newly entered claims do not need to be processed before being prepared.

1. On the main toolbar select the Professional Claims Processing Menu icon (Figure 85).
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[f] ABILITY | PC-ACE Claims Processi... | o | & |[w3m]
File View Security Help

»

Figure 85

File View Roster Maintain

Import Claims Enter Claims

List Claims

% 4

Process Claims Prepare Claims

Figure 86

3. The Automated Claim Processing window will be displayed. Fill out any fields desired
or leave all fields blank and select the Process button (Figure 87).

Automated Claim Processing E3

Process Claims Matching (leave blank for all claims)

LOB: [MCB Providet:l

[~ Reprocess claims with errors

[v ‘Present claims with errors for immediate editing

[~ Include edit error details in process error report

I Process Il Close

Figure 87
LOB: The line of business of claims to be processed
TOB: Constrain the data to process only a certain type of bill
Provider: Constrain the data to process only the selected provider's claims
Present claim Check to present claims with errors for immediate editing if the claims
with errors: were not cleaned up whilein claims list

4. A Confirm window will be displayed. Select OK (Figure 88).

Figure 88
5. When the process claims is complete an Information window will be displayed to

41



6.

indicate that the operation was completed successfully. Select the OK button (Figure

89).

Information

The Automated Claim Processing window will be displayed which gives the user a
visual of the total number of claims that were processed clean (no errors), processed

with errors and/or unprocessed claims (like duplicates) (Figure 90).

Automated Claim Processing

Claim proceszing complete.

X

— Claim Proceszing Totalz
Count Dollar ' alue
Proceszed Clean [Ma Emars] I 2 I 4530.00
Procezsed ‘with Emors ! 0 ! 0.00
Inprocessed Claims ! 0 ! 0.00

Wiew Results

Select the Close button or select the View Results button.

Figure 90

When the View Results buttonis selected, the Adobe Acrobat will display the report,
select the printer icon to send the report to the printer or select Close to return to the
Professional claims list window (Figure 91).

2 5 zoom I3 [|4[ Pooe o1 b [Elicicee]

ABILITY | PC-ACE CLAIM PROCESSING DETAIL REPORT

Process Date/Time: 04/13/2016 16:56:30

LOBE PROVIDER PRTIENT CIRL FATIENT HAHE

JERVICE DATES

HCEB 1234567853 SHITHMSS500000 S5

ITH,

JOHN

02702513 02/02713

REPORT TOTALS: CLATIMS BILLED CHARGES
MEDICARE CLAIMS 1 $25.00

BLUF SHIFLD CLATMS o 50.00
HEDICAID CLRAIMS a 50.00
COMMERCIAL CLAIM3 o $0.00
TRICARE CLAIMS o §0.00

QTHER CLAIMS o §0.00

TOTAL CLAIMS 1 §25.00

Figure 91
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Reactivating an Entire Batch of Claims

Changes cannot be made to a batch of claims that has been reactivated. This operation will restore
the batch of claims so that it can be retransmitted. When changes need to be made to claims that
have already been transmitted, see the section titled Reactivating Claims.

1. In the Professional Claims Menu window, select the Maintain Menu and select
Transmission Log. The Professional Claims Transmission Log window will be
displayed.

2. Select the batch of claims to reactivate. When uncertain which batch should be
selected, highlight the line, then select the View Details button to see Transmission
Detail report for the batch.

3. Once it has been determined which batch of claims to reactivate, highlight the line
and select the Reactivate button. Read each window that pops up, then select OK in
each.

4. Do not prepare the claims file when reactivating an entire batch of claims. Simply
transmit the claims file as normal.

Section 5 - Prepare Claims Function

Medicare claims must be prepared and transmitted using communication software before
another batch can be prepared. Failure to follow these instructions will overwrite the
previous claim file. When ready to prepare claims for transmission, do the following:

1. Select PROF from the PC-ACE Claims Processing System main menu (Figure 92).

] ABILITY | PC-ACE Claims Processi... | — | = ()

File View Security Help
B =

a. Figure 92

Impont Claims Enter Claims

List Claims

=

Process Claims Prepare Claims

a. Figure 93

3.The Professional Claims Prepare for Transmission box appears Select Prepare Claims.
(Figure 94).
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ofessional Llaim Frepare For |ransmission

Include Claims Matching
LOB: i« Alls> -
Poer | =
Provider: I _I
Submission Status Include Error Claims?
* Production " Yes
 Test @ No
|E:epale Claimsl | Cancel |
a. Figure 94

for transmission?” Select OK. (Figure 95).

