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SECTION 1 - INTRODUCTION

PC-ACE Pro32 is a complete, self-contained electronic processing system for healthcare claims
submission and management. It can be used in a stand-alone configuration or in conjunction with your
existing claims management system. The system has been designed to work exclusively with the
Microsoft Windows operating system.

The PC-ACE Pro32 program is available either on a CD or as a download from our website
(www.PalmettoGBA.com/medicare). See the next page for information on accessing/downloading and
installing the software.

Minimum System Requirements
¢ SVGA monitor resolution (800 x 600)*

¢ Windows 8, Windows 7 or Vista operating system

¢ Adobe Acrobat Reader Version 4.0 or later (for overlaid claim printing)
This free software can be downloaded from the Adobe website (www.adobe.com).

* When the Windows “Large Fonts” display setting is enabled, the screen resolution must be 1024 x 768
or higher. The Enhanced Institutional Claim Form (UB-04) and Professional Claim Form (CMS-1500)
will not display properly at lower screen resolutions.

Technical Support

Palmetto GBA technical support is available by calling the Palmetto GBA Provider Contact Center at
888-355-9165 (RRB) or 855-696-0705 (Part A/Part B/HHH).

VA & WYV Part A - Palmetto GBA has subcontracted with National Government Services (NGS) to
continue EDI support of the Virginia and West Virginia Part A workload for Palmetto GBA. If you
are using Pro32 software supplied by NGS, please contact the NGS Help Desk at 1-877-273-4334 for
Pro32 support. If you are using Pro32 software supplied by Palmetto GBA, please contact the
Provider Contact Center at 888-355-9165 (RRB) or 855-696-0705 (Part A/Part B/HHH).
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SECTION 2 - ACCESSING & INSTALLING PC-ACE
PRO32

Note: PC-ACE Pro32 will NOT be supported if it is installed in a network environment.

The following step-by-step instructions will walk you through accessing and installing PC-ACE Pro32 to
your personal computer.

Accessing PC-ACE Pro32 from the Palmetto GBA Website

To download the PC-ACE Pro32 software, you will need to complete the online PC-ACE Pro32 Software
Download Request form.

1. Open Internet Explorer and access the PC-ACE Pro32 Software Download Request form at
www.PalmettoGBA.com/medicare

From the menu on the left of the page, choose the appropriate line of business.

Choose Software & Manuals.

From the list, choose PC-ACE Pro32 Software Download for your line of business.

Read the instructions and then click on Download Form for PC Ace Pro 32.

/e o o P

2. Complete all of the form fields completely and correctly. Note: Forms submitted with missing
required information will not be processed. Required fields are noted in the following table with an
asterisk (*).

Form Field Name Instructions for Field Completion

Submitter ID* The ID that was issued by Palmetto GBA upon completion of your EDI
application form. This ID may be referred to as a Receiver ID.

Company Name* The company name of the entity downloading the software

Contact Name* The name of the person downloading the software

Mailing Address Line 1 | First line of the company mailing address
Mailing Address Line 2 | Second line of the company mailing address

City* City of the mailing address

State* State of the mailing address

ZIP ZIP code of the mailing address

Phone Phone number to reach the contact name
FAX FAX number to reach the contact name
Email* The email address for user

3. Double check your information and then click Begin Download.

If there is a problem with processing your request form, such as an invalid Submitter ID or
information in a required field is missing, an error page will display. Click “Back to Download
Request Page” to correct and resubmit the form.

4. After you have successfully submitted the form, a File Download dialog box will display. Click Save
to save the software file to your computer.

5. Download complete will display when the download is complete. Click the Open Folder button.

6. The file is a compressed “zip” file. Double click on the “PCACEPro32.zip” file to unzip the file.
When complete, you may need to refresh your file folder to see the unzipped “Pro32setup.exe” file.

7. Double click on the file name (Pro32setup.exe). The Wise Installation Wizard will initialize and
guide you through the installation process outlined in the Installation Instructions.
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Installation Instructions

1. The Password dialog box (Figure 2.1) will display. In the Password field, enter the installation
password: medicare. This password is case sensitive, so be sure to use all lower-case letters.

x

Thiz installation iz pazsward protected. Please enter
the inztallation pazzword into the field below.

Pazzward:

Fresz the OF. button to continue:
Press Cancel ko abart the installation.

Carcel_|

Figure 2.1 — Password Dialog Box

2. The Welcome screen (Figure 2.2) displays to remind you to close all programs you may have running
on your computer. If you have not already done so, we recommend that you close any open programs
at this time. If you are ready to continue the installation, click Next.

2 welcome x|

‘whelcome to PC-ACE Pro32 Claims Processing
@ Swstemn Setup pragram. This pragram will install
= PC-ACE Pra32 Claims Processing System an your
COMmpUter.

It i strongly recommended that pou exit all Windows programs
before running thiz Setup Program.

Click Cancel to quit Setup and close any pragrams pou have
unning. Click Mext ta continue with the Setup program .

‘WwaARMIMG: This program is pratected by copyright law and
intemational treaties.

Unauthorized reproduction or distribution of this program, or any
partion of it, may result in severe civil and eriminal penalties,
and will be progecuted to the marimum extent possible under
law.

Cancel

Figure 2.2 - Welcome Screen

3. The Drive Selection window will display (Figure 2.3), requesting that you choose the drive to which
you want to install PC-ACE Pro32. The default is set on the C: drive. If you want to choose a
different drive, click the down arrow to the right of the Select Destination Drive field, scroll through
the list, and highlight the desired drive. Click Next to continue.
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42 Drive Selection x|

Setup will install PC-ACE Pro32 Claims Processing System to
the drive specified below

Toinstall to a different drive, select the desired drive from the
drap-down list.

“fou can chooze not to ingtall PC-ACE Pro32 Claims Processing
System by clicking Cancel to exit Setup.

Select Destination Drive
I% o spstem j

< Back Cancel

Figure 2.3 — Drive Selection Window
4. On the Start Installation window, click Next to continue.

PC-ACE Pro32 Setup begins copying the program files to your computer. A status of the copy
process is shown on the Installing window.

6. When the file copying is complete, the Read Me File window (Figure 2.4) will display. Read the
information (be sure to use the scrollbar on the right of the screen to scroll down and read all of the
text) and click Next to continue.

42 Read Me File x|

Thark you for installing MedLink Technalogies' PC-ACE & |
Pro32 Claims Processing Spstem.

"r'ou have just completed the PC-ACE Pro32 “server
installation. A single PC-ACE Pro32 "client" has also been
installed on this spstem. Additional PC-ACE Pro32 clients
can be installed at each individual workstation by
executing the CLIEMT32.EXE pragram from the server's
(WIMPCACE directory. This client installation will create &
local WIMPCACE directony and configure the workstation
for shared database access.

A default user SYSADMIN [with passward SYSADMIN]
can be used to evaluate PC-ACE Pro32. From the

PC-ACE Pro32 main “'Security’ menu, use the —
“Add/Update Uzer option to add additional user
accountz if desired

This README.TAT file can also be viewed by ;I

< Back I Mext > I Cancel |
Figure 2.4 — Read Me File Window

7. The Installation Complete window displays, indicating that PC-ACE Pro32 has been successfully
installed. Click Finish to close the window.

8. The installation process automatically places a PC-ACE Pro32 shortcut icon (Figure 2.5) on your
desktop, which can be used to open the program.

FC-ACE Pro32
Figure 2.5 — PC-ACE Pro32 Startup Icon
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SECTION 3 - GETTING STARTED

Logging Into the PC-ACE Pro32 Claims Processing System

Users are required to log into PC-ACE Pro32 before performing any system activities. The login process
involves entering a User ID and Password. Your PC-ACE Pro32 software has been configured with a
single default user, the system administrator, who has full system access rights. The default User ID is
“SYSADMIN” and the password is “SYSADMIN” as well. If you are logging into PC-ACE Pro32 for
the first time, you should use this default login.

Important: You should change the default user’s password as soon as possible if you are concerned
about controlling user access at your facility.

System Users

PC-ACE Pro32 requires that a valid login and password be entered by anyone accessing the system. The
system administrator must set up a “user” account for each person that will use PC-ACE Pro32. The user
account specifies the user’s login/password values and defines the activities that the user has permission
to perform. Only users with User Add/Modify privileges can perform these maintenance functions, which
include adding a new user and modifying information on an existing user.

ADDING OR MODIFYING A USER
To add a new user or modify an existing user:

1. Select Security from the PC-ACE Pro32 Toolbar and choose Add/Update User. The Security List
form (Figure 3.1) will display.

L1 1

User D LUzer Mame
SYSADMIN | SYSTEM ADMIMISTRATOR

-]

Hew | View/Update | Delete | LCloze |

Figure 3.1 — Security List Window

2. To add a new user, click the New button on the bottom of the window. To modify an existing user,
highlight the desired user from the Security List and click View/Update. The User Security Update
window will display (Figure 3.2).

User Security Update

a X
User D Passward User Name: |

1~ User Permissions

Institutional Claim Activities =
[ Wiew Institutional Claims

] Enter Institutional Claims

[ todify Institutional Claims

[ Delete Institutional Claims

[ Import Institutional Claims

[ Pracess Institutional Claims
[] Prepare Institutional Claims
[ Avrchive Instiutional Claims

Professional Claim Activities j

Check A1l | Clear &1 | oK | el |
Figure 3.2 — User Security Update Window
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Complete or make desired changes to the User ID, Password and Name fields.

4. Assign or change User Permissions, such as entering, viewing and deleting claims. Check the box next
to the permission to allow access to the activity. Use the Check All and Clear All buttons to quickly
check or uncheck all permission checkboxes.

5. Click OK to save the new/modified user record.

Note: When changes are made to a user profile, the changes go into effect the next time that user logs on.

Building Your Reference Files

PC-ACE Pro32 is an integrated system that automatically pulls information from various databases within
the system to assist users in the completion of claims information. Therefore...

It is very important that reference file information be
entered into the system before entering claims.

If you do not create the reference file information before
entering your claim, vital information necessary for
processing and payment may be missing from the claim.

Please refer to Section 4 — Reference File Maintenance for information on how to enter this data.

Getting Help In PC-ACE Pro32

PC-ACE Pro32 has a number of helpful features that will assist you while entering information and using
the system. You can access specific and general PC-ACE Pro32 Help from anywhere in the system.

¢ Fly-Over Hints — While entering data into the various Reference Files and Claim Forms, you can
view helpful “fly-over” hints for most entry fields. Simply hold your mouse cursor still over a field
and a small pop-up will display with a description of the data to be entered into that particular field.

¢ Fixed- or Variable-List Lookups — A number of fields in the Reference Files and Claim Forms
support data entry using fixed-list or variable-list lookups. If you know the options for a particular
field, you can type in the selection or you can access the lookup list by right-clicking the mouse over
the field or click in the field and press [F2]. Once the list is visible, you can use your mouse to
highlight and then click on your choice and it will be entered into the field.

¢ Context-Sensitive Access—Press F1| from anywhere in PC-ACE Pro32 to display help information
relevant to your current location in the program.

¢ Conventional Access—Select Help on the PC-ACE Pro32 toolbar and choose Help Topics. From
the Help Topics window, choose one of the following tabs:
o Contents — Presents all help topics in a nested “table of contents” format.
e Index — Alphabetically lists all available index entries.
e Find — Perform a free-form text search of all topics.

Logging Out of PC-ACE Pro32

You can log out of PC-ACE Pro32 without exiting, to allow another user to log on and use the system. To
log out, select Security from the PC-ACE Pro32 toolbar and choose Logout Current User.

To log back onto the system, click on any button and the Sign On window will display (Figure 3.3). Enter
your user ID and password and then click OK.
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zer 10 ||

Pazzward: I

Ok

Cancel

Figure 3.3 — Sign On Window
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SECTION 4 - REFERENCE FILE MAINTENANCE

To streamline and improve the accuracy of claims entry, PC-ACE Pro32 automatically fills fields on the
Claims Entry screens, based on information previously entered into the various Reference Files.

For example, when you enter a Patient Control Number (PCN) on the Professional Claim Form, all fields

related to that PCN (e.g., patient’s name, address, telephone, etc.) will automatically be filled with data
from the Patient Reference File.

For this reason, it is very important that you update all Reference Files before creating claims.

Be sure to complete the Reference Files in the following order:
1. Payer Reference File

2. Provider Reference File

3. Patient Reference File

4. Submitter Reference File

To begin editing the reference files, sign on and from the PC-ACE Pro32 Claims Processing toolbar
(Figure 4.1), click on the Reference File button (file folder).

File Wiew Security Help

Il E=lr
=
i MESE ]

|reference File Maintenance

Figure 4.1 - PC-ACE Pro32 Claims Processing Toolbar

Payer Reference File

The Payer tab of the Reference File Maintenance form provides access to maintain payer information.

Setup of the payer reference file is required to process claims. Palmetto GBA Medicare Payer IDs are
now preloaded in the software.

ADDING OR UPDATING A PAYER RECORD

1. Click the Reference File Maintenance button on the PC-ACE Pro32 main menu. The Reference File
Maintenance window will display.

2. Click on the Payer tab to display the Payer information (Figure 4.2). The central field will display a

list of existing payers (if any). Using the radio buttons just below the list, you can sort the list by Payer
ID, Payer Description, Payer LOB or Payer State.

- ol x|
PayerlD LOB | Description State | Usage 2
11001 MCA UM MEDICARE 'A'- SC/HHH Inst Onty
11202 MCB UM MEDICARE 'B-SC Frof Onky
11302 MCB  JM MEDICARE ‘B- VA Prof Only _l
11402 MCB UM MEDICARE 'B'-WV Frof Only
11501 MCA  JMMEDICARE A’ NC Inst Oniky
11502 MCB  JM MEDICARE 'B'-NC Prof Onky
=
SorBy @ PeyerlD ( PaverDescipion ( PayerLOB ( Peyer Siale
[~ ListFilter Options
@ Show all payers (no fiter applied)
(" Filter listto include Payer [Ds starting with
(" Filter listta include Payer Names smmngwrlhl or containing I Aaply
New | Vewtpdee | capy |  peee | Close !

Figure 4.2 — Reference File Maintenance, Payer Tab
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3. Determine if you plan to add a new record or modify an existing record:

a. To add a new Payer record, click the New button. You can also highlight an existing Payer and
click the Copy button to create a new record using information from an existing record.

b. To update an existing Payer record, highlight the record and click the View/Update button or
double-click on the record.

4. The Payer Information window (Figure 4.3) will display. Complete each of the following fields (the
table below has values for each of these fields):
“Payer ID,” “LOB,” “Full Description” and “Flags.” The other fields should remain empty.

Payer Information x|
Fayer 1D LOBE Receiver [0 15408 Ovenide
=]

Full Description

— Addresz & Contact Information — Flagz
I.i\ddress S oLroe I—
| Meda [
City State  Zip Usage I_

N N——

Contact Mame

Fhotie Eut Fax
- -
Erirtllink katching Descriptions | Save Lancel

Figure 4.3 — Payer Information Window

Payer ID LOB ISA08

Full Description Field Value Field Field Override

Value Value Field Value
Railroad 00882 MCB leave blank
South Carolina Part A & HHH 11001 MCA leave blank
North Carolina Part A 11501 MCA leave blank
Virginia Part A 11003 MCA leave blank
West Virginia Part A 11003 MCA leave blank
South Carolina Part B 11202 MCB leave blank
North Carolina Part B 11502 MCB leave blank
Virginia Part B 11302 MCB leave blank
West Virginia Part B 11402 MCB leave blank

5. After you have completed your additions/changes, click the Save button located on the bottom right
of the window. The system will perform an edit validation on the entered information. If you have not
completed or incorrectly completed one or more required fields, the Edit Validation Errors List will
display. This form lists all “fatal” and “non-fatal” errors that occurred. Fatal errors, indicated by a red
X, must be corrected before the system will allow you to save the information.

a. Double-click on a listed error to go to that location in the Payer Information form and make the
necessary corrections (fields with errors will be flashing red).

b. If there are no fatal errors that must be corrected now (those marked with a red X), you may close
the Edit Validation Errors List and then click the Save With Errors button on the Payer
Information form.
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DELETING AN EXISTING PAYER RECORD

To delete an existing record:

1. Click the Reference File Maintenance button on the PC-ACE Pro32 main menu. The Reference File
Maintenance window will display. Click on the Payer tab. The central field will display a list of

existing payers.

2. Highlight the desired record from the list, click the Delete button and confirm the deletion.

Provider (Institutional and Professional) Reference File

The Provider (Inst) and Provider (Prof) tabs of the Reference File Maintenance window provide access to
maintain the provider information referenced on claims. Setup of the provider reference file(s) is required
to process claims. All providers referenced on claims must be represented in the reference file(s).

ADDING OR UPDATING A PROVIDER

1. Click the Reference File Maintenance button on the PC-ACE Pro32 main menu. The Reference File
Maintenance window will display.

2. Click on either the Provider (Inst) tab for Part A providers (Figure 4.4) or Provider (Prof) tab for
Part B providers (Figure 4.5). On each of these tabs, the central field will display a list of existing
providers (if any). Use the radio buttons just below the list to sort by the options provided.

i8i Reference File Maintenance
File W%iew Reports

Patignt | Paper  Frovider [Inst] Prnwder[F'rof]IEodesJMlsc

Provider Mame Provider [D Payer 1D Pravider NP

JOMES MEMORIAL

SortBw LOB ¢ ProviderMame  (* ProviderlD Tag

i List Filker Options

% Show all providers [no filter applied) € Show only providers associated with selected provider

" Filter list to include Provider |Ds starting with I
i Filter list to include Provider Mames starting with I

Hew | Wiew/Update | Delete |

Figure 4.4 - Institutional (Part A) Provider Tab

i8i Reference File Maintenance

File Wiew Reports

F’alianll Payer | Provider [Inst)  Provider [Prof] | Codes/Misc

=lolx]

Provider (D Provider NPl | Group Label

Type | Provider/Gioup Mame

MCB Indiv | ALLEM. PALIL 34563456 22222202

MCB Solo | S0LO.JOHM O 34567830
MCB Indiv | PETERSON, JILL & E7830123 22222222

SotBy  LOB ¢ Type ¢ Provider/Group Mame % Provider D ¢ Grouplabel ¢ Tag

i List Filter Options

% Show all providers [no filter applied] € Show only providers associated with selected provider

" Filter list to include Provider [Ds starting with I
" Filter list to include Provider Names starting with I

Hew | Wiew/Llpdate | Dielete |

Lloze

Figure 4.5 — Professional (CMS-1500- Part B) Provider Tab
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3. Determine if you plan to add or modify a record:

a. To add a new Provider record, click the New button. The New Provider Options window will
display (Figure 4.6). Choose one of the options and click OK.

