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Welcome to the RxDME2000 Installation and User’s guide! 
 
This installation and user’s guide is designed to provide easy step-by-step instruction for installing your software and an 
introductory guide to putting the program to use. 
 
The current version utilizes a program installer that lets you select the drive and directory to install upon.  Unless you are 
knowledgeable about disk drives or directory structures, you should use the defaults.   
 
If you have elected to place RXDME2000 on a drive other than C: and/or in a directory other than RXDME2 then it is your 
responsibility to know where on your computer RXDME2000 is located. You will need this information for upgrades and 
support.  The program will put the files into the sub directory RXDME2 on drive C: unless you enter a different path during 
the install process.  You are given the opportunity to abort or cancel the installation if desired.  
 
 
 

How to use this document 
 

 Terminology 
 

·  The terms “window” and “screen” may be used interchangeably and are enclosed in quotations.  
�  Example:  

From the “Browse your Company File Information” window 
 

·  The term “field” refers to a data entry space in the software (see example 1 below). The title will be 
enclosed in quotations and the case of the title will match its appearance in the program. 

�  Example:  
Enter the patient’s last name in the “Lookup by Lastname” field. 

 
 

 
Example 1 

 
·  When instructed to click on a button, the title of the button will be capitalized. 

�  Example:  
Click on the COMPANY INFO FILE button 

 
·  When instructed to press a key on the keyboard, the key title will be enclosed in arrow brackets. 

�  Example:  
Press the <enter> key on your keyboard. 

 
·  When referring to the “browse” button, we are referring to the icon in example 2. This may also be used 

interchangeably with the term “lookup” button. 
 

 
Example 2 
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·  The term “menu bar” refers to both the textual bar and bar with icons located at the top of the main screen 
(example 3) and may be used interchangeably with the term “toolbar” 

 

 
Example 3 

  
 

Use this space for notes 
 
 
 

Note: The images in this document (screenshots) are not representative of the actual size of the windows that 
you will see while running the program.  
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Step by Step Installation 
 

Installation Introduction 
 

·  For the best implementation, we suggest that you become familiar with the computer that you will be 
running the RxDME2000 program from. 

 
·  Your system must be able to run at least Windows 95. 

 
·  Our experience has shown that it is a good practice to have one individual in the department to 

coordinate the use of the computer.  
 

·  The Installation CD and the install program offer access to our DME Tutorial, this multimedia presentation 
will guide you through the setup and use of the DME program. 

 
·  It is also suggested that rules of consistency be applied when entering all data; use either upper and 

lower case characters in combination or only upper case characters through out the programs entry 
selections. 

 
Installation Procedure Notes 
 

·  The current version utilizes a program installer that lets you select the drive and directory to install upon.  
 

·  You should use our defaults unless; you are knowledgeable about disk drives or directory structures.   
 

·  If you have elected to place RxDME2000 on a drive other then C: and/or in a directory other than 
RxDME2 then it is your responsibility to know where on your computer RxDME2000 is located. You will 
need this information for upgrades and support. 

 
·  The program will put the files into the sub directory RxDME2 on drive C: unless you enter a different path 

during the install process. You are given the opportunity to abort or cancel the installation if desired. 

 
·  The installation program will also check the status of your CONFIG.SYS files and make any changes 

needed for the RxDME2000 series of programs. 
 

 
 

 
 
 
 
 
 
 
 
 
 
 

Installation  
 
Step 1.   Insert RxDME2000 Installation CD into the CD Drive and click on “RxDME2000 Software Installation” 
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THE SETUP PROGRAM ON THE CD SHOULD RUN AUTOMATICALLY. IF YOUR COMPUTER IS NOT 
CONFIGURED TO RUN PROGRAMS AUTOMATICALLY, FOLLOW THESE STEPS: 

 
1. Click on Start  
2. Click on Run                                                                  
3. Type D:SETUP           (WHERE D: Is the drive letter of your CD-ROM drive) 

 
 

 
Step 1 
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Step 2 

Step 2.    Click “Install RxDME2000 for Windows” to continue with the installation. 
 

