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Account Setup

Signing Up for an Account

To Sign Up for an account so you can bill your claims electronically using the SolAce EMC Software go to
http://app.solace-emc.com/portal/vnsny

e  Watch the Tutorial Video found under the User Guide & Tutorial Videos section titled “How to
Sign Up for a SolAce Account”

e Then use this guide to assist you as you go through the Sign Up Wizard

e Each account may have a maximum of 2 Users

Click on the Sign Up link found at the upper right hand side of the website.

r (S I |
|/ 2 UNSNY CHOICE Web Clair x |
< C' [} appsolace-emc.com/emc/landing v
UR
eobﬂ ss-re N —
-l:‘ » 5 uppo ign Up
Syw: CHOICE
% ~» Health Plans
e <&
New N©

Electronic Claims for VNSNY CHOICE Submitters

VNSNY CHOICE saves you time, delivers powerful capabilities, and scales with your billing

process.

e Complete the Organization Information section with your Organization’s name and demographic
information.
e Create a “uniquelD” to be used as your Organization ID
0 For Example: Excellent Car Services can choose the Organization ID of “ECS” or
“ExcellentCar”

AXIOM Systemes, Inc.
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e  Your Organization ID should be more like an abbreviation of your Organization’s name.
e By default, the letters “cx” will be added as the prefix of your Organization ID
0 If your Organization ID is ECS, the system will generate it as: cxECS

WURS,
p."?h ";r% - Home Suppoit Sign Up
= gy 2 CHOICE
£ = Health Plans
o, o
Mew 4@

Sign Up for an Account

(o] [0 Organccaon |

Organization Imformation

Enter the information for your main orgarezation here. You wil be able 1o configure Sites to represent any
facitios once you ged loggad into the system

COrganization Name Tesl Company

Address | 1234 Live St Enter your Organization's
name and demographic
City |Brookiyn information

State  Mew York -

zp [z

Choose an Orgentraton i1

The Drganization ID that you select will uniquely identiy your account and will be the sulfix for all user legin
|0 For example, if you chiose mypractice for an Ongarszation 1D then user login 0= will be formatted as
igerpassdeypracsice Do not use Tax 1D, 55M, or HPI. This ID cannot be changed later, 50 chooss

carefully Create an Organization 1D for
Ioiere numbaes. daches and cota. This D 15 slan ssad e TP and VALY LFLS. Eot examete. g aymes your account

of the example ID mypachce would use hitps.Vapp solace-eme. comiwebdav' mypractics (o mount 8 secure
natwork woluma on Computers i thesr organaation

Organization 1D I'-DS':{UNF'E”}'

2

e Enter your Organization’s Signing Authority’s information.
0 This is usually the CEO or the selected main decision maker in your Organization
e Enter the name of the person who will be the Administrator for your SolAce Account in the
Administrator Account section.
0 This is usually the person who will have the authority to add users to your SolAce
account and determine user’s rights. The email address you enter here is the email
address that will be used for password resets.

AXIOM Systems, Inc. 3
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Sign Up for an Account

L] (85 Organsation ) Coniacts |

Enter the name and email

Signing Authority Hame |J0ﬁn Do - :
Email | Jowg@gmail com address of your Organization's
Phone | 7182121212 administrator (this would
- usually be the CEQ)
Fax

Adminisrator Ascount

The Administrator i the first user account that will be igsued. This user account wil have Organization
Administrator security prvleges, meaning they have the abdity to manage all other users in this account
The Legin ID that is assigned may be up 1o 20 characters lang and composed of anky ledters, numbers

dashes, and dots. The Admenistrater account 18 senl an email with 3 link back to thes system so they can sel 3
their initial password The Administratar may set their phone, fax, mobile, and SMS text opbians once they Enter the name and elTlall address {)f
ingie I the Bystem the user who will be the administrator
Ry of your SolAce account (we will send

Administrator Name | John Dow the initial password reset email to

this address)

Email [Jduw@g’mn com

Login 1D [idow

E‘i

e Enter your Organization’s TAX ID

0 If you bill VNSNY Choice claims using other TAX IDs, you may add those as well by

clicking on the “New Provider” button.

anR:@-
.‘? ‘rd-\p - Haome Support Sign Up
sy : CHOICE
z ~ Health Plans
e
W 10°

Sign Up for an Account
(2] [ Oiganization 3 Gonlacts 3 Configue

Enter a Tax |D ihat is registered with WHSNY CHOICE.
Provider Tax ID

Enter your Organization's Tax ID. If
you bill for more than one Tax ID,

& Mew Provides | I you have multiple, use this button to add mare boxes above click the "New Provider” button and
enter the other Tax 1D (s)

When you click Next the IDs enfered abowe will be validated. f any are nof accepted it means
hey are ol i & list of IDs provdad by VNSNY CHOICE, and the VHSNY CHOICE suppon leam

will have to Bssist you

| Maxt g
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e Verify your Organization’s ID
0 Remember, you will see “cx” added to the front of your Organization’s ID
e  Write down your Login ID
e Verify the Email address that your Password link will be sent to
e (Click “Confirm and Create Account”

Gﬂu‘ﬂ-ig
- “:«-
-~ o -
5 Ry = CHOICE
> =» Health Plans
Ox- q\'k-
Mew O

n Up for an Account

E [ A } Crganization > Contacts ) Configure ) Confirmation ]

Confirm Your Setup

- An account will be created with Organization ID[ cxteatcorpany |
- An email will be sent to | Jdowlgmail.com |to set the password for login ID|jdcw@cxtestccmpany.|