MNew Provider Options

Az a convenience, the new provider may inhenit the basic name and
addrezs infarmation from the currently selected provider. This facilitates
the creation of provider records which differ anly in the specification of
1D, LOB, and Payer ID fields.

* iCreate a completely new provider [all figlds blankk

{~ Inherit name/address information fram the selected provider

[ fzzociate the new provider with the selected| pravider

Select the desired option and click the '0F" button to continue.

] I Cancel

Figure 4.6 — New Provider Options Window

b. To update an existing Provider record, highlight the record and click the View/Update button or
double-click on the record.

4. The Institutional Provider (Figure 4.7) or Professional Provider (Figure 4.8) Information window will
display. Complete the fields. ZIP Codes require the full 9 digits. Post Office and Lock Boxes are not
allowed for the Provider Address. Physical Addresses must be used.

Professional Provider Information :':f x|
— - : General o | Extended nfa |
Institutional Provider Information b x|
General Info | Extended Info Provider Tppe: = Group Practice ¢ Individual in Group ¢ Solo Practice
Narne JIONES MEMORIAL NP DT, | GroupName  [MASTERS CLINIC Gioup Label ]
Addhess  [PALMERS 5T TaxlD/Tyne  [1000000 [ Last/Fist/MI [~ NFI e
| Tau Sub (D 001 Address [234 anvSTREET LN TaxID/Type ] [£
Ciy/StZip [ENYWHERETOWN [T [74123- TaronomyiType 000000000 | [s0iTe 450 UPIN
Phare [erase51212 Faw [L Caurty |— Site |— Cly/StiZip  [DALLAS W [ratzz__ Specialy 010 TypeOig
Contact  [COMTACT M&ME HERE Phone [io7215851212 Fax [(972) 5551213 Tasonomy HOOEOGO0
Provider ID /Mo, IW LoB IW Contact [MASTERS CLINIC CONTACT Acoept Assign? IA_ Participating? |v_
Fayer D l— fieg l_ Include In Lookups? I_ Group ID/Ma,  [=0000 LOE I Signature Ind IY_ Date |03/1541 3|34_
Payer ID Tag Pravider Roles:  Biling [Y  Fendering [N
Remarks Frovider &ssociations: Select Hane
=] [1oB [Frowider 1o [ Provider Name - Remarks Provider Associations Select Hone: |
;I LOB  |Provider ID Provider/Group Mame
El = =
Save LCancel Save Cancel
Figure 4.7 - Institutional Provider Window Figure 4.8 — Professional Provider Window

Note: Professional field requirements will vary based on the Provider Type chosen (radio buttons at
top of window). Part B — Set up Group Practices before adding Individuals in Group.

5. After you have completed your additions/ changes, click the Save button located on the bottom right
of the window. The system will perform an edit validation on the entered information. If you have not
completed or incorrectly completed one or more required fields, the Edit Validation Errors List will
display (Figure 4.9). This form lists all “fatal” and “non-fatal” errors that occurred. Fatal errors,
indicated by a red X, must be corrected before the system will allow you to save the information.
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Edit ¥alidation Errors List

> Prowvider LOE Is Required
» Imvalid National Frovider [0 (o=
# Tax D Must Be 3-Position Numeric
Invalid Provider Taxonomy Code (i)

Double-click emor to jump to the coresponding field.

> Indicates that emor must be corected before saving.

Figure 4.9 — Edit Validation Errors List

a. Double-click on a listed error to go to that location in the Provider Information form and make
the necessary corrections (fields with errors will be flashing red).

b. If there are no fatal errors that must be corrected now (those marked with a red X), you may close
the Edit Validation Errors List and then click the Save With Errors button on the Provider
Information form.

DELETING AN EXISTING PROVIDER RECORD

Important Note: Claims are linked to provider records by an internal control number. Deleting a
provider record will irrevocably break any such links that may exist in claims in the system.

To delete an existing record:

1. Click the Reference File Maintenance button on the PC-ACE Pro32 main menu. The Reference File
Maintenance window will display.

2. Click on either the Provider (Inst) tab or Provider (Prof) tab. On each of these tabs, the central field
will display a list of existing providers.

3. Highlight the desired record from the list and click the Delete button. The Provider Deletion
Confirmation will display (Figure 4.10) and outline alternatives.

Provider Deletion Confirmation § il

Claimz are linked to provider records by an internal control number. Deleting this
provider will irevocably break these links on all claims that reference this provider.
Click the 'Check Uzage' button for a count of affected claims.

Conszider the following options before deleting the provider recard:
Option 1 - If the pravider is naot referenced on arw claims, it may be zafely deleted.

Option 2 - |f the pravider is referenced on one or more claime, conzsider modifying
the provider information rather than deleting it altogether. Refrain fram modifying the
ID* or 'LOB' figlds.

Option 3 - |f the provider is no longer in uze, set all 'Provider Raoles' flags to "N". The
pravider will remait on file, but will no longer be available from any of the claim entry
loakup lists.

Do pou il weant bo delete the zelected provider record?

Check Usagel oK | [ Cancel

Figure 4.10 - Provider Deletion Confirmation Dialog Box

4. Ifyou determine that you still want to delete the selected provider, click OK.

Patient Reference File

The Patient Reference File maintains all necessary general patient information, as well as primary, secondary,
and tertiary insured details. Patient information that has been entered in the Patient Reference File is
available for lookup during claim entry.
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Note: To assist you in completing field entries accurately, “fly-over hints” display when you stop your
mouse/cursor over a field.

ADDING OR UPDATING A PATIENT RECORD

1. Click the Reference File Maintenance button on the PC-ACE Pro32 main menu. The Reference File
Maintenance window will display (Figure 4.11).

I8l Reference File Maintenance 1ol x|

File ‘iew Reports

Patient | Payer I Provider [Inst]l Provider [F'rof]l Codes/Misc

Last Name First Mame Ml LOB ;I
JOHN B 7. a

SortBy: ¢ Patient PCN (" Patient Name

r— Lizt Filker Dptions
{* Show all patients [no filker applied)

™ Filter list to include Patient PCHs starting with I
™ Filter list to include Patient Mames starting with I

MHew | Eiew.-"Updatel Delete | EIanofCarel LClose |

Figure 4.11 - Reference File Maintenance Form, Patient Tab

2. Click on the Patient tab (the reference file will always open on the previously displayed tab). The
central field will display a list of existing patients (if any). Using the radio buttons just below the list,
you can sort the list by Patient PCN or Patient Name.

3. Determine if you plan to add a new record or modify an existing record:

a. To add a new Patient record, click the New button.
b. To update an existing Patient record, highlight the record and click the View/Update button or
double-click on the record.

4. The Patient Information window (Figure 4.12) will display. Complete the fields on each of the Patient
Information tabs.

Patient Information x|
General Information | Extendedlnfol Frimary Insured [Inst]l Frimary Insured [Prof]l Secondal}llnsuredl 1 | ’l
Lazt Mame Firzt Mame Ml Gen Patient Contral Mo [FCH) |
— Patient &ddress — Patient Status

Address Active Patient IY_ Discharge Status l_
: Sex I_ Death [nd I_

I L I P

City State Zip DiZiE = Ll =S
I I I - I arital Status I_ Signature On File I_ I_
Country  Phone Emplovment Status I_ Releaze of Info I_

|l_]_-_
StdentStatus | ROIDate |_/_/
Motes
CBSA Cod I
;I ode

Save LCancel

Figure 4.12 - Patient Information, General Information Tab
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General Information Tab — Enter general patient information such as the patient’s name,
address, birth date and various status flags.

Extended Info Tab — Enter extended patient information such as information on the patient’s
legal representative (Professional claim use only).

Primary Insured Tab(s) (Inst and/or Prof) — Enter payer, insured and employer information for
the primary Institutional (Part A) and/or Professional (CM-1500 — Part B) payer(s). If your
system is set up for both Institutional and Professional claim activities, then you will have the
option to enter separate Institutional and Professional insured information.

Secondary and Tertiary Insured Tabs (click on the right arrow at the right of the tabs to
view the Tertiary Tab) — See the Primary Insured Tab, above, for details.

5. After you have completed your additions/changes, click the Save button located on the bottom right
of the window. The system will perform an edit validation on the entered information.

6. If you have not completed or incorrectly completed one or more required fields, the Edit Validation
Errors List will display (Figure 4.13). This form lists all “fatal” and “non-fatal” errors that occurred.
Fatal errors, indicated by a red X, must be corrected before the system will allow you to save the
information.

a.

b.

Edit ¥alidation Errors List

> Fatient Last Name |s Required
Inwalid Primary Payer ID (Mot On File, Mot Unigue, Or Restricted Use)
Primary Payer Name |s Required
Frimary Payer LOE |z Required
Frirmary Insured Last Name |5 Reguired
Primary Insured 1D |s Required

Double-click error to jump to the conesponding field.
7 Indicates that emor must be corected before saving.

Figure 4.13 - Edit Validation Errors List

Double-click on a listed error to go to that location in the Patient Information form and make the
necessary corrections (fields with errors will be flashing red).

If there are no fatal errors that must be corrected now (those marked with a red X), you may close
the Edit Validation Errors List and then click the Save With Errors button on the Patient
Information form.

DELETING AN EXISTING PATIENT RECORD

To delete an existing record:

1. Click the Reference File Maintenance button on the PC-ACE Pro32 main menu. The Reference File
Maintenance window will display with the default tab, Patient, displayed. The central field will
display a list of existing patients.

2. Highlight the desired record from the list, click the Delete button and confirm the deletion.

Codes/Misc

The Codes/Misc tab (Figure 4.14) of the Reference File Maintenance form provides access to many of
the core PC-ACE Pro32 reference files. The reference file buttons are grouped under Shared (files used
by both Institutional and Professional), Institutional only, and Professional only.
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ifi Reference File Maintenance

File “iew Reports

F‘atientl Payer I Provider [Inst]l Pravider (Frof]  Codes/Misc |

— Shared

DATA COM |
HCPCS |

— Institutional

TOB

CON/OCCASPAML |
REVEMLE CODE |

— Erofessional

POS

CHARGES MASTER |
SPECIALTY |

=101

MODIFIERS |
IC0g |
PHYSICIAN |
FACILITY |
MISC AMSI |

LCloze |

Figure 4.14 - Reference File Maintenance, Codes/Misc Tab

Many of the reference files require setup before use, while others are optional.

Submitter Reference File (Codes/Misc, Shared)

Submitter information in PC-ACE Pro32 is maintained from the Submitter Setup form for Institutional
(Part A) and Professional (CMS-1500 — Part B) claim types. Information from the Submitter
Reference File is required during preparation of Electronic Media Claims (EMC) files. At least one
default submitter record (LOB = <<All>>) must be available before claims can be prepared. Additional
LOB-specific submitter records may also be created if required.

ADDING OR UPDATING A SUBMITTER RECORD

1. Click the Reference File Maintenance button on the PC-ACE Pro32 main menu for the Reference
File Maintenance window.

2. Click the Codes/Misc tab.

3. Under the Shared list, click the Submitter button. The Submitter Setup window will display (Figure
4.15).

ili Submitter Setup =1of x|
Claim Type: % Institutional " Pmfessional
LOB Submitter IDEIN | Submitter Name ;I
ABCOM3SBCD SUBMITTER MAME

Mew | Wiew/Update | LCopy | Delete |

Cloze |

Figure 4.15 - Submitter Setup Window

4. Choose the appropriate Claim Type. Institutional for Part A claims and Professional for Part B
claims.
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5. Please do not update the default Submitter record. Select New to configure your Submitter

information.

6. The Institutional or the Professional Submitter Information window will display.
a. Institutional Submitter Information (Figure 4.16)

Xl
General | Prepare | ANSI Info | NS Info (2)
1

Pl > ovo subrter nformation X

General Prepare ]A.NSI Info | ANS Info (2) |

il

o | B . tional submitter nformation x

Include Error Claims -
Name | General | Prepare ANSI Info | ANSI Info (2)]

addess | EMC OutputFomat  SubmiterIntchg 1D Qual || Acknowledoment Requested |

City
Phone:

Comest | EMCRe [

Submission Status

[ ANS|Version (837)  Receiver Intchg ID Qual [
[ AMNS! Version (270]  Autharization Info

__J_  ANSIVersion (276)  SecurityInfo

Additional Submitter EDI Contact Information [(Number & Type)] -
|
#2 |
#3 |

]

ﬁaveltancell

Figure 4.16 - Institutional Submitter Setup Window

i. Complete all fields on the General tab, except EIN.

ii. On the Prepare Tab, enter “N” in the Include Error Claims field. Enter “P” in Submission Status
field. Enter “A” in the EMC Output Format field. The ANSI Version (837) is prefilled with
005010A2. All other fields on this tab should be left as defaulted.

iii. On the ANSI Info tab, enter “28” in the Submitter Intchg ID Qual. and Receiver Intchg ID Qual.
fields. The Acknowledgement Requested field must contain “1.”

iv. No updates required on the ANSI Info (2) tab.
b. Professional Submitter Information (Figure 4.17)

x
General | Prepare | ANS Info | ANSI Info (2) '
P 'ccona submiter nformation 2 x|
General Prepare | ANSI Info | ANSI Info (2) | .
0 e o T — x
Name [ General | Prepare AN Info | ANSI Info (2)

Address | EMC OuputFory  SubmiterlnichglDQual | Acknowledgment Requested |

Phone |[_]‘ ANS| Version (270 Security Info I

Contact [ ANSIVersion (276

Submission Status

| ANS| Ver (837 Pro  Receiver Intchg ID Qual ||

I ANS| Ver (837 Der  Authorization Info |

EMC File [ Addtional Subsmiter EDI Contact Infomation (Number & Type]

# | [

2 | [ |

|®] [
save | Concel |

Figure 4.17 - Professional Submitter Setup Window
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i. Complete all fields on the General tab.

ii. On the Prepare Tab, enter “N” in the Include Error Claims field. Enter “P” in Submission Status
field. Enter “A” in the EMC Output Format field. The ANSI Version (837 Prof) is prefilled with
005010A1. All other fields on this tab should be left as defaulted.”

iii. On the ANSI Info tab, enter “27” in the Submitter Intchg ID Qual. and the Receiver Intchg ID
Qual. fields. The Acknowledgement Requested field must contain “1.”

iv. No updates required on the ANSI Info (2) tab.

7. After you have completed your additions/changes, click the Save button located on the bottom right
of the window.

8. During the submitter save operation, an edit validation process is performed on all submitter record
files. If no edit validation errors occur, the submitter record is saved. If one or more edit validation
errors occur, the Edit Validation Errors List will display. This form lists all “fatal” and “non-fatal”
errors that occurred.

If any fatal errors exist, you must correct them before the submitter record can be saved. If only non-
fatal errors exist, you can either correct the errors or save the submitter record with errors. Click on
Save with Errors to save a submitter record with non-fatal errors. Several Save attempts may be
required to correct and save a “clean” submitter record.

DELETING AN EXISTING SUBMITTER RECORD

To delete an existing record:

1. Click the Reference File Maintenance button on the PC-ACE Pro32 main menu. The Reference File
Maintenance window will display.

2. Click the Codes/Misc tab.

3. Under the Shared list, click the Submitter button. The central field of the Submitter Setup window
will display a list of existing submitters.

4. Highlight the desired record from the list, click the Delete button and confirm the deletion.

Data Communications Reference File (Codes/Misc, Shared)

Note: This reference file is not used.

HCPCS Reference File (Codes/Misc, Shared)

Note: This reference file does not apply to Institutional Claims.

The HCPCS Codes form provides access to maintain the HCPCS codes used in the PC-ACE Pro32
software. Separate database files are used to maintain “global” and “local” HCPCS codes. You can add
and maintain global and local HCPCS. Select the Global codes or Local codes radio button to display the
desired list.

You can list all codes by clicking the top option under List Filter Options. You can also filter the HCPCS
code list to include codes starting with a particular value, descriptions starting with particular value, or
descriptions containing particular value. Some HCPCS Codes are preloaded into Palmetto GBA’s Pro32
Software.

ADDING OR UPDATING A HCPCS CODE

1. Click the Reference File Maintenance button on the PC-ACE Pro32 main menu. The Reference File
Maintenance window will display.

2. Click the Codes/Misc tab.
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3. Under the Shared list, click the HCPCS button. The HCPCS Codes window will display (Figure
4.18).

f#i HCPCS Codes -0l x|

Liztincludes: & Global codes ¢ Local codes

|HCPCS Code |HCPCS Description A|

r— List Filter Dptions
= Show all codes [no filter applied)

* Filter list to include codes starting with |’1
£ Filter ligt to include descriptions starting with I [up to firgt B characterg)

= Filker ligt to include descriptions containing I Apply |
Hew | Eiewx’Updatel Delete | Cloze |

Figure 4.18 - HCPCS Codes Window

4. Choose Global Codes or Local Codes from the radio buttons at the top of the window.
5. Determine if you plan to add or modify a code:
a. To add a new code, click the New button.

b. To update an existing code, highlight the code and click the View/Update button or double-click
on the code.

6. The HCPCS Code Information window (Figure 4.19) will display. Complete the fields. Enter the
effective date range using a 4-digit year format.

HCPCS Code Information X

Caode Dezcription
IDDEH S HEABT FAILLUIRE COMPOSITE

Effective Date Range
|D1fu1fznn4 thrus |_£_£

QK I Cancel

Figure 4.19 - HCPCS Code Information Window

7. After you have completed your additions/changes, click the OK button located on the bottom right of
the window.

DELETING AN EXISTING HCPCS CODE
To delete an existing code:

1. Click the Reference File Maintenance button on the PC-ACE Pro32 main menu. The Reference File
Maintenance window will display.