\ Ready to prepare the selected Professional claims for transmission?

Cancel |

a.

Confirm X

successfully.” Select OK. (Figure 96).

i J The daim prepare operation has completed successfully,

7.Select View Results.

Claim Prepare For Transmission ﬂ

Claim prepare operation complete

Prepare Tatalz

Cournt Dollar Y alue
Prepared Clean I 1 I 35000
Rejected | T 0.00

the transmission of claims. (Figure 98)

4. The Confirm box appears and states, "Ready to prepare selected Professional claims

Figure 95

5.The Information box appears and states, “The claim operation has completed

Figure 96

6.The Claim Prepare for Transmission box appears (Figure 97).

Figure 97
LCloze | 9

8.PC-ACE Transmission Detaqil Report will appear. To print this report, select the Print
icon (top of tool bar, to the left of the Close button). This report does not confirm
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ABILITY | PC-ACE TRANSMISSION DETAIL REPORT

Frepaze Date: 04/13/2016 Azchive: BSL60413.002 Formaz: ANEL (050R1)
FROV & / WPI PCH FATIENT HAME 5TATUS
SUBSCRIBER ID SERVICE DATES CHARGES FREQ SERIAL
LoB: HCB FAYER: 13202 - MEDICARE FART B - NY (DOWHSTATE) e
1234567833 1234567833  SMITHINISS000000A SMITH, JOMN
9990000004 02/02/13 02/02/13 £25.00 ]

FROVIDER TOTAL:

LOB/PAYER TOTAL:

1234567853
COUNT: 1

HCB [ 13202 -

CHRARGES :

MEDICARE PART B -

§25.00

HY (DOWNSTATE)

COUNT: 1 CHARCES : §23.00

REPORT TOTALS:

TOTAL CLAIMS: 1 CHARGES : §25.00

a. kb  af Figure 98

9.The preparation of claims has now been completed. Prepared claims must be
transmitted. Continue to the transmission process using the NSV's software.

Section 6 - Transmission Process

Network Service Vendor

All submitters should connect through a NSV and follow their connection/transmission instructions
provided by the NSV to send and receive files.

Note: For Part B, the claims file to be transmitted created by PC-ACE will be named BTRANS.DAT by
default and will be located in the CAWINPCACE directory.

Please see the list of NSVs listed on our website under the Resources > EDI Enroliment (on right
side of page) if one has not already been selected.

Transmission Reports

Once the claim file has been sent, three reports (TRN, 999 and 277CA) will be available for
download.

TRN-Transaction Acknowledgement (available within a few minutes after transmission.
Note: Some network software vendors do not update or refresh right away. The file may
take 15 minutes or so to become available for download).

e Look for "No input validation problems subsequent reports to follow" (Figure 99).
Contact the NGS EDI Help Desk if any errors appear:

o J6: 877-273-4334
o JK: 888-379-9132
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[P TRLBSTRANS.DAT.TXT - Notepad E

File Edit Format View Help

original Filesize

Transaction Acknowledgement

Time Stamp = 20140325144354
File Name = BSTRANS. DAT
Trading Partner Id = NYBNNNNNN@NYBNNNNNN

1109

F**No input validation problems***subsequent reports to follow***

999 and 277CA Reports:
999 and 277CA files must first be imported into PC-ACE in order to view themin a

readable format (available up to two hours following transmission).

1 envelopes processed out of 1 identified

Importing and Reading the 999 and 277CA Reports

1. Open PC-ACE and click on File then Preferences (Figure 100).

Preferences

Exit

Alt+X

Figure 100

Figure 99

2. Check the first box highlighted. To view only rejected claims in the 277CA report, check
the second highlighted box also. To view both accepted and rejected claimsin the
277CA report, leave the second box unchecked (Figure 101).

