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First Coast Service Options, Inc. (FCSO) is pleased to offer PC-ACE Pro32Ê software. 

 
PC-ACE Pro32Ê was designed for easy submission of your Medicare claims.  Special care has been taken to ensure that 
PC-ACE Pro32Ê looks and feels like other popular Windows programs. This means that you can concentrate on your 
billing and the features offered by PC-ACE Pro32Ê rather than worrying about how to navigate the program. 
 
Advantages for submitting electronic claims 
 

 Claims are received the same day they are transmitted, eliminating the 3-4 day mail delay 

 999 ï Initial Acknowledgment and 277CA ï Claim Acknowledgment reports are available the same day of 
transmission  

 Improves your cash flow ï Clean claims process in 14 days in lieu of 29 days for paper claims 

 Eliminates costs associated with submitting paper claims ï forms, stationery, envelopes and postage 

 Allows your staff to key the claims, bypassing various claims entry departments 

 
Features that PC-ACE Pro32Ê will offer 
 

 Patient Information Database 

 Claims submission (Medicare A) 

 Optional claim import from existing systems (may require file mapping) 

 Detailed claim import & edit validation error reporting 

 Remittance translation 

 277CA - Medicare Claim Acknowledgement available within 2 hours or sooner.  

 Comprehensive real-time claims editing minimizes rejected claims 

 Field-level edit validation provides immediate user feedback 

 Automatic code validation (procedure, modifiers, ICD9) 

 Context-sensitive pop-up selection list speeds claim entry and promotes accuracy 

 Prints CMS-1450 (UB04) forms on plain paper or pre-printed forms 

 Maintains claim history  

 Provides manual posting of payments 

 Integrate Backup/Validate/Restore and File Maintenance functions 

 Familiar Windows ñlook and feelò 

 Ongoing maintenance, updates and enhancements 

 Available on CD Rom/Web-Site 

 Technical support via phone or email  

 Optional communications capabilities 

Introduction 
Section I             
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PC-ACE Pro32Ê 
Download and Installation Instructions for PC-ACE Pro32  

 

Note: If you are on a network system, please consult your Systems Administrator before attempting to load PC-
ACE Pro32Ê 
 

We would like to take this opportunity to thank you for choosing PC-ACE Pro32Ê software.  Your Welcome letter with 
your sender/submitter number, your mailbox id and mailbox password used to customize your software has been 
faxed/mailed to the number/address you provided.   
 

Instructions for Downloading and Installing PC-ACE Pro32Ê 
Follow the steps below to download the files necessary to install the PC-ACE Pro32Ê program.  You will download from 

the http://medicare.fcso.com web site.  
 

1. Close the PC-ACE Pro32Ê software prior to installing the upgrade.. 
2. Select EDI 
3. Select ñPC-ACE Pro32Ê Software. 
4. Select ñCurrent Version (Release Number) ï new download - month/yearò   

o This .zip file includes the new PC-ACE Pro32Ê program, the Alternate Transfer 5010 communication tool for 
Windows XP, Vista, and 7.   

5. Unless you have turned the option off, you will be prompted with ñWould you like to open this file or save it to your 
computer?ò Select <Save> 

6. You will be prompted to designate a location to save the file to (normally C:\ is selected). (Note the file name and 
location, ex. C:\ 123456.zip.)  

o The download box may automatically close when the download is complete.  If not, close the box when the 
download is complete. 

7. Locate the file from the location you previously designated and double click on it. 
8. This will invoke the Extraction Wizard.  Designate a location to extract the files to (normally C :\), then follow the 

remaining prompts.  When the extraction is complete, select the setup.exe file to install the PC-ACE Pro32Ê 
program. (Some computers will require you to ñRUNò the program). 

9. Use the password FCSO select <OK> 
10. After reading the Welcome screen, select <Next> 
11. Select destination drive. 
12. Select <Next> 
13. Select <Next> to Start Installation 
14. When installation is complete, a Readme file will appear.  After reading the Readme file, select <Next> 
15. Select <Finish> 
 
 
Instructions for CD-ROM  
The installation program will execute automatically when you insert the CD into your CD ROM drive if your auto-detect 
feature is enabled. If the windows auto-detect feature is disabled, you may need to start the installation program manually. 
To do so, type ñD:\setupò in theòRunò dialog (accessible from the Windows Start menu), substituting the drive letter of your 
CD ROM drive (ñDò was used in this example).  Use the password FCSO to install.  To access the Help function after 
installation, press the "F1" key from anywhere in PC-ACE Pro32Ê to display help information relevant to your current 
location in the program. 