BUSINESS ASSOCIATE AGREEMENT

VNS CHOICE (THE "BUSINESS ASSOCIATE") IS WILLING TO PROCESS AND TRANSPORT CERTAIN DATA
RELATED TO YOUR HEALTHCARE INSURANCE CLAIMS AND REIMBURSEMENT BY APPLICABLE HEALTH PLANS
IN ACCORDANCE WITH YOUR CURRENT EXISTING CONTRACT WITH BUSINESS ASSOCIATE FOR THE
PROVISIONS OF SUCH SERVICES AND INSURANCE ON THE CONDITION THAT YOU ACCEPT ALL OF THE TERMS
AND CONDITIONS CONTAINED IN THIS BUSINESS ASSOCIATE AGREEMENT (THIS "BAA"). YOUR USE OF THE
SERVICES PROVIDED BY VNS CHOICE 1S SUBJECT TO YOUR ACCEPTANCE OF THE TERMS AND CONDITIONS OF
THIS BAA. YOU REPRESENT AND WARRANT THAT YOU HAVE ALL RIGHTS IN AND TO ALL DATA, INCLUDING,
WITHOUT LIMITATION, PHI INCLUSIVE OF ALL IIHI WHICH YOU MAY PROVIDE TO VNS CHOICE THROUGH
USE OF THE SERVICES AND SUBMISSION OF CLAIMS AND REIMBURSEMENT REQUESTS. IF YOU ARE
PROVIDING DATA TO WNS CHOICE AND USING THE SERVICES ON BEHALF OF AN ENTITY OR ORGANIZATION,
YOU REPRESENT AND WARRANT THAT YOU ARE AUTHORIZED TQ ENTER INTO THIS BAA ON BEHALF OF
SUCH ENTITY OR ORGANIZATION AND THAT ALL REPRESENTATIONS MADE BY YOU ON BEHALF OF SUCH
ENTITY OR ORGANIZATION ARE TRUE AND CORRECT. IF YOU DO NOT AGREE TO THE TERMS OF THIS BAA,
BUSINESS ASSOCIATE IS UNWILLING TO ACCEPT THE DATA OR PERMIT YOU TO SUBMIT ANY CLAIMS OR
REIMBURSEMENT REQUESTS USING THIS SERVICE AND SHALL HAVE NO OBLIGATION TO PROVIDE YOU
WITH ANY OF THE SERVICES OR PROCESS OR TRANSPORT ANY DATA.

1. Definitions.

You agree to the agreement above by clicking Confirm and Create Account.

|' © Confirm and Create Account ‘

-

e In about 2 minutes you will receive an email with a link so you can setup your password. The link
is only good for 2 hours so make sure you check your email and set your password. If you do not
receive your email, call us at 888-884-5305. (Remember to check your SPAM or Junk folders)

AXIOM Systems, Inc. 5



NSNY CHOICE Organization Administrator Notice

You are receiving this email because you were listed as an Organization Adminsstrator on the VNSNY CHOICE
no password is set on the account and it cannot be used until you set a password

Your account's login 1D is  Idew@testcompany  Write down your Login ID

Chick thss knk 1o set your intial password  Click on this link to set up your Login password

The web site home page i1s: hitps //app solace-emc. com 443/ portalivnsny

The link above is only vahd for a short trme: If you don't get to this email quickly enough then you will have to fol|
If you should not have been assigned this role for your organization then please notify your HIPAA Security Offiq

If you cannot click on the link above, or the link 15 otherwise inaccessible, then copy and paste the entire URL be

URL hrtps://app.solace-exc.com:443/exc/login/recoverit=Uel ze0quUgalAGS18F5JIxQ

e Once you have setup your password, you are ready to download the SolAce Application and
Login!

Enter your User ID and Password & WURSe .
ﬂ.
User ID E" %
R
P d z L3
et Forgot password? (28 ox
l"r’fw O

Log in

Your password has been changed. Please log in.

VNSY CHOICE Users, click the icon below to launch the desktop application.

= —
T After you set your password, click on the
VNSNY CHOICE "WNSNY CHOICE Desktop App" icon to

Desktop A
e download SolAce

(Java Version 6 or Higher is required)

-

Before you proceed, you should watch the other Tutorial Videos
available on our website at:

http://app.solace-emc.com/portal/vnsny

AXIOM Systems, Inc.
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User Guide

System Requirements

e  Windows : XP or higher

e MAC: OS X 10.6 or higher

e CPU: 1Ghz, Memory: 2GB, Hard Disk Space: 200MB of available space
e High Speed Internet Connectivity

(0}

Wireless connections like Hot Spots or Satellite connections will not give you the
optimum performance for the SolAce (AXIOM) product. We recommend non-wireless
connections when using SolAce.

e |nternet Browsers:

(0]

(o}
(0}
(o}
(o}

Google Chrome
Apple Safari

Firefox 3.5 or higher
Internet Explorer 9
Opera 10 or higher

Please make sure that Java version 6 or higher is installed on your machine prior to downloading the

desktop App.

Downloading Java

To download the latest version of Java, go to www.java.com and click on the Free Java Download

button.

JAVA+YOU,
DOWNLOAD
TODAY!

Free Java Download

AXIOM Systemes, Inc.
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Downloading and Logging In

Once Java is installed on your machine you can proceed to downloading the SolAce Application.
Go to http://app.solace-emc.com/portal/vnsny and click on the VNSNY Choice Desktop App

FIRIHTEEBIRSSSS——

Click the icon below to launch the application. The application
requires Java™ version 6 or higher to run.

