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I. ACE AIM Intro  

 
Patient Management is the program used by Registration personnel to show the Admission, Discharge, and 

Transfer information for patients at UKMC.  

 

The Registration Workstation (RWS)  is the windows interface for PM. The RWS integrates 2 programs: 

 
ACEðAmbulatory Care Enhancement) which is the registration system 

 

AIM (Automated Insurance Manual). 

 

When you sign on to ACE, it automatically signs you on the AIM as well.  This allows you to enter the Insurance for the 

patient seamlessly during the registration process 

 

 

II.  Logging On 
 

After you have taken the class, you will be given a userid which will give you access to  PM Intro, OP 

Registration functions, and Medifax or EIMC (Eligibility Inquiry for Medicaid) functions. 
 

 

 

1. Click on the RWS icon on your desktop 

2. This will display the UKMC Registration Workstation 

LogOn Screen 

3. Type your userid 

4. Type your password 

5. Application should be: CICSPROD 

6. Group should be:  ACE 

7. Click OK 

 

Setting New Passwords 
The first time you sign on, the system will prompt you to type a new password by displaying the message that 

ñPassword has expired.ò  You will have to make up a new password, 6-8 characters long using alpha and/or 

numeric characters.  The passwords expire every 90 days and the system will prompt you to enter a new 

password when the old password expires.  The system remembers the last 10 passwords so you cannot reuse a 

password until you use 10 different passwords. 

 

When you sign on to RWS, you will also be signing to the AIM system.  
 

 

III.  Logging Off 
1.  From the Main Menu, click on Signoff 

2.  This will return you back to the Sign-on Screen.  At the sign on screen, click on Exit. 
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IV.   Main Menu Screens 
 

 

 

Once you sign on the Main Menu Screen will be displayed.  The 

icons on the left hand side are categories of functions.  To see 

the specific function such as OP Registration, click on 

ADMIT/REGISTRATION icon. 

 

Once you click on this icon, all the functions pertaining to that 

category will be displayed on the right hand side as seen below: 
 

 

 

 

 

 

 

 

 

 

To select a function, double click on the description 
 

 

 

 

 

 

CATEGORY  Frequently Used Functions 

 

ADMIT/REGISTRATION  All the registration functions for Clinic Areas (i.e Outpatient 

Registration including Booking Functions), Admitting Department 

and Emergency Department areas 

 

OTHER PM FUNCTIONS  Include Patient Update and Bed Assignment functions 

 

MASTER FILE MAINTENANCE  CPI Update, Visit History Inquiry  

 

UK FILE MAINTENANCE   Chart Location Inquiry and Chart Location Update  

 

DISCHARGE/DEPARTURE  Discharge and Cancellation functions  
 

Moving around in ACE 

In order to navigate from one screen to another, do one of the following: 
 Click on OK button (same as the ENTER key) 

 Click Page Fwd-Page Bwd  buttons at the bottom of the screen 

 Click Back Button (same as F3 key) 

 Use Drop Down Menus (opens up the code tables for a particular field) 

 Select Menu Bar from any screen and choose functions/keys  
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Important Keys 

 
F1 ï   Help Screen on Column Heading Abbreviations 

? --    Displays the codes for that field   

F3 ï   Back-up to previous category 

Escape key ï       Return back to PM Function Selection Screen 

 

Changing Pavilions:  From the Main Menu, click on Change Organization button, type the Pavilion and click OK 

 

There are 3 pavilions: H for Hospital, C for Markey Cancer Ctr., M  for KY clinics 

 

NOTE:   On most Screens, you can use the function keys, the keyboard or click on the icon/button on the screen 

to access patient information. 
 

Jump Return Window 

 
Allows you to jump to another function then return back to the screen you were on    
 

To access Jump Return Function 

 

1. Click on Options Menu 

2. Select Jump Return Window 

3. Type the code for the function 

4. Check off Return 

5. Click OK 

 

To Return back: 

Press the F2 key to return to the previous screen you were on 
 

V. ACE Inquiry Functions 

CPI Inquiry/CPI Update 
CPI (Corporate Person Index Inquiry) includes all patients seen at UK since 1962.  A CPI number is the 

Medical Record Number for the patient.  Any patient who has been seen, has paid the bill for someone (GU) or 

born at UK Hospital has a CPI #.  CPI search displays Patient Demographic and employer information. 
 

