














6) Select the Extended Info Tab and enter the
appropriate information. Some or all of
these extended fields may be left empty,
e.g. pay-to-provider is the same as the
billing provider.

7) When complete, click the Save button to
save your changes and close the window.
You will be prompted to enter any required
information that has been omitted. If this
occurs, correct the reported problems and
click the Save button again to save and exit
the form.

8) Click the Close button to return to the PC-
ACE Main Toolbar.

Provider Association for Solo Practices

1) From the Provider (Prof) tab, select (i.e., left-click the mouse) the Solo Provider record to be
associated with the next insurance type for this same

provider entity. New Provider Options

. . ; Az a convenience, the new provider may inkerit the basic name and
2) Click the New button. The New Provider OpthﬂS form addrezz information from the curently selected provider. Thiz facilitates

H H the creation of provider records which differ only in the specification of
will be dISplayed' 1D, LOE. and Payer |D fields.
3) Click the Inherit name/address information from the P e ol e e e ]

selected provider radio button. * Inkert name/address information fram the selected provider

v ihzsociate the new provider with the selected pravider

4) Click the Associate the new provider with the
selected provider check box. (This will place a
checkmark in the check box.) The resulting New Dk | Cancel

Select the desired aption and click the '0F button ta continue.

Provider Options form should now look like:

5) Click the OK button to create the new associated provider record. The associated provider record will
be displayed in the Provider Information form.

6) Complete the information that is specific to the insurance type (LOB). (Example: Provider ID / LOB
fields).

7) When complete, click the Save button to save your changes and close the form.

8) Click the Close button to return to the PC-ACE Main Toolbar.
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Group Practice Setup

The instructions below are specific to BCBSNE, Medicare Part B and NE Medicaid.

can be applied for any other payers that assign group numbers.

1)

From the Main Toolbar, click the
Reference File Maintenance button.

2) Select the Provider (Prof) tab. The
Professional Provider list will be

displayed.

Click the New button to create a new
Provider record.

3)

4) Click the Group Practice radio button.

5) Enter your group practice information on

the General Info Tab.

il Reference File Maintenance

File Wiew Reports

Palianl] Payer ] Provider [Inst]  Provider [Prof) CUdes/Misc]

However, they

LOB | Type |Provider/Gioup Mame Praovider ID Payer ID Group Label Tag |F &
35 Group | FAMILY PHYSI ] 01234 777a0 15 4
BS Indiv  JOE, CLARE 11111 FPTe0 FCJOE 4
BS Group  FREMOMT CLINIC 1M Frran FC-JOE 4
BS Indiv  BLAIR, SEAN K. 12345 TR0 FFBS 4
BS Indiv JACK, JOMES 22222 FCAJACK 4
BS Group FREMOMT CLINIC 22222 FC-JACK 4

w
SortBy: " LOB ¢ Tppe ¢ Provider/Group Mame @ Provider D ¢ GroupLabel ¢ Tag

List Filter Options

" Shaow all providers [ho filter applied)

™ Filter list to include Provider 105 starting with
£ Filter ligt to include Provider Mames starting with

Hew Yiew/Update Delete |

(" Shaw only praviders associated with selected pravider

Cloze

FOR BCBSNE: Put “D” and your 5 digit
BCBSNE-assigned firm number (group number)
in the Group ID/No field.

FOR MEDICARE B: Put your 6 digit Medicare-
assigned firm number (group number / group
number) in the Group ID/No field.

FOR NE MEDICAID: Put your tax ID and the
two-digit Medicaid-assigned suffix number in the
Group ID/No field.

NOTE: Be sure to enter a value in the Group
Label field! The Group Label field is the “link”
between a group provider and all the individuals
within that group. There is no specific naming

Professional Provider, Information Pz

General Info l Extended Info ]
Provider Type: & i (‘
Group Mame FAMILY PH' Group Label ,FF'BSi
Last/Firstl | [ Talbimype  [FORITT B
Address [7261 MERCY RD UPIN r

| Specialty ’_ Type Org '_
City/StZip  |OMAHA [NE [emtsd__  Tawonomy [
Fhone |[402] 3924205 Fax |[_] EC Accept Assign? |A— Participating? |—
Contact |JDHN Signature Ind |Y— Date ’m
Group ID/Mo. ’W LOE ’F Pravider Roles: Biling |Y— |—
Payer ID 70 Tag ,7
Remarks Provider Associations: Select

LOE |Provider ID Provider/Group Mame
Save LClose

convention required when setting up the Group Labels.