 
 

 
Step 3 

 
Step 3.    Click “Yes” to continue with the installation. 
 

 
Use this space for notes 
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Step 4 

 
Step 4.    Click “Next” to continue 
 
 

 
Use this space for notes 
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Step 5 

 
Step 5  After reading the P.C. Solutions License Agreement, click “Yes” to accept the agreement and continue with 
installation. 
 
 

 
Use this space for notes 
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Step 6 

 
Step 6.    We have provided you with an installation sheet titled “ RxDME2000 for Windows Installation sheet”  with 
passwords for the Purchased versions of the software.  Make sure you enter the password exactly as show on the paper 
i.e. capitalized and with hyphens. 
 

 
Use this space for notes 
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Step 7 

 
Step 7.    Click on “Next” to accept the default installation directory (recommended). To choose an alternate directory, 
select “Browse” and enter the directory, path and/or appropriate network path. 

 
 

 
Use this space for notes 

 

Note:  If you have elected to place RxDME2000 on a drive other than C: and/or in a directory other than RxDME2000 
then it is your responsibility to know where on your computer RxDME2000 is located. You will need this information for 
upgrades and support. 
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Step 8 

 
Step 8.    Review the settings for the installation and click “Next” to begin copying files. To change or review any setting, 
click “Back”. 
 

 
Use this space for notes 
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Step 9 

 
Step 9.    Setup will now install program files. 
 

 
Use this space for notes 
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Step 10 

 
Step 10.    Click on “Finish” to exit the install program. You are now finished installing RxDME2000 and can proceed to 
the User’s Guide. 

 
 

If you ever need to add a Desktop Icon 
�

1. Put your “mouse” anywhere on the ‘desktop’ (screen) but not on another icon or window. 
2. Press you right mouse button  
3. Click on ‘NEW’ 
4. Click on ‘SHORTCUT’ 
5. At the command line you would enter the location and name of the program to be run. 
6. Type C:\RXDME2\RXDME2W.EXE 
7. Click Next 

**Important** 
 

FOR FIRST TIME INSTALLATIONS THERE IS AN EXTRA DISKETTE THAT 
MUST BE INSTALLED AFTER THE CD. TO INSTALL THIS DISKETTE, INSERT 

IT INTO DRIVE A: 
 

1. Click on Start  
2. Click on Run                                                                  
3. Type A:SETUP   (WHERE A: Is the drive letter of your floppy disk drive) 
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8. You may wish to modify the description of the icon. 
9. Click Finish 

 
Getting Started 
 
After a successful installation of the RxDME2000 Software, the program can be easily accessed by either clicking on the 

desktop icon , or by going to: 
 

Start -> Programs -> PC SOLUTIONS and clicking on “ RxDME2000 HME System” . 
 

 

Adding Users 
 

1. The following security window may open (figure 4); click “Yes” to add a new user. 
 

 
Figure 1 

 
2. At the “Update Users” dialogue window (figure 5), enter your First and Last (Surname) Names and a login 

that you will use later. This login will also be the password when you login to the software. At this 
point, no user input is needed for “Default Access”, “User Group” or “Workgroup”. 

3. Click “OK” when done. 
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Figure 2 

4. Now the “User Login” dialogue window opens (figure 6), enter the login name and password that you 
created in the previous step. 

 

 
Figure 3 

 

 
Activation Code Notification – Register Software 
 
The first time you run the software you will be told that “Your product has expired Consult your application supplier”. You 
will need to register the software using the information on the sheet you received with your software labeled: 
 
Activation Code Notification Sheet 
This sheet was included with your order. 
 
Here is what to do: 
 

1. In the RxDME2000 program for Windows, click on “Help/Register/Info” on the top right of the icon bar (figure 1) 
and then click on “Register the software” (figure 2). 

 

 
Figure 4 

 

 
Figure 5 
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Figure 6 

Please refer to figure 3 for steps 2-7 below. 
 