Click the Codes/Misc tab.
Under Shared, click the HCPCS button. The HCPCS Code window will display.
Choose Global Codes or Local Codes from the radio buttons at the top of the window.

wokwn

Highlight the desired code from the list, click the Delete button and confirm the deletion.
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Physician Reference File (Codes/Misc, Shared)

Note: This reference file does not apply to Institutional Claims.

The Physician Setup form provides access to maintain the optional Physicians reference file. The list of
physicians (and associated NPIs and address information) is made available via lookups to speed the
claims entry process. The Physician Setup can be sorted by Name or Physician ID

ADDING OR UPDATING A PHYSICIAN RECORD

1. Click the Reference File Maintenance button on the PC-ACE Pro32 main menu. The Reference File
Maintenance window will display.

2. Click the Codes/Misc tab.
3. Under the Shared list, click the Physician button. The Physician window will display (Figure 4.20).

i Physician Setup =10l x|
Physician [0 Type |Phyzician NPl | Physician Mame -

Sort By ¢ Mame [Last, First, MI] &% Physician D
r— List Filter Options

% Show all physicians [no fiker applied)

= Filter list ta include Physician 1Dz starting with I
= Filter list to include Physician Mames starting with I

Hew | Wiew/lpdate | Delete | LCloze |

Figure 4.20 - Physician Setup Window

4. Determine if you plan to add or modify a record:
a. To add a new record, click the New button.
b. To update an existing record, highlight the record and click the View/Update button or double-
click on the record.

5. The Physician Information window (Figure 4.21) will display. Complete the fields.

Physician Information x|
Phyzician 1D 4 Tupe
Phwsician's Lazt Mame First Mame Ml Suffis
Address
Ciby State  Zip Fhone

| [
Federal Tax 1D / Type MHFI

r 1 r
I?I LCancel

Figure 4.21 - Physician Info
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6. After you have completed your additions/changes, click the SAVE button located on the bottom right
of the window.

DELETING AN EXISTING PHYSICIAN RECORD

To delete an existing record:

1. Click the Reference File Maintenance button on the PC-ACE Pro32 main menu. The Reference File
Maintenance window will display.

2. Click the Codes/Misc tab.

3. Under Shared, click the Physician button. The central field of the Physician Setup window will
display a list of existing records.

4. Highlight the desired record from the list, click the Delete button and confirm the deletion.

Facility Reference File (Codes/Misc, Professional)

The Facility Setup form provides access to maintain the optional Facility Reference file. You may enter
Facility records for each frequently referenced facility if desired. The facility reference file is available as
a lookup list from the Extended Patient/General Tab on the Professional Claim Form.

ADDING OR MODIFYING A FACILITY RECORD

1. Click the Reference File Maintenance button on the PC-ACE Pro32 main menu. The Reference File
Maintenance window will display.

2. Click the Codes/Misc tab.

Under the Professional list, click the Facility button. The Facility Setup window will display (Figure
4.22).

i8i Facility Setup E =]
Facility [0 Type |Facility NP Facility Marme -
Sort By Facility Mame  (* Facility [D
Hew | Wiew/lpdate | Delete | LCloze |

Figure 4.22 - Facility Setup Window

4. Determine if you plan to add or modify a record:
a. To add a new record, click the New button.
b. To update an existing record, highlight the record and click the View/Update button or double-
click on the record.

5. The Facility Information window (Figure 4.23) will display. Complete the fields. ZIP Codes require
full 9 digits.
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Facility Information 5 x|
Faciity ID/Type | |
Facility M ame I
Address I

|
Cip/stzip | [

Facility Type I
TaxlD/Type | [ we

Save I LCancel |

Figure 4.23 - Facility Information Window

6. After you have completed your additions/changes, click the Save button located on the bottom right
of the window.

DELETING AN EXISTING FACILITY RECORD
To delete an existing record:

1. Click the Reference File Maintenance button on the PC-ACE Pro32 main menu. The Reference File
Maintenance window will display.

2. Click the Codes/Misc tab.

3. Under Professional, click the Facility button. The central field of the Facility Setup window will
display a list of existing records.

4. Highlight the desired record from the list, click the Delete button and confirm the deletion.

Charges Master Reference File (Codes/Misc, Professional)

The optional Charges Master Setup form provides access to maintain the Charges Master reference file. If
you choose to use this optional reference file, it should be set up to include only those procedure codes
that are to be used by the billing office (rather than the entire HCPCS code universe). Using a Charges
Master reference file will reduce the size of the HCPCS code lookup lists during claim entry, which
promotes accuracy and enhances productivity. A dollar amount may also be assigned to each entry. This
value is automatically brought forward to the claim line item Charges field when a valid Charges Master
code is entered during claim entry.

You can list all Charges Master codes by clicking the top option under List Filter Options. You can also
filter the Charges Master code list to include codes starting with a particular value, descriptions starting
with particular value, or descriptions containing particular value.

ADDING OR MODIFYING A CHARGES MASTER CODE

1. Click the Reference File Maintenance button on the PC-ACE Pro32 main menu. The Reference File
Maintenance window will display.

2. Click the Codes/Misc tab.

3. Under the Professional list, click on the Charges Master button. The Charges Master Setup window
will display (Figure 4.24).
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i Charges Master Setup - 18] |
Code LOB  |PayerlD Description Charges -

r— List Filker Optiong
% Show all codes [no filter applied)

= Filter list ta include codes starting with I
= Filter list to include descriptions starting with I [up to first 5 characters)

= Filter list ta include descriptions containing I Apply I
Hew | Eiew#Updatel Delete | LCloze |

Figure 4.24 - Charges Master Setup Window

4. Determine if you plan to add or modify a code:
a. To add a new code, click the New button.
b. To update an existing code, highlight the code and click the View/Update button or double-click
on the code.

5. The Charges Master Information window (Figure 4.25) will display. Enter a valid HCPCS code or
right-click in the Code field to select a code from the master HCPCS code reference file.
Enter/change the desired Charges value.

Charges Master Information |

LOE: Im 'l Payer 10: I [blank = all payers]
Code: I

Drescription:; I

Charges: I_D.DEI

0k I Cancel

Figure 4.25 - Charges Master Information Window

6. After you have completed your additions/changes, click the OK button located on the bottom right of
the window.

7. Close your Reference File Maintenance tab, which will return you to the PC-ACE Pro32 Claims
Processing System toolbar. From menu options at the top of the toolbar, click File and then
Preferences.

8. The Preferences window will display (Figure 4.26). If you are using the HCPCS Reference file, click
once on “Use Charge Master reference file for Professional procedure code lookups.”
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Preferences

General |Elaim Ligt Elaimlmpu:urtl F'rintingl Data Eu:umml Mizc I

— General Preferences

v Automatically tab at maximum figld length during data entry

[¥ Tab key jumps bebween contrals with edit emors when displayed

[¥ Enable flashing notification method far comtrals with edit erors

¥ “wamm on close when defered claims tasks are scheduled

v Show descriptive fisld hints on claim and reference fils forms

[~ Preszent claims with emrors for immediate editing duing process mins

[+ illze Charge Master reference file for Professional procedure code lookups

[ Interpret Enter key as save request on claim entry and other editable forms

v Automatically dizplay Edit W alidation Errar List when saving a claim that containg srars
v Automatically prompt for selection of non-unique Payer, Provider, and Physician 1D
[~ Automatically focus an Patient PCM field for new [nstitutional hand-keped claims

[~ Automatically focus on Patient PCM figld far new Professional hand-keyed claims
[~ Auto-populate zero service line Units value to 1 during Professional claim enty

[~ Skip over line item Service Thiu Date field during Institutional claim enty

[T Uze the Physician reference file for Professional purchased services lookups

[ Include only Bevenue Codes with non-zero charge amounts in lookups

[+ Enable service line Tatal Charges auto-calculations during [nstitutional claim ento

O, I Cancel

Figure 4.26 —Preferences Window

9. Click the OK button.

DELETING AN EXISTING CHARGES MASTER CODE

To delete an existing code:

1. Click the Reference File Maintenance button on the PC-ACE Pro32 main menu. The Reference File
Maintenance window will display.

2. Click the Codes/Misc tab.

3. Under Professional, click the Charges Master button. The central field of the Charges Master Setup
window will display a list of existing codes.

4. Highlight the desired code from the list, click the Delete button and confirm the deletion.
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SECTION 5 - INSTITUTIONAL (PART A)
CLAIMS PROCESSING

Once your reference files have been established you can begin claims processing. The Institutional
Claims Processing option on the PC-ACE Pro32 main menu (button highlighted in Figure 5.1) gives you
access to the Institutional Claims Menu (Figure 5.2).

i#i PC-ACE Pro32 Claims Processing Syste o ]
File ‘Wiew Security Help

Institutional Claims Processing

Figure 5.1 — PC-ACE Pro32 Claims Processing Menu

i8i Institutional Claims Menu |
File Miew Attachments  Mainkain

Process Claims Prepare Claims

Figure 5.2 — Institutional Claims Menu

From the Institutional Claims Menu the following operations are available:

¢ Import Claims from a print file. (Note: Claim importing is not supported. Refer to on-line help for
information.)

Enter Claims manually.
List Claims to maintain existing claims from a comprehensive list.

Process Claims, imported or reactivated, automatically.

* & o o

Prepare Claims into an EMC file for transmission.

Using the Institutional Claim Form

The Institutional Claim Form has been designed to provide a data entry flow resembling that of the printer
Institutional UB92 (HCFA-1450) claim form, as well as the enhanced CMS-1450 (UB-04) Institutional/
Professional claim form. The following information will help you as you complete the claim form.
¢ To move between the six major claim form sections, click on the associated tabs or press the

IPAGE UP| and PAGE DOWN]| keys.
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¢ To move through the claim form fields, you can click on a field to activate it, or you can press the
key to move from field to field in a predefined sequence (generally left-to-right and top-to-bottom).
Use the UP ARROW and DOWN ARROW keys to move up and down through the claim form fields.

¢ Many fields will have either a fixed-list (established set of values) or a variable-list (values selected
from reference files) lookup. To access the lookup list, move your cursor over the field and right-click
to display a pop-up menu. You can also click in the field and press [F2. Select the appropriate value
from the list and it will automatically be entered in the claim form field.

¢ Ifyou inadvertently make a change to a field, you can press [ESC], which will “un-do” the change and
restore the field’s original value.

¢ “Fly-over” hints provide a brief description of a field’s purpose. They become visible when the
mouse/cursor pauses over the field.

¢  When the focus leaves a particular field (for example, when you press the key or click on a new
field), an edit validation is performed on the field losing the focus. Edits performed at this time are
referred to as “field-level” edits. If a field-level edit error occurs, an audible tone will sound and the
error message will display in the lower left corner of the claim form. In addition, the focus will
remain on the field with the error so that you can correct the problem if desired. If you choose not to
correct the data at this time, simply press again to move to the next field.

Entering Institutional Claim Data

To enter Institutional claims into the PC-ACE Pro32 system:

1. Select Enter Claims from the Institutional Claims Menu. The Institutional Claim Form will display
(Figure 5.3).

Institutional Claim Form x|
Patignt Info & Codes I BEilling Line Itemsl Paper Infol Diagnoziz/Procedure | Diag/Froc [2]| Extended Generall Ext. General [2]| Extended F'a_l,lerl
LOB [MCA FL1 | FL2 | PatientContolNo. | Type of Bill |

Patiert Last Mame First M ame Ml Suiffis Fed Tax ID Staternent Covers Period
| | [ ] | SRV -
Fatient Address 1 Patient Address 2 Patient City State  PahentZip  Country  Patient Phone
| | | [ T o Fsl
Bithdate  Sex M5 Admizzion HR Type SEC D HR Stat  Medical Record Mo Condition Codes
[ Te——rrrrrr T TTT T T T
Oceunence Occunence Oceunence Oceurence Occurrence Span Occurrence Span
Code  Date Code  Date Code  Date Code Date Code  From Thiu Code  From Thiu

oo oo o o oo o —
T o o e o

Walue Walue Walue Walue Walue Walue
Code  Amount Code  Amount Code  Amount Code  Amount Code  Amount Code  Amount
] | e g ] ey | | —
— o r—rr—rr—rr—

Save | LCancel |

Figure 5.3 — Institutional Claim Form, Patient Info & Codes Tab

2. Begin entering patient and code data, using your cursor or the key to move through the fields.

Note: Many fields on this and subsequent tabs will fill automatically as other fields are completed,
with information pulled from the reference files. For example, when you enter a Patient Control
Number, the patient’s name, address, etc. will automatically fill the appropriate fields.

If any of the automatically entered information is incorrect, it cannot be changed from this tab.
You must exit the Claim Form and make the necessary change(s) directly to the proper reference file.
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3. Fields that require free-form text are shown on the tab as Form Locator buttons (e.g., FL1). To enter
information into these fields:

a. Click the FL1 button and the “Form Locator 1 popup window will display.

b. Type in the relevant information. Press to start a new line if needed.

c. When you have completed your entry, press to close the popup window.

d. Follow the same steps with each Form Locator button on the tab to complete the field entries for
this portion of the claim form.

4. When you have completed entering information into the Patient Info and Codes tab, click on the
Billing Line Items tab to display that section of the claim entry form (Figure 5.4).

Institutional Claim Form x|
Patient Info & Codes  Biling Line Items | Payer Infol Diagnosis.-"F'roc:edureI Diag/Proc [2]| Extended Generall Ext. General [2]| Extended F'a_l,lerl
Line Item Detais | Extended Details Line 1) | Ext Details 2 (Line 1] |
42 44 44 - Modifiers 44 45 - Service Date 46 47 43
LM Rew.Cd. HCPCS 1 2 3 4 Fiate From Date  ThruDate  Units/Days Total Charges Mon-Cov Charges
1 | FT T | — | _ /=
2 [ [T T ] ! — | _ =l
I
4 | [T T | — | —
s T 1
s [ T T 1T —o—
28 S N I R e 2y 2y e ey 5
o [ T T T T —— o =~
Recalculate | Tatals: I 0.00 I 0oo
Save | LCancel |

Figure 5.4 — Institutional Claim Form, Billing Line ltems Tabs
To enter a new line, you can enter data into each field of the line, or to facilitate your entry, you can:
a. Duplicate all the fields from the previous line by pressing [F5|.
b. Duplicate a single field from the previous line by clicking in the selected field and pressing [F4|.
c. Delete an entire line by pressing [F7.
Note: Claim lines are automatically re-sequenced by Revenue Code when a claim is saved.
5. When you have completed line item entries, click the Recalculate button located near the bottom of

the tab adjacent to the Totals field. This will recalculate and update the Total Charges and Total Non-
Covered Charges fields from the current claim line item charges values.

6. When you have finished with the information on this tab, click on the Payer Information tab to
display that section of the claim entry form (Figure 5.5).
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Institutional Claim Form x|
Patient Info & Codes | Biling Line ltems ~ Payer Info | Diagnosis/Frocedure | Diag/Proc (2] | Extended General | Ext. General (2] | Estended Payer |
Sub  Payer D Payer Mame Fravider No ROl AOB Prior Payments  Amount Due

O | [ |_ |_ [ om0 [ 000 Clea F'ayerl

m [ [ [T [———_ Cea F'ayerl

m [ [ [T ] — | — Clear F'ayerl

Due From Patignt >> 0.00 I 0.00

F.Rel Insured's Last/Org Mame First Mame Ml Suffix Inzured's |0 Group Mame Group Mumber
[ | [ | |

[ | [ | |

[ | I | |

Authorization Code / Type ESC Employer Marne

[ [ ]

[ [ L]

[ [

Save | LCancel

Figure 5.5 - Institutional Claim Form, Payer Information Tab
7. Begin entering payer data. Fields that require free-form text are shown on the tab as Form Locator
buttons (e.g., FL56). To enter information into these fields:
a. Click the FL56 button and the “Form Locator 56 popup window will display.
b. Type in the related information. Press to start a new line if needed.
c. When you have completed your entry, press to close the pop-up window.
d

Follow the same steps with each Form Locator button on the Payer Information tab to complete
the field entries for this portion of the claim form.

8. When you have completed all of the fields on the Payer Information tab, click on the
Diagnosis/Procedure tab to display that section of the claim entry form (Figure 5.6).

Institutional Claim Form x|
Patient Irfo & Eodes' Billing Lire: Itemsl PayerInfo - Diagnasis/Pracedure | Diag/Proc [2]| Extended Generall Ext. General [2]| Estended F'ayerl
D¥%APC Principal Diag. Other Diagnosis Codes [1-17)
| | | | | | | | |
| | | | | | | | |
Admitting Diagnosiz Fatient's Reazon Faor Visit Codes [1 - 3] External Cauze of Injury Codes (1 - 3] FPS/DRG
| | | | | | |
Frincipal Proc Code/Date Other Procedure Codes/Dates (1 - 5) NPl Exempt POA Tupe COB? HH. CRE?
[ [~ — (A —— [ [ [
| s s [+
Remarks Supporting Provider Information
:I Type Last/Org Marne First Marne bl Suffis Frovider IDs # Types
frr | [ I .
o7 | [ I I I
o P [ I I I

Save | LCancel |

Figure 5.6 — Institutional Claim Form, Diagnosis/Procedure Tab

9. Enter data into blank fields.

10. Enter a “Y” in the COB? field if you have COB-related information.

Note: Entering a “Y” in this field will generate two new sub-tabs to the Extended Payer tab (COB
Info Primary and COB Info Secondary, Figure 5.7) and one new sub-tab to the Billing Line Items tab
(MSP/COB, Figure 5.8). This information is required on all Medicare claims where Medicare is not
the primary payer.
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Patient Infa & Codes | Biling Line ltems | Payer Infa | D

Frimary Payer | Secondary Payer | Tertiary Payer {C
- Claim Adjustments / COB

x|

] x|
ure | Disg/Proc (2) | Extended General | Est. General (2] Etended Payer |

ecl General | Ext, General 2] Extonded Payer |

Patient Infa & Codes | Biling Line ltems | Payer Info | Disgnasis/Procedue | DisarProc (@) €

COB Info [Secondam | Primary Payer | Secandan Payer | Tettiary Payer | COB Info [Primay) { CE TG {§50ndsii]
MI& - MOA Infomation [AHS1837 O] [~ Claim Adustments ¢ COB Amounts / bIA - MOA Information (ANS1-837 D]
erks [CAS) COB / MI& /MO Amounts Claim Level Adjustments CAS] COB / MI& / MOA Amounts

p Reason  Amount Units Mum Code — Amount Num Group Fieason  Amount Urits Hum Code  Amount

 — = [ —_ = N
— [ — -3 I — 2 I I — — o [ ——
s ——

Medicare Inpatient &djudication (MI4] Remarks Codes Medicare Inpatient Adjudication (MIA] Remarks Codes

icare Outpatient & djudication (MOA) Remarks Codes Medicare Outpatient Adjudication (MO4] Remarks Codes

Claim Adjudicstion Date [_/_/__ Claim Adiadication Date |77
Save Lancel Save Lancel
Figure 5.7 — COB Info Primary Sub-Tab Figure 5.8 — MSP/COB Sub-Tab
¢ Two distinct levels of Coordination of Benefits reporting are supported: Claim-Level COB

Reporting — Remittance data that is not specific to a particular service line is reported at the claim
level. The claim form provides claim-level COB fields for both the primary and secondary
payers. These fields are located on the COB Info (Primary) (Figure 6.10) and COB Info
(Secondary) sub-tabs of the Extended Payer/Insured tab.

