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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 

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

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

 

• Complete the Organization Information section with your Organization’s name and demographic 
information. 

• Create a “uniqueID” to be used as your Organization ID 
o For Example: Excellent Car Services can choose the Organization ID of “ECS” or 

“ExcellentCar” 
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• Your Organization ID should be more like an abbreviation of your Organization’s name. 
• By default, the letters “cx” will be added as the prefix of your Organization ID 

o If your Organization ID is ECS, the system will generate it as: cxECS 

 

 

• Enter your Organization’s Signing Authority’s information. 
o This is usually the CEO or the selected main decision maker in your Organization 

• Enter the name of the person who will be the Administrator for your SolAce Account in the 
Administrator Account section. 

o 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. 
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• Enter your Organization’s TAX ID 
o If you bill VNSNY Choice claims using other TAX IDs, you may add those as well by 

clicking on the “New Provider” button. 
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• Verify your Organization’s ID 
o Remember, you will see “cx” added to the front of your Organization’s ID 

• Write down your Login ID 
• Verify the Email address that your Password link will be sent to 
• Click “Confirm and Create Account” 

 

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

 

 

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

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

System Requirements 
• Windows : XP or higher 
• MAC: OS X 10.6 or higher 
• CPU: 1Ghz, Memory: 2GB, Hard Disk Space: 200MB of available space 
• High Speed Internet Connectivity 

o 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. 

• Internet Browsers: 
o Google Chrome 
o Apple Safari 
o Firefox 3.5 or higher 
o Internet Explorer 9 
o 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. 

 

 

AXIOM Systems, Inc. 
 

http://www.java.com/


8 

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 

 

 

The application will be downloaded and launched by Java 

 

 

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. 
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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)  

 

      

 

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. 
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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 

 

 

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. 
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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. 
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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. 

 

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. 

 

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. 

 

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. 
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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.) 

 

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. 

 

 

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

 

This completes your Daily Billing Flow.   
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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). 

 

 

 

 

AXIOM Systems, Inc. 
 



16 

 

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.  
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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: 

 

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. (I.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. 

 

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. 
 

 

AXIOM Systems, Inc. 
 



20 

 

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. 

 

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 

 

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!  

 

*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.  

 

 

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.  
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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.  
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Reports 
Reports Menu 

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

• Provider Listing Report 
• Claim Status Summary Report 
• Transmission Report 
• Transmitted Claims Report  
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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 

 

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. 

 

 

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

CHOICE”. 

 
3. In Box 1a – Enter the Member’s ID# 
4. In Box 2 – Enter the Members name in this format “Last, First” 

 
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 

 

AXIOM Systems, Inc. 
 



29 

 

11. In Box 33a, click on the magnifying glass and select the appropriate billing entity record for the 
claim 

 
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 

 
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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