2. Enter your Company Name exactly as it appears on this sheet. Use the same spacing, punctuation, etc. 
3. Enter the number of copies exactly as it appears on this sheet. This number represents the number of users your 

company was set up with.  
4. Click on the Standard button choice ( it is not selected now) 
5. Enter the Activation code exactly as it appears on this sheet. If this code is not typed correctly the activation will 

not be successful. 
6. Click OK.  
7. Quit RxDME2000 & restart it. 
 

 

Please note these important messages:   

  
·  The activation code that you have been given is only good for five days from date of issue.  

 

·  If you do not get to install your software within these five days please call or fax the office letting us 
know your code has expired and we will issue a new code. 

 

·  Each year your passcode will expire. Please let the office know and we will issue a new code good for 
another year upon payment of your license renewal invoice. 

 
·  PC Solutions software has the ability to be a multi-user system so if you need to add additional users 

please call the office and we will update your code to include the new user(s). 
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RxDME2000 User’s Guide 
 

Getting Started 
 
After a successful installation of the RxDME2000 Software, the program can be easily accessed by either clicking on the 

desktop icon , or by going to: 
 

Start -> Programs -> PC SOLUTIONS and clicking on “ RxDME2000 HME System” . 
 

Now the “User Login” dialogue window opens (figure 6), enter the login name and password that you created 
in the previous step. 

 

 
Figure 7 

 
 
 

Auto Update feature 
 
This feature (figure 7), allows you to check to ensure that you have the most up-to-date version of RxDME2000. New 
users will most likely have the most current version and may wish to enter a number of days (for example 30) in the “Do 
an Update __ Days” box.  
 
Clicking “Do Not Update Right Now” will reset the dialogue box to appear the next day. 
 
Clicking on “Update Now!” will open up a new series of dialogue boxes and check for the most current version. 
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Figure 8 

 
Create History Data feature 
 
This procedure adds your transactions to a History file. You can then print detailed reports on this data. This procedure 
can be run monthly (figure 8). This procedure is optional. 
 
 
 
 

 
Figure 9 

 
 
Configuring and Running RxDME2000  
 
Figure 9 shows the opening screen of RxDME2000. The remainder of this document will display the features of 
RxDME2000. 
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Figure 10 

 
 
 
 
Getting Help 
 
If at anytime you require assistance or software support, please start by going to the PCSolutions Homepage right from 
the main screen of RxDME2000 (figure 10). Here you can access PC Solution’s Knowledge Base, live chat support, email 
support, online documents, and training videos. 
 
If contacting PC Solutions for support, you will get the fastest response by following these steps: 
 

1. Email first – Support@DMEFree.com  
2. Try a live chat at www.dmefree.com 
3. Fax support – 860- 974 - 1886 
4. Call our voice line – 860 – 974 - 1156 
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Figure 11 
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Setting Up RxDME2000 
 

1. Begin by clicking on the “File” menu from the menu bar at the top of the screen (figure 11) 
 

 
Figure 12 

 
2. Now select the “Setup Menu” (figure 12) 
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Figure 13 

�
3. And now, select “Store File” as shown in figure 13.�

 

 
Figure 14 

 
4. From the “Store File” window, click the CHANGE button (figure 14). 

 

 
Figure 15 
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5. Now you can add the appropriate information for your company (figure 15) and click OK when complete. 
 
 

 
Figure 16 

 
 

 
 

Adding Patients 
 

1. The first step in doing claims is the adding of new patients. First, check to make sure that the patient does not 
already exist in the database. Steps a - c below explain how to do this. 
 

a. Click the  icon from the menu bar (or click on “Transactions” and then “Do 1500 
Transactions”). 

b. From the “Display Patients for processing window, enter at least part of the patients name in the box 
(figure 16). 

c. If no name appears in the list of names that match the name you wish to enter, click on the ADD 
PATIENT button (figure 17). 

 
 

 
 
 
 

Note: If you are going to be using online adjudication for your claims, please refer to the section entitled “Configuring 
RxDME2000 for the online claims adjudication system” to setup the program. 
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Figure 17 

 
 
 
 
 

 
 

 
Figure 18 

 
2. A “Record will be added (new)” window will open up as shown in figure 18 below.  

 

 
 

Note: Figures 16 and 17 both display a portion of the “ Display Patients for processing”  screen. 