Line-Level COB Reporting — Remittance data specific to a particular service line is reported at
the line level. The claim form provides a set of line-level COB fields for each service line. These
fields are located on the MSP/COB sub-tab of the Billing Line Items tab (Figure 6.11). This sub-
tab tracks the currently selected service line in the same manner as the other extended line item
sub-tabs. The current service line is identified in the sub-tab caption (e.g., Line 4).

The claim-level COB data is entered on the “COB Info (Primary)” and “COB Info (Secondary)” sub-
tabs of the Extended Payer/Insured tab. The purpose and use of the various field groups on these sub-
tabs are as follows:

*

Common Payer MSP Information — This field group exists primarily to provide a bridge between
the MSP/COB reporting standards defined in the older NSF format and those defined in the ANSI
/ X12 implementation. Only the amount “Paid” by primary payer, amount “Allowed” by primary
payer, the “Insurance Type”, “OTAF”(Obligated To Accept In Full Amount) if applicable, “Zero
Payment Ind” and “Claim Adjudication Date” fields are actually needed to process MSP/COB
claims in PC-ACE Pro32.

Claim-Level Adjustments (CAS) — Permits entry of one or more claim-level adjustments as
reported by the payer. Adjustments are defined by a specific “Group” code and “Reason” code
combination. Enter these codes manually or select them from the available lookup lists. Each
claim-level adjustment must specify a non-zero “Amount” value and may also specify an optional
“Units” value.

COB / MOA Amounts — Permits entry of various general claim-level COB amount values as well
as amount values defined specifically for Medicare Outpatient Adjudication (MOA) use. Enter or
select the “Code” which defines the amount type to be reported, and enter the corresponding
“Amount” value.

Medicare Outpatient Adjudication (MOA) Remarks Codes — Permits entry of up to 5 remarks
codes for Medicare Outpatient Adjudication (MOA) use. These optional codes may be entered
manually or selected from the available lookup list.

Claim Adjudication Date — Permits entry of the date on which the payer adjudicated the claim.
This date is typically required at either the claim or line level.

The line-level COB data is entered on the MSP/COB sub-tab of the Billing Line Items tab (Figure
6.11). The purpose and use of the various field groups on this sub-tab are as follows:

L

Service Line Adjudication (SVD) Information — Permits entry of one or more Service Line
Adjudication (SVD) lines as reported by the payer for the current service line. The “P/S” field
identifies the payer (primary/secondary) reporting this line adjudication notice. The procedure code
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and modifier fields identify the specific procedure being adjusted. The practice of procedure code
“bundling” and “unbundling” utilizes these fields to provide specific information regarding how the
payer has grouped the procedures for payment. The “Paid Amount” indicates the amount the payer
has paid on this procedure. The “Paid Units” value permits reporting of payments for less than the
originally billed units. Finally, the “B/U Line” field identifies the service line on the original claim
to which this SVD line applies. This reference identifier should be included on the remittance,
and is primarily used in scenarios where procedure code bundling/unbundling has occurred.

Line Adjustment (CAS) & Miscellaneous Adjudication Info — Permits entry of several additional
Service Line Adjudication (SVD) fields for the current SVD line. The fields in this control group
track the currently selected SVD line. The control group’s caption indicates the current SVD line
(e.g., “(for SVD 1 above)”).

Line-Level Adjustments (CAS) — Permits entry of one or more line-level adjustments as reported
by the payer for the current Service Line Adjudication (SVD) line. Adjustments are defined by a
specific “Group” code and “Reason” code combination. Enter these codes manually or select
them from the available lookup lists. Each line-level adjustment must specify a non-zero
“Amount” value and may also specify an optional “Units” value.

Common Line MSP Information — This field group exists primarily to provide a bridge between
the MSP/COB reporting standards defined in the older NSF format and those defined in the ANSI
/ X12 implementation. Only the “Approved” and “OTAF” (Obligated To Accept In Full) amount
fields are actually needed to process COB claims in the newer ANSI/ X12 format. All remaining
fields in this group can be reported using equivalent values in the SVD or CAS field groups. For
backward compatibility, PC-ACE Pro32 will continue to recognize and report values in these
obsolete fields whenever it is practical to do so.

11. Enter a “Y” in the ANSI-837 HH CR6 Attachment field if required for claim submission.

12. When you have completed entering information into the Diagnosis/Procedure tab, click on the
Extended Patient/General tab to display that section of the claim entry form (Figure 5.9).

Institutional Claim Form x|
Patient Inf & Eodesl Billing Lire: Itemsl Payer Infol Diagnosisa’Procedurel Diag/Proc (2] Ewtended General | Eut. General [2]| E stended Payerl
r— Facility Infarmation r— Clain Supplemental [nfarmation [Pk

Mum  Twpe Tranz Attachment Control Mumber / Dezcription
10/ T ype |
| | N =l
I armne: _I
-
Address I
| 2l
City/State I I rClaim Motes [MTE] / File Information (k3]
S I— l_ —— l_ Mum  Type  Mamative
ipdCoumtry - acility Type 1 I ;I . |
Tax D/ Type I Pl I
2 [
r— Mizcellaneous General Information
Delay Reazon Code I
Accident State I
Claim Tag I
EFSDT Feferal [T T ]
Save Lancel

Figure 5.9 — Institutional Claim Form, Extended Patient/General Tab

13. Complete the additional patient and general claim-level fields as needed.

14. Enter data into any required authorization fields. This tab also includes fields for MSP and other
secondary claims where COB information is required. (Figure 5.10)
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Institutional Claim Form

Patient Info & Codes I Billing Line Itemsl Payer Infol Diagnosis/Procedure I Diag/Proc [2]| Extended Generall Ext. General (2]

Primany Payer | Secondary F'a_l,lerl Tertiary F'a_l,lerl COE Info [Primary] I COE Info [Sec:ondary]l

— Paver Address & Mizcellaneous — Inzured Address & Miscellaneous
Address I Address I
Citw/5tZip | [ [— City/5t/Zip. | [ [—
Countr I Birthdate I_a"_.-" Sex
Payer Source Code I Frovider Accepts Assign I_ Y I_
Provider SOF [ Patiert D |
ICN/DCN |
Add'| Ref Mo/ Type I I — Investigational Device Exemption [IDE] Mumbers
Add| Fef No/Type | [ DENo.1 |
IDENo.2 |
IDENo. 3 |

Save | Lancel |

Figure 5.10 - Institutional Claim Form, Extended Payer Tab

15. After completing all of the data entry on the claim form, click the Save button (or press [ALTHS]) to
save and exit the claim. (Note: clicking the Cancel button will abandon all changes made to the
claim.) When you click the Save button, PC-ACE Pro32 begins an Edit Validation process. One or
more of the following edits may be required:

a. At least one of the payers specified on a claim must have the same LOB (line of business) as the
claim itself.
b. Ifno edit validation errors occur, the claim is saved with a clean (CLN) status.
If one or more edit validation errors occur, the Edit Validation Errors List form will display,
indicating fatal and non-fatal errors. You may correct the errors or save the claim with errors.
Note: If a fatal error exists in the LOB, PCN or TOB field, you must correct the error before you
will be allowed to save the claim.
i. To save a claim that contains only non-fatal errors, click the Save With Errors button. These
claims are saved with a has-errors (ERR) status.
ii. To save a claim that contains fatal errors, click the Save With Fatal button. Such claims are
assigned the has-fatal-errors (ERF) status. Claims with an ERF status are not eligible for
preparation into an electronic (EMC) file.

16. If edit validation errors occur, several Save attempts may be required to correct and save a clean
claim. At any time, you can click the Errors List button to review remaining edit validation errors.

The Institutional Claim List

The Institutional Claim List (Figure 5.11) provides versatile access to create, list, modify, print and
otherwise maintain claims. To access the Claim List form:

1. Select the List Claims option from the Institutional Claims Menu.
2. Choose one of the Sort By options (radio buttons below list).

3. If you want to filter the claim list, select the desired filters from the Claim List Filter Options drop-
down lists.
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i Institutional Claim List =10l x|

File Filter Actions Reports

Statuz [LOB |TOB|PCH Patient Last Payer 1D Entered Serv. Fro =

o o

Sort By + Patient Name & PCN " Entmy Date " Service Date
r— Claim List Filter Dptionz

Location: ICL - to be transmitted j Status: |<< Al

j LOB: |<< Al ey j

Clear Filters | Advanced Filker Options |

LCloze |

Checked claim count: 0

Hew | e | Capy | Dielete |

CLAIM ACTIONS

Figure 5.11 - Institutional Claim List Window

To perform an action on one or more claims:

1. Highlight the single selected claim, or choose multiple claims by clicking in the left-hand column to
place a checkmark next to each selected claim.

2. Perform the desired action. Primary actions have conveniently placed buttons located at the bottom of
the form. Additional actions can be chosen by selecting the Actions menu on the Claim List toolbar
(you can also right-click over a selected claim to view a pop-up menu). Available claim actions are
described in the table on the following page. An “X” in the M column indicates that the action (menu
option) can be performed on multiple claims.

Menu Option M  Description of Action

Create New claim
or New button

Access a blank Institutional Claim Entry form.

View Selected Claim

View and/or modify the selected claim.

or View/Update button
Copy Selected Claim The Institutional Claim Entry form will display containing details of the
or Copy button highlighted claim. Some fields are cleared automatically in the new claim.

Delete Selected Claim
or Delete button

Deleted claims are assigned “DEL” status.
Note: DEL status claims can be recovered (undeleted).

Purge Selected Claim

Claims in the pre-transmitted (CL) location with a DEL status will be
purged from the system.

Note: Purged claims cannot be recovered.

Reactivate Selected
Claim

Move selected claim(s) from the previously transmitted (TR) or paid (PD)
location into the pre-transmitted (CL) location. The reactivated claim will
be assigned the unprocessed (UNP) status.

Hold Selected Claim

Changes the status of the selected claim to hold (HLD). Held claims are
not considered for future claim activities such as automated claim
processing or claim preparation.

Print Selected Claim

Claims may be printed using either a plain paper image overlay technique
or the traditional pre-printed form method. (Adobe Acrobat Reader
version 4.0 is required for this function.)

Archive Claims

Moves the selected claim(s) from the transmitted (TR) and paid (PD)
locations to the open claim archive database.
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Menu Option | M Description of Action
Show Selected Claim Allows you to post, view, or modify payments for the selected claim.
Payments
Set Selected Claim X | Designates the selected claim for either electronic or paper submission.
Media Only claims with a media setting of electronic (E) will be eligible for

preparation into an EMC file. Claims with a media setting of paper (P)
can be printed and submitted in hardcopy form. When a paper claim is
printed, you will be given the option to move the claim from the pre-
transmitted (CL) location to the transmitted (TR) location.

CLAIM LIST REPORTS

PC-ACE Pro32 gives you the ability to view several reports and a number of special print functions. To
view a detailed report of the currently listed claims:

1. Select Reports from the Claim List toolbar.

2. Choose Print Claim Detail Report. The previewed report may be printed if desired by clicking the
printer button at the top of the report preview form.

To print all or a subset of claims currently eligible for paper submission:
1. Select Reports from the Claim List toolbar.

2. Choose Print Claims for Paper Submission. A claim is eligible for paper submission if it has a
media setting of paper (P), resides in the pre-transmitted (CL) location, and has a clean (CLN) status
(or, optionally, a non-fatal errors (ERR) status).

3. After each eligible claim is printed, you will be prompted to move the claim to the transmitted (TR)
location. When multiple paper claims are eligible for submission, you may use the Yes To All/No To
All buttons to move/not move all eligible paper claims to the transmitted (TR) location after printing.
(Adobe Acrobat Reader version 4.0 is required for this function.)

Note: Since paper claims will never be prepared into an EMC file, this prompt provides the only
available mechanism for moving these claims out of the pre-transmitted (CL) location.

Automated Claims Processing

The Process Claims feature allows you to run front-end edits on claims being submitted. To process claims:

1. Select the Process Claims option from the Institutional Claims Menu. The Automated Claim
Processing window will display (Figure 5.12).

Automated Claim Processing ﬂ

Procezs Claimz M atching [leave blank for all claims]

Log: | T08: [ Provider |

[~ Reprocess claims with ermars

[~ Presernt claims with emars for immediate editing

[ Inchude edit eror details in process emar repart

Process LClose

Figure 5.12 - Automated Claim Processing Window

2. If you want to process only specified claims, complete the top portion of the window. Place a check
in the box next to the options in the lower portion of the window if desired.

3. Click the Process button.
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Preparing Claims for Electronic Transmission

Claim preparation generates a transmission-ready Electronic Media Claims (EMC) file. EMC files
contain submission details for one or more processed claims. Only claims in the to-be-transmitted (CL)
location that have an electronic (E) media setting are eligible for preparation. When a claim is prepared
into an EMC file, it is automatically moved to the transmitted (TR) location, which prevents the claim
from being inadvertently retransmitted.

Note: Before preparing claims for the first time, you will need to set up your Submitter Reference
File. This file contains important data that will be used to build the EMC file.

To generate an EMC file:

1. Select the Prepare Claims option from the Institutional Claims Menu. The Institutional Claim
Prepare For Transmission window will display (Figure 5.13).

Institutional Claim Prepare For Transmissi x|
— Include Claims M atching

Loe:  [ZRarREW -]

Faper: |<< All Payers for LOB[z] > j

Provider: |<< Al Providers for Payer(z] = j
 Subrnizzion Status ———— Incliude Errar Claims?

* Production i~ “es

= Test * Mo

PBrepare Claims | LCancel |

Figure 5.13 - Institutional Claim Prepare for Transmission
2. Specify from the drop-down list if you want only a single line of business (LOB) to be considered, or
select <<AllI>> to include claims for any line of business. If you specify an LOB:
a. Choose a single Payer or <<All Payers for LOB(s)>> to include claims for all payers.
b. Choose one or more Providers or <<All Providers for Payer(s)>> to include claims for all
providers.
3. Specify whether:
a. You want ANSI-837 EMC file output format.
b. The EMC file should be designated as a production or test submission.
c. Claims with non-fatal errors (ERR) are to be eligible for preparation. When unchecked, only
processed claims will be eligible for preparation.
4. Click the Prepare Claims button. Confirm your intention to prepare all eligible claims by clicking
OK on the displayed confirmation.
Running totals of the count and dollar value of all prepared claims will be displayed on the Claims
Prepare For Transmission form. You will be notified when the claim preparation operation completes.

5. You can click the View Results and/or View Errors buttons to view reports of the successfully
prepared claims and rejected claims, respectively. These reports can be printed from the report
previewer if desired.

6. When you have completed your review of the claim preparation reports, click the Close button on the
Claim Prepare For Transmission form.
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SECTION 6 - PROFESSIONAL (CMS-1500 - PART B)
CLAIMS PROCESSING

Once your reference files have been established you can begin claims processing. The Professional
Claims Processing option on the PC-ACE Pro32 main menu (button highlighted in Figure 6.1) gives you
access to the Professional Claims Menu (Figure 6.2).

8 PC-ACE Pro32 Claims Processing Systel o [m] [EH
File ‘Wiew Security Help

—n=H

Professional Claims Processing

Figure 6.1 — PC-ACE Pro32 Claims Processing Menu

i8i Professional Claims Menu |

File W“iew Roster Mainkain

BEF
19

Enter Claims

Process Claims Prepare Claims

Figure 6.2 — Professional Claims Menu

From the Professional Claims Menu the following operations are available:

¢ Import Claims from a print file. (Note: Claim importing is not supported. Refer to on-line help for
information.)

Enter Claims manually.
List Claims to maintain existing claims from a comprehensive list.

Process Claims, imported or reactivated, automatically.

* & & o

Prepare Claims into an EMC file for transmission.

Using the Professional Claim Form

The Professional Claim Form has been designed to provide a data entry flow resembling that of the
printed Professional (CMS-1500) claim form. The following information will help you as you complete
the claim form.
¢ To move between the five major claim form sections, click on the associated tab or press the

IPAGE UP| and PAGE DOWN]| keys.
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To move through the claim form fields, you can click on a field to activate it, or you can press the
key to move from field to field in a predefined sequence (generally left-to-right and top-to-bottom).
Use the UP ARROW and DOWN ARROW keys to move up and down through the claim form fields.

Many fields will have either a fixed-list (established set of values) or a variable-list (values selected
from reference files) lookup. To access the lookup list, move your cursor over the field and right-click
to display a pop-up menu. You can also click in the field and press [F2. Select the appropriate value
from the list and it will automatically be entered in the claim form field.

If you inadvertently make a change to a field, you can press [ESC], which will “un-do” the change and
restore the field’s original value.

“Fly-over” hints provide a brief description of a field’s purpose. They become visible when the
mouse/cursor pauses over the field.

When the focus leaves a particular field (for example, when you press the key or click on a new
field), an edit validation is performed on the field losing the focus. Edits performed at this time are
referred to as “field-level” edits. If a field-level edit error occurs, an audible tone will sound and the
error message will display in the lower left corner of the claim form. In addition, the focus will
remain on the field with the error so that you can correct the problem if desired. If you choose not to
correct the data at this time, simply press again to move to the next field.