 
Refer to Section VI for separate Data Communication instructions. 

 

 

 

 

 

 

 
 
 

Getting Started 
Section II    

     

 

http://medicare.fcso.com/


            

Revised: January 2, 2012 Page 7 of 53 

Getting Started 
Section II 

 

Sign On: 

 
As shipped, PC-ACE Pro32Ê is configured with a single default user with full system access rights. The default User ID 
and Password are "SYSADMIN". If you are logging into PC-ACE Pro32Ê for the first time, use this default login.  

 
Default Sign On 

If you are concerned about controlling user access, you should add/update you and your staffôs user information.  From 
the main toolbar, select Security and then Add/Update User.  Select New, then select Check All, or check the desired 
permissions for that User. After checking the permissions, select OK to update your Security List for that user. Repeat 
these steps to add additional Users.  You must close the program to activate any changes to the Security setup.   

 

                              
                        Default Security List      User Permissions  

 
Update Security List 
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Getting Started 
Section II 

 
Main Toolbar Menu: 

 

 
 

 

 
PC-ACE Pro32Ê functions are available from the main toolbar, icons and menu.  

 

The Main Toolbar Menu (File, View, Security, and Help) provides quick access to: 

1. File ï Preferences dialog used to customize PC-ACE Pro32Ê to your particular installation and style. 

2. View ï Main Form allows you to choose where you would like to position your toolbar on your desktop. 

3. Security ï Add/Update User, and Logout Current User. 

4. Help ï On-Line help system, Password Reset Link, HIPAA Compliance Information, and the PC-ACE Pro32Ê 
"About" box (containing the PC-ACE Pro32Ê program version number and important copyright information). 

 

The Main Toolbar Icons provide quick access to: 

1. Institutional Claims Processing ï Import, Enter, Modify, Process, Prepare Institutional claims, and Transmission 
log.  

2. Professional Claims Processing ï Not used by Medicare A.  

3. Reference File Maintenance ï Maintains all supporting reference files 

 Patient database 

 Payer database 

 Provider Institutional database  

 Provider Professional database ï Not used by Medicare A 

 Codes/Miscellaneous databases 

4. Data Communication Functions ï Launch your claim submission and related data communication capabilities. 

5. Claims Activity Scheduling ï Schedule delayed and daily recurring claim activities. 

6. ANSI-835 Functions ï Launch the ANSI-835 Electronic Remittance program. 

7. System Utilities ï Perform system backup/restore and other maintenance functions. 

8. Send Email ï Send support mail to pcace@fcso.com for assistance with use of the program for Medicare 
inquires. 

Main Tool Bar 

Icons 

Menu 

mailto:pcace@fcso.com
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Sample of Adding a New User to the Security List 

 

 

 
 

The Reference File Maintenance Icon allows access to various pre-built databases and databases that require 
customization prior to entering, preparing and transmitting claims. 

 

 
Reference File Maintenance 

 

 
PATIENT - The "Patient" tab allows you to add and maintain patient information, including the patient's primary and 
secondary insured details. The setup of the Patientôs information is optional. If you choose not to setup the patient 
database, or if you Import your claims, the patient information will not be accessible during claim entry.  If you choose to 
setup patients, the complete patient list will be accessible during claim entry using the variable-list lookup feature. When a 
patient is selected from the lookup list during claim entry, all applicable patient information will auto populate to the 
appropriate claim form fields. The Patient tab provides a convenient "Sort By" selection that quickly sorts the patient list by 
"Patient PCN" or "Patient Name" (use F1 function key for more information).  

 

 

Reference File Maintenance 
Section III       

 

Reference File Maintenance 
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Reference File Maintenance 
Section III 

 

The two tabs that are required to be completed are the General Information and the Primary Insured (Inst).  Refer to 
sample database data for field entry, some fields support lookup lists that can be accessed by right-clicking the mouse 
over the field or pressing the ñF2ò key while on the field.  If the patient has a secondary payer then the Secondary Insured 
tab should be completed. When entering Secondary Insured information select Insured Information Options (Separate Inst 
& Prof) radial button to separate the tabs into Secondary Insured (Inst) and Secondary Insured (Prof) tabs. Then, 
complete the Secondary Insured (Inst) tab.  
 