‘-ﬂls,

R

VNSNY CHOICE
Desktop App

*,
ol

by,
anw

VNSNY CHOICE may be accessed from anywhere using a secure
Internet connection. Import and send your claims, receive and view
your remittances and acknowledgements, search for claims and
payments — all using our productive and easy to use deskiop
application.

The application will be downloaded and launched by Java

Java Web Start

i~ 14

Downloading application.

]
i

Name: WMSMY CHOICE at app.solace-emc.com
Publisher: AXIOM Systems, Inc,

From: http://app.solace-emc.com

When the Login box appears, enter your Login ID and Password. Your login will be the first initial of your
first name followed by your last name followed by the @ symbol and the unique id you provided for
your account.

For Example: Contact name is John Doe. Unique ID provided is JDServices. The login id will be
JDoe@JDServices (Note: This is NOT your e-mail address)

You will be setting your initial password via an email that you will receive containing a link that you can
click on to set your initial password. The link is good for 1 hour from the time you receive it.

AXIOM Systemes, Inc. 8
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Obtaining your Login ID and Password

If you never received the email directing you to set your initial password, or if you have forgotten your
password, go to https://app.solace-emc.com/emc/login/forgot.

Enter the email address you provided when you signed up and click on the Send Instructions button.

If you have downloaded the App and have the login id and password box in front of you, you may also
click on the Forgot Password link at the bottom of your login box. (Note: If you do not get an email

within 5 minutes, your email service provider may be blocking our domain. Call our support line to have
your email changed to a different address at 602-535-8557)

Forgot your User ID or Password?
Enter your e-mail address below and we'll send you password reset instructions. g
Sign In &J
Email address
Send instructions User ID JDoe@lDServices i :
Password | ; J
Note: If you don't get an email from us within a few minutes please be sure to I & Sign In l | ot ‘ Y 2
check your spam filter. Password reset links sent by email are only valid for a — -
short time_ —_—
Forgot your passwaord? | Help
« Back to the Log In screen

After your first successful login, you should find an icon on your desktop for the VNSNY AXIOM System

so that you can easily launch the product and log in from there next time without having to go through
the website.

i o

VNSNY CHOICE
Deskiop App

AXIOM Systemes, Inc. 9
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Getting Started

After you login, the first screen you will see is called the “Batch Manager” Screen. The Batch Manager
screen will be your “Home” screen. This is where all of your imported batches will be stored.

Click on the “Import” button at the bottom to be taken to the Import Screen

E- Batch Manager
L

P SearchFilter [Viewiny All Dates] 0 Batches Found

Professional Claims | Institutional Claims | _Eligibility Inuiries | Claim Status Requests |
File [Label [# Glaims Total §

p—
[ Mew II . Import I-Qpen || Mopeetcive || Siaver || @BRenon |
L | |

Importing Your File

To import your file, click on the folder icon to navigate to your file. Once you find your file, select it and

click “Open”. Then click on the magnifying glass next to the Billing Provider box and select your Billing
Entity and click “OK”. Click on “Start” to import your file.

£ import Claims

importFie | |E|¢ 1
Biting Provides | Q) @ 5

] 00 3

Uige this Sensén 10 import ciakms rom & Spriadihest or tb-delmited fle

Instructions Tor prépanng claims in Mo proper $1e fanma? e localed
Dl et GoDile L0

Chooee Tie s b impoel and prass the Start button Once enponisd you will e & chance
o review and edil The claims prior B2 sending Fem

AXIOM Systems, Inc. 10



Once your file is done importing, the summary box under the “Start” button will tell you if your file is

clean or if you have errors (“warnings”) that need to be fixed.

Importing a Clean File

If your claims imported clean, you can click on the Batch Editor Button to proceed to the Batch Editor

screen where you will find a Transmit button, located on the top right hand side of the screen. To
transmit your claims, click on the Transmit button to be taken to the “Message Center” screen. On the
message center screen, a pop up window will appear with a “Generate” button at the bottom right. Click

on the “Generate” button to generate your electronic file. Your file will then be placed in the Outbox.
Once your file is in the Outbox, you are done sending your file. You will need to check your Inbox folder
in the Message center the next day for reports. To go to the Message Center, click on the File Menu at

the top and choose Messages.

I Start ] | [ Edit Claims

| 5 gateh Editor
S —

Hr

eport

Import has completed and the claims were clean. @

[»

File Edii Getup Reports Admin Help || &5) Bateh Editor [

E- Batch Editor
837P Batch 20130220-01
Batch Lahel
Status W

&
[l

Create Date

Transmit Date

Map Used
#ofRecords
Total charges
# ofWamings

& Transmit
——

=

Celecl . s iabel frge  [Totaie froewi g T Wibed gt
Bl  [toealin0:  |mmckadan  Aaw [ 1501 03-03-30 14,13 [ Am
B ameisirn eakeipdr gin 1 A0 T T AR LT
I e ie0d 8 i 150000 A BIF 14T i Emn

Kor-As|

[T
]
0

¥ Selection Propenkes

[Entch Hore Seirctad

] Seika paper dlaime 1 Senl Paper
[ Brwwys sheorw i nrsepnonanabicaly

“,in:.m.
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11




If you do not want to go straight to generating your file, because you want to preview your batch first
after you import your clean file, you may click on the Edit Claims button instead of the Batch Editor
Button.