Preferences

General Preferences

0 e e e R A e B B S B (A

|

Automatically tab at mawimum field length during data entiy

Tab key jumps between contrals with edit errors when displayed

Enable flazhing notification method for contrals with edit emors

‘wiarn on cloze when deferred claims tasks are scheduled

Show dezcriptive field hintz on claim and reference file forms

Prezent claims with errars for immediate editing during process runs

Use Charge Master reference file for Professional procedure code lookups

Interpret Enter key az save request on claim entry and other editable forms
Automatically dizplay Edit Walidation Errar List when saving a claim that containg errors
Automatically prompt for selection of non-unigue Payer, Provider, and Physician [Dg
Automatically focus on Patient PCM field for new Institutional hand-keyed claims
Automatically focus on Patient PCH figld for new Professional hand-keyed claims
Auto-populate zera service line Units value to 1 during Professional claim entry

Skip over line item Service Thiu Date field during Institutional claim entry

Llze the Physician reference file for Professional purchased services lookups
Include only Revenue Codes with non-zero charge amounts in lookups

Enable service line Total Charges auto-calculations during Institutional clairm entry
Usge windows Notepad instead of built-in previewer to view response reports
Frompt to include only rejected claims in the Claim Acknowledgment [277CA) reports

X

Clairn List] Elaimlmport] Printing] Data Eomm] Mizz ]

ak | Cancel |

Figure 101

3. Inorder for PC-ACE to read 999 or 277CAfiles, they must be saved into the proper sub-
folder within the WINPCACE folder (Figure 102):

277CA files need to be saved in the Stat1500 (Part B) subfolder of the ANSI 277 folder.
999 files need to be saved in the Ack1500 (Part B) subfolder of the ANSI 997 Folder.
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J [ 3|
Fle Edt View Favorites Tools Help | &
Qek - () - T | O sewh [ roers | |5 5 X B) |[F]-| S| Fodersyne .
Address | =) C:\WINPCACE B e
| Folders x
Sl v/inPCACE | N
@ ) Ansi271
B ) Ansi277
% [[SEEE0] «—— [Sa*.-e the 277CA in the CAWINPCACE\Ansi277\Stat1500 I o
& i) Statub92
B ) Ansigs7
© C[ETS0] % [Save the 999 in the C\WINPCACEANsi99T\ACk1500
@ ) Adwbsz -
173 objects (Disk free space: 2.00 GB) fss7m8 [ My Computer | Figure 102

Note: This process can be set to run from a batch command file. See Appendix A at
the end of this document for instructions.

4. Once the report files have been moved to the proper folder location, go to the

Professional Claims Menu. Select the Maintain menu item, then Acknowledgement
File Log to read the 999 (Figure 103).

iBi Professional Claims Menu

File View Roster

Reverse Claim Import
Transmission Log

Process Claims Prepare Claims

Figure 103

5. The following screen will be displayed to read the 999. From the Acknowledgement
File Log screen, select the 999 to be displayed and select View Report (Figure 104).

See Appendix A for instructions on how to adjust the length of time archived copies
are maintained in the system.
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iii Professional Acknowledgment File Log =] 3

Figure 104

e Look for (Figure 105):
Transaction Set Status (IK501):  A- Accepted
Functional Group Status (AKQ01): A- Accepted
e Ifthe 999 isrejected, no further editing is done and no further reports are created.
o Ifthe 999 isaccepted or accepted with errors, a third report will be received (the
277CA report)
e To print the report, select the Print icon.

[P\ ARS97TMP.TXT - Notepad :

File Edit Format View Help

Acknowledgment Created (GS04/05): 03/15/2014 15:22
sender Code (Gs02): 13202

Receiver Code (GsS03): SUBMITTERID

Ack Transaction set control No (5T02): 0001

Prepare Serial Number: 000065

Group control Number (AK102): 65001

version/Release/Industry Code (AK103): 005010X222A1

Transaction Set Control Number (AK202): 000065001

Implementation Convention Ref (AK203): 005010x222A1
[Transaction Set status (IK501): A - Accepted
Functional Group Status (AK901): A - Accepted

Transaction Sets Included (AK902): 1
Transaction Sets Received (AK903): 1
Transaction Sets Accepted (AK904): 1