Note:  For this document, we will demonstrate the minimum entries required for a normal Medicare Primary / 
Medicaid Secondary Claim filed electronically through PC Solutions. 
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Figure 19 

 
3. Enter patient’s: 

a. last name 
b. first name 
c. address 
d. city 
e. state 
f. zip 
g. Phone number can be added without any spaces or dashes. 

4. The account number is an optional field, but we recommend putting in either a few characters of the patient’s 
name or SSN, or perhaps an account number you use in your business.  

5. Click on the “General (cont.)” tab and enter the following information: 
a. sex 
b. date of birth (as MMDDYY) 
c. To select the diagnosis file enter a few characters of the diagnosis and click the browse button to 

bring you to the closest match. Once in the diagnosis lookup screen, you can also search by the 
Diagnosis ICD-9 code as well. RxDME2000 comes with a starter diagnosis file; however, you may 
modify it, add to it, delete records, or support can erase the entire file so you can add only the 
diagnosis you work with. 

6. Click on the “General (cont. 2)” tab and enter the following information: 
a. Enter a few letters of the patients default doctor’s name and click on the browse button to open the 

Doctor’s file lookup. Simply select the doctor or add the doctor (on the fly) if not in your system yet. 
See the section entitled “Adding Physicians”, step number 2, for more information. 

7. Click on the “Insurance data” tab 
a. Click the browse button to search for an Insurance Plan ID: 
b. Enter a portion of the plan’s name to quickly find it in the list. 
c. Click SELECT to choose the plan. 
d. The “Insurance ID #” is the patient’s policy number or Medicare number or whatever number that 

identifies the patient to the specific plan. 
e. Select the appropriate “Relationship to Cardholder” 
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f. Click OK to save and exit this window. You have entered enough patient information to complete a 
primary claim submission. 

Note: There are many additional fields that can be completed for a patient. Select “Change Patient” to add 
additional information from the “Display Patients for processing” window (figure 16). 
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�
Adding Physicians 
 

Adding a Physician to your database is similar to the process of adding a patient.  

1. Begin by clicking on the  icon from the menu bar. This will open up a dialogue box as shown in figure 19. 

 

 
Figure 20 

 
2. Select the NEW DOCTOR button to open the “Record Will Be Added (New)” window as seen in figure 20. 

 

 
Figure 21 
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3. Enter the appropriate physician information and click OK when done. This will add the physician to your database. 
4. ***Note*** Many State Medicaid plans require either a Upin number or State assigned number if you are going to 

bill Medicaids please put the appropriate number in the DRSTATENO: field. 

 
 
Claims 
 
Entering Claims 
 

1. To enter a new claim, first click on the  icon in the menu bar.  This will open the window shown below in 
figure 21. 

 
 

 
 
 
 
 
 
 
 

 

Figure 22 

 
2. Select a patient by either entering the patient’s name (or portion of name) in the white data field box and press the 

tab key on your keyboard. 

Other features of the Transactions Window 
 

·  Renewals: Quickly renew a claim to renew rentals or for recurring sales. 
·  View Claims:  View the claims that have been billed but have not been paid by the 

Insurance plan. 
·  Patient AR: View the Accounts Receivable charges for this patient. 
·  CMN’s:  View and Print this patient’s CMNs. 
·  Patient Notes:  Enter unlimited patient notes for history purposes. 
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Alternatively, select by scrolling through the list of patient’s names. Select a patient by clicking once on their name 
and then clicking on the DO TRANS button. 
 

3. After clicking on the DO TRANS button, a new window will open (figure 22) showing transactions for that patient. 
Click on NEW TRANS/CLAIM  to begin the new claim process. 
 

 

Figure 23 

 
 

4. The NEW TRANS/CLAIM button will open the “You are entering a claim for…(New)” window (figure 23). 
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Figure 24 

 
5. After entering the appropriate data, click OK at the top of the window. 
6. *** Note *** This window can be resized by dragging the boarders with your mouse.  The fields and buttons will 

also be resized to match. 

