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CHAPTER 4 
Basic Claim Information 

(Professional & Institutional) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

Basic Claim Information 
(Professional Claim Form) 

 
 
Patient Info & General Tab 
 

 
 
When you first enter the claim screen, click the Save button.  This will indicate most of the required fields 
within PC-ACE highlighted in red or purple.*  These fields will continue to flash red or purple until you 
click on Save again even if you have information entered in these fields.   
 
* IMPORTANT: Different specialties and/or Payers may have more fields to complete than what is 
highlighted.  This is just basic claim information to get you started.   
 
 
NOTE: Pressing Alt + F2 will display any field that has a lookup feature available (drop-downs 
with valid options) with flashing blue.  Pressing F2 or doing a right mouse click in a lookup field 
will drop down the valid options list. 
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Insured Information Tab  
 

 
 
 
NOTE: Pressing Alt + F2 will display any field that has a lookup feature available (drop-downs 
with valid options) with flashing blue.  Pressing F2 or doing a right mouse click in a lookup field 
will drop down the valid options list. 
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Billing Line Items Tab 
 

 
 
 
Certain specialties require additional attachments.  When a procedure code specific to the specialty is 
entered, the attachment tab will appear above Claim Diagnosis Codes box 4 as shown in this example 
with an Ambulance attachment. You will need to select this tab and enter the required information before 
saving the claim. The attachment only needs to be added to the first line item.  
 
To access the attachment screen manually, select the proper parameter under the AT field by pressing F2 
to display the valid options, such as Ambulance, Chiropractic, etc.  The extra attachment tab will then 
appear above Claim Diagnosis Code box 4 as shown in this example with an Ambulance attachment.  
The attachment only needs to be added to the first line item.  
 
To delete an attachment, place the cursor in the AT field, press the F2 key, select 0=Cancel Automatic 
Attachment.   
 
IMPORTANT: The software will warn you of any missing information that may be required, such as 
facility information, etc. once the Save button has been clicked.  If the claim is clean (no errors), it will 
return you to the beginning of a new claim.  If you do not wish to continue to enter claims, please click on 
Cancel to exit the claim screen.    
 
Once you have completed the Line Items Detail information you will need to click on the Recalculate 
button to total the separate line item charges on each claim.  
 
Once the necessary information has been completed correctly, click on Save. 
 
 
NOTE: Pressing Alt + F2 will display any field that has a lookup feature available (drop-downs 
with valid options) with flashing blue.  Pressing F2 or doing a right mouse click in a lookup field 
will drop down the valid options list. 
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Basic Claim Information 

(Institutional Claim Form) 
 

Patient Info & Codes Tab 
 

 
 
When you first enter the claim screen, click the Save button.  This will indicate most of the required fields 
within PC-ACE highlighted in red or purple.*  These fields will continue to flash red or purple until you 
click on Save again even if you have information entered in these fields.   
 
* IMPORTANT: Different Types of Bill and/or Payers may have more fields to complete than what is 
highlighted.  This is just basic claim information to get you started.   
 
NOTE: Pressing Alt + F2 will display any field that has a lookup feature available (drop-downs 
with valid options) with flashing blue.  Pressing F2 or doing a right mouse click in a lookup field 
will drop down the valid options list. 
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Billing Line Items 
 

 
 
Once you have completed the Line Items Detail information you will need to click on the Recalculate 
button to total the separate line item charges on each claim. 
 
NOTE:  Pressing Alt + F2 will display any field that has a lookup feature available (drop-downs 
with valid options) with flashing blue.  Pressing F2 or doing a right mouse click in a lookup field 
will drop down the valid options list. 
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Payer Information 
 

 
 
  
 
NOTE:  Pressing Alt + F2 will display any field that has a lookup feature available (drop-downs 
with valid options) with flashing blue.  Pressing F2 or doing a right mouse click in a lookup field 
will drop down the valid options list. 
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Diagnosis/Procedure 
 

 
 
 
IMPORTANT:  The software will warn you of any missing information once the Save button has been 
clicked.  If the claim is clean (no errors), it will return you to the beginning of a new claim.  If you do not 
wish to continue to enter claims, please click on Cancel to exit the claim screen.   
 
Once the necessary information has been completed correctly, click on Save. 
 
 
NOTE:  Pressing Alt + F2 will display any field that has a lookup feature available (drop-downs 
with valid options) with flashing blue.  Pressing F2 or doing a right mouse click in a lookup field 
will drop down the valid options list. 
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