Entering Professional Claim Data
To enter Professional claims into the PC-ACE Pro32 system:

1. Select Enter Claims from the Professional Claims Menu. The Professional Claim Form will display
(Figure 6.3).

Professional Claim Form x|

Patient Info & General I Ihsured Informationl Billirg Lire Itemsl Est. Patienta’ﬁenerall Ext. Pat/Gen [2]| Est. Payerdlnsured

LOB IMCB Biling Pravider || 26 - Patient Contral Mo. I

8-Pat Status Death 12 Legal MNPl

2 - Patient Last Mame First Mame Ml Gen 3-Bithdate Sex M5 ES 55 Ind  S50F Rep. E=empt
| | ) =y ol A R R
5 - Patient Address 1 Patient Address 2 Patient City State  PatientZip  Country  Patient Phone

| | | [ ——
10 - Patient Condition Related To - ROl ROl Date  Other Ine. 14 - Datedlnd of Current 15 - First Date 16 - UTw /Dizability D ates & Type

Employment I_ Accident I_ I_I_.f_.f'_ I_ A I_ AT NN - I_a’_.-’_ I_

17 - Referiing Phys Mame [Last/Org, First, Mid, Suffix] Referring Phys IDs/Types 18 - Hospitalization D ates 20 - Dutside Lab/Chas
[ [ [] | [ | = o[ v 0.00
13 - Reserved For Local Use 22 - Medicaid Resubmizzion Code & Ref Mo
25-Fed. Tax 1D I SSMAEIM I_ 27 - Provider Accepts Assignment? I_ PIN MNa. I
31 - Frovider SOF | | Date [_7_/ Faciity? [ Denta? [ C0B?[  Frequency [ 33-GRPNo. |
Save | LCancel |

Figure 6.3 — Professional Claim Form, Patient Info & General Tab

2. Begin entering patient and general data, using your cursor or the key to move through the fields.

Note: Many fields on this and subsequent tabs will fill automatically as other fields are completed,
with information pulled from the reference files. For example, when you enter a Patient Control
Number, the patient’s name, address, etc. will automatically fill the appropriate fields.

If any of the automatically entered information is incorrect, it cannot be changed from this tab.
You must exit the Claim Form and make the necessary change(s) directly to the proper reference file.

3. When you have completed entering information into the Patient Info and General tab, click on the
Insured Information tab to display that section of the claim entry form (Figure 6.4).
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Professional Claim Form x|
Patient Info & General  Insured Information | Billing Line Itemsl Ext. F'atient.-"GenetaII Ext. Pat/Gen [2]| Ext. F'a_l,ler.-"lnsuredl
E
Sub Payer D Payer M ame Inzured's I P.Rel Inzured's Last/Org Mame First Marne Ml Gen
ol | | [ | [
ol | | [ | [ ]
ol | | [ | [
13
Bithdate  Sex Sig &0B Inzured's Address 1 Insured's Address 2 Inzured's City State Zip
——— [ [ [ [ ——
[ ] | | —
] | | ]
Country  Insured's Phone £ Ext. ESC Employer Mame Group Mame Group Mumber
l_ - I I_I I I Clear Payerl
l_ - I I_I I I Clear Payerl
l_ - I I_I I I Clear Payerl
Save | Lancel |

Figure 6.4 — Professional Claim Form, Insured Information Tab

4. Enter data into blank fields. When you have completed the fields on this tab, click on the Billing Line
Items tab to display that section of the claim entry form (Figure 6.5).

Professional Claim Form x|
Fatient Info & Generall Insured Information  Biling Line Iterns | Ext. F'atient.-"GenetaII Ext. Pat/Gen [2]| Ext. F'a_l,ler.-"lnsuredl

Line Item Details | Estended Details (Line 1) | Ext Detais 2 [Line 1) | Ext Details 3 (Line 1] |

Diagnosis Codes (1 - 8] I I I I I I I I

vy vz | ) | oy vy —
e[ rrr o —r—rrr =&
s oI I ——rrrr
oo —rrrr
s [ [ T [
s oI I ——rrrr =

28 - Total Charge 0.00 Recalculate |
29 - Amount Paid I 0.00 30 - Balance Due 0.00

Save | Lancel |

Figure 6.5 — Billing Line Items Tab, Line Item Details Sub-Tab

5. The Billing Line Items tab contains a number of sub-tabs. The first sub-tab (Line Item Details)
displays the claim diagnosis codes as well as the basic line item fields available on the hard-copy
Professional (CMS-1500) claim form. The remaining sub-tabs are linked to the currently selected line
on the Line Items Details tab. As you move from one line to another on the Line Items Details tab, the
remaining sub-tabs will track the new current line. Note that the Extended Details tab caption will
change based on the current line highlighted (i.e., Ext Details Line 1, Ext Details Line2, etc.).

To enter a new line, you can enter data into each field of the line, or to facilitate your entry, you can:
a. Duplicate all the fields from the previous line by pressing [F5.

b. Duplicate a single field from the previous line by clicking in the selected field and pressing [F4].
c. Delete an entire line by pressing [F8].

6. When you have completed line item entries, click the Recalculate button located near the bottom of
the tab adjacent to the Totals field. This will recalculate and update the Total Charges and the Balance
Due fields from the current claim line item charges values and the Amount Paid field value.

Palmetto GBA Page 36 October 2015



PC-ACE Pro32 User’s Manual Section 6 — Professional Claims Processing

7. Click on the Extended Details sub-tabs and review the information in these fields.

8. If you have entered a procedure code that requires a Professional (CMS-1500) Attachment or CMN,
an additional sub-tab for that attachment will display (Figure 6.6). Note: To view a drop-down list of
attachment options, right-click in the “AT” field on the Line Item Details sub-tab.

Professional Claim Form x|
F’atientlnfn&ﬁenela\l Insured Information  Biling Line ltems |EH[ F’atientf’ﬁenerall Ext. Pat/Gen [2]| Est. F'a_l,lerf’lnsuredl
Line Item Detaiks | Estended Detals (Line 1) | Ext Details 2 Line 1) | Ext Detais 3 (Line 1) Ambulance |
Type of Transpait I— Physical Restrai I— Ambulance Pick-Up Location
Tranzport To/For I_ Wisible Hemaonhaging I_ s I
Stretcher I_ Services Available I_ I
EBed Corfined [Before] I_ edicallp Meceszany I_ (Sl I I— I__ I—
Bed Confined (After) [ Patient Admited [ At Bl s et
Bed/Chair Confined [During) I— Patient Caunt l— Addrass I
Unconscious/S hock, I— Patient weight l— I
Emergency Situation I— Miles l— Citg/SUZin/Chtty I I_ I__ l_
Purpose of Round Trip Puripose of Stretcher
| |
[ El
Save | LCancel |

Figure 6.6 — Billing Line ltems, Ambulance Attachment Sub-Tab

9. When billing a National Drug Code (NDC), go to the Billing Line Items tab and the Line Item
Details sub-tab and enter XXXXX in the Proc field (24d). Select the Ext Details 2 sub-tab (Figure
6.7) while on the claim line. Enter NDC information under Line-level Miscellaneous Information.

Professional Claim Form x|

Patient Info & Genera\l Insured Information  Billing Line ltems I Ext. Patientf’GenelaI' Ext. Pat/Gen [2]| Ext. Payer/Insured |

Line Item Datails' Extended Dstails (Line 1) Ext Details 2 [Line 1] I Ext Detailz 3 [Line 1] I

i~ Line-level Miscellaneous Information

Froc Type/Desc ||— I F acility Mame I

Obstetric Anesthesia Addiional Units lﬁ Facility Address I

Mational Drug Code l— I

Mational Cug Unit Price lﬁ (/S 2R I l_ I—— I_
Mat. Drug Units/Type _ nooo I_ FacIDs/Types I l— I “
Dirug Ref MadType I— l— IFes e l_

Drug Prescription Date _

Linedevel Reference 1Dz / Tupes / Payer [Ds

DME Length of Need (Days) 0 I I_I LI

DME Purchase Price 0.0o0
. | [
DME Rental Price 0o I I_ I
- I
DME Rental Lirit Price Ind I

Save | LCancel

Figure 6.7 — Billing Line Items, Ext Details 2 Sub-Tab

10. When you have completed all of the sub-tabs (including all additional attachments) of the Billing
Line Items tab, click on the Extended Patient/General tab to display that section of the claim entry
form (Figure 6.8).
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Professional Claim Form x|
Patient Info & Genela\l Insured Imfnlmatlnnl Biling Line Items ~ Ext. Patient/General IExt Pat/Gen [2]| Ext F‘ayerf\nsuredl
r— Palient Legal Representative Information ——————— 1 Miscellaneous Patient & General Informatian
Hame [L/F] || I I_ Date of Death II Special Program Indicator I_
Address I I Accident State/Hour l— l_ tedical Rec Mo I—
Ciyisizi | [ [ || ResponshiyInd [T oENwmeer [
Coumy [ Phone[L 1 FL-10d [ Fombeea [
Homebound Ind [* EpspTRefesal [~ [ [ [
7 et et Date Care Assumed lI Submizsion Aeason Code I—
Hame I Date Care Relnquished |/ /  Delay Reason Code l—
Address I Drate Last Seen II Pregnancy Indicator I_
I Date Last Worked II Claim Tag I—
Ciy/5t/2Zip. | [T/ RenmTowokDate [/ Patientweight Ibs] o
ew/Ds [ [ | =||| Prescription Date o —
Fac Type l_ Phane/Ext II l_ First Contact Date S
Cortact |
Save | LCancel |

Figure 6.8 — Professional Claim Form, Extended Patient/General Tab

11. Enter data into blank fields. When you have completed entering information into the Extended
Patient/General tab, click on the Extended Payer/Insured tab to display that section of the claim
entry form (Figure 6.9).

Professional Claim Form x|

Patient Infa & General | Insuied Information | Biling Line Items | Est. Patient/General | Ext. Pat/Gen (2) Ext. Payer/nsured

Secondary Payer/|nsured I Tertiary Payer/|nsured I

— Mizcellaneous Primary Payer / Insured Information

Payer &ddress | Payer / Insured Reference IDs / Types

[ [ | =l
CyiStzn | [ —— | [
Payer Source I I l— LI

Insurance Type I

Insured's Contact I

Patient [T I

Save | LCancel |

Figure 6.9 — Professional Claim Form, Extended Payer/Insured Tab

12. To enter MSP claims, you must first enter “Y “in the COB? field from Patient Info & General tab
(see Figure 6.3). For examples of completed MSP data screens, see the next section (Medicare
Secondary Payer Claim Examples).

Note: This will generate two new sub-tabs to the Extended Payer/Insured tab. On the COB Info
(Primary) and COB Info (Secondary) sub-tabs (Figure 6.10), complete the fields under Common
Payer MSP Information if Medicare is tertiary. Also note the generated MSP/COB sub-tab on the
Billing Line Items tab (Figure 6.11).
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PaiientInfa & General | Insured Information | Biling Line ftems | Ext Pafient/General | Ext PaiiGen (2) Ext Payerfinsured | | Insured information  Billing Line ltems | Ext PetienyGenersl | Ex. PayGen (2)| Ext Payerinsured |
{Frimary j| Secondary Payerinsured | Tettiary Payerfinsured | COB Info (Primary) | COB Info (Secandary) | Line hem Deails | Extended Detils (Line 1) | ExtDetnils 2 (Line 1) | Ext Detais 3 Line 1) MSPICOB (Line 1) |
I~ Miscellaneous Primary Payer / Insured Infarmation Lo L Amaurts didiionel L Use Only)
PaysrAddress | Payer/ Insured Reference [Ds / Types Aeaedl| o | Senvice Line Adiudication (SVD) Information
I [ [ =] OTAF om SVD F/S Proc Quel/Code  Modfiers1thwd  PadAmount  PadUnts  BALne
cwsvzip [ — [ — i i | S—— —— =,
PayerSoucs [ = 0 7 0§ & 7
I I | S— E—
Insurance T [
Insured's Contact L 4 4 duc Infor
Procadyrs Code Descrption Ling Lavel Adpustrments (CAS)
PatientID
= Num Group Reason  Amount Unis
Elii — —
Aaramenosll S e S
Remaining g Owed ) [_ F—— r——— ;l
Save Cancel Seve Gancel
Figure 6.10 - COB Info Primary Sub-Tab Figure 6.11 - MSP/COB Sub-Tab

Two distinct levels of Coordination of Benefits reporting are supported:

¢ Claim-Level COB Reporting — Remittance data that is not specific to a particular service line is
reported at the claim level. The claim form provides claim-level COB fields for both the primary
and secondary payers. These fields are located on the COB Info (Primary) (Figure 6.10) and
COB Info (Secondary) sub-tabs of the Extended Payer/Insured tab.

¢ Line-Level COB Reporting — Remittance data specific to a particular service line is reported at
the line level. The claim form provides a set of line-level COB fields for each service line. These
fields are located on the MSP/COB sub-tab of the Billing Line Items tab (Figure 6.11). This sub-
tab tracks the currently selected service line in the same manner as the other extended line item
sub-tabs. The current service line is identified in the sub-tab caption (e.g., Line 1).

The claim-level COB data is entered on the COB Info (Primary) (Figure 6.10) and “COB Info
(Secondary)” sub-tabs of the Extended Payer/Insured tab. The purpose and use of the various field
groups on these sub-tabs are as follows:

¢ Common Payer MSP Information — Only the amount “Paid” by primary payer, amount
“Allowed” by primary payer, the “Insurance Type”, “OTAF”’(Obligated To Accept In Full
Amount) if applicable, “Zero Payment Ind” and “Claim Adjudication Date” fields are actually
needed to process MSP/COB claims in PC-ACE Pro32.

¢ Claim-Level Adjustments (CAS) — Permits entry of one or more claim-level adjustments as
reported by the payer. Adjustments are defined by a specific “Group” code and “Reason” code
combination. Enter these codes manually or select them from the available lookup lists. Each
claim-level adjustment must specify a non-zero “Amount” value and may also specify an optional
“Units” value.

¢ COB/MOA Amounts — Permits entry of various general claim-level COB amount values as well
as amount values defined specifically for Medicare Outpatient Adjudication (MOA) use. Enter or
select the “Code” which defines the amount type to be reported, and enter the corresponding
“Amount” value.

¢ Medicare Outpatient Adjudication (MOA) Remarks Codes — Permits entry of up to 5 remarks
codes for Medicare Outpatient Adjudication (MOA) use. These optional codes may be entered
manually or selected from the available lookup list.

¢ Claim Adjudication Date — Permits entry of the date on which the payer adjudicated the claim.
This date is typically required at either the claim or line level.

The line-level COB data is entered on the MSP/COB sub-tab of the Billing Line Items tab (Figure
6.11). The purpose and use of the various field groups on this sub-tab are as follows:

¢ Service Line Adjudication (SVD) Information — Permits entry of one or more Service Line
Adjudication (SVD) lines as reported by the payer for the current service line. The “P/S” field
identifies the payer (primary/secondary) reporting this line adjudication notice. The procedure code
and modifier fields identify the specific procedure being adjusted. The practice of procedure code
“pbundling” and “unbundling” utilizes these fields to provide specific information regarding how the
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payer has grouped the procedures for payment. The “Paid Amount” indicates the amount the payer
has paid on this procedure. The “Paid Units” value permits reporting of payments for less than the
originally billed units. Finally, the “B/U Line” field identifies the service line on the original claim
to which this SVD line applies. This reference identifier should be included on the remittance,
and is primarily used in scenarios where procedure code bundling/unbundling has occurred.

Line Adjustment (CAS) & Miscellaneous Adjudication Info — Permits entry of several additional
Service Line Adjudication (SVD) fields for the current SVD line. The fields in this control group
track the currently selected SVD line. The control group’s caption indicates the current SVD line
(e.g., “(for SVD 1 above)”).

Line-Level Adjustments (CAS) — Permits entry of one or more line-level adjustments as reported
by the payer for the current Service Line Adjudication (SVD) line. Adjustments are defined by a
specific “Group” code and “Reason” code combination. Enter these codes manually or select
them from the available lookup lists. Each line-level adjustment must specify a non-zero
“Amount” value and may also specify an optional “Units” value.

Common Line MSP Information — This field group exists primarily to provide a bridge between
the MSP/COB reporting standards defined in the older NSF format and those defined in the ANSI
/ X12 implementation. Only the “Approved” and “OTAF” (Obligated To Accept In Full) amount
fields are actually needed to process COB claims in the newer ANSI/ X12 format. All remaining
fields in this group can be reported using equivalent values in the SVD or CAS field groups. For
backward compatibility, PC-ACE Pro32 will continue to recognize and report values in these
obsolete fields whenever it is practical to do so.

13. After completing all of the data entry on the claim form, click the Save button (or press [ALTHS]) to
save and exit the claim. (Note: clicking the Cancel button will abandon all changes made to the
claim.) When you click the Save button, PC-ACE Pro32 begins an Edit Validation process. One or
more of the following edits may be required:

a.

At least one of the payers specified on a claim must have the same LOB (line of business) as the
claim itself. You will not be allowed to save a claim unless this condition is met. If only one of
the claim payers has a LOB that matches the claim LOB, then that payer is automatically
designated as the submission payer—the payer to which the claim is to be submitted. If you view
the claim after saving, you will see a checkmark adjacent to the submission payer line on the
Payer tab. It is possible that multiple payers on a claim will have an LOB that matches the claim’s
LOB. In this case, you will be prompted to select which of these payers is to be designated as the
submission payer.

If no edit validation errors occur, the claim is saved with a clean (CLN) status.

If one or more edit validation errors occur, the Edit Validation Errors List form will display,

indicating fatal and non-fatal errors. You may correct the errors or save the claim with errors.

Note: If a fatal error exists in the LOB, PCN or TOB field, you must correct the error before

being allowed to save the claim.

i. To save a claim that contains only non-fatal errors, click the Save With Errors button. These
claims are saved with a has-errors (ERR) status.

1. To save a claim that contains fatal errors, click the Save With Fatal button. Such claims are
assigned the has-fatal-errors (ERF) status. Claims with an ERF status are not eligible for
preparation into an electronic (EMC) file.