 
Completing the “ Claim Transaction”  Window 

 
·  Header information such as Diagnosis, Doctor, and Primary Insurance ID will be automatically filled in 

based on the information in the patient record. Ordinarily you will only have to enter the line item 
information.  You can change the Diagnosis, Doctor and Primary Insurance ID. 

 
·  Transmit. By default, the software will put the claim automatically into the billing file for transmission. 

However, you can switch transmit to “N” to hold the claim until you are ready to send it. 
 

·  Accept Assignment.  By default, all claims are set to accept assignment, but you can change this to “N” 
by using the pull down arrow. 

 
·  Claim Type.  This is a very simple yet very important concept to the processing of your claims. If the 

claim is: 
�  DME or DMERC, then the type of claim is D 
�  Oxygen then the type of claim is O (letter, not number) 
�  Oral Meds like anti cancer drugs then the claim type is C 
�  Paper claim for printing, use a P  
�  N is used for Medicaid and commercial plans.  
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(These descriptions can be found by clicking on the “?” button.) 
 

·  Blank Diagnosis Fields. Often, a patient will have a new diagnosis for the item being dispensed that is 
not on the patient’s record. You can add the diagnosis for this specific claim by clicking on one of the 
blank diagnosis fields to open the “Browse the DIAGFILE file” window (figure 24). 

�  A fast way of finding codes is by using the ICD-9 code tab instead of the description tab. 
�  Enter the first few numbers of the code and then click on “Select”; it will then be entered 

into the diagnosis.  

 
 

 

Figure 25 

 
·  Filling in the Claim Lines:  

�  DOSFrom and DOSTo.  Enter the dates of service (DOSFrom and DOSTo), but you only need 
to enter the month and day, the software will assume the current year. 

�  POS.  Now enter the Place of Service (POS), typically 12 for at home, but check with your 
specific insurance company and situation. 

�  ITEM by Desc.    Enter the first few letters of the item (for example, “wa” for “walker”) and press 
<enter> or <tab>. 

�  Browse the ITEMFILE file.  Click on the correct item and then click on “Select” 
�  UNITS.   Click in the UNITS box and enter the quantity you are billing for this item then press 

Tab; the total being billed (unit price x units) will automatically appear in the TCHG box. 
�  Modifiers. If you need to enter modifiers for this item, enter them in the MODIFIERS boxes; like 

the item file, you can bring up and select from the Modifier file by clicking on the browse button 
next to the appropriate modifier box (1, 2, or 3). 

�  DIAG IND. Click in this box and enter the diagnosis which applies to this item. For example, if 
this item applies to the patient’s first diagnosis, enter a 1; if to the patient’s first and third 
diagnosis’s, enter 1, 3. 

�  CLAIMSTATUS.   The Claimstatus controls which lines of the claim will print or be transmitted. 
You can use the default status or use your own, but… here are the rules: 

�  If you leave the claim at  NA, it will default to FILE 
�  FILE means print it, send it, transmit it, the claim is active, ready to go. 
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�  PAID, BLD, REJ, HOLD, CMN are codes that can be used for various functions and none 
of them will print or be transmitted.  

Remember that the default is FILE, which is what you want to use when the claim is okay for 
billing. 

�  Click OK and the transaction is done and ready for billing! 
�  After saving a claim, you are prompted to attach a CMN or a Narrative to be electronically 

transmitted. If this does not apply, click NO, and skip the following section which contains an 
example of completing a CMN. 

�  If you desire to attach a CMN, continue on to the following optional section. 

 
Completing the CMN – Example: Manual Wheelchairs CMN 

 

 

Example 4 

 
1. Clicking YES will open the window shown in Example 5 

 

 

Example 5 
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2. Click on the MANAUL WHEELCHAIRS CMN – DMERC 02.03B button to open the “Manual Wheelchairs DMERC 
0203B” window as shown below in Example 6. 

 

Example 6 

3. The following information is entered under the “General” tab of this window: 
 

�  Type of Certification: This is taken from the information written on the CMN by the physician. 
 

�  Is there a written CMN on file? Check this box for YES. 
 