 
The information you entered in the Patient information tab will be populate into the claim form when the patientôs control 

number is typed or selected.    

                                                                                                See Payer Note below 

           
Patient ï General Information                                                           Patient - Primary Insured 

 
 

Note: When updating patient demographic information on the General Information tab, you will also need to update it on 
the Primary and Secondary Insured information tabs 

 

PAYER ï Provides access to maintain system payer information and PrintLink matching descriptions. A pre-built Payer 
file is provided, but may not contain all the payers your office utilizes.  All payers referenced on claims must exist in the 
Payer reference file. The Payer tab provides a convenient "Sort By" selection that quickly sorts the Payer list by "Payer 
ID", "Payer Description", "Payer LOB" or "Payer State".  Once customized in the database, it will retain the information for 
future use.  The Florida Payer ID file has been customized for you as indicated below. 
 

 
       MCA Payer File 

NOTE: 
 
FLORIDA   
Payer ID for Florida is 09101. 
 
Puerto Rico/U.S. Virgin Islands 
Payer ID for Puerto Rico/U.S. Virgin 
Islands is 09201. 
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Reference File Maintenance 
Section III 

 

PROVIDER INSTITUTIONAL ï  
Provides access to maintain the providers referenced on Institutional claims. Setup of the Institutional Provider database 
must be completed before you enter a claim. All providers referenced on Institutional claims must be represented in this 
reference file. The following Institutional Provider Information screen is an example of the information that is required for 
this database.  
 
Provider Address 
With ANSI 5010, the billing provider address must contain a 9 digit zip code and an actual street address.  Any variations 
of the following examples with cause your claim to reject: Post Office, PO Box, Lock Box, etc.  If a post office box is 
necessary for your office, it can be added to the ñPay to Providerò field in the Provider Information/Extended Info tab.  
Following are examples of Institutional Provider Information screens. 

 

 

 

 
 

NOTE:  
 
FLORIDA 
Payer ID for Florida is 09101. 
 
Puerto Rico/U.S. Virgin Islands 
Payer ID for Puerto Rico/U.S. Virgin Islands is 09201 
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Reference File Maintenance 
Section III 

 

CODES/MISC ï  
Provides access to the core PC-ACE Pro32Ê codes and miscellaneous reference files.  The Shared section contains 
databases that are shared by both Institutional and Professional providers. The Institutional section applies to Institutional 
UB04 claims.  
 

 
 

The following provides more detailed information about each database within the Codes/Misc tab. 
 
Shared Column   

 
Submitter - Submitter Information in PC-ACE Pro32Êis maintained from the Submitter Setup database for your 
Institutional claims. Information from the Submitter reference file is required during preparation of Electronic Media Claims 
(EMC) files. Refer to the following examples for entering your Submitter information.  
 
Blank fields should remain blank.  The Prepare, ANSI Info and ANSI Info (2) tabs have already been customized for you; 
therefore no changes are needed on these tabs. 

 

   
Sample Submitter  

NOTE:  
 
FLORIDA 
Payer ID for Florida is 09101. 
 
PUERTO RICO U.S. VIRGIN ISLANDS 
Payer ID for Puerto Rico/U.S. Virgin Islands is 09201 
 
 
 

Select 
New 
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Sample Submitter 
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                    Reference File Maintenance 
Section III 

  
Data Comm ï To help maintain the confidentiality of Medicare beneficiary information and other protected health 
information (PHI), the Centers for Medicare and Medicaid Services (CMS) requires a Mailbox ID and a Password to 
access the Electronic Data Interchange (EDI) mailbox.  The Data Communications information in PC-ACE Pro32Ê 
contains information, which is used to validate your access to the Gateway (the system you are transmitting your claims 
to).  The program defaults to the Claim Type ñInstitutionalò.  Select ñView/Updateò to update your information.  On the Host 
Info tab, enter your Mailbox ID and Password, which was provided with your approval letter. See the following sample.  
 