Importing a File with Errors (warnings)

If your file has errors, the summary box will let you know that your file has “warnings” that you need to
fix. To fix the errors that have been found on your file, click on the Correct Claims button.

| »stat || B corectClaims II‘ 3 Batch Editor | | & Repor

Import has completed and there is 1 warning to he reviewed. @
L ]

After you click on the Correct Claims button, you will be taken to the Claim Editor screen. The first claim

with an error will be displayed and you will see the warning at the bottom of the Claim Editor screen. To
correct the warning, double click on the warning.

[ Severity [ “ VAN g

High Patient Dale ofBirth is required! < |

Once you double click the warning, SolAce will take you to the box that you need to correct. In this
example, the Patient’s Date of Birth is missing. The image below shows the box that was highlighted
after the warning was double clicked.

ChS-1500 | Payers | Fatient | Provider | Diagnosis | Services | Trg

Account # |SMISUDDT Q]
First Narme [SUSAN | omi[ ]
Last Narme [SmITH . | sun[

BithDate[ | |EJ<: Gender

Address |1 23456 LIVE 5T

|

Gity 5t Zip [PHOENIX ez ][]
Country Code I:’ |:]

Signature |:’ |:] Date |EJ

Note: The most common errors (warnings) for VNSNY claims are for Invalid Member IDs or Invalid

Patient names. If you see warnings in SolAce for those values, just double click on the warning and fix
the Member ID or Member Name.

AXIOM Systemes, Inc. 12



Once the values or fields have been corrected, click on the Verify Button at the bottom. If the error has
been fixed, the warning will disappear. (If you have more than one line of warnings, make sure you work
your warnings in order by double clicking on the first warning listed first.)

\{ Serify ] \f Igrore ” Ignore Al ” Map... ]

4 Previous ” & Mext

Once your warning has disappeared, click on the Next button to go to the next claim with a warning.

Once you have corrected all of your warnings, SolAce will tell you that you have no more warnings to fix.
Click on the Save button located at the top right hand side of the screen. After you click on the save
button you will get a pop up box that says Congratulations, your batch is ready to send. Choose the
option to Close the batch and click OK.

Mone Found E

@ There iz nowarning after this paint.

7 B Preview EDI

Status |Ready to send

.. . Ready to Send

@ Congratulations! This batch is ready to send.

() Stay in Editar
O Add a MNew Recard

@ Close this Batch

() Transmit batches

Click on Transmit button in the Batch Editor screen and then Generate once you are in the Message
Center to send your file.

AXIOM Systems, Inc. 13



Reading your Response Reports

After your file leaves your Outbox, your claims will be in the “Sent” status. In 24 hours, you should
receive reports in your Inbox folder located in the Message Center. It is very important that you read all
of the reports that you receive in your Inbox. Each report you receive will inform you if the claims that
you have sent are accepted or if any of them are being rejected. If you receive a report that says your
claim is being rejected, you will need to correct the issue stated on the rejection report and resubmit
your claim.

To read your reports, just click on your Inbox. The top pane will display your reports. Click on a report to
preview its contents on the bottom pane. Once you are done reading your report, click the Archive
button in the middle of your screen to move the report to your archive folder.

-
j=4 Message Center
@ AKIOM Systems Inc Dir File Label . Type

$— T VNSNY 1 + R20130207-10 Claim Acknoveledarment < | 2 |277CA
jlnhox (4)<:| +* R20130207-03 Claim Acknowledgment a 277CA
ey Outhox * R20130207-02 SolAce Inhound File Report Text
=/ Sent (4) +* R20130205-05 MNAME: BIG GROUP LLC SUB ETINTIN: BC... |Text

) Archives (28)

a | | 3
Info (=§ Preview B3 ToBatch [ Claim Status | 69 cancel |6 Archive ||(5g Save 32 Load

¥ Selection Properties

From: BCES hMichigan TEST (382069753-TEST)
T AXIOM Systems Inc (BCESM)
Diate: 2013-02-07 18:06:00
Subject: Claim Acknowledgment

HTML | w12
Health Care Clain
PAYER RECEIVED BY BATCH STATUS
BCBSM [pX|OM SYSTEMS INC ACCEPTED [21/20]
ID:| 05202 ID:|BCBSM [TOTAL ACCEPTED: |2
[TRAH TRACE HO:| 20130207 180638 || BATCH TRACE HO: ”300008 ACCEPTED %: (300,00
RECEIPT DATE:|20130207 TOTAL REJECTED: |0
ST Tl el e PROCESS DATE{ 20130207 REJECTED §: |
(@]l

This completes your Daily Billing Flow.

AXIOM Systems, Inc. 14



Details about the SolAce Screens

Provider Setup Screen

Setup Menu >Provider, click Add or select a record and double click to Edit

This will already be setup for you. The Provider Profiles contain all of the information about the Billing
Provider, Group Practice or Organization, and Rendering Provider(s). AXIOM uses the information
entered in this area to confirm if the information on your claims is clean and ready for electronic billing.
You may go to this screen to verify the information that has been setup for your billing provider/entity
profile(s).