�  Height and Weight 
 

�  Beginning Date of this Certified Period of Medical Necessity: The correct format for the date 
entered is YYYYMMDD, so for example, January 15, 2004 would be entered as 20040115 

 
�  Revised or Recertification Date 

 
�  Number of months of the CMN Certified by the Physician: 0-99; 99 is equal to the patients lifetime 

 
�  Date CMN was Signed by the Ordering Physician: This date also needs to be entered in the same 

format as was done for the dates above (YYYYMMDD). 
 

�  Phone Number of ordering Physician 
 
 

4. Now, on to the Questions 1-3 tab and the Questions 4-9 tabs (examples 7 and 8). Use the drop down menu to 
select the appropriate answers for each question: 

�  Y  - for “Yes” 
�  N – for “No” 
�  D – for “Does not Apply” 
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Example 7 

 
 

 

Example 8 

 
5. The Narrative (or HAO) can be completed using the Narrative tab (example 9). 
6. The Warranty tab should be disregarded. 
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Example 9 
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Additional Claim Entry Fields  

 
From the “You are entering a claim for…(New)” window, select the “Claim Entry (cont.)” tab to add additional claim 
information (figure 25): 

 
·  Sale or Rent. By default, all claims are Sale. 

 
·  Rent Status.  Choose the status of the rental unit: 

�  NA – not a rental 
�  Out – unit is out 
�  In – unit is in 
�  Ret – Returned 

 
·  MCAREAPP.  The software can post the Medicare allowable to the claim for reconciliation use if the 

allowable is updated in the product item file record.  
 

·  SERIAL.  Use this to track items by serial numbers. 
 

·  Rental Information.  Use this section to help track rentals for rebilling. 
 

·  Other Claim Information. Used when there is an accident related claim such as worker’s comp. 
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Figure 26 

Renewals  
 
 Renewing a claim is extremely fast and easy… 
 

1. From the “Display Patients for processing” window, highlight a patient name and click on “Renew Claim ” 
2. Now select a claim and click on the “Make New from Old (Copy)” 
3. Click the ADVANCE DOS BY # DAYS button. 
4. Accept or change the number of days to advance the dates of service. 
5. Click OK 
6. Click OK again and a window will open asking if this claim is a rental renewal or not. 
7. A new window will open asking if you wish to put this claim into the billing file, the default is “no”. 
8. Click “Close” to return to the previous screen. 
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Transmitting Claims to the Clearinghouse 
 
Step 1 - Preparing the Audit Report 
 

1. Begin by printing an audit report for your records. To do this, click on Billing from the main window’s menu bar 
and select “Audit Reports/ Billing File” (figure 26). 

 

 

Figure 27 

 
 
2. Next, select “Print Pretransmission Audit report from the submenu (figure 27), which opens the window shown 

in figure 28 below. 
 
 

 
 

 

 

Figure 28 
 
 
3. You can either choose a specific insurance plan to create a report with, or, a better choice is to “Print Report 

for All Plans in billing file”. This report is your log of claims being sent to the clearinghouse. 
4. The software will preview the report before you print it. 

 

Note: By default, those claims that have been entered, but not transmitted, will be selected. 
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Figure 29 

 
Step 2 - Preparing the Claims  

 
1. Now you must prepare your claims for transmission. 
2. Click on “Prepare Claims” from the Billing menu of the menu bar (figure 26). 
3. Choose “Prepare Claims for Transmitting Claims to Clearinghouse” and a window will open as shown in figure 29. 
4. Press <Enter> to continue. 

 
 

 
Figure 30 

 
5. Now press <Enter> again to Create Claims for Transmission. 
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Figure 31 

 
6. Now press the <F10> key on your keyboard to begin (figure 31). 

 

 

Figure 32 

 
7. The next window that appears (figure 32) is for optional information that can store the date and time your billing 

was created for historical uses. It is not required and you can either press <enter> or <Ctrl-enter> to bypass the 
screen. 
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Figure 33 

8. Now the claims will be created and you can back out (press <ESC>) to the main window for transmission. 
 
Transmitting to PC Solutions via Modem 

 
1. Follow the steps in Transmitting Claims to first print an audit report and prepare your claims for transmission 
2. From the program’s main window, click on “Billing” and “Send Claims to Clearinghouse” (figure 33). 