14. If edit validation errors occur, several Save attempts may be required to correct and save a clean
claim. At any time, you can click the Errors List button to review remaining edit validation errors.
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Medicare Secondary Payer Claim Examples

LINE LEVEL ADJUSTMENTS

Claim Example
A. Claim Amount: $185.00

Patient Info & General' Insured Information  Billing Line ltems |E>d. Pat\env’GeneraI| Ext. PayGen (2) | Ext. Payer/insured |

Line Item Details | Extended Details {Line 1) | ExiDetails 2 (Line 1) | ExtDetails 3(Line 1) | MSP/COB (Line 1) |

Diagnosis Codes (1-8): [4109 | [ [ | [ [ |

24a- Service Dates 24l 24c 24cl 24 -Modifiers  24e 24t 24y 24h ]
LK From Thru FS EMG  Proc Diagnosis Charges Units: EFFF AT Rendeting Phys

1 [03mer; [03/037 ([ o [ [ [ [0 [ [ =
2 [03/08 [p3/037 |T |_ [p3an1 |_|_ fi [rmn [_om |_|_ |_| =]
s — [ [ o — —
| | o | o — —
sl — [ [ o —— —— 1T
sl — o — [ [T —— ——— DA

A 26-Total Chargs [___185.00

- Patient Amaunt Paid 0.0 30-Balance Due I 185.00

Sawe | Cancel

Figure 6.12 - Line Item Details Tab
B. Line Level Adjustments (CAS) - Patient Responsibility: $50.00 (Deductible)

C. Amount Paid by Primary (SVD): $0.00

D. Adjudication Date: 03/09

FatientInfo & General | Insured Information  Billing Line [tems | Ext Patient/General | Ext. FatiGen (2) | Ext. Payerflnsured |

Line Itern Dietails | Extended Distails (Line 1) | ExtDstails 2 (Line 1) | ExtDetails 3 (Line 1) |

— Cormmon Line MSP Amounts —Additional Line-lg C ation / COB Information (ANSHE37 Use Only)
Approved 50,00 Ervice Line Adjudication (S%D) Information
OTAF 0,00 SWD PfS Proc. Qual{ Code hodifiers 1 thru 4 Paid Amount Paid Lnits B/ Line

N 20 == e Y
e T T T —F——|
s T ——F——T -

i Line Adjustment (CAS) & Miscellansous A B Info (for SVD 1 above)
Frocedure Code Description Line Level Adjustments {CAS)

LI MNum Group Reason Armount Linits

D =] ©|PR [i [0 [ oo 4|
djfPayment Date  (03/08/ @I I I—— I——
Rermaining Owed | 0.00 8 I I I—_ I—_ ;I

Sawe | Cancel |

Figure 6.13a - MSP/COB (Line 1) Tab
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Professional Claim Form x|

Patient Into & General' Insured Information  Billing Line ems | Ext. Patient/General | Ext. Pat/Gen (E)I Ext Payer,f\nsuredl

Line Itern Details | Extended Details (Line 2) | Ext Details 2 (Line 2) | Ext Details 3 {Line 2)

~ Comman Line MSP Amounts

Approved .00

OTAF | 116.00

 Additional Line-lewel Adjudication / COEB Information (ANS-837 Use Only)

Service Line Adjudication (3YD) Information

SVD F/S Proc. Qual/ Code todifiers 1 thru 4 Paid Amount Paid Units

B/l Line

1 P o [ [ [ [ oo [_tooo |

=

e T T T T M/ ——7

I O | O O o | S——

Line Adjustment (CAS) & Miscellaneous Adjudication Info (for SVD 1 abowve) ——————

Frocedure Code Description Line Lewel Adjustments (CAS)
LI MNum Group Reasaon Arnount Linits
< 1 [co [ [ 2000 | nomo 4|
Adi/Peyment Date  [T3/057 e PR3 [— 500 [ noo
Fiemaining Owed | 0.00 g I Ii* Iif ;I
Save | Cancel |
Figure 6.13b — MSP/COB (Line 2) Tab
E. Zero Payment Indicator (N) — Payment was greater than zero
F. COB/MOA Amounts
1. Payor Paid Amount (D): $100.00
2. Patient Allowed Amount Owed (EAF): $65.00
Fatient Info & General I Insured Information | Billing Line Itemsl Ext Patieni/General | Ext. PayGen (2) Ext Payerfnsured |
.Primary FPayerfinsured I Secondary Payerfinsured | Tertiary Payer/nsured  COB Info (Frimany) |COEI Inta (Secondavy)l
|’Comm0n Payer MSP Information —— — Additional Adjustrment / COB Amounts / MOA Information (ANSHE37 Only) ————— F
AF 000 Claim Lesel Adjustments (CAS) COB { MOA Amour
E MNum Group Resson Amount Units MNum  Code Amaount

o Payment Inc I_

Medicare Outpatient Adjudication (MOA) Remarks Codes

| | | | |
Claim Adjudication Date |D3ﬁ"99.i'

N el e Sy e
T F—— OO =
o [ [ [ ey

Save

Cancel

Figure 6.14 - MSP/COB (Line 1) Tab

Palmetto GBA

Page 42

October 2015



PC-ACE Pro32 User’s Manual Section 6 — Professional Claims Processing

G. Insurance Type (12) — Working age beneficiary

Professional Claim Form ﬂ

Fatient Info & General' Insured Imormationl Billing Line Hems' Ext Patient-‘GeneraI' Ext Pat/Gen(2) BExd. Payer/nsured |

Primary Payer/insured | Secondary Fayerinsured | Tertiary Payer/lnsured I COB Info (Primary) I COB Info (Secondary) I

— Miscellaneous Secondany Payer f Insured Information

FPayer Address | FPayer { Insured Reference 105/ Types

Insurance Type |1 2
G

Ingured's Contact I

PatientID |

! | L=
cvisizie | M | [
Fayer Source I_ I I_ ;I

Save

Cancel

Figure 6.15 - Primary Payer/insured Tab

CLAIM LEVEL ADJUSTMENTS
Claim Example

A. Claim Amount: $125.00

Professional Claim Form | x|

Patient Info & General' Insured Information  Billing Line ems | Ext. Patient/General | Ext. Pat/Gen (E)I Ext Payer,f\nsuredl

9| Extended Details (Line 1] | ExtDetails 2 (Line 1) | ExtDetails 3 Line 1) | MSP/COB (Line 1) |

Diagnasis Cades (1- 8 [4019 | [ I | | [

24a- Service Dates 24 24c 24l 24 -Modifiers  24e z4f 24y 24h 24
LI From Thru FS EMG  Proc 1 z Diagnosis Charges Uhnits: EPFF AT Rendering Phys.
1 [0y [a3/017 [ [ Jeme [ om0 | o [ =
O o [ T /= =TTl |
s — [ 1] T I— —
s — T I— — i
sl [ [ (] T I— — i =
s — e — [ [ o || E—| -]
26 - Tatal Charge 126.00 Recalculate
A =tient Amaount Paid 0.00 30-Balance Due 0.00
Save | Cancel

Figure 6.16 - Line Item Details Tab

B. Line Item Adjustments (CAS)

1. Contractual Obligations: $25.00
2. Patient Responsibility: $50.00 (Deductible)
3. Patient Responsibility: $15.00 (Co-Pay)

C. COB/MOA Amounts

1. Payor Paid Amount (D): $35.00
2. Patient Amount Owed (EAF): $65.00
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D. Adjudication Date: 03/09

Professional Claim Form m
Patient Info & General | Insured Information | Billing Line ltems I Ext Patient/General | Ext Pat/Gen (2) Ext. Payerfinsured |

Frimary Fayerinsured I Secondary Payerf\nsuredl Tertiary Payer/insured  COB Info (Primary) |COE| Info {(Secondany) I

— Comrmon Payer MSP Information —— & djustment / COB Amounts / MOA Infarmation (ANS .
OTAF 100.00 ) B Claim Lewvel Adjustments (CAS) C COB { MO Amounts
urn Group Reason Amount Units T Code Amourt

Zero Payment Ind IN_

Oﬁhs [ 2500 | 1.000 ;IOID—I 00~ |
@Wh [ 5000 | 7.000 EAF | 55.00
3 PR| [ 1500 | 7.000 ;|®|_| — -]

Medicare Outpatient Adjudication (MOA) Remarks Codes

| | | | |
Clairn Adjudication Date [03/09/___| D

Save Cancel
Figure 6.17 - COB Info (Primary) Tab
E. Insurance Type — Working age beneficiary

Fatient Info & General I Insured Information | Billing Line Itemsl Ext Patient/General | Ext. PatGen (21 BExt Payerfnsured |

condary Paye

| Primary Payerfnsured

 Miscellaneous Secondany Payer{ Insured Information

Payer Address I Fayer { Insured Reference IDs { Types

| | [ =T
City/SyZip [ [ [—— [

Payer Source =] I l_ LI

Insurance Type |12 E
Insured's Cantact

Patient ID [

Save Cancel

Figure 6.18 — Primary Payer/Insured Tab
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Section 6 — Professional Claims Processing

The Professional Claim List

The Professional Claim List (Figure 6.19) provides versatile access to create, list, modify, print, and

otherwise maintain claims. To access the Claim List form:

iBi Professional Claim List -0l x|
File Filter Actions Reports
Statuz |LOB |PCH Patient Last Bill Provider Type |Entered 5.
K _>I_I
Sort By % Patient Mame  PCH "~ Entry Date = Service Date
r— Clairn Lizt Filter Options
Location: | CL - to be transmitted x| Statust[cc aiss x| LOB:fccans x|
Chacked claim count: 0 [Clear Filters | Advanced Filter O ptions |

Hew | B | Capy | Delete |

Close |

Figure 6.19 - Professional Claim List Window
1. Select the List Claims option from the Professional Claims Menu.

2. Choose one of the Sort By options (radio buttons shown just below list).

3. If you want to filter the claim list, select the desired filters from the Claim List Filter Options drop-

down lists.

CLAIM ACTIONS

To perform an action on one or more claims:

1. Highlight the single selected claim, or choose multiple claims by clicking in the left-hand column to

place a checkmark next to each selected claim.

2. Perform the desired action. Primary actions have conveniently placed buttons located at the bottom of
the form. Additional actions can be chosen by selecting the Actions menu on the Claim List toolbar
(you can also right-click over a selected claim to view a pop-up menu). Available claim actions are
described in the following table. An “X” in the M column indicates that the action (menu option) can

be performed on multiple claims.

Menu Option

Create New claim
or New button

M | Description of Action
Access a blank Professional Claim Entry form.

View Selected Claim

View and/or modify the selected claim.

or View/Update button
Copy Selected Claim The Professional Claim Entry form will display containing details of the
or Copy button highlighted claim. Some fields are cleared automatically in the new claim.

Delete Selected Claim
or Delete button

X | Deleted claims are assigned “DEL” status.
Note: DEL status claims can be recovered (undeleted).

Purge Selected Claim

X | Claims in the pre-transmitted (CL) location with a DEL status will be
purged from the system.

Note: Purged claims cannot be recovered.
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Menu Option M | Description of Action
Reactivate Selected X | Move selected claim(s) from the previously transmitted (TR) or paid
Claim (PD) location into the pre-transmitted (CL) location. The reactivated

claim will be assigned the unprocessed (UNP) status.

Hold Selected Claim X | Changes the status of the selected claim to hold (HLD). Held claims are
not considered for future claim activities such as automated claim
processing or claim preparation.

Print Selected Claim X | Claims may be printed using either a plain paper image overlay
technique or the traditional pre-printed form method. (Adobe Acrobat
Reader version 4.0 is required for this function.)

Archive Claims X | Moves the selected claim(s) from the transmitted (TR) and paid (PD)
locations to the open claim archive database.
Show Selected Claim Allows you to post, view, or modify payments for the selected claim.
Payments
Set Selected Claim X | Designates the selected claim for either electronic or paper submission.
Media Only claims with a media setting of electronic (E) will be eligible for

preparation into an EMC file. Claims with a media setting of paper (P)
can be printed and submitted in hardcopy form. When a paper claim is
printed, you will be given the option to move the claim from the pre-
transmitted (CL) location to the transmitted (TR) location.

CLAIM LIST REPORTS

PC-ACE Pro32 gives you the ability to view several reports and a number of special print functions. To
view a detailed report of the currently listed claims:

1. Select Reports from the Claim List toolbar.

2. Choose Print Claim Detail Report. The previewed report may be printed if desired by clicking the
printer button at the top of the report preview form.

To print all or a subset of claims currently eligible for paper submission:
1. Select Reports from the Claim List toolbar.

2. Choose Print Claims for Paper Submission. A claim is eligible for paper submission if it has a
media setting of paper (P), resides in the pre-transmitted (CL) location, and has a clean (CLN) status
(or, optionally, a non-fatal errors (ERR) status).

3. After each eligible claim is printed, you will be prompted to move the claim to the transmitted (TR)
location. When multiple paper claims are eligible for submission, you may use the Yes To All/No To
All buttons to move/not move all eligible paper claims to the transmitted (TR) location after printing.
(Adobe Acrobat Reader version 4.0 is required for this function.)

Note: Since paper claims will never be prepared into an EMC file, this prompt provides the only
available mechanism for moving these claims out of the pre-transmitted (CL) location.

Preparing Claims for Electronic Transmission

Claim preparation generates a transmission-ready Electronic Media Claims (EMC) file. EMC files
contain submission details for one or more processed claims. Only claims in the to-be-transmitted (CL)
location that have an electronic (E) media setting are eligible for preparation. When a claim is prepared
into an EMC file, it is automatically moved to the transmitted (TR) location, which prevents the claim
from being inadvertently retransmitted.

Note: Before preparing claims for the first time, you will need to set up your Submitter Reference
File. This file contains important data that will be used to build the EMC file.

To generate an EMC file:
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1. Select the Prepare Claims option from the Professional Claims Menu. The Professional Prepare For
Transmission window will display (Figure 6.20).

Professional Claim Prepare For Transmissi - =
r— Include Claims Matching

Log: [ - |

Payer: |<< All Payers for LOB(z) = j

Provider: |<< All Providers for Payer[z) »» j
 Submizzion Status ———— [ Inchude Error Claims?

{* Production = Yes

" Test * No

Brepare Claims | Lancel |

Figure 6.20 - Professional Claim Prepare for Transmission
2. Specify from the drop-down list if you want only a single line of business (LOB) to be considered, or
select <<AllI>> to include claims for any line of business. If you specify an LOB:
a. Choose a single Payer or <<All Payers for LOB(s)>> to include claims for all payers.
b. Choose one or more Providers or <<All Providers for Payer(s)>> to include claims for all
providers.
3. Specify whether:
a. You want ANSI-837 EMC file output format.
b. The EMC file should be designated as a production or test submission.
c. Claims with non-fatal errors (ERR) are to be eligible for preparation. When unchecked, only
processed claims will be eligible for preparation.

4. Click the Prepare Claims button. Confirm your intention to prepare all eligible claims by clicking
OK on the displayed confirmation.

Running totals of the count and dollar value of all prepared claims will be displayed on the Claims
Prepare For Transmission form. You will be notified when the claim preparation operation completes.

5. You can click View Results and/or View Errors to view reports of the successfully prepared claims
and rejected claims, respectively. These reports can be printed from the report previewer if desired.

6. When you have completed your review of the claim preparation reports, click the Close button on the
Claim Prepare For Transmission form.

Roster Billing

The PC-ACE Pro32 Roster Billing List form provides a versatile interface from which the user can create,
list, modify, print, and otherwise maintain Professional roster billings. Click the “Professional Claims
Processing” button on the PC-ACE Pro32 Main Toolbar to open the corresponding Claims Menu form.
Then select the “Maintain Roster Billings” item from the Professional Claims Menu form’s main
“Roster” menu to open the Roster Billing List form.

ADDING A NEW ROSTER BILLING
1. New Professional roster billings can be added to PC-ACE Pro32 using either of these techniques:

a. Select the “New Roster Billing” item from the Professional Claims Menu form’s main “Roster”
menu. The system will automatically create and display an empty roster billing form.
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b. Click the “New” button on the Roster Billing List Form. The system will automatically create and
display an empty roster billing form (Figures 6.21 and 6.22). The new roster billing will
automatically be selected in the list when it is saved.

Professional Roster Biling Form
Patient Info & General | Extanded Roster Info |
PayeriD Provider IDfNo. SeniceDate POS Type HCPCS Refer IDUPIN - Vaccine Chg.  Admin Chg E
J [ L W W [ [om 000
Polwanﬂnivmw:munl Insured & Misc Info (Line 1) |
LN Pafient Confral Na. Insured's 1D Pafient's Last Name First Name Ml Suffix Sex  Birhdate
1 [ [ | N Sy
Patient Address Line 1 Patient Address Line 2 Paiient City State  ZipCode AOB SRC P.Rel =l
I — 7 e N
2| I I [ - -
| ] [ - ——
4 I I [ - -
I I I | ——— N
af [ I [ . .
I I I = .
5 I I | . -y
I I I | —— W
Save Cancel

Figure 6.21 - Professional Roster Billing Form, Patient Info & General Tab

Professional Roster Billing Form x|

Fatiert Info & General  Extended Raster Info I

— Referring Physician |nformation

Name [L/F2M/5) | | [
Address |

|
sz | [ ——
Phons | E— IDAUFN Type [
TaxlD/Twoe [ we[

r— Facility Infarmation

1D/ Type I I_ Fac Type l_

Hame

|
Address I
|
|

City/St/Zip

TaxD/Type | [ NPl

Save | LCancel |

Figure 6.22 - Prof Roster Billing Form, Extended Roster Info Tab

2. Professional roster billings are manually entered on the Professional Roster Billing Form. The data

fields are typically entered in the order presented - from left-to-right and top-to-bottom. Enter the
common roster billing information in the top section of the “Patient Info & General” tab (Figure
6.21). Enter patient-specific information for any number of patients in the lower section of this tab.
Enter supplemental information on the “Extended Roster Info” tab (Figure 6.22) if required.

LISTING, MODIFYING AND MAINTAINING ROSTER BILLINGS

1.

Professional roster billings in PC-ACE Pro32 are listed, modified, generated, printed, and otherwise
maintained from the Professional Roster Billing List Form. To access this form:

a. Click the “Professional Claims Processing” button on the PC-ACE Pro32 Main Toolbar to
display the Professional Claims Menu form.

b. From the Professional Claims Menu form, select the “Maintain Roster Billings” item from the
main “Roster” menu to open the Professional Roster Billing List Form.