 View/Update BCBSFL GATEWAY 

 Choose Host Info tab 

 Enter your Mailbox ID and Password, as indicated on your critical data letter.  These are case sensitive. 
 

    
 

 
Password Reset :  Mailbox passwords will expire on a regular basis.  As a reminder, the PC-ACE Pro32Ê software will 
provide you with a pop-up screen every 45 days from the date you last updated your Data Comm file, indicating: "Your 
password is scheduled to expire.  To ensure your transmissions are not interrupted, you must obtain a new passwordò. 

   

 
 

 
To ensure your transmissions are not interrupted follow all 3  of the following steps: 
 

1) Obtain  you r current password  
When changing passwords, you will be required to know your current Mailbox ID and Password.  To get this 
information from the PC-ACE Pro32Ê Main toolbar, select: 

a) Reference File Maintenance 
b) Codes/Misc 
c) Data Comm 
d) Claim Type ï select Institutional (Medicare A) 
e) View/Update 
f) Host Info 
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Reference File Maintenance 
Section III 

  
2) Create your new password  
From the PCACE Main Toolbar select: Help and Password Reset.  The FCSO webpage will prompt you to select a 
location and line of business.  Once youôve selected <customized>  you will automatically be brought to the EDI Gateway 
password change screen. Enter all requested information then select <Submit>.  You will be provided with a password 
verification screen.  Ensure the password you changed to is accepted. 
 

 
 

 

Password Criteria  

 

 

 

 

 

 
3) Update your password  

Within PC-ACE Pro32Ê- Before transmitting your next file, you must update the Password field on the Data 
Communications Information screen with the new password you created using the instructions above.  From the Main 
Toolbar select: 

a) Reference File Maintenance 
b) Codes/Misc 
c) Data Comm, and your specific claim type (Institutional or Professional) 
d) View/Update 
e) Host Info tab 
f) After updating the Password field with the new password, select "OK" to save your changes. 

 
Note: The software does NOT check to see if the password was actually changed.  It assumes that if you select "OK" on the 
Data Communications Information screen, then a password change has most likely been performed.  

Contact PC-ACE Pro32ÊTechnical Support at 888-670-0940, option 2 if you require assistance. 

Å Be sure to make note of your new password; it will never be displayed. 
Å Passwords must be alphanumeric and uppercas e only.  
Å Passwords are exactly 8 characters long. 
Å New passwords must differ from old passwords by at least 4 characters. 
Å Passwords may not match your mailbox or the word "password". 
Å Passwords may not be repeated within 10 updates. 
Å Your password expires every 60 days.  
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Reference File Maintenance 
Section III 

  
 HCPCS, Modifiers and ICD9 ï These databases are preloaded when the software is received, and updated during 
quarterly releases as appropriate. They also can be updated manually if revisions (new/revised codes) become available 
before a release is received. 
 
Physician ï This database houses your Attending physicians for Medicare Part A. The list of physicians (and associated 
information), are made available via lookups to speed the claim entry process. 

 

                       
Physician Setup                                                                    Physician Information 

 

Facility ï Once you have entered the appropriate fields, the Facility Setup database will maintain the information for use 

when entering a claim.  The Facility reference file is available as a lookup list from the claim form (Extended 
Patient/General tab). 

 

       
Sample Facility Setup                                              Sample Facility Information 

 

MISC ANSI ï This database is preloaded with the Provider Taxonomy, Claim Adjustment Reason Codes, and Remittance 

Remark codes, when the software is received.  It is updated during quarterly releases as appropriate. It can also be 
updated manually if revisions (new/revised codes) become available before a release is received.  The Eligibility and 
Claim Status options are disabled and not available at this time. 
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Reference File Maintenance 
Section III 

 
Institutional Column 
 

TOB ï These databases are preloaded when the software is received, and updated during quarterly releases as 
appropriate. They also can be updated manually if revisions (new/revised codes) become available before a release is 
received. 
 

 
 

CON/OCC/SP/VAL - These databases are preloaded when the software is received, and updated during quarterly 
releases as appropriate. They also can be updated manually if revisions (new/revised codes) become available before a 
release is received.  
 

 
 
 
REVENUE CODE - These databases are preloaded when the software is received, and updated during quarterly releases 
as appropriate. They also can be updated manually if revisions (new/revised codes) become available before a release is 
received. 
 

 
 