 
 

 
Figure 34 

 
3. Now click on “Send claims by TELEPHONE to PCSolutions for Processing” (figure 34). 

Note:  If you have not yet configured your system for modem transmission, please see the section in the 
addendum of this document entitled “ Configuring the modem transmission module” . 
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Figure 35 

 
 

 
Figure 36 

 
4. From the “Transmit Billing files for RxDME2000 DMEFree 1.006” window (figure 35), click on the SEND CLAIMS 

VIA MODEM button. 
 

 
 

Transmitting to PC Solutions via the Web Page 
 

1. Follow the steps in Transmitting Claims to first print an audit report and prepare your claims for transmission  
2. From the program’s main window, click on “Billing” and “Send Claims to Clearinghouse” (figure 33). 
3. Click on “Send Claims by SECURE Web Page Upload” (figure 36) 
 

 

 

Figure 37 
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4. The next screen will display which files will be uploaded and from where they will be gathered (figure 37). 

 

 

Figure 38 

 
5. Click on the PROCEED TO WEB PAGE button to open a browser window and a logon screen as shown in figure 

38. 
 
 

 
 
 

 
Figure 39 

 
6. Enter the proper User ID and Password. 

 
 
 

 
 

7. The Secure Server Web Upload page opens (figure 39). 
8. Enter the files to be uploaded by following clicking on the browse button and browsing to your C:\RXDME2 

directory. 

Notes: If your web browser is configured to not accept popups, you will not be able to access the web upload 
page.  Change your browser to allow popups. 

Note: If any Security Alerts pop-up, click “ Yes”  or “ OK”  to proceed. 
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9. Click Upload Files 

 

 
Figure 40 

 
 

 
 

 
Figure 41 

 

Note: For more details on how to find your files, view the online video entitled “ How to send claims via Secure 
Web Site” . This can be found at www.dmefree.com/dmefree_vids.htm 

Note: Notice the gold lock icon down near your system clock (figure 40)?  This is the Windows Secure Site 
icon which means that your data is being encrypted during the upload process. 
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10. A status window should open up as shown in figure 41. 

 

 

Figure 42 
 

 
11. Click on either the DMEFREE link at the bottom of the screen (to return to DMEFree.com) or Close Window to 

exit. 
12. Click on Clear Billing file (figure 42) to clear the files. This will prevent the same claims from being sent over and 

over again. This does NOT clear your DME transactions, Accounts Receivable, or any other area, just the claim 
selection file.   

 
 
***Note*** - A suggestion of the PC Solutions clearinghouse is to clear your Billing files after you receive the Status 
Log report.  This is your proof that the clearinghouse has properly received your claims.  The claims are processed 
Monday through Friday approximately at 9:30am EST at that point the Status Log report is sent to you. 
 

 

 

Figure 43 

 
 

Note: An often overlooked function is our Track Transmissions feature. Each transmission is logged so you 
can put in the number of claims sent, accepted by the clearinghouse etc. 
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Addendum 
 
Additional Configuration Instructions 
 
Configuring RxDME2000 for the (optional) online claims adjudication system 

(skip this section if you are NOT using Online Adjudication) 
 

1. From the main RxDME2000 window, click on “File”, and then “Setup Menu” as shown in figures 43. 
 
 

 
Figure 44 

 
2. Now click on “Store File” as shown in figure 44. 

 

 
Figure 45 
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3. This will open a window to select your company file information (figure 45), click the CHANGE button. 
 

 
Figure 46 

 
 

 
Figure 47 
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4. Now click on the “Clearinghouse fields / Online Claims” (figure 46), which opens the window shown in figure 47 
below. 

 

 
Figure 48 

 
Please refer to figure 47 for steps 5-9 below. 
 

5. Enter your PCSolutions Account Number for the Clearinghouse Account#, if you are unsure of this number, 
please refer to the account number letter sent to you, or call support for more assistance. 