.
# e Mearma

Werge
3 Impart g Meroe

o Accept W) cancel (5 Print Label

Proviger Entry Type ) Qrganization or Solo Practice @ Group Practice (O Group Provider

Group Narme [Medical Paners Inc | Provider Coda [MECICO001
Address 1 [456 State Street ] Tax ID [86000456 | Type [Emamin [+
2 | NP1 [1 234567893

City T Zip [Proeniy pz](C)fseer | wemwaremrw[ |
4 Madicars Participating? Megicare B PiN (3260456

[ Provider Signature on Fila? Medicaid PIN [E0456
Optional Tricare PIN
Pay To [(zeif =] Biue cross P [eoass000
Phone (025561213 | mweshiegrn |
Contact Marne |HE"'!' Clerk | Commercial PiN [EBO0045A

E-mail | | HiwiC) PIN
Site No. [ J PiM Overides..,

Location No, |

Taugnomy [z07aooo0ox | [

Org. Type |002 - Parnershin =l A =
Hezlp
“Wou must zetup and maintain this Provider list separately from your practice managemeant systern. There are new atiributes that ars <]
Repors mandated fr alectronic claims by the HIPAA regulations thal most practice management systams and standard claim foms do not
Z provide endry figlds for,

The Pravidar ID you print on yaur hard-copy forms needs to be in the list above, 3= that is how your hard-copy forms are mapped to an Bnlr\r’:.
el i e s AP SRS PO SRR T TSP R A T U TRy YR e |

AXIOM Systems, Inc. 15



Import Screen

File Menu> Import, click on the folder to browse to your file, choose your Billing Provider by clicking on
the magnifying glass, and click Start.

The Import Data feature allows you to import data that has been exported into a CSV, XLS, or a TXT file.
If importing claims from a file is not an option for you, you may also hand enter your claims individually
into AXIOM using the CMS-1500 screen located within the Claim Editor screen.

=] ¥NSNY CHOICE 4.0.11 - All Pest Solutions, LLC Y ]
. X
File Edit Setup Repors Help & Impor ms o

Er_—- Import Claims

ImportFile | | @
Biling Provider [ALLPE Q]

[ Start

Use this screen to import claims from a spreadsheet or tab-delimited file.

Instructions for preparing claims in the proper file format are located at:
hitp:iwswew. qoogle.corm.

Choose the file to import and press the Start button. Once imported you will have a chance
to reviews and edit the claims prior to sending them.

Reay | |2012-10-04
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Batch Manager Screen

File Menu>Batch Manager

In the Batch Manager screen, you can select a batch that you would like to review and open into the
Batch Editor screen. Once you are in the Batch Editor screen you can select individual claims that have

errors that need corrections.

Important things to know about the Batch Manager columns:

Filg Lahel # Claims  |Total § Create Date  |Transmit Date | Status Tags

File — Filenames are created based on the date and a number indicating the order in which it was
created on that date: [year] [month] [day] - ##. A file named 20121111-03 was the third file imported on
November 11, 2012.

If the Tags assignment feature is used, the Tag name will appear in the Tags column.

Label —This is a descriptive title that can be assigned to a file at import or a later time in the batch
manager by highlighting a batch and clicking on Label at the bottom. This is not a necessity, but can be a
great help in identifying your batches when tracking problems with claims. You may also assign Tags and

Colors to your batches using this button.

Transmit Date — This date is helpful to note when tracking a claim through the message center, as file

naming in the message center for this column is similar to file naming in the file manager.

Status — The status field reflects the stage of the electronic claim. (l.e. ready to send, outbound, sent,

etc...)

NOTE: It is extremely important to note that although the status for a batch in the batch manager may
be “Accepted,” this only means that it has been accepted by a payer’s EDI processing system, and not by
the actual claims processing department. The status “Accepted” does not mean that a payment is on the

way.
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Batch Editor Screen

To get to the Batch Editor screen, go to File > Batch Manager and double click on a batch that you would

like to review. Double clicking your selected batch will automatically open the Batch Editor screen.
Important items to review in Batch Editor Screen

Status Button— If a batch needs to be edited and resent for any reason (i.e., it was previously rejected
and needs a change), just click on the button that says Status at the bottom of the screen or the ellipsis
button to the right of the status field near the top, and click on the drop down menu on the

“View/Change Status” box that appears and change it to “Resend” and click ok.

‘ | Status.. | ar Stalus Hald fevarnings} |:|

Report Button— The report button at the top right will give you the option to print a summary report or

a detailed report for your batch.

Transmit Button— This button will enable you to send out claims in your batch that are ready to send
even though you still have a few with warnings that you need to work on. Clicking this button will

separate the claims with the status of “ready to send” or “resend” to another batch that is clear to send.

Preview EDI Button - AXIOM has conveniently added this button so that you can preview what your EDI

file will look like once your batch is in the "Ready to send" status.

Print Button - To print your claim onto a CMS form that you have purchased, use the "Print Preview"
feature. To print the claim with an image of the CMS form onto a blank piece of paper with colored ink,
use the "Save as PDF Forms" feature. Remember to select one or more claim(s) prior to pressing the
"Print" button. Please note that forms are sold and cut by different vendors so the data may not always

line up correctly with your vendor forms.

Status Column - This column will show you the specific claim's status. If the claim's file has been sent, it
will even show you the outbound file control number that was assigned to the outbound file that was
sent to your payer. This number is often referenced in the inbound files that you receive in your inbox

from your receivers.
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Mailbox Column — It is best to double check this column to make sure that your claims are going into the

correct mailbox before you generate your EDI outbound file.

Claim Editor Screen

To get to the Claim Editor screen, go to File> Batch Manager, double click on a batch to open into the

Batch Editor screen and then double click on a claim to open into the Claim Editor screen.

Here, you can go through each claim and correct any errors that each claim has. The errors are

represented by warnings at the bottom of the screens.

The Claim Editor screen contains the details of a patient's claim. The first tab is an image of a CMS-1500
form. The following tabs contain further details about the claim which may not appear on the CMS form.
*NOTE: Electronic claims require far more information than Paper Claims. There are not enough fields
on the traditional CMS form to hold the information necessary for electronic claims.