Figure 105

6. To read the 277CA, from the Professional Claim Menu, select Maintain and Claim
Acknowledgement Log (Figure 106).

@ Professional Claims Menu @
File View Roster

Reverse Claim Import

Transmission Log

Acknowledgment File Log

Import Claims Claim Acknowledgment l.ogl

Purge Claim Activity Log

Process Claims Prepare Claims

Figure 106
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The following screen will be displayed to read the 277CA. From the Acknowledgement File
Log screen, select the 277CA to be displayed and select View Ack Report (Figure 107).

i Claim Acknowledgment Log

am

Yiew Ack Feport | ‘ Delets ‘ Befresh |

b
X
Cloze

Figure 107

Look for Total Accepted Quantity. Any claims that reject will need to be corrected and
resubmitted (Figure 108):

:-. AR27TTMP.TXT - Notepad
File Edit Format View Help

Ackn0w1edgement Created (GS04,/05): 03/27/2014 11:29
sender Code (G502): 14212
Receiver Code (GS03): SUBMITTER ID

“#% Transmission Acknowledgement # 1 ##=
Information Source ID: 14212 Name: NGS INC NE
Transmission Receipt Control #: 1421220140327000001
Receipt Date: 03/27,/2014
Process Date: 03/27/2014
#=#% Tnformation Receiver acknowledgement # 1 w##*
Information Source ID: 13202 Name: MEDICARE

Receiver Name: SUBMITTER NAME ID: NGS INC NE

Receiver Info:
Receiver Trace #: 000002964
Total Accepted Quantity: 97
Total Rejected Quantity: 0
Total Accepted Amount: $101,789.00

[Receiver status:
Status Date: 03,/27/2014
Total Submitted charges: $101,789.00

Acknowledgement #1:
Category: Al - Acknowledgement/Receipt-The claim/encounter has been
received. This does not mean that the claim has been
accepted for adjudication.

This code requires use of an Entity Code.
Entity: PR - Payer

status: 19 - Entity acknowledges receipt of claim/encounter. Note:

=

Figure 108

Scroll down to the Claim Acknowledgement for the patient information on each claim and

it will show all the details for each claim submitted (Figure 109).

Claim number

Patient name/number
Provider NPI

HIC Number

ICN/DCN

Total charges
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##%|Claim Acknowledgement # 1| ##®*

Information Source ID: 13201 Name: MEDICARE

Receiver Name: SUBMITTER NAME ID: SUBMITTER ID
Provider Name: PROVIDER NAME HPI:
Facient:

Name: SMITH, JOHN
Subscriber #: 920000000

Claim:

Trace #: 9202443216B081213

[ECH/DCN :  X0000000000000NYA |

TOB: 131

Service Date: 08/12/2013-08/12/2013

Status General:
Status Date: 10/27/2013
| Total Submitted Charges: $4,318.06|

Acknowledgement #1: (ARccepted)
Category: A2 - Acknowledgement/Acceptance into adjudication system
—-The claim/encounter has been accepted into the adjudication

system.
Status: 20 - Accepted for processing.
Entity: PR - Payer
Figure 109
Total Acknowledgements In This Transaction Set: 4
#%% END TRANSRCTICN SET (ST/SE) # 000000001 %% =
L] H oz

Appendix A: Adjusting Archived Reports Settings

The length of time that archived copies of 999 and 277CA files are kept can be adjusted.
From the main menu of PC-ACE, go to File, Preferences, and click the Misc tab (Figure 110).

If desired, adjust the first two fields to indicate how long to keep the archived reports. The
duration has been set to 1000 days in the example below.

