ROSTER BILLING
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Roster Billing In PC-ACE Pro32

From the PC-ACE Pro32 Main Toolbar, click the Professional Claims Processing button to display
the Claims Menu.

igi PC-ACE Pro32 Claims Processing S o ]
File “Wiew Security Help

On tool Bar click on Roster. Then click on New Roster.

igi Professional Claims Menu x|

File Wiews FRoster Maintain

Process Claims Prepare Claims
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Professional Roster Billing Form x|

Patient Info & General | Estended Roster Info I

Payper ID Fravider ID/Mo. Service Date  POS Tppe HCPCS  Refer IDAUPIN Waccine Chg,  Admin Cha.

fi [ [ [ | o0 [om

Patient Infarmation | Insured & Mizc Infa [Line 1) |

LM Patient Contral Mo, Inzured's ID Patient's Last Mame First M ame Ml Suffis Sex  Bithdate
1] | | | [T T =l
Patient Address Line 1 Patient Address Line 2 Fatient City State ZipCode AOB SRC PRel =

! ! | [ —— T

2 | | | | )
| | | ——rrr

5 | | | | [ —
| | | —— [

‘] | | | I -
| | | ——rrr

5 | | | | [T T —— ¢
| | | [ T —— T =

Save | LCancel |

Complete this screen

The Patient Control No. is auto populated.

Professional Roster Billing Form x|

Patient Info & General | Extended Roster Info I

Payer ID Provider ID /Mo, Service Date POS Tepe HCPCS  Refer IDAUPIN - Waccine Chg.  Admin Chg.
[47183 [22265636 [os/mszoa o [i [aoeen | 1000 [_—_womo

Patient Information | Insured & Misc Infa (Line 2) |

LM Patient Contral Ma. Inzured's ID Fatient's Last Mame First M arne Ml Suffis Sex  Bithdate
1 [222666090102ENTO1 |MMb 123456759 [ooE MaFyY |_| IF_ |DE£E|5£1932 |
Fatient Address Line 1 Patient Address Line 2 Fatignt City State  ZipCode A0B SRC FP.Rel _=

[1234FLU 5T | [ToPEKA ks [eeeeeeess [ [B [

2 [ezeece0a0tnzenToz || | | I
| | | —— T

3 [z2z6eB0a0iUZENTOS || | | [T ] =
| | [ [ —— T

4 [zzzeeeoaoiozenTos || | | [ T
| | [ [ —— T

5 [zzz6E6050102ENTOS | | | | [T T T—— s
! ! | [—— [0 =

Save | LCancel |

If the patient is someone other than the subscriber you will enter the correct relationship code by
placing your cursor in the P.Rel field and doing a right mouse click. This will bring up your
selection of valid relationship codes.
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Once this field is populated, the software will automatically bring up a screen for Insured
Information, complete this accordingly.

Professional Roster Billing Form x|
Patient Info & General | Extended Roster Info I
Payer ID Provider ID /Mo, Service Date POS Tepe HCPCS  Refer IDAUPIN - Waccine Chg.  Admin Chg. =
[47183 [22265636 [os/mszoa o [i [aoeen | 1000 [_—_womo
Patient Information Iheured & kMise Info [Line 1] |
Inzured's Last Hame Insured's First Mame Ml Suffix
| | [
Insured's Address Line 1 Inzured's Address Line 2 Insured's City State  Zip Code
Diagnosiz
Save LCancel
Next Click on Extended Roster Info tab.
Professional Roster Billing Form =|
Patient Info & General ~ Extended Raoster Info |
— Referning Phyzician Information
Name (LAFM/5) [EEDRDIES [MamE [
Address I
CitW/StZp | [
Fhaone I[_] - 10/UPIN Type |1I3
TaxlD/Type [ N
— Facility Infarmation
ID/Type I I Fac Type I
Mame |FACILIT"|’ MAME
Address |F.t’-‘«EILITY ADDRESS
City/St/Zip |TDF'EK.-'-“« IKS |555m-
TaxID/Type | [ NPl |
Save LCancel

Facility information is required when submitting POS other then 11 or 12
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Once both screens are completed, Click save.

You will get this box.

x

The roster has been saved, You may generate the claims For this roster now if desired, Alkernatively, you
may generate the claims later From the Roster Billing List form, Do you wank ko generate the claims now?

If you click Yes, you can no longer add to or change the roster billing.

If you click NO, You can go back and change the roster billing or add to the roster billing by going
to Maintain Roster Billing.

Professional Roster Claim Generation x|

Roster Generation Progress

Raster Claim Tatals
Covint Drallar Y alue
Generated Claims ! ] ! 0.00
Rejected Claims | o | 0.00

Generate |

When you click yes, you get this box

Click Generate.

xq

@ Ready ko start the roster claim generation process?

; Cancel |

Click OK
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@ The roster claim generation operation has completed successfully.

X

Click OK again

igi Professional Claims Menu Xl

File Miew Rosker Mainkain

Process Claims Prepare Claims

]

You MUST Process Claims after you have generated them.

Automated Claim Processing x|

Claim proceszing complete.

— Claim Procezsing Totals
Count Dallar W alue
Proceszed Clean (Mo Ermors) ! 3 ! 9600
Proceszzed ‘with Emors ! ] ! 0.00
nprocessed Claims ! ] ! 0.00

Wiew Resulk: |
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If all claims are in a clean (CLN) status you are now ready to Prepare.

NOTE:
If you have errors when you process the claims you will need to go to List claims and correct the
claims before you prepare

i#i Professional Claims Menu 5'

File Wiew Rosker Mainkain

Procesz Claims Prepare Claims

Now you can transmit the claims. See Chapter 5.
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If a Roster File has been created, but not Generated, you can view claims by selecting Roster
from the Claims Menu toolbar, then choose Maintain Roster Billing. You will receive this screen.

Your current Roster Billing will show here. You can do View/Update to add more patients OR you
can Generate if you are ready to send the claims.

i8i Professional Roster Billing Lisk =10l x|
File  Ackions

Loc |Status | Service Date | Type| Paver ID Frovider [D 1 Claims Total Chags | Entry Date | Generated d

m of

SortBy: ¢ Service Date Provider  Type  { Enty Date

r— Roster Billing List Filter Options
Location: |F|L - to be generated >| Status: |<< Al 3> =]

MHew | Eiewapdatel Copy | Delete | Generate | LCloze |

Once a Roster has been Generated you can no longer make changes or additions. If you are
needing to make changes or recreate this exact Roster you can do this by going to Maintain
Roster Billings. This is found on the Professional Claims Menu, then click on Roster from the
toolbar and Maintain Roster Billings.

Professional Claims Menu |

File Wiews Roster Maintain

Process Claims Prepare Claims
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Change the Location Field from RL-to be generated to GL-generated. Highlight the Roster you
are needing to copy, click on copy. Change the location back to RL-to be generated. You can
now make the necessary updates to this Roster.

Once the changes are saved, you will follow the steps listed in this manual for generating,
processing and preparing your file.

i#i Professional Roster Billing List =10 x|
File Actions
Loc | Statuz | Service Date | Type| Paver (D Praovider 1D # Claimz Tatal Chgs | Entr D;I

050 2 | [47163 $20.00| 05024

m o

Sort By % Service Date Provider & Type & EntyDate  § Generate Date

Roster Billing Lizt Filter Options
:CE Locatior: | GR - generated ] Status < Al =l

Hew | Wi | Copy | [Lelete | [Eenerate | Cloze

i
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