(Exp: GROUPOO01 or 103030 [provider number])
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6) Select the Extended Info Tab and enter the
appropriate information. Some or all of these
extended fields may be safely left empty.
Example: Secondary IDs.

Note that the Pay-to-Provider information
is only needed if it is different.

7) When complete, click the Save button to save
your changes and close the window. You will
be prompted to enter any required
information that has been omitted. If this
occurs, correct the reported problems and

HECFA-1500 Provider Information

General Info Extended Info ]

CLIA Mo, — E
M ammagraphy Mo.
HIO Contract Mo

Dental Provider? r
Pravider ID/MNo Tupe

Fay-To Provider Information [specify only if different]

Organization

Last/First bl

|
]
|
Address i
r
|
]
r
|
]

City/St/Zip

O

Fed Tax 1D |

S R

Frovider ID/Mo. |

Tax Tupe r
ID/Ma Type |

Secondary Provider [Ds [ANS] use only)

IDAType #1
IDAType #2

Save LCancel

click the Save button again to save and exit the form.

8) Click the Close button to return to the PC-ACE Main Toolbar.

Individual in a Group Setup

The instructions below are specific to BCBSNE, Medicare Part B and NE Medicaid.

can be applied for any other payers.

1) From the Main Toolbar, click the
Reference File Maintenance button.

2) Select the Provider (Prof) tab. The
Professional Provider list will be displayed.

3) Select the Provider/Group Name and LOB
you want to add for individual doctors.

4) Click the New button to create a new
Provider record.

5) Click the Individual in Group radio button,
if not already selected.

8 Reference File Maintenance

Eile Wiew Reports

However, they

F'aliant] Payer I Provider [Inst]  Provider (Praf] Codesf’Misc]

Provider/Group Mame
Group | FAMILY PHYSICIANS
JOE, CLARK
BS Group  FREMONT CLINIC
BS Indiv  BLAIR, SEAN K
BS Indiv  JACK, JONES

BS Group  FREMONT CLINIC

Indliv

Lizt Filter Options
& Show all praviders (no filter applied]

Provider ID

FCJACK

4
4
Freen FPES 4
4

FC-JACK 4

SortBy:  LOB ¢ Type ¢ Provider/Group Mame % ProviderlD  GroupLabel ¢ Tag

(" Show only providers associated with selected provider

7 Filter list to include Provider |De starting with
" Filter list to include Provider Mames starting with

Hew Wiew/Update Delete ‘

Cloze
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6) Enter the group label you created in the last

. Professional Provider Information &l
section. —
General [nfa ] Extended |I’]fU]
. L. . . . Provider Type: pe " Solo Practice
7) Enter your individual provider information on the et | T
General Info Tab. Last/Fist/Ml [JOE TAAK | TasID/Type  [+79999999 [
Address [7261 HOMESTEAD RD UPIN
i i | Specialty Type Org ’_
If you do not make the provider entries as Ciysuzp  [FREMONT NE [BE000__  Taorewy |
indicated below, your file will not be imported or iz 2777585 Fan[ ) Acceptéss? A Parichaing? [
Cantact [1OHN SignatwreInd  [Y Date [01/02/1380
prepared CorreCtIy Fravider ID/No. ’111117 LOB ’r Provider Rales: Biling W Rendering |Y—
Payer D FEran Tag
Remarks Provider Associations: Select
- . . . LOB | Provider ID Frovider/Group Name
FOR BCBSNE: Enter “D” and your individual 5 digit
assigned number in the Provider ID/NO field.
Save Lloze

NE MEDICAID:
Enter the provider’s Social Security Number in the Provider ID/NO field.
Enter the provider’s Social Security Number with identifier “S” in the Tax ID/Type field.

Select the Extended Info Tab and enter the appropriate information. Some or all of these extended fields
may be safely left empty.

NOTE for commercial payer entries: You may need to specify the provider ID/No type depending
on the type of number entered in the Provider ID/No field on the General Info tab. Otherwise, this
field will default to “G2-Provider Commercial Number” in the prepared file. Check with the Trading
Partner to confirm the correct information.