Searching for Patients:   
From the Main Menu, click on Master File Maintenance Category, 

double click on CPI Inquiry (or CPI Update) function displayed on the 

right hand side to open the search parameters.  Search for a patient using 

the following criteria: 
 

1. CPI number (if you have the CPI number and you 

get the message patient not found then use the CPIX 

function in case their CPI number was merged.) 

2. If the CPI# is not available, search by the patientôs 

Social Security #  (obtain that number from the 

patient).  Do not enter dashes nor leave spaces.  Leave all other fields blank when 

searching by SS#.  If a duplicate social security number is identified, this information 

should be forwarded to the Medical Records Department. 
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If the CPI and the Social Security numbers are not available, search by:  

3. Legal name and Date of Birth (Enter for soundex search) 

4. Legal name and Motherôs Maiden Name (Enter for a soundex search) 

5. Legal Name only with Alpha search (Press F10) 

6. Full Legal name or Last Name only with the year of birth and press Enter  

 (in case there is a typo with the birth date.) 

ü Remember to use the proper naming convention.  The suffix is part of the first name 

field.  For example: Jones, William Jr or Jones, William III 

  You may need to do the alphabetical search several times.  Try the wildcard (*) after 

the last name in case the proper naming convention was not used or to find hyphenated 

last names. 
Click on the OK button once you have typed in the Search Criteria. 

 

Identify and Select the patient using the following criteria: 

 

a)  Pt CPI # 

b)  DOB 

c)  SS# 

c)  Full Name 

d)  Motherôs Maiden Name 

 

Once you have identified your patient, the Person 

Information I screen as shown on the right will display. 

The Person Information screens provide basic demographic 

information for the patient.  The fields included are CPI #, 

name, DOB, address, phone #, sex, race, motherôs maiden 

name and fatherôs name. 
 

The Person Information II screen gives information on 

Patient Employer and contains Permanent Comments and 

HIPAA documentation.   
 

CPIU function is used to change or update the information 

on Person I and II screens. Be sure to use the Adr Update 

icon  to update demographics. Also, 

there are 3 new fields to capture additional phone numbers. 

The Nation and Language fields need to be entered, too. 

 

 

 

CPI Combine History or CPIX 
 

If patients do have duplicate numbers, Medical Records combines these numbers, keeps one and discards the 

duplicate.  If you canôt find the Medical record number, try CPIX function. 

 

1. Select CPI Combine History function (CPIX) 

2. Type the medical record number for the patient and press the Enter key 

3. The system will display the discarded and the retained medical record numbers on the 

screen.  

PN  5-01-06  FM (clinic service code) 
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PT Inquiry / PT Update 
 

JULIAN DATES  

Every time the patient comes to UK Hospital, the patient is registered.  In order to differentiate between visits, 

the registration adds 4 digits to the end of the CPI #. 
 

These 4 digits comprise of the last digit for the year, and the actual calendar day of the year: 

  Example:  7078 = Year 2007, 78
th
 day of the year = March 19, 2007 

 

Another name for Julian Date is VISIT Suffix that will display on the Patient Inquiry and the Visit Inquiry screens. 

 

Patient Inquiry displays visit specific information for at least 13 

months.   
To access Pt Inquiry/Pt Update:  

a) From the Main Menu, click on Other Patient Functions 

Category  

b) Double click on Patient Inquiry (or Patient Update) 

c) Type the patientôs CPI # or name, click OK 

d) This will display all the visits for the Patient.  Click on the desired 

visit 

e) This will display the Patient Record Screen.  Choose an option by 

clicking on the box to check mark it and click OK 

 

The Patient specific information displays guarantor, insured, physician, nearest relative, emergency contact, insurance 

and visit specific information. 

Pt Update allows you to update all visit specific information. 

 

Visit History 
You can inquire about all the visits for the patient as well multiple 

visits on the same day using the Visit History function 

Visit History screen has all of the visits listed since 1994. 

a) From the Main Menu click on Master File Maintenance 

Category and double click on Visit History Inquiry 

(update) 

b) Type the patientôs CPI # or name, click OK 

c) The Visit History screen will be displayed 

Multiple Visits :  If the patient has been to more than one clinic 

on the same day, the visits can be viewed by clicking on the 

Multiple Visits button. 
 