Preferences x|

General | Claim List | Claim Import | Printing | Data Corm  Misc |

— Miscellaneous Preferences
v Purge archived EMC transmission files after I'I oao =i days

v Purge archived &M51-397/393 acknowledgment files after 1000 ﬂ daps
. . : ;I

¥ | Purge achived aNEI-824 acknowledament files after ISD = days
¥ Purge archived &MSI-277 claim status response or ack files after |1 i} ill days
¥ | Purge archived &NEI-271 eligibiity benefit respanse files after |18IJ ﬂ daps
v Purge claim activity log files after I'ID j days
[¥ Pack database files prior to systemn backup

irnik inikial elamn hst dizplay of transmitted/paid claims to most recent months
[~ Lirnit iritial claim list display of itted/paid clai 24ﬂ h

Adobe Acrobat Reader [must be wergion 4.0 or later]:
Ic:: 4Program Files\AdobetReader 11.00ReaderAoroR d32 exe _l

(]9 I Cancel

Figure 110

Appendix B: Setting up Shortcuts for File Locations

To assist in the placement of new reports shortcuts can be created (Figure 111).
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Open
Explare
Caommand Pronpk
Seatch. ..
& Snaqlt 3
5] Shared Folder Synchronizakion  »
SecurerIP - = ‘Skart Menu' 3
Properties

Open All Users

Explare Al Users
SRS HICFOSON b

. Windows System
"'~ Command Prompt

m Control Fanel

H File Explorer
B Run

q Task Manager

Figure 111

Click on Windows symbol and locate Windows Systems then select File Explore (Figure 112).

I vZ
+ () WINDOWS Figure 112

# [03) WINPCACE 1‘——

Locate WINPCACE under Windows ©: Double click on the WINPCACE folder (Figure 113).
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1Ansi27 1
Ansiz 77

) Ansi9a7 Figure 113

Double click on the ANSI 277 folder for a 277 shortcut. If desired, repeat this process for A
999 shortcut in which the 997 folder should be selected (Figure 114).

Mame

Stat1500
Statubd2

Figure 114

Right click Stat1500 folder for Part B (Figure 115).

MName Size | Type
File: Falder
Explore
Open
Command Prompk
Search, ..

Sharing and Security. ..
& snaqlt 4
|5] Shared Folder Synchronization  #

Scan For Viruses., ..
SecurelIP k

Copy I Mail Recipient

Create Shortout hrJ Iy Documents

Delete 2 (D:) DVD-RAM Drive

Renarne

Properties Figure 115

Select Send To and then Select Desktop (create shortcut)

Right click on the new folder and rename the folder (i.e, 277CA Reports) with the new folder
on the desktop, place all 277CA reports into this folder.

To create a shortcut for 999 reports, repeat this process however, instead of selecting the
ANIS277 folder select the ANSI997 folder and continue follow this process by renaming the
folder (i.e, 999 Reports).

For further assistance please send an e-mail to EDI at ngs_edi_parta@anthem.com or
contact the EDI Help Desk:

o Jb: 877-273-4334
o JK: 888-379-9132

Appendix C: Troubleshooting

When experiencing problems viewing 999 or 277CA reports, once saved in the correct
subdirectory in PC-ACE, it is suggested that a system change be made.

Select Start from the desktop, then go to the Control Panel select Folder Options
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Select the View tab

Under Hidden Files and Folders click on the Hide extensions for known file and folders
check box, in order to remove the selection of that option, then click on the Show hidden
files and folders radio button to change settings (Figure 116).

Folder Options

Zeneral

View | File Types | Offine Files

Folder views

You can apply the view {such as Details or Tiles) that

Advanced settings:

yioll are using far this folder to all folders.

Beset All Folders

I Files and Folders
Automatically search for networl folders and printers
Digplay file size information in folder tips
Diisplay simple folder view in BExplorer's Falders list
Display the contents of system folders
Diigplay the full path in the address bar —
[] Display the full path in the title bar
[] Do not cache thumbnails
I Hidden files and folders

[

{0 Do not show hidden files and folders

—+——# (#) Show hidden files and folders
p [ | Hide extensions for known file types

|

’ Festore Defaults

[ DK ” Cancel ] App

This will show any hidden file(s) in the WINPCACE directory.

Figure 116

Section 7 - How to Backup PC-ACE Claims Processing System

Each time the program is exited the following message will appear: “Perform System
Backup?” An external backup file of the program must be maintained in the event a fatal
system crash occurs.

1. To do this, the backup may be placed on the desktop by selecting the Browse button
and choosing the hard drive (system C) and desktop (Figure 117 and 118).
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Perform System Backup? x|

YWiould you like to perfarm & backup of the PC-ACE Pro32 databases and

configuration settings? If sa. specify a destination drive (e.g., 'A\" or hard disk
folder path and click the 'Stant Backup' button.