All actions to be performed on a roster billing may be executed from the Roster Billing List form.
Roster billings can be created, viewed/modified, copied, deleted/undeleted, and purged from the list.
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In addition, claims may be generated for a selected roster billing and the resulting roster billing report
may be printed from this list.

Viewing and/or modifying existing roster billings from the Professional Roster Billing List form

(Figure 6.23) can be performed with these steps:

a. Use the Roster Billing List form’s sorting and filtering capabilities to locate the roster billing of
interest.

b. Select the desired roster billing in the list and click the “View/Update” button to display the roster
billing details in the appropriate roster billing form. Alternatively, just double-click the desired
roster billing record in the list.

c. Make all desired changes to the roster billing. Refer to the Professional Roster Billing Form topic
for details on the many productivity-enhancing features available on the roster billing form.

d. When all changes have been made, click the Save button to save the roster billing record and
close the form. Review and correct any edit validation errors as needed. Alternatively, click the
“Cancel” (or “Close ) button to cancel any pending roster billing changes.

i8i Professional Roster Billing List i [ 3

File  Actions

Loz |Statuz | Service Date | Type| Paper 1D Provider 1D # Claims Total Chgs |Enty D =

o o

SotBy. % Service Date ¢ Provider  Tppe ¢ EntyDate
— Roster Billing List Filker Optiohs

Locatian: |RL - ta be generated =] Stats [ccans -]

MNew | Wiew | LCapy | Delete | Generate | LCloze

Figure 6.23 - Professional Roster Billing List

GENERATING ROSTER BILLING CLAIMS

1.

A roster billing defines both the common and patient-specific details required to create the
corresponding set of claims. Once you are satisfied with the roster billing contents (and no fatal edit
validation errors exist), you can “generate * claims for this roster billing using either of the following
techniques:

a. When a new Professional roster billing is created from the “New Roster Billing” menu item and
saved error-free, you will be prompted to proceed automatically to the claim generation step.

b. Claims for existing Professional roster billings can be generated from the Roster Billing List
Form. To be eligible for generation, a roster billing must reside in the “to be generated” (RL)
location and have a “clean” (CLN) or “has errors’ (ERR) status. Select the desired roster billing
record and click the “Generate” button (or choose the “Generate Selected Roster” action) to
initiate the claim generation process.

You will be prompted to confirm your intent to generate claims for this roster billing. As the operation
proceeds, running totals of the count and dollar value of all generated claims will be displayed on the
Roster Claim Generation form. You will be notified when the claim generation operation completes.
If desired, click the “View Results” or “View Rejects” buttons to view reports of the successfully
generated claims or rejected claims, respectively. These reports can be printed from the report previewer
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if desired. If any claim rejects occur during the generation process, the entire process will be reversed.
Review the rejects report, correct the offense, and run the roster billing generation process again.
Successfully generated roster billings will be moved automatically to the “generated” (GR) location.

AUTOMATED CLAIMS PROCESSING

The Process Claims feature allows you to run front-end edits on Roster Billing claims being submitted.
To process claims:

1. Select the Process Claims option from the Professional Claims Menu. The Automated Claim
Processing window will display (Figure 6.24).

Automated Claim Processing : il

Process Claims Matching (leave blank, for all claimsz)

LOE: I Provider: I

[~ Reprocess claims with errors

[~ Present claims with errars for immediate editing

[T Include edit erar details in process emor repork

Process LCloge

Figure 6.24 - Automated Claim Processing Window

2. If you want to process only specified claims, complete the top portion of the window. Place a check
in the box next to the options in the lower portion of the window if desired.

3. Click the Process button.

PREPARING CLAIMS FOR ELECTRONIC TRANSMISSION

Claim preparation generates a transmission-ready Electronic Media Claims (EMC) file. EMC files
contain submission details for one or more processed claims. Only claims in the to-be-generated (GL)
location that have an electronic (E) media setting are eligible for preparation. When a claim is prepared
into an EMC file, it is automatically moved to the transmitted (GR) location, which prevents the claim
from being inadvertently retransmitted.

Note: Before preparing claims for the first time, you will need to set up your Submitter Reference
File. This file contains important data that will be used to build the EMC file.

To generate an EMC file:

1. Select the Prepare Claims option from the Professional Claims Menu. The Professional Prepare For
Transmission window will display (Figure 6.25).

Professional Claim Prepare For Transmissi x|
r— Include Claims Matching

Log: [ - |

Paper: |<< All Pavers for LOB(z) > j

Provider; |<< All Providers for Payer(z) »» j
 Submission Status ——————— Inelude Errar Claims?

7+ Production " Yes

" Test " MNo

PBrepare Claims LCancel

Figure 6.25 - Professional Claim Prepare for Transmission
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2.

Specify from the drop-down list if you want only a single line of business (LOB) to be considered, or
select <<AllI>> to include claims for any line of business. If you specify an LOB:

a. Choose a single Payer or <<All Payers for LOB(s)>> to include claims for all payers.

b. Choose one or more Providers or <<All Providers for Payer(s)>> to include claims for all
providers.

Specify whether:

a. You want ANSI-837 EMC file output format.

b. The EMC file should be designated as a production or test submission.

c. Claims with non-fatal errors (ERR) are to be eligible for preparation. When unchecked, only
processed claims will be eligible for preparation.

Click the Prepare Claims button. Confirm your intention to prepare all eligible claims by clicking
OK on the displayed confirmation.

Running totals of the count and dollar value of all prepared claims will be displayed on the Claims
Prepare For Transmission form. You will be notified when the claim preparation operation completes.

You can click the View Results and/or View Errors buttons to view reports of the successfully
prepared claims and rejected claims, respectively. These reports can be printed from the report
previewer if desired.

When you have completed your review of the claim preparation reports, click the Close button on the
Claim Prepare For Transmission form.
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SECTION 7 - DATA COMMUNICATIONS

Before you are ready to transmit, you must have already entered one or more claims, and prepared these
claims into an EMC file suitable for transmission.

Claim files are located on the same drive on which the software is installed (see Installation Instructions
in Section 2, step 2) and can be found under winpcace/filename. The filename for the Professional claim
file is bstrans.dat. The filename for the Institutional claim file is betrans.dat.

Part A/Part B/[HHH & Railroad Claim Submissions

To transmit your claim file, exit PC-ACE Pro32. Go to your communication software to send the file to
GPNet. Refer to the GPNet Communications Manual for information on GPNet and sending/receiving
data. You may download a copy of the GPNet Communications Manual by visiting the Palmetto GBA
website at www.PalmettoGBA.com/EDI Select EDI from the link of Self Service Tools & Top links.
Select your line of business and Software & Manuals to locate the GPNet Communications Manual.
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SECTION 8 - EXITING PC-ACE PRO32

To exit the PC-ACE Pro32 Claims Processing System:
1. Close any data entry windows by saving or canceling as needed.

2. To close the Institutional/Professional Claims Menu, select File from the toolbar and then choose
Exit (you can also type [ALTHX] or click on the X in the upper right corner of the screen).

3. To exit PC-ACE Pro32, select File on the PC-ACE Pro32 toolbar, and then choose Exit (you can also
type [ALTHX] or click on the X in the upper right corner of the screen).

Note: Every time you exit the program, you will be prompted to perform a backup (Figure 8.1). For more
information on performing backups, see Section 9 — System Utilities.

Perform System Backup? |

whould o like to perform a backup of the PC-ACE Pro32 databazes and
configuration settings? If g0, specify a destination drive [e.g., A or hard disk
folder path and click the 'Start Backup’ buttan,

Drestination Drive or Folder:

| |

¥ Include infrequently changed database files (backup will be larger]

Optiong | Startﬁackupl LCancel I

Figure 8.1 — System Backup Prompt

If you do not want to perform the backup at this time, press Cancel, and PC-ACE Pro32 will close.
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SECTION 9 - SYSTEM UTILITIES

To reach the System Utilities, click the System Utilities button from the PC-ACE Pro32 main menu
(Figure 9.1).

i#i PC-ACE Pro32 Claims Processing Syste o ]
File “iew Security Help

System Utilities

Figure 9.1 — PC-ACE Pro32 Claims Processing Menu

The System Utilities window (Figure 9.2) will display. You can perform complete database backup,
validation, and restore functions from PC-ACE Pro32 System Utilities. All claims, reference files and
system configuration settings can be backed up to either removable media (diskette, writeable CDROM) or
a standard Windows directory (local or remote). In the event that a catastrophic system failure results in

the loss or compromise of PC-ACE Pro32 data, a complete database restore operation can be performed
from the most recent backup.

System Utilities x|

B ackup./Restone | File: Maintenance |

Backup | Walidate I Restore I

Thiz utility perfarms a backup of the PC-ACE Pro32 databaszes and configuration
zettings. Specify a destination drive [2.q., '4:4] or hard disk folder path and click
the "Start Backup' button.

Destination Drive or Falder:

|| .

W Inchude infrequently changed database files [backup will be larger)

DOptions | Start Backup |

Figure 9.2 — System Utilities Window

Backup is designed to protect just the PC-ACE Pro32 databases and configuration information. The
program executable files and other support files are not included in the backup archive. It is strongly
recommended that you supplement these backups with a comprehensive backup schedule for your server
and client systems. In the event a full restore is required, you would first restore from a full-system
backup to rebuild the system’s directory hierarchy and restore all program and support files. The most
recent PC-ACE Pro32 backup could then be restored to recover your databases and configuration settings.

The following sections describe the steps to backup, validate and restore.

Backup

To perform a backup of the PC-ACE Pro32 database files and configuration settings:

1. From the Systems Utilities window, click the Backup/Restore tab and the Backup sub-tab (see
Figure 9.2).

2. Complete the following information:
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a. Enter (type or click the “...” button to browse) the destination drive or folder to which the file
will be written. You can choose your floppy or writeable CD-ROM drive or a hard disk drive
(local or remote).

Note: Disk “spanning” is supported for backups to diskette. You will be prompted to insert blank
diskettes as needed.

b. Specify whether or not to include certain infrequently changed database files in the backup. To
ensure minimal problems in the event that a database restoration is required, we recommend
leaving this option checked for all backups.

c. Specify whether or not to include the claim archive database files in the backup. Refer to Section
14 — Archiving for more information on the archive feature.

d. Specify whether or not to include all archived EMC files in the backup.
3. Click the Start Backup button. The system will notify you when the backup is successfully completed.

Validate

No data is restored during the validation process, so it is “safe” (and advisable) to validate an archive
before attempting a restore operation. To validate an existing backup file:

1. From the System Utilities window, click the Backup/Restore tab and the Validate sub-tab (Figure
9.3).

System Utilities X

Backup/Restare | File Maintenancel

Backup Yalidate | Hestorel

Thig utility validates a previouzly made PCACE Pro32 databaze and configuration
zetting backup archive file. Specify the source dive [e.q., ") or hard disk folder path
containing the backup and click the "Start Yalidate' button,

Mate: This process simply confirms that the backup archive has the expected format
and that all files contained within the archive are readable. Mo data will be restored
during this validation process.

Source Drive or Folder [containing backup to be walidated):

Start Walidate |

Figure 9.3 — Backup/Restore Tab, Validate Sub-Tab

2. Specify the drive or folder where the backup file is located.

3. Click the Start Validate button.

Note: When validating backup archives that span multiple diskettes, insert the last diskette in the set
first. The system will prompt for the first and subsequent diskettes as the validation proceeds.

4. The system will confirm details of the backup archive’s integrity and display archive details (date of
backup, etc.).
Restore

Important Note: The restore operation will overwrite your current database files with older data
from the specified backup.

To restore database files and configuration settings from a backup file:
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Section 9 — System Utilities

1. From the System Utilities window, click the Backup/Restore tab and the Restore sub-tab (Figure

9.4).

System Utilities x|

Backup/Restore | File Maintenancel

Backupl Walidate Festore |

Thiz utility perfarms a restore of the PC-ACE Pra32 databazes and configuration
zettings from a previously made backup. Specify the source dive [e.g.. %] or hard
dizk folder path containing the backup and click the "Start FRestore' button,

Wiarning -- Thiz restore operation will avenarite your current databases with older data
from the specified backup. You should perform this operation under the supervizion of
authorized technical support perzonnel only.

Source Drive or Folder [containing backup to be restored):

| -

¥ Restare spstem and user configuration settings (in addition to database files)

Start Bestore |

Figure 9.4 — Backup/Restore Tab, Restore Sub-Tab

2. Specify the drive or folder where the backup file is located.

Place a check next to Restore system and user configuration settings.

4. Click the Start Restore button.

Note: When restoring backup archives that span multiple diskettes, insert the last diskette in the set
first. The system will prompt for the first and subsequent diskettes as the restoration proceeds.

5. You will be notified when the restore operation completes. PC-ACE Pro32 will terminate

automatically following a restore operation. The restored database files and configuration settings will
be available the next time the program is opened.
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SECTION 10 - SENDING AN EMAIL

In addition to calling the Palmetto GBA Provider Contact Center toll-free at 888-355-9165 (RRB) or 855-
696-0705 (Part A/Part B/HHH), you can also initiate technical support email, for general software-
related issues only, directly from the PC-ACE Pro32 system.

To send an email:
1. Click the Send EMail button on the PC-ACE Pro32 main menu.
2. PC-ACE Pro32 will launch your default email program.

3. Ensure that the email is correctly addressed:

a. For Part A/Part B/HHH and Railroad inquiries, use the following email address:
medicare.edi@palmettogba.com.

b. For Ohio and West Virginia Part B inquiries, use the following email address:
ohwvmedb.email@palmettogba.com. Be sure to include “EDI” in your subject.
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SECTION 11 - CLAIM ACTIVITY LOG

The Claim Activity Log files provide details of all claim import, process, prepare, and transmission
activities. The log files also record any abnormal activities that may occur in the course of operation.
Separate log files are maintained for Institutional and Professional claim activities. The log files can
be useful when researching past claim processing activity or reviewing the outcome of scheduled
claim activities.

To view a claim activity log file:

l.
2.
3.

Open either the Institutional or the Professional Claims Menu.
Select View from the Claims Menu toolbar and then choose Claim Activity Log.

Windows WordPad will launch and open the applicable log file. Activities are logged
chronologically, with the most recent entries at the end of the file.

When you are finished reviewing the log, close the WordPad program.
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SECTION 12 - CLAIM PRINTING

Claims can be printed in PC-ACE Pro32 using either the traditional CMS-1450 (UB-92) or enhanced
CMS-1450 (UB-04) Format. The enhanced pre-printed forms method or an advanced image overlay
technique are also supported.* The pre-printed forms method prints just the actual claim field values at
positions on the page that should line up with pre-printed CMS-1450 (Institutional UB92) or CMS-1500
(Professional) claim forms or enhanced CMS-1450 (UB-04) for both Institutional and Professional. The
image-overlay method automatically overlays the claim field values onto a graphical image of the blank
claim form, resulting in a complete claim image that can be printed on plain paper.

The image-overlay method requires the use of Adobe Acrobat Reader (version 4.0 or higher). This
free software can be downloaded from the Adobe website (www.adobe.com).

A new "default Form Version" selector has been added to the Printing Preferences screen to allow
selection of the default claim version. The available form versions for Institutional claims are the
Traditional CMS-1450 (UB-92) and enhanced CMS-1450 (UB-04) Format. Simply choose the claim
version you plan to use most often when printing claims. A corresponding "Form version" selector has
been added to the Claim Print Options form to allow override of this default form version each time
claims are printed.

To print a claim (or selection of claims):

1. From the PC-ACE Pro32 main menu, click either the Institutional Claims or Professional Claims
Menu button to open the corresponding Claims Menu.

2. Click List Claims on the Claims Menu to display the Claim List form.

3. You can print a single claim or a selection of claims:

a. To print a single claim, highlight the desired claim. Select Actions from the Claim List toolbar
and choose Print Selected Claim (or right-click to access a pop-up menu).

b. To print more than one claim, place a check in the left column next to the desired claims. Select
Actions from the Claim List toolbar and choose Print All Checked Claims. Multiple claims are
printed in sequence based on the current Claim List form’s Sort By selection.

4. The Claim Print Options form will display.

5. Determine if you will use the pre-printed forms method or the image-overlay method.

a. To use the pre-printed forms method, ensure that you have loaded pre-printed forms into your
printer and then click the Print button.

b. To use the image-overlay method:

i.  Click the Preview button. The Acrobat Reader program will automatically be launched with
the claim displayed.

ii. From the Acrobat Reader toolbar, select File and then Print to print the previewed claim.

iii. When finished, close Acrobat Reader. Y ou will not be able to resume activities in PC-ACE
Pro32 until the Acrobat Reader program has been closed. Simply closing the claim document
within the reader is not enough to signal PC-ACE Pro32 to continue.
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SECTION 13 - REACTIVATING PREVIOUSLY
TRANSMITTED CLAIMS

In some situations, it may become necessary to reactivate one or more previously transmitted claims for
retransmission. PC-ACE Pro32 provides two techniques for reactivating claims:

¢ Individual claims in the transmitted (TR) location may be reactivated for inclusion in a subsequent
EMC file.

¢ An entire EMC file may be reactivated for retransmission.

Individually Reactivating Transmitted Claims

If one or more transmitted claims need to be resubmitted in a future EMC file, the claim must first be
reactivated. Reactivation moves the selected claim(s) from the transmitted (TR) location to the to-be-
transmitted (CL) location, and resets the claim status to unprocessed (UNP). The reactivated claim can
then be processed and if no fatal edit validation errors are present, it will be included in the next EMC
file prepared.

Note: Only claims in the transmitted (TR) location may be reactivated. Once a payment has been made on
a claim, it moves to the paid (PD) location, and is no longer eligible for reactivation.

To reactive one or more claims:

1. Click on the Institutional Claims Processing or Professional Claims Processing button on the PC-
ACE Pro32 main menu to display the corresponding Claims Menu.

2. From the Claims Menu, choose List Claims. The Claim List will display.

3. Under Claim List Filter Options (at the bottom of the window) choose TR -- transmitted only from
the Location field.
4. To reactivate:
a. A single claim, highlight that claim record in the list.
b. Several claims, place a check in the left column next to each desired claim.
5. Select Actions from the Claim List toolbar and choose:
a. Reactivate Selected Claim for a single claim.
b. Reactivate All Checked Claims for more than one claim.
6. Confirm the reactivation when prompted. The claim(s) should disappear from the list, since it is no

longer in the transmitted (TR) location. You should now find the unprocessed (UNP) claim in the to-
be-transmitted (CL) location.