 

 

Chart Location Inquiry 
The Chart Location Inquiry identifies all locations and status for 

patientôs chart.  

To access it, click on the UK File Maintenance Category and double 

click on Chart Location Inquiry. 
 

 

 

 



ACE/AIM OutPatient Registration  

 

x:\op_reg\ace op reg 2006\handouts for packet\outpatient registration ace 2007 versionxml.doc Page 8 

    

 

 

 

Insurance Inquiry 
 

 

Displays a list of Insurances codes, and the status for the insurances. 

A:  Active insurance which can be attached to cases 

I :  Inactive Insurances which can no longer be attached to new cases. 

 

a)  To access Insurance Inquiry screen, click on the Support File 

Maintenance Category and double click on Insurance Master Inquiry 

function. 

b)  Type the Insurance Company name and click OK 

 
 

 

Employer Inquiry 
 

 

The Employer Inquiry function displays all the state-

registered employers and their addresses.  

 

a) To access Employer Inquiry screen, choose the 

Support File Maintenance category and double 

click on Employer Master Inquiry.  

b) Type the Employer name and click OK. 
 

 

 

Professional Inquiry 
 

The Professional Inquiry function displays the list of 

all licensed physicians in Kentucky including the UK 

physicians. 

 

a) To access the Professional Inquiry screen, 

Click on Support File Maintenance category 

then, click on Professional Mstr Inquiry 

function. 

b) Type the physician name and click OK. 
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Activity by Patient 
 

You can see patient admissions, discharges and transfers for 

one visit or for all of the patient's visits by using this function. 

Check the upper right corner of the screen to see if the medical 

record number or account number is displayed.  If the longer 

account number is displayed, then you are seeing activity for 

only a specific visit.  If the medical record number is 

displayed, you are seeing activity for all of the patientôs visits, 

at least for the last 13 months. 

 

Here are some abbreviations used in the Function and Activity 

columns:  

 ADM - inpt admission; ADMN - inpt newborn admission; 

PAD - preadmission; XFER - transfer; LOA - leave of 

absence; DSCG - discharge inpt; OPR - outpt registration; 

OPRN - new outpt registration; VSNT - visit notification; DPTR - discharge of outpt or ED pt; ERRG - 

registration of ED pt; ERLB - registration of emergency labor pt.  Also note that a C at the end of most codes 

denotes a cancellation. 
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VI.  Outpatient Registration 
 

A registration is an official entry of a patientôs demographic information into the UK Medical 

Centerôs computer system.  In addition, information regarding where the patient was seen, by 

whom, and where to send the medical bills is also entered.  Because registration information is part 

of the patientôs medical record, outpatient registration requires complete and accurate 

information. 

 

Step 1:  Patient Type Selection Screen   
 

 

The first screen you will see in the registration is the Patient Type Selection screen (which assigns a cost 

center).  Be careful!  Choose your area i.e Kentucky Clinic, Hospital Outpatient, Outside specimens.   

 

NOTE: Pay careful attention to your selection as this table is subject to change, which may change the line 

number for your usual selection. 

 

DO NOT SET PATIENT TYPE UNDER PREFERENCES.  LEAVE IT 

BLANK UNDER PREFERENCES AND SELECT THE PATIENT TYPE  

FOR EACH REGISTRATION . 

 

 

 

 

 

 

Step 2:  Patient CPII Search 
The second screen is the CPI Search Parameters screen.  You must search a minimum of 6 times before adding 

a new CPI Number.  The six different types of searches are: 

 

 
1. CPI Number  

2. SS # 

3. Legal Name and Birthdate 

4. Legal Name and Motherôs Maiden Name 

5. Legal Name with Alpha search (press F 10)  

6. Legal or Last Name and birth year only 

 

 

 

Why Search CPII:  A patient is assigned one medical record 

number and should not be assigned another one for continuity of charting.  We have to make sure that we search 

the CPI database several times so that we donôt issue duplicate numbers to the same patient.  I you find that the 

patient does have a duplicate medical record number, report it to Medical Records and to the RSS Office. 

 

 

NOTE:  the CPI # will be on the RSS appointment listing if your area is using RSS. 

If you can not find your patient see page 28 STEP 2A for instructions. 

 

 

 