E solhce EMC 3.1.2 - Accounting, Test Bed
Flle Edit Repords Setup Tools Help

L_Fie ]

Claim Editor - Scenarios 15

4[4 100 [Pl vecem || *agn || 2 Dewts | Status [Reagytosend [ =]

CMB-1500 | Payers | Pabienl | Provider | Disgnosis | Semices | Transportalion | Chiropraclc | Atachments | HHCP |

R | 1500 ; Mailbox Direct Claim
B HEALTH INSURANCE CLAIM FORM Bill To
.

- APPROVED B MATIONAL LINIFORM CLAIM COMMTTEE DATS5
PICA

Impaort

METCHCARE WEDICAID CHAMPYA FECA OTHER | 13 INSUIFEDNS LD NUMBER
l:‘i.innrf D1wr:rr|:|w-'¢:-:.\-3l. I:‘Mnml’.w Dﬁ}EH\;LAHDH‘EL&\MDG 1112233338 9,
T PATIENT S WAKE (Last Narva, Frss Sarms, Wedls el 3. PATIENT S BIRTH DATE A, NSLAED S WAME [Last Mafma, Firsd Mar
Abla, Alfrad & 1830-01-01  [& ﬂ e[ ] |able, atired &
£ PATIENTS ADIAESS M., Stres B PATENT BELATIONSHIP TO INSURED P o ADDRESS e | Shrest)
123 Wain Street et [] socme_Jowa[ ] ome[ ] |1
Wall Merme l: |I‘r Tf.hlr \ FATf\r STATLS
z Fhoenix L‘E soge[ | wmamea[] omer[ ] |Phoeni
"’,:.‘ OF CODE TELEPHOME [inciuds Area Coos| AP CODE TELEFPHOMNE (nck
= B5053 6025551212 Erioma || oo L] o 5053
Sign Out B OTHER INSURED'S NAME I_‘E‘I Mame. First Mame. Middie inka 1 10U 15 PATIENT™S CONDITION RELATED T 11, INSLIREDFE POLICY EI+'_'P|.I|':J|-'< FECA HUMBER
HNOME
a. OTHER INSURED'S POLICY OR GROUP MUMEER & EMPLOVMENTT (Cumesnd or Previous) a. NSLNEDTS DATE OF BIRTH
B OTHER NSUREDS DATE CE ST n AL RO KT PLACE (Stmie) | b BMPLOYER'S NAME OR SCHOOL MAME

Ho Wisrnangs Patient: Able, Afred A Provider: Locasl Ambulance

2007-07-11
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Warnings in Claim Editor

Warnings — To correct your warnings, double click on a warning at the bottom of the claim editor screen.
Once you double click on a warning SolAce will move your cursor to the appropriate tab that needs
correction and it will highlight the specific field in the claim that needs to be corrected. Often, the fields
will either have a drop down list or a magnifying glass next to it that will take you to a list of options to

choose from to correct the error/warning.

H Field | Severity | Warning Status \

Navigation Arrows

To review each claim record within your batch, use the navigation arrows at the top of the screen.

Important things to know about the Claim Editor tabs

| CM3-1500 I Fayers | Fatient | FProvider | Diagnosis | Services | Transportation | Chiropractic | Attachments | All Fields ”

Tabs — Each tab running across the top of the page after the CMS-1500 tab relates directly to a box in
the CMS-1500 tab. Therefore, any information entered in the CMS-1500 fields will also be automatically

populated into its related detail tab in the Claim Editor screen.

All Fields — This tab brings you to a screen that contains a listing of data from all of the tabs in the Claim

Editor screen, and can be a useful place to find an unusual piece of data that may be causing a problem.
Important things to know about the Claim Editor buttons

Verify — After correcting a warning, you should click on “Verify” to confirm that the error has been

corrected. The error message should immediately disappear if the error correction was successful.

Ignore — This button should only be used if you know for sure that the data being labeled as incorrect is
in fact correct. To un-ignore previously ignored warnings, highlight the warning and press ignore again.

Click yes when prompted to confirm.
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Message Center Screen

File Menu > Message Center, click on the Inbox to access the response reports you need to read or Click
the Generate button on the Process Outbound box* to generate your electronic claim into and EDI file.

The Message Center is where all of your transmissions take place. This is where your claims are
converted to the 837 EDI format and sent to TMG. This is also where you will receive messages from
TMG to let you know if your claims have been accepted for processing or denied for errors. With your
direct connection to TMG, you are able to find out in 24hrs or less if your claims are good to go for

processing!

. Refresh | 2" Close

‘4 Message Center

&) AXIOM Systems, Inc Dir File Lakel Type cti GUID Date Recs Total §

&[T AXIOMVNSNY
=] Inbox
ey Outhox
=/ Sent
[ Archives

Info Preview [ To Batch Claim Status | WY Cancel @ Archive H Save & Load

¥ Selection Properties

From: Type:
Tax GUD:

Date: Filename:

Subject: Remate Name:

Search folder for content

—C0)
C——

@ngut

*The Process Outbound box only appears when you have batches in the Ready to Send or Resend status
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The message center consists of 3 panes; a Files list pane (located at the top half of the screen), a Preview
pane (located at the bottom half of the screen), and a mailbox list pane located on the left side of the
screen. Each of your mailboxes listed on the left pane will contain its own outbox, inbox, sent and

archive folders.