7. From the to-be-transmitted (CL) location, highlight the unprocessed (UNP) claim and click Save.
This step will change the claim status from UPN to CL, allowing claims to be prepared to a new file.

Reactivating an Entire EMC File for Retransmission

Until an EMC file is purged from the archive, it is available for reactivation and subsequent
retransmission. Retransmission of an EMC file might be required, for example, if a previously sent file
was somehow corrupted during transmission.

Reactivation of an EMC file consists of restoring the selected file from the archive to its original prepared
filename in the server’s WINPCACE directory. After reactivation, the EMC file and other associated
system settings exist just as they did when the file was originally prepared for transmission.

To reactivate an EMC file:
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1. From the PC-ACE Pro32 main menu, click the Institutional Claims Processing or the Professional
Claims Processing button. The Institutional or Professional Claims Menu will display.

2. Select Maintain from the Claims Menu toolbar and then choose Transmission Log. The Claim
Transmission Log form will display, which lists chronologically all archived EMC files.

3. Highlight the EMC file to be reactivated. Click the Reactivate button on the bottom of the window
and confirm the reactivation when prompted.

4. You will be notified when the reactivation operation has successfully completed. The EMC file is
now ready for retransmission. Click the Close button to close the form.
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SECTION 14 - ARCHIVING

Transmitted claims in PC-ACE Pro32 can be optionally moved off-line to any number of user-defined
claim archives. Claim archiving provides the following advantages:

¢ Archiving claims reduces the size and optimizes the performance of the current claims database.

¢ Archiving claims eliminates claims that are no longer needed from the current claims database,
making it easier to locate and work with the other current claims.

¢ Archiving claims promotes organized storage of older claims without requiring that they be
purged. Claim archives can be maintained by transmit date, line-of business, submission payer or
other preferred criteria.

Claim archive databases look and act much like the current database. With a few minor exceptions, the
same actions available for transmitted claims in the current database are also available for archived
claims. For example, archived claims can be viewed and printed just like claims in the current database.
The payment history of archived claims can be viewed as well.

To create a new claim archive or open an existing claim archive:

1. From the PC-ACE Pro32 main menu, click the Institutional Claims Processing or Professional
Claims Processing button to display the corresponding Claims Menu form.

2. Click the List Claims button on the Claims Menu to display the Claim List form. By default, the list
will display claims in the to-be-transmitted (CL) location.

3. From the Claim List form toolbar, select File and then choose Open Claim Archive. The Open
Claim Archive form will display, listing all existing claim archives (if any).

4. From the Open Claim Archive form, you can open and create claim archives.

a. To create a new archive, click the New button and the Create New Claim Archive dialog box will
display (Figure 14.1). Enter a descriptive name for the new archive. Archive names can contain
only alphabetic and numeric characters, the underscore (“ ") character and spaces. You will
receive an error message if the chosen archive name is unacceptable.

Create New Claim Archive ﬂ

Enter name for new archive (no extension):

Enter Mew Archive Mame Herd

QK I Cancel

Figure 14.1 - Create New Claim Archive Dialog

Click the OK button and the empty archive will be created and the corresponding entry will be
added to the selection list.

b. To open a claim archive, highlight the desired archive and click the Open button (or double-click
the new list entry).

You will be returned to the Claim List form with the new claim archive open in the window.
To archive a claim:
1. Open a claim archive into the Claim List form (see steps above).

2. Select File from Claim List toolbar and then choose View Archived Claims. The claims in the open
claim archive will display.

3. Select File from Claim List toolbar and then choose View Current Claims to toggle back to the
current claims.
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4.

10.

11.

Only transmitted and paid claims can be archived. Therefore, under Claim List Filter Options (at the
bottom of the window) choose TR -- transmitted only or TR/PD -- transmitted + paid from the
Location field.

To archive:

a. A single claim, highlight the desired claim.

b. Several claims, place a check in the left column next to each desired claim.
Select Actions from the Claim List toolbar and choose:

a. Archive Selected Claim for a single claim.

b. Archive All Checked Claims for more than one claim.

The claim(s) will disappear from the current claim list.

To view the claims you just archived, toggle back to the claim archive by selecting File from the
Claim List toolbar and choosing View Archived Claims.

When you are finished reviewing the claim archive, select File from the Claim List toolbar and
choose View Current Claims.

Select File from the Claim List toolbar and choose Close Claim Archive to close the open claim
archive.

You will be prompted to pack the claim archive before closing.

We recommend packing a claim archive database occasionally, as it minimizes the disk space
requirements and enhances performance. Note: The packing process can be lengthy for large
databases. Once the packing operation has started, it must continue to completion.

Click the Yes button to pack and close the archive, the No button to close the archive without
packing, or the Cancel button to leave the archive open.

Note: If you close the Claim List form without first closing an open claim archive, the archive is
closed automatically and you will receive the pack prompt.

Unarchiving Claims

To unarchive claims:

l.
2.
3.

Open the claim archive (see steps above).
Highlight (single) or check (multiple) the desired claim(s).

Select Actions from the Claim List toolbar and choose:
a. Unarchive Selected Claim for a single claim.
b. Unarchive All Checked Claims for more than one claim.
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SECTION 15 - USING PC-ACE PRO32 TO TRANSLATE
999 AND 277CA REPORTS

The 999 and 277CA reports will be uploaded to your GPNet Mailbox in a raw data format. PC-ACE
Pro32 software can translate these raw data files into a Previewer or into a modifiable Notepad file.

Translating the 999 Report

1. Check your GPNet Mailbox.
a. Referto the GPNet Communications Manual, “List Files In Mailbox”

2. Retrieve the 999 report from your GPNet Mailbox.
a. 999 Report filename format: (999nnnnn.999.999, where nnnnn represents a sequential number)
b. Refer to the GPNet Communications Manual, “Download a File”

3. Place the downloaded file in the appropriate folder:
a. CAWINPCACE\Ansi997 \Ack1500 for Professional 999 reports.
b. CAWINPCACE\Ansi997\ Ackub92 for Institutional 999 reports.

4. Open PC-ACE Pro32.

If you wish to view the files in the Pro32 Previewer, no change is necessary (default). If, instead, you
wish to open the file in a modifiable Notepad file, you must make this preference change before
continuing.

a. Click File from the main menu. Select Preferences (Figure 15.1) and then check “Use Windows
Notepad instead of built-in previewer to view response reports”

ﬂ

General | Clairn Listl Claimlmpnrtl F'rintingl Data D:umml Mizz I

— General Preferences

¥ Avtomatically tab at masimum figld lenath duning data enty

[~ Tab key jumps between contralz with edit emors when displayed

[¥ Enable flashing notification method for controls with edit erors

[+ ‘Warn on close when defermed claims tasks are scheduled

[v Show descriptive field hintz on claim and reference file farms

[~ Present claims with erors for immediate editing during process mns

[~ Use Charge Master reference file for Professional procedure code lookups

[ Inkerpret Enter key as save request on claim entry and other editable forms

¥ Automatically dizplay E dit Walidation Error List when saving a claim that contains erars
¥ Avtomatically prompt for selection of non-unique Payer, Provider, and Physician [0
[~ Automatically focus on Patient PCH field far new Institutional hand-keved claims

[~ Automatically focus on Patient PCH field for new Professional hand-keved claims

[~ Auto-populate zero service line Units value ta 1 during Professional claim enty

[~ Skip over line item Service Thru Date field during Institutional claim entry

[~ Use the Physician reference file for Professional purchased services lookups

[~ Include only Revenus Codes with non-zero charge amounts in lookups

[+ Enable service line Total Charges auto-calculations during |nstitutional claim ety
[ ilze Windows Notepad instead of built-in previewer to view response reporks

¥ Prompt to include only rejected claims in the Claim Acknowledgment [27704) reports

ak. I Cancel

Figure 15.1 - Preferences Window

6. From your PC-ACE Pro32 toolbar (Figure 15.2), click on the Inst or the Prof button.
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i PC-ACE Pro32 Claims Processing System [ZL lz|
y Help

Figure 15.2 - PC-ACE Pro32 Toolbar

7. In the Institutional or Professional Claims Menu (Figure 15.3) click on Maintain and choose
Acknowledgment File Log.

B Professional Claims Menu

Eile Yiew Roster BOEIEE

Reverse Claim Impark

Transmission Log
owledgment File Log

P | Prepare Claim Skatus Request File
lairn Status Response & Acknowledgment Log

Purge Claim Activity Log

List Claims

Procezs Claims Prepare Claims

Figure 15.3 - Professional (or Institutional) Claims Menu

8. Select the ANSI-999 file you wish to review (Figure 15.4) and click on the View Report button.

¥ Prafessional Acknowledgmant File Log

Date Tma [SeralMo |Statue |Sended Fecarver Teane Set it | lnchded | Fecerced | Accapled|fu &
MM 1550 [nnn | 3 | ek AR0OGH | N1 :

View Fepart [eete Eehest [ Close

Figure 15.4 - Professional (or Institutional) Acknowledgment File Log

9. The report will display in the previewer (Figure 15.5) or open in Notepad (Figure 15.6) (see step 5).
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JST-TES |
PC-ACE Pro32 ANSI-997/999 ACKNOWLEDGMENT REPORT
File Dace/Time: 08/12/2011 12:34:00 Serial No: 0DODOO
Aeknowledgment Created (GS04/05): OBf12/2011  12:34
Sender Code [GS02): 0o
Receiver Code (G303): 10000
ick Transaction Ser Control No (STO2): 4564001
Group Control Number (AKLOZ): 84
Veraion/Release/Industey Code (AK103): DOS010KZZZAL
Transmction Set Control Number (ARZOZ): XK
Implementation Conwvention Ref (AK203): D0S010X222A1
Transaction Ser Status (IE501): A - hecepred
Functional Group Stacus (AKSO1): A = kecepred
Transaction Sets Included [AKS0Z): 1
Transaction Sers Received [AKS03): 1

Figure 15.5 - Previewer

E HEX TXT - Hotepad

B fdt Fgrmat Yew el

Mknw'leﬂgnent created (GI04/05):
Sender Code [GE02):

recelver Code (G5030:

ack Transaction Set Control Mo (STO2):

Group Control Number (asloz):
version/eelease/Industry Code (AKLO3):

Transaction Ser Control Mumber C(akZ020:
Implementacion Corvention ref (Ak203):

Tramsaction S&t sStatus (IKSOL):
Functional Group Status (AXHO0L):
Transaction Sers Indluded gik"}l}-?él

Transaction Sexs Recelved (AKS03
Transaction Sets Accepted (AKSO4

08,/12/000%  R2:i34
e

P
4 8001

B
COE0A0Z 2TAL

Pt
COAONI 2 TAL
& = ACCEDTEd
A = Accepied
1

1
1

Figure 15.6 - Notepad

a. Click on the Print button in the Report Preview if you wish to print a paper copy of the Functional
Acknowledgment (ANSI-997) Report. (Note page count.)
b. Click on the Close button in the Report Preview if you wish to close the window.

c. Click on the Delete button in the ANSI-997 Acknowledgment File Log window if you wish to
delete the selected Functional Acknowledgment (ANSI-997) File from PC-ACE Pro32.

Translating the 277CA Report

1. Check your GPNet Mailbox.

a. Referto the GPNet Communications Manual, “List Files In Mailbox”

2. Retrieve the 277CA report from your GPNet Mailbox.
a. 277CA Report filename format: (RSPnnnnn.RSP.277CA, where nnnnn represents a sequential

number)

b. Refer to the GPNet Communications Manual, “Download a File”

3. Place the downloaded file in the appropriate folder:
a. C:\WINPCACE\Ansi277\STAT1500 for Professional 277CA reports.
b. C:AWINPCACE\Ansi277\STATUB92 for Institutional 277CA reports.
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4. Open PC-ACE Pro32.

If you wish to view the files in the Pro32 Previewer, no change is necessary (default). If, instead, you
wish to open the file in a modifiable Notepad file, you must make this preference change before
continuing.

a. Click File from the main menu. Select Preferences (Figure 15.7) and then check “Use Windows
Notepad instead of built-in previewer to view response reports”

ﬂ

Gereral | Claim Listl Elaimlmportl F'rintingl [ata Cnmml Mizz I

— General Preferences

v Avtomatically tab at maximum figld lenath during data entry

[~ Tab key jumps between controls with edit erors when displayed

¥ Enahble flashing notification methad for contrals with edit erars

¥ ‘wamn on cloze when deferred claims tasks are scheduled

[+ Show descriptive field hintz on claim and reference file forms

[~ Present claimz with erars for immediate editing during process uns

[~ Use Charge Master reference file for Professional procedure code lookups

[~ Interpret Enter key as save request on claim entry and other editable forms

¥ Automatically dizplay E dit W alidation Error List when saving a claim that contaings erors
v Avtomatically prompt for selection of non-unique Paver, Provider, and Physician Dz
[~ Automatically focus on Patient PCH figld far new Institutional hand-keyed claims

[~ Automatically focus on Patient PCH field for new Professional hand-keved claims

[~ Auto-populate zero service line Units value to 1 during Professional claim entry

[~ Skip over line item Service Thu Date field during Institutional claim entr

[~ Use the Physician reference file for Professional purchased services lookups

[~ Include only Revenus Codes with non-zero charge amounts in lookups

[+ Enable service line Total Charges auto-calculations during |nstitutional claim ety
[ ilze 'Windows Notepad instead of built-in previewer to view response reporks

¥ Prompt to include only rejected claims in the Claim Acknowledgment [27704) reports

QK I Cancel

Figure 15.7 - Preferences Window

6. From your PC-ACE Pro32 toolbar (Figure 15.8), click on the Inst or the Prof button.

i PC-ACE Pro32 Claims Processing System

Figure 15.8 - PC-ACE Pro32 Toolbar

7. In the Institutional or Professional Claims Menu (Figure 15.9) click on Maintain and choose Claim
Status Response & Acknowledgement Log.
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8| Professional Claims Menu

File Wiew Roster BOERED
Reverse Claim Import
Transmission Log

acknowledgrment File Log

Prepare Claim Skaktus Request File
lainm Statu knowledgment Log

Process Claims Prepare Claims

Figure 15.9 - Professional (or Institutional) Claims Menu

8. Select the ANSI-277CA file you wish to review (Figure 15.10) and click on the View Ack Report
button.

# Professional Claim Status Response & Acknowledgment Log

Date | Time

| S ereded | Receiver |t Resp|tack 1sac 8 [Group O | Trans Set #t | Posted?] 2 &

DEABA2MT 1527
2R (11

WView Ack Repoit

HIOOO0H IO 0 453 | 000000001 1
ot : ] 0 | 0000000 |1

| Delete | Aefiesh |

DO0DO000

MM F
N/

3

Close

Figure 15.10 - Professional (or Institutional) Claim Status Response & Acknowledgment Log

9. The report will display in the previewer (Figure 15.11) or open in Notepad (Figure 15.12) (see step

5).
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= I!! KI

13 zoom B 4[] s o DIM| &) o

PC-ACE Pro32 ANSI-277 CLAIM ACKNOWLEDGMENT REPORT
File Date/Time: 0S/08/2011 10:12:00

Acknow ledgement Created (GS04/0S): 05/08/2011 10:12
Sender Code (GS0Z): 0000
Recelver Code (GS03): OO0

*** Transmizsion Acknowledgement § 1 ***
Information Source ID: XOODOH Name: TRAILBLAZER HEALTH ENTERPRISES-OFNMCO
Transmission Receipt Control #: 0410220110%08000001
Receipt Date: 09/08/2011
Process Date: 09/08/2011
* Informacion Receiver Acknovledgement # 1 **@
Information Source ID: IODOOH Heane: TRAILBLAZER HEALTH ENTERPRISES-ORNNCO
Receiver Name: AEC Co ID: 000
Receiver Info:
Receiver Trace §: 0001
Total Rejected Quantity: 1
Total Rejected hwount: §230.00
Receiver Status:
Status Date: 05/08/2011

Total Submitted Charges: §230.00

Aoknow ledgement H1:
Category: A8 - Acknovledgement / Rejected for relacional field in error.

Status: 746 = Duplicate Submisaion Note: use only at the information
receiver level in the Health Care Claim Acknowledgement
transaction.

Entity: 40 - Receiver

Toral Acknowledgements In This Transaction Set: 2

*** END TRANSACTION SET (ST/SE) # 000000001 *w*

1o |

Figure 15.11 — Previewer

' ORI TXT - Holepal

Fle £t Format dew el

Acknowledgement Created (G504,/05): 09,/08,/2001 10:12 A
sender Code (ES02): ey

mecelver Code (50301 A

Fee Tromdmission Acknow]adgenent & 1 =@
Information Source I0: 04102 Hame: TRATLOBLATZER HEALTH ENTERPRISES-ORMACO

Transmission rRecefipt Control & O41022001090B00000L
recelpt Date: 09/03/2011
Process pate: 09508,/2011

'ev Information Receiver Ackrnow]edgement & 1 wew
Information Source I0: W Hame: TRAILOLADER HEALTH ENTERPRISES-ORMACO

RECE|VE" NamE: aBC Co Ties el
Jeecelver Info:

receiver Trace #: 0001

Tota] Rejected quanﬂty: 1

Total eejected amounti $230.00

RecElvEr STATUS!
STatus Date: 094082001
Total Submitted Charges: $230.00

ackneedgement #1:
Category: AR = Acknowlgdgement / rejected for relational field im error.

status: 746 - puplicate submfizsion Mote: wee only at the imfarmation
recefver Tevel in the nealth Care Clafm acknow]edpement
transaction.

ERtity: 40 = Recefver

Tatal acknow]edgements In This Transaction Set: 2

wev END TRAMSACTION SET (ST/SSED # 000000001 *=~

Figure 15.12 — Notepad

a. Click on the Print button in the Report Preview if you wish to print a paper copy of the Functional
Acknowledgment (ANSI-277CA) Report.
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b. Click on the Close button in the Report Preview if you wish to close the window.

c. Click on the Delete button in the ANSI-277CA Acknowledgment File Log window if you wish to
delete the selected Functional Acknowledgment (ANSI-277CA) File from PC-ACE Pro32.
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