Professional Provider Information, El

Note that the Pay-to-Provider information is only needed if it is el o Exterddnio |
d Iffe re nt Secondary Pravider IDs [ANSI use anly]
. CLI& Mo
Mammography Mo. A ’7
i D/ Type #2 ||
When complete, click the Save button to save your changes and oEmae F
close the form. You will be prompted to enter any required resmE ([
information that has been omitted. If this occurs, correct the reported "”“"’”V‘dﬁ"'”f"'“““[S”E“"””‘y“di"”““
Organization
problems and click the Save button again to save and exit the form. LasFisi r
Address [
[
CstZip | [ ——
Click the Close button to return to the PC-ACE Main Toolbar. FedTarID iz |
FroviderIDMo. | ID/MoTwpe |
Save Close
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Manual Patient Data Setup (Optional)

Patient information may be entered manually into the Patient Reference file if desired.
Key-entry sites may find this to be beneficial because the patient information in this file can be used to
create claims and thereby avoid re-keying patient data on subsequent claims for that individual.

a)

b)

From the main PC-ACE form, click the “Reference Files” button to display the Reference File
Maintenance form. Click the “New” button to display the Patient Information form. Enter the patient
information, taking advantage of the built-in lookups where possible (by pressing the “F2” key or right-
clicking the mouse).

TIP: Type “<ALT>F2” (press the “F2” function key while holding down the “ALT” key) to provide a
visual indication of all fields that support lookups. Press the “ESC” key to turn off the flashing indicator.

The Patient reference file contains general patient information as well as primary, secondary, and
tertiary insured details. Patient lookups during claim entry will extract all applicable data from this
reference file into the claim automatically.

NOTE: If you are licensed for both Institutional and Professional claims processing, you will have the
option to set up separate Institutional versus Professional primary, secondary, and tertiary insured

details.

Click the “Save” button to save the new patient. When prompted, correct any missing or invalid field
values (if present) and re-save as needed. Repeat this process to create additional patients.
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Claims Activities in PC-ACE

Most claim activities in PC-ACE are accessed from the “Institutional Claims Processing” or the
“Professional Claims Processing” buttons on the main form. The on-line Help includes more information
about these activities.

o WARNING: Prepare Medicaid claims separately and transmit them prior to preparing any other
claims. If you don’t, the file will be overwritten.

o Prepare Medicare Part B claims separately.

e |tis recommended to prepare and transmit Medicaid and Medicare Part B claims first.

Import Claims
If you do Print Image imports, you must go to

Preferences

General | Claim List | Clain

l antmg] Data Cumml Misc I

File>Preferences>Claims Import and click on the button C'ai;'Tzzft‘u';':n':z;:lmpm - ootenns Comnoen
(Institutional or Professional) for the type of claims you Claim Impot Processing Methad
are importing. Select the option “Import Claims from print (& Impart claims fram prirt fle using standard PritLick. mapping techrique

" Import claims directly from pre-built file in intermediate delimited farmat
file using standard PrintLink mapping techniques.” ) el e i 6 G (20 s

Claim Impart Preprocessor [leave blank for nonel:

When you have claims suitable for transmission (i.e., =l
“clean” claims and, optionally, “non-fatal error” claims),
these are the steps needed to prepare the electronic

(EMC) file.

Prepare Claims
Click the “Prepare Claims” button on the Claims Menu form. This will display the Claims Prepare for
Transmission form.

By default, all “clean” claims (Status = “CLN”) in the “pre-transmitted” location (Location = “CL”) will be
selected for inclusion in the EMC file.

The user has several options for filtering this list of available claims to a smaller subset. Filter selections
include:

claim LOB,
submission Payer, and
submission Provider.

These filtering capabilities would be useful if, for example, claims for a particular LOB/Payer combination
need to be transmitted separately.

The data communications setup in PC-ACE allows unique data communications parameters (phone
numbers, etc) to be defined at an LOB or LOB/Payer level, if desired. These features provide flexibility in
setting up your EMC transmissions.

In addition to these claim filtering options, you may opt to include claims with a “non-fatal error” status
(ERR) in the EMC build.

a) As an example, select “MCA” from the “LOB” selection list. Then click the “Prepare Claims” button to
perform claim preparation of any “MCA” claims. When the prepare process completes, click the “View
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Results” button to preview the prepare detail report. Close the report previewer and prepare summary
form when finished.

b) As another example, from the Institutional Claims Menu form, once again click the “Prepare Claims”
button to open the Institutional Claim Prepare For Transmission form. This time leave all filter selectors
at their default settings and simply click the “Prepare Claims” button. An EMC file containing the
remaining clean claims will be prepared. When finished, once again click the “View Result” button to
preview the prepare report.

NOTE: Notice that the report is grouped in sections by LOB/Payer and subtotaled for each provider within
this grouping. In addition, the EMC “Serial Number” (representing “01” record breaks) and “Batch Number”
(representing “10” record breaks) assigned to each claim are also included for reference.

c) Close the report previewer and prepare summary form when finished.