Destination Drive or Folder:

|

[v Include infrequently changed database files (backup will be larger)

Options | tart Backup | Cancel

Figure 117
Select Backup Destination Directory ilil
Loak in: I@ Deskiop
system Utilities CiMy Documents #]Interactive TV
: 4 My Compliter f1vans Shorteut Menu
Bl iREsiniE | File Maintenance | Iy Metwork Places [BIMicrosoft Office Gutlook 2003
Back - 5 Adobe Acrobat &.0 Professional @R System Information
aEeUp | Validete | Restore | P8 Adobe Reader 5 DE link Reports
This utility perfarms a backup ofthe [ ATET Global Metwork Cliert B 2008 Medicare UpdateAD.doc
seftings. Specify a destination drive  jaaClient Work Manager T BlueZone Instal documentation (23
the 'Start Backup' button. {%|Employee Collaboration Portal Eclient work Manager
Destination Drive or Folder. ﬂ

IC:\DDcuments and Settings'Jlalsl

File narne:

Files of type: I j Cancel
4

= — ’-
cose | Figure 118

2. This will put the backup file named PCACEPBK.ZIP on to the desktop (Figure 119).

¥ Include infrequently changed de

] ABILITY | PC-ACE Claims Processi... | — | & ()

File View Security Help

PCACEPBK....

Figure 119

3. From the desktop, save to a CD-ROM or flash drive. This external device must be
maintained to ensure the restore capabilities in the event of a fatal system crash.
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4. Select My Computer on the desktop and drag the PCACEPKZIP file from the desktop

to the CD-ROM and then burn it, or drag to the flash drive (Figure 120).

| Me B Vew. Favores Took  Help
(= : 0 b
Bl |5 - 5 - | Gtk | Pk [

LSl | ket | W My Coumputer =| B

Pewra I mype | Tooisos|
System Tasks ¥ Hard Civek: Drhves
Dther Paces = e SyTiem (L) L Dk ERELC
o Al e () Leal Exih 274 ah
g My Plebarrk Plyces
) My DocLmenss Dewkoes with Romovoble Storog:
B cormol Fane Bav, Plappy (80 ¥yt Flopgry Dimed
& O Drrve £ ol preve
Dol L Mok Drives.
Py Compauter st on WEi0I01" 1) Detorrmctod Metwark Drtve
System Folde S alen on Syt U Re. . Metwork Driee BXIGR
=dsbs on SyiD L (3} Mebwork Crive BIEE
oyt on fabmm.,.  Desorrected Batwerk Crrse
Figure
o : * 120

Section 8 - Additional Features

Archiving Claims
Archiving claims in PC-ACE improves performance and helps prevent database corruption.

Noae D=

Select the Prof button on the main toolbar.

Select the List Claims button.

Select the File from the Menu at the top of the screen

Select Maintain Claim Archives

Select the New button and enter a name for the archive, then select OK.
Select the Close button. The Professional Claim List window will appear.

In the Claims List Filter Options section at the bottom of the Professional Claim List
window, select the drop down arrow and select TR-transmitted only.

Select the Advanced Filter Options button near the bottom of the Professional

Claim List window, and enter the filter criteria.

Example: If today's date is March 13,2014, to archive everything except the past three

months, do the following:

a. Check the box in front of “Invert filter logic.." at the bottom of the Advanced
Claim List Filter Criteria window.

b. Enter “01/01/2014" in the first box in the Transmit Date: field, then enter
"3/13/2014" in the second box.

c. Select OK.

d. The Professional Claim List window appears and the only claims displayed are
those that were transmitted more than three months ago. These are the claims to
be archived.

Select Filter from the Menu at the top of the screen and select Check All Claims. Each
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10.
11.

12.

13.
14.

claim now has a checkmark in the box at the left of the line it is on.
Select the File Menu and select Open Claim Archive

Double-click the archive that was created in the steps above. An information window
will pop up. Read the contents, then select OK.

Select the Actions Menu and select Archive All Checked Claims (near the bottom of
the Actions menu.) Do not select Archive Selected Claim, as that will only archive the
claim that is highlighted.