fe Eor Reper Selo Tooks Alnie Helo

[T | *-ﬂ Mezzage Centar ' Rafrak = TindRutabe
- Gals Tetd Pl [T - T - L TR T T Ters Mok
Gl & LIEEETY | R %mﬁm.n_ T R, ol
== = LA BERTR |
L= | D
Marager I :j.‘:ﬁ':';l
p-_‘ i i) mxhae
Banxh
L ITTHT
e
w
Tekak
— % :
i My v B i Do [gl e S Low
W3 | ¥ fniscian Prapenies
T prr——
sonies i —_ T Clgia Tact Fia (T
IIENL Toln 200700301 23042
a Sl AR Wik e Pz Py
Mrkewrd Fule Aspare for uilbee THOY
@l n |
= e IHEUE FRICEIAIMG BT
et TR TP CELET
et |I_E] FaporTusmaancnarea 1
Srhdulnc
- Ut the Hazeage Carcer aoresn ta wime drbound repocce.  The raporTo
T Hiced Fcuhan mromutwoal 1y Pas £o the drchcies CRE whan ol v s DR
K
ETTT o | [}
| Hiredsie
B -1 e

Important things to know in the Message Center

Outbound files - All outbound files are automatically archived after they are sent, and can be found by
clicking on your mailbox ID > sent folder. Each outbound file is assigned a Ctl (control) number which is

often referenced in the reports you receive back from your payers.

Inbound files - All inbound files are archived after you double click on them and view them. If you prefer
to use the preview pane at the bottom instead of opening the full report, it is your responsibility to

manually archive the report by pushing the "Archive" button in the middle of the screen.

Sending — Files are automatically sent every 10 minutes or so. However, you can choose to send your
batch at a preferred time by clicking the calendar button at the bottom left just below where it says
“Next Send” and choose a desired date and time to send. Or the batch can be queued for immediate

transmission by clicking “Now" and "Schedule” instead of entering a date and time

Receiving — Files can be received the exact same way as the “Sending” procedure above by using the
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calendar button next to “Next Receive.”

Load — this button can be used if you receive files from TMG by another means, such as a web portal,

and need to load the file you downloaded into AXIOM (such as an electronic EOB).

To Batch - If you go to a mailbox > sent folder and select a previously sent file, you may click this button
to be automatically transferred to the Batch in the Batch Editor screen. This is a very helpful feature
when trying to resolve issues with previously sent batches that need resending. You can also click the To
Bath button if you are looking at a 999 or 277CA report and you’d like to open the batch that is related
to that report.

Cancel - If you mistakenly generated an outbound file, you may highlight the file and press the cancel

button to remove it from the outbox folder.

EDI

Once claims are clean and 'Ready to Send', a simple click on the “Generate” button converts your claim
information to the EDI format that meets HIPAA regulations.

From: VNSNY CHOICE (VNSNY)
To: AXIOM Systems Inc
Date: 1/17/13 8:32 PM
Subject: admin 11-19

*00* *ZZ*AV09311953 *01*0302400928 *130117*%2032*<*00501

114*X*005010X222A1~

*JR*MI*ABDCW1Z34~
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Payment Manager Screen (for Remittance Advices)

File Menu > Payment Manager, double click on an ERA to print the full report or select a specific patient’s
name, click Print then the Selected Payments button to print and individual’s ERA report. You may also
right click on an ERA and choose Export to export your ERA to a file.

Providers will receive EOBs electronically; you will find that TMG is able to drop your EOBs into your
inbox. With the Remittance Advice viewer, you can print individual EOBs or print your entire EOB report
in your desired sort order (for ex: by name, by DOS, etc...) If desired, you can even export the EOBs to a
file so that it can be imported for account reconciliation.

File Edit BEepods Selup Tools Heip

El Remittance Viewer # Bost « . Expont & Beporl Liose
b Batch Label }30708 Fr00832 To 23456 | % | Payer [32 - MEDICARE SERVICE CENTER
status Processed .| Payes 23456 - SUN VALLEY BPECIALISTS
Creats Date 2003-07-02 00.00.00 TatalPaid| 331698
Transmit Date [2007-07-11 16:52.24 Trace #CHIA I AN
B | [000711-01  OWANN N2 PO0NTOBFrI0EIZTo. ATcems 358 Processed  2007-07-11 ~] p

[Ingured I [acct Mo [Patie
11111 ANDEYOI0D
ATITATITIA  [CHACLOOO A
2UINIIA [COMRADDD | COMES]
3333333334 DEMJLOODO  DEMIE
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Reports

Reports Menu

A few reporting features in AXIOM will help you organize your data.

e Provider Listing Report

e (Claim Status Summary Report
e Transmission Report

e Transmitted Claims Report

= Solce EMC 3.1.2 - Accounting Test Bed

Elle Edit Reports Setup Tools Help
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Printing Management Reports in AXIOM

Reports

There are many useful reports that you can print in the Reports menu that contain valuable information.

Report Preview Buttons

[ Sror |BREC] ]« n | DIER @R =]

PDF-The first button on the toolbar will allow you to save a PDF copy of the report to your computer.
Print-The second button will send the report to your printer.

Arrows-The arrows on the toolbar will let you navigate to the first, previous, next, or last page of the

report.
Zoom-The magnifying glass buttons will let you zoom in and out to see the report better on your screen.

NOTE: Reports consume considerable amounts of memory, so be sure to close the windows when you

are finished looking at the report.
Type of Reports

Reports > Provider Listing
The Provider Listing report produces a print out of the AXIOM Provider List sorted by type of entry and
name. The Tax ID and several NPIs are included on the report to make it a useful snapshot of your

provider list.

Reports > Claim Status Summary
The Claims Status Summary report displays a count of claims and total dollar amount for each status
that AXIOM tracks. This report operates on all data files present in the Batch Manager screen, but does

not examine archived data files.

