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. ACE AIM Intro

Patient Management(PM) 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:
ACE -- (Ambulatory Care Enhancement) which is the registration system
AIM -- (Automated Insurance Manual)

When you sign on to ACE, it automatically sigri on the AIM as well. This allows you to enter the
Insurance for the patient seamlessly during the registration process

[I. Logging On

After you have taken the class, you will be given a userid which will give you access to PM Intro, OP
Registration funtions, and Medifax or EIMC (Eligibility Inquiry for Medicaid) functions.

Muscrsgnon e
. L_IKCMC .

1. Click on the RWS icon on your desktop Registration Workstation

2. This will display the UKMC Registration Faeer: | ———— e
Workstation LogOn Screen Application = [cTespron

3. Type your userid e o

4. Type your password

5. Application should be: CICSPROD

6. Group $iould be: ACE Enter User ID and Password to enter.

7. Click OK — L =

Log-On Screen

Setting New Passwords
The first time you sign on, the system will prompt you to type a new password by displaying the message that
fiPassword has expired You wi || have t o8charadeess longpsing alphazamd/ap a s s wo
numeric charactersThe passwords expire every 90 dayend the system will prompt you to enter a new
password when the old password expires. The system rememblast ygasswords so you cannot reuse a
password untiyou use8 different passwords.

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

lll. Logging Off
1. From the Main Menu, click on Signoff
2. This will return you back to the Sigm 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

3 B the left hand side are categories of functions. To see the specific function
el such as OP Registration, click on ADMIT/REGISTRATION icon.
Mhymnn M:mrmu

Once you click on thicbn, all the functions pertaining to that category
e “’”‘"‘"‘" will be displayed on the right hand side as seen below:

[
g _=
L
To select a function, double click on the descriptior h@m w.,..,

Cateqgory 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 onOK button 6ame as the ENTER key)
Click Page FwePage Bwd buttons at the bottom of the screen
Click Back Button (same as F3 key)
UseDrop Down Menus (opens up the code tables for a particular field)
Select Menu Bar from any screen and choosetiiume'keys

Important Keys
F17 Help Screen on Column Heading Abbreviations
?1 Displays the codes for that field
F37 Backup to previous category
Escape keyi Return back to PM Function Selection Screen
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Changing Pavilions From the Main Menu, click othe Change Organization button, type the Pavilion and
click OK

There are 3 pavilionsd for Hospital,C for Markey Cancer énter M for KY Clinics

NOTE: On mostscreens, you can use the function keys, the keyboardick on the icon/button on the
screen to access patient information.

Jump Return Window

Allows you to jump to another function then retinack to the screen you were on.
To access Jump Return Function

Click onthe Options menu
SelectJump Return Window
Type the code for the function
ChecktheReturn box

Click OK.

aprwdOE

TIP: Another way to activate the Jump Return function is to presStthe@ndJ keys at the same
time.

To Return back:
Press thé-2 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
bom at UK Hospital has a CPI #. CPI search displays Patient Demographic and employer information.

Searching for Patients:

From the Main Menu, click oMaster File Maintenancecategory
double click on CPI Inquiry (or CPI Update) function displayed on
the right hand side to open the search parameters. Search for a pat Fren
using the following criteria: i

Bitndate : (MM 0D CTTY)

1. CPI number(if you have the CPI number and you s e
get the message patient not found then use the CPI; = @ ‘
function in case their CPI nunber was merged.)

2.1 f the CPIl# is not avai t
Social Security #(obtain that number from the |
patient). Do not enter dashes nor leave spaces. Ledve —
all other fields blank when searching by SS#. If a duplicate social securityenuisn
identified, this information should be forwarded to the Medical Records Department.

If the CPI and the Social Security numbers are not available, search by:

3. Legalname andate of Birth (Enter for soundex search)

4. LegalnameandMot her 6 s M4gHEntdrdona sbuadexesearch)

5. Legal Name only with Alpha search (Prds$0)
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6. Full Legalname orLast Name onlywith theyear of birthand press Enter
(in case there is a typo with the birth date.)
U Remember to use the proper naming convention. The ssiffixrt of the first name
field. For example: Jones, William Jr or Jones, William 111

e 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 hyplaed
last names.