An information window will appear. Read the contents, and then select OK.

The claims are no longer shown in the list. They are not gone; they have been stored in
the archive. To see these claims, select the File menu, and then select View Archived
Claims.

Note: Do the following to view these claims again once PC-ACE has been exited:

a. Open the claims list

b. Select the File Menu and select Open Claim Archive.

c. Double-click the archive to view, read the information in the pop-up information
window, and select OK.

d. Select the File Menu and select View Archived Claims.

e. To see current claims, select the File Menu and select View Current Claims.

Transferring PC-ACE to Another Computer

1.

10.

11.

On the old computer, upgrade PC-ACE to the current version.

On the new computer, install the full installation of the current version from our Web
site.

On the old computer, open PC-ACE.

On the main toolbar, select the last button, which has a gear and a wrench on a
French flag.

Sign in. The System Utilities window is displayed, the Backup/Restore tab should be
selected and the Backup sub tab displays the text "This utility performs a backup..."

Select the small button with three dots on it at the right end of the Destination Drive
or Folder field.

In the Select Backup Destination Directory window, select the drop down arrow at the
right end of the “Look in" field, select Desktop which should be at the very top of the
list, then select the Open button. The System Utilities window will be displayed.

Select the Start Backup button and select the OK buttonin the Confirm window.

After the backup operation completes, the Information window will display. If the text
states "The backup operation has completed successfully” then select the OK button.
Note: If the text indicates that the backup failed, please contact the NGS EDI Help
Desk:

J6: 877-273-4334

JK: 888-379-9132.

In the System Utilities window, select the Validate sub tab, browse to the Desktop as
in the earlier steps, then select the Start Validate button, select the OK button in the
Confirm window. When the validation is complete, the Information window will be
displayed with the text “The validation operation has completed successfully:”

Note: If the text indicates that the validation failed, please contact the NGS EDI Help
Desk.

Select the OK button in the Information window and select the Close button in the
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12.

13.

14.

15.

16.

System Utilities window.

The backup file on the desktop is named PCACEPBK.ZIP. Copy this file to the Desktop
of the new computer.

On the new computer, open PC-ACE and on the main toolbar, select the last button,
which has a gear and a wrench on a French flag (as directed above).

Sign in. The System Utilities window is displayed, the Backup/Restore tab should be
selected and the Backup sub tab displays the text “This utility performs a backup..."
Select the Restore sub tab, browse to the Desktop, and select the Open button. It is
not necessary to select the file because the program knows the file name already.

Continue with the restore, following the prompts. Once it's complete, PC-ACE on the
new computer is identical to what was on the old computer.

57



	PC-ACE Quick Reference Guide for Part B Providers
	Table of Contents
	Section 1 - Getting Started Using PC-ACE
	Minimum System Requirements
	PC-ACE Part B Full Install Instructions
	PC-ACE Part B Upgrade Instructions
	Logging Into PC-ACE for the First Time
	Online Help Feature

	Section 2 - Reference File Maintenance
	Patient Setup
	Payer Setup
	Medicare Solo Provider Setup
	Group Record Setup for Medicare
	Individual Group Member Record Setup for Medicare
	Submitter Setup
	General Tab
	Referring Physician Setup
	Facility Setup
	Charges Master Setup (Optional)
	Charges Master Information

	Section 3 - Claims Entry
	Entering Claim Data

	Section 4 - Additional Claim Features
	Copying Claims
	Reactivating Individual Previously Transmitted Claims
	Claim Import Function
	PC-ACE ANSI 837 Claim Import Capability (Importing ANSI 837 Claim Files)
	Processing Reactivated or Imported Claims
	Reactivating an Entire Batch of Claims

	Section 5 - Prepare Claims Function
	Section 6 - Transmission Process
	Network Service Vendor
	Transmission Reports
	Importing and Reading the 999 and 277CA Reports
	Appendix A: Adjusting Archived Reports Settings
	Appendix B: Setting up Shortcuts for File Locations
	Appendix C: Troubleshooting

	Section 7 - How to Backup PC-ACE Claims Processing System
	Section 8 - Additional Features
	Archiving Claims
	Transferring PC-ACE to Another Computer