Reports > Transmission Report

The Transmission Report produces a list of all outbound transmitted files. It includes the control number
for each file and an X next to each control number where a HIPAA compliant acknowledgment has been
received. Use the Claims Listing Report in conjunction with this report if you want to track your

transmissions closely.
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Quick Tips

Holding a Claim in a Batch

If you have one claim that you would like to “Hold” in your batch, you may change the status of just that
one claim to “Hold Manual” and click Save and Close. Once you are back in the Batch Editor Screen, you
may click Transmit and SolAce will hold that one claim and send the rest of the claims in your batch. This
process is called Processing a Partial Batch.

€ Delete Status

| Transportation | Chiropractic | Attachments | All Figlds

Payer D l:IND Paver Selected
Mailbox

o
=
. . [
Bill To Primary E
FICA T ¢-
FECA o OTHER | 1a. INSURED'S 1.D. NUMBER
el |:| (55N |:| fLia]] CJ\ Sync
HTH DATE SEX 4. INSURED'S NAME (Last Name, First Name, Migdle Initial)
wpd e[
PTIONSHIP TO INSURED 7. INSLRED'S ADDRESS [No., Strest)

e[ Jonia] | omer| |

Exporting your EOBs to a spreadsheet

1. Click on File then Payment Manager
2. Right click on an EOB and choose Export
3. Export folder — This is the drive or folder that you want your file exported to
4. Filename Prefix — This is what will be a the beginning of the file name once it’s exported
5. Format — Choose “VNSNY ERA Exporter”
Export Remittance Data @
Export Folder [C1 L[ ok ]
Filename Prefix [ERA
Forrat |WNSNY ERA Exporter [~] m

Mews WNSHY ERA Exporter
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Hand Entering Claims Manually

It is highly recommended that users use the spreadsheet VNSNY provides to import billing data into

SolAce to avoid data entry errors, however, in the event that a user must hand key a claim into SolAce,

the steps below must be followed:

1. From the Batch Manager Screen, click on the “New” button
a. Give the batch a label and click “OK”

2. Inthe Payer ID box at the top, click on the magnifying glass and select Payer Name “VNSNY

CHOICE”.

Set Label, Tags, Color 2

Eatch 20140707-01; 0 claims for 0.00

Label |15t hatch |
Tags | I

|| oK ]l cancel |

[ Mew || A Import | ;4

Payer 1D _|| 0 Payer Selected

7 Payer Search

Q, search Edit |

ol | P [©)

| -Found 1 entry

1| [Paver i |Payer Name Plan Type |
o W e | ¥NENT CHOICE [Eommercial

3. In Box la— Enter the Member’s ID#
4, In Box 2 — Enter the Members name in this format “Last, First”

FEC, OTHER [ 1a. INSURED'S |.D. NUMBER
PLAN BLK

L]

IRTH DATE

B[] []

4, INSURED'S NAME (Last Name, First Name, Middie Initial

5. Enter the Authorization Number in Box 23

6. Go down to the service lines and enter the service date in Box 24A
7. Enter the Procedure Code and Modifiers in Box 24D

8. Enter Total Charges for the Service Line in Box 24F

9. Enter the number of Units for the Service Line in Box 24G

10. Enter the Provider’s Invoice Number in Box 26
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11. In Box 334, click on the magnifying glass and select the appropriate billing entity record for the

claim
21. MAGNOSIS OR MATURE OF ILLMESS OR INJURY  Relate to sanvica line below (24 COInd. § |:J 22 ON OFMGINAL REF. MO
, 7509 : 5 m
el . . i 23. PRIOR ALUTHORIZATION NUMBER

L1 L1 — !
24 R SUPPLIES : F H ] | J =
Yy IER :JFI;::I{'[-I::. § CHARGE ] o E
' =] Qs
Eiz.. O | | [0 we Q|
O Qz
Ol Qj7
=] Q2
B . 0| | (O] wer Qs
Ol Qz
E_ D | | -D_i‘\lfl QQ
O Q=
B_ B D | . | [ . D NP | ) O\Iﬂ.

FEDERAL TAX |.D. NUMBER SSN EIN 26. PATIENT'S ACCOUNT NO. P AS NT?7 | 2B. TOTAL CHARGE 29, AMOUNT PAID 30, Asve for NUCG Use

ves | Jwo 0.00 0.00
32, SERVICE FACILITY LOGATION INFORMATION 33. BILLING PROVIDER INFO & PH #

[ Hon-person * Q"- tl a tl Y

12. If you must enter a Pick-up and Destination Address, you must click on the Services Tab at the

top and complete the Ambulance Pick-Up and Ambulance Drop-Off sections

CMS-1500 FPayets | Fatient | Frovider | Diagnosis | Services | Transporation | Chirap

ServiceLine || COBInfo | NDC | DMEOXY | Rental | EPO | Attact

MNotes

» Rendering ! Service Provider
P Referring Provider

b Supervising Provider

» Ordering Provider

P Purchased Service Provider
P Service Facility Location

¥ Ambulance Pick-Up

Address|

City St Zip |

L0

¥ Ambulance Drop-Off

Destination |

Address|

City 5tZip |

| ]

PatientCuuntl:l

13. Click “Verify” at the bottom and “Save” on the upper right hand side of the screen

14. Close your batch and click “Transmit” at the top to Generate your file
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Technical Support

If you need assistance with the SolAce application please contact us at:
Phone: 888-884-5305 or 602-535-8557

Email: vnsny.setup@axiom-systems.com
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