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

Identify and Select the patieasing the following criteria:

Fie £k Opins bers Heb
PM - CPI UPDATE - PERSON INFORMATION-  YA10DNZ (CPI) B HO1 110305 12:42

SMITH, JOE 070432087

a) PtCPI #

b DOB cPi#: 70832067 DOB:[10121963 Tife: ~] Suffec - Bad Addr ?
SS#: (070432067 SEN:|MMie - Race Vindion, Amencan =] MarStatus & |- Mamed - Grgan Dnor
HAME : v ~| Practice Code = Cred

C) SS# Adrl L LivArmg ~| CaseMgr
Adr2 Nation AMR-Amenican - | Language:: (= 1]

C) Fu” Name o St | Rig 5] Church Core : 5]
City R Desc

A 1 County: » County: Uz Driver's Lick
d ) M 0 t h er os M al d en N ame Phone: 502 [2560559  #allasies) || Lic Exp Date State Prev CPi2:

ADVANCE DIR: |1 [F]  DATE: [050:05  Exgire Date. Espired
Pi Jc [ Pt Jess [resszis | i Js ] P2 Jess leeszsos | Rl T} Pha

Once you have identified your patietite Person

Information | screen as shown on the right will display. | s o como i
The Person Information screens provide basic

demographic information for the patient. The fields

included are CPI #, namBOB, address, phone #, sex, [PHGNE N A WadeeR 1A= REURED

~ - Alas Emp Hx Com Hx Adr Upat
race, mot her 6s emdsemamea.mée ana tatn.____

Pl b Cps en e
PM - GPI UPDATE - PERSON INFORMATION-H  YA120MZ (CPIL) 08HGI03 1247

S 2o === The Person Information Il screen gives information on
oo Patient Employer and contains Permanent Comments and
At la#t Mame  [oeneLoven Dept: [ .
m I B B HIPAA documentation
Couny ol | — . . . .
Stoer T — i1 — | % T — CPIU function is used to change or update the information
Ermai Adk : [
S s— on Person | and Il screeri3e sure to use the Adipdate
S conl  Adrlpdt |y update demographics.
‘ Also, there are 3 new fields to capture additional phone
numbers. :
Pi Jc[g] Ph1 |ess [zzzssss
Parson info-il_| And Empiayers | Asd Comments

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

PN 501-06 FM (clinic service code)

CPI Combine History or CPIX

If patientsdo have duplicate numbers, Medical Records combines these numbers, keeps @uaedithe

duplicate.l f you canét find the Medical record number,
1. Select CPI Combine Historffynction (CPIX)
2. Type the medical record number for fhetient and press the Enter key
3. The system will display the discarded and the retained medical record numbers on the

screen.
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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 calendditioayear:
Example: 8078 = Year 208, 78" day of the year March 18, 20(8

Another name for Julian Date\&sit Suffix that will display on the Patient Inquiry and the Visit Inquiry
screens.

Patient Inquiry displays visit specific information fatrleastlL3
months.
To access Pt Inquifigt Update

a) From the Main Menu, click o®ther Patient Functions

Category mmmmmmmmmmm spectc
b) Double click on Patient Inquiry (or Patient Update) o —
c) Type the patientés CPI # o | e SRl
d) This will display all the visits for thPatient. 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 guarant@ured,physician, nearest relative, emergenontact,
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 oMaster File
Maintenance Category and double click on Visit History
Inquiry (or Update)
b) Type the patientbds CPI # or
¢) The Visit History screen will be siplayed
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.

PM - CHAR: 110405 08:37

M- CATION RY - Patient Chart Information  YXO21NZ (SC BMo1 1
SMITH, JEREMY 011981123

Chart Location Inquiry
The Chart Location Inquiry identifies all locations and sta
forpai ent 6s chart. :
To access it, click on the UK File Maintenance Category I 2w
and double click on Chart Location Inquiry.

ex o Race @ DoB [1a702/1580
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Insurance Inquiry

(NS

This dsplays a list of Insurances codes, and the status ffei
the insurances.
A: Active insurance which can la¢tached to
cases
I: Inactive Insurances which can no longer be
attached to newases.

a) To access Insurance Inquiry screen, click o
the Support File Maintenancecategory and
double click on Insurance Master Inquiry
function.

b) Type the Insuranc€Eompany 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 Maintenancecategory and double
click on Employer Mater Inquiry.

b) Type the Employer name and click OK

Professional Inquiry

The Professional Inquiry function displays the list of
all licensedphysicians in Kentucky including the UK
physicians.

a) To access the Professional Inquiry screen,
Click onSupport File Maintenancecategory then,
click on Prdessional Mister Inquiry function.

b) Type the physician name and click OK

Outpatient  Registration ACE 2008.Docx Page 8



ACE/AIM OutPatient Registration
Activity by Patient

You can see patient admissions, discharges and transfers for
one visit or for all of thepatient'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. Ithe medical record

number is displayed, you are seeing activity for all of the
pat i en tafleast forithe liat3snonths.

a) To access the Professional Inquiry scrediok on
theCensus Informationcategory then, click oActivity by Patientfunction.
b) Type t he pa médeahrecdrd numizemetc. and click OK.

Here are some abbreviations used in the Function and Activity columns:

ADM - inpt admission; ADMN- inpt newborn admission; PAPpreadmission; XFERtransfer; LOA- leave
of absence; DSCGdischarge inpt; OPRoutpt registration; OPRNnew outpt registration; VSNT visit
notification; DPTR- discharge of outpt or ED pt; ERRGegistration of ED pt; ERLB registration of
emergency labor pt. Also note that a C atahd of most codes denotes a cancellation.
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