WARNING: Selecting “Test” as submission status is a communications test only. These claims are
not forwarded to the payer. Your NEBLUEconnect Claims Confirmation Report will state: “Unable to
determine route.”
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Instructions for Sending Claims to BCBSNE Over the Internet

Blue Cross and Blue Shield of Nebraska now offers a way for physician and dental offices to send claims and
other transactions to BCBSNE via a secure web page accessible by any office that has a connection to the
Internet.

1.) Open Internet Explorer and go to https://seccomm.bcbsne.com or open the “Data Communications” window
from the main PC-ACE toolbar and click “NEBLUEconnect via the Internet”

2.) Enter your username and password in the login section of the web page.

Note: If you don’t have one, contact an EDI Account Manager to get one! Go to www.bcbsne.com and click
on the green Provider tab and then NEBLUEconnect button in left column for contact information.

You can change your password by clicking the “Change Password” button and following the prompts given.

- Blue Cross Blue Shield
SecureTransport of Nebraska

o0 |ooseodmc Uoee s of oo Bius Crnm o B usShiWd omody

hsport Logout

Erowse... IUpload File Set ASCI Change Password

3.) Click on the “Inbound” Link to go to the page where you will upload your claims.

| Erowse... | Lplaad File |

Name Size [B] Date

Clinbound Moy 18 15:42
) Coutbound Nov 18 15:42

4.) Click the “Browse...” button and find the claim file you want to upload. PC-ACE users will typically upload
BCTRANS.DAT or BSTRANS.DAT. You can usually find that file in CA\WINPCACE.
Once you have chosen a file, click the “Upload File” button.
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5.) Once you have clicked “Upload File”, the file will appear in the file list. Click “Logout” after you are done
uploading files.

&=/
#= inbound
| Browse. |  UploadFile | Set ASCH | Change Password |
Name Size [B] Date File Options
{1 BETRANS. DAT 1975 Mow 24 20:03 k4

6.) To retrieve your reports, go back to https://seccomm.bcbsne.com and log back in. This time choose the
“Outbound” folder instead of the “Inbound” folder to view the reports we are sending back.

| Browse... | Upload File |

Name Size [B] Date

Cinhound Mov 18 15:42
mm) Cloutbound Nav 18 15:42

Note: For each batch of claims you send, you will receive several reports. Some reports begin with a “TA1”. We
use this report to troubleshoot claim files that were rejected because they have a problem. The data contained in
these reports may be used by some practice management systems, but is typically not useful to the person filing
the claims.

Every time you send in a claim, look for a report that begins with “CCR” within 30 minutes of sending the claims,
and then a report that begins with “QOE” the following day (provided the claims were received before 4:30 PM CST
— if the claims were sent after 4:30 PM CST look for the QE report on the second day after sending in the claims).

The “CCR” report will contain a list of all claims that were accepted for processing and possibly claims that were
rejected. If the report contains rejections it will provide you with the patient name, date of service, and dollar
amount as well as the reason for rejection.

In order to view these in PC-ACE, you must save this file to C:\WINPCACE\MAILBOX before launching report
manager. (Note: “C:\” is the default installation drive for PC-ACE. If you have changed the default installation
drive then substitute the appropriate drive for “C:\".)

The “QE” report is generated after the claim file undergoes checks for patient eligibility and other checks for

proper diagnosis and procedure codes. If a claim rejects, the patient names, subscriber ID, claim amount, and
rejection reason will be listed.
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In order to view these in PC-ACE, you must save this file to C:\WINPCACE\MAILBOX before launching report
manager. (Note: “C:\" is the default installation drive for PC-ACE. If you have changed the default installation
drive then substitute the appropriate drive for “C:\".)

Electronic Remittance Advice filenames begin with “835”.

In order to view these in PC-ACE, you must save this file to C:\WINPCACE\MAILBOX before launching report
manager. (Note: “C:\” is the default installation drive for PC-ACE. If you have changed the default installation
drive then substitute the appropriate drive for “C:\".)

7.)After you have received your “CCR” file for the claims you sent, you can delete the report that begins with “TA”.
To delete files, click on the picture of a hammer and screwdriver to the right of the name of the file that you want
to delete to bring up options for this file. Choose the last option in the list to delete the file.

If you are receiving files that need to be downloaded from this website and imported into another program (for
example, Electronic Remittance Advices or 835s) simply right click on the file nhame from the list and choose
“Save Target as” and direct it to the appropriate location on your computer.
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