6. Enter the IP address for the Web Uploads Secure Upload Site. Again, this IP address can be found in the letter 
sent with the software, or call support for more assistance. 

7. Check the “Use Online Adjudication for Online Plans” checkbox to activate online adjudicated billing. 
8. The ability to reconcile a claim is shut off by default. If you would like the software to reconcile and mark the claim 

Paid when the online system identifies the claim as payable, check the box entitled “Auto Reconcile claims when 
claim is Payable?” 

9. Click “OK” to save your settings. 
10. Close the “Store File” window. 
11. From the main RxDME2000 window, click on “File”, and now select INSURANCE FILE to find the plan you bill 

with for the DMERC plan. This will enable you to set it for online billing (figure 48). 
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Figure 49 

 
 

12. Click on CHANGE and select the “Plan Data” tab as shown in figure 49. 
13. Change the PLAN TYPE from “Commercial” to “Online”. 
14. Click OK to save. 
15. Close the “Browse the Insurance File” window. 
 
 

 
Figure 50 
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16. Exit the RxDME2000 program by clicking on the Exit Program icon in the menu bar.  
17. Click on EXIT PROGRAM from the “End of Session” window (figure 50). 

 

 
Figure 51 

18. Restart the RxDME2000 Program. 
 

 
 
Configuring the Filesend Program 
 

1. After logging in, click “Yes” at the following message (figure 51). 
 

 
Figure 52 
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Figure 53 

 
 

Note: Any time that you wish to configure options for the Filesend program, it can be opened by right-clicking on 
the FileSend icon in the Windows System Tray (near the system clock), and choosing the “Options” button as 
shown in figure 52. 
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Figure 54 

 
 
 
 
Please refer to figure 53 for steps 2-7 below. 
  

2. If your connection to the Internet is through either DSL or Cable, check the “Network 1” check box. If you have a 
dialup (modem) connection to the internet, skip ahead to step number 5. 

3. Enter Host Name / IP address and port number (if you are unsure of what these are, please contact your local 
technical support team).   

4. As of 2004 the IP address should be 216.48.27.146 
5. Port number should be 5570 
6. Modem is not supported for online adjudication with RxDME2000 
7. Now, click on the “Network” tab, which appears as shown in figure 54. 
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Figure 55 

 
Please refer to figure 54 for steps 8-11 below. 
 

8. If your connection to the Internet is through either DSL or Cable, select the first radio button CONNECT USING 
LOCAL AREA NETWORK (LAN) and skip ahead to step 11 

9. If using a modem to dial the Internet, select “Connect using phone line” 
10. Select your connection from the “Use the following Dial-Up Networking connection:” drop-down list, or 

alternatively, click on NEW and create a new one by completing the “Dial Parameters” information. 
11. Now click on the “Data Source” tab. 

 



 

 

56 

 
Figure 56 

 
12. Select the CLAIM DATA DIRECTORY radio button (figure 55) and enter the path where RXDME2000 is installed 

(if you chose the default installation location during setup, it will be located in “C:\RXDME2”). You can use the 
browse button to help locate the RXDME2000 directory as shown in figure 56. 
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Figure 57 

 
13. Now click OK from the “Options” window to return to the “Allwin File Send” window (figure 52). 
14. Click CLOSE to send the program to the system tray to be used for adjudication.  
15. Click Exit to shut Filesend program down. 

 

Configuring the modem transmission module 
 

1. This section is for users sending claims in ‘Batches’ to PCSolutions Clearinghouse 
2. From the main RxDME2000 window, select “Billing” from the main menu bar and click on “Send Claims to 

Clearinghouse” as shown in figures 57. 
 
 

 
Figure 58 

              
Figure 59 
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3. Now select “Send Claims by TELEPHONE to PCSolutions for Processing” as seen in figure 58. 
4. Figure 59 shows a warning window which may appear. Click “Yes” to proceed and to open the “Transmit Billing 

files  for RxDME2000 DMEFree 1.006” window (figure 60) 
 

 
Figure 60 

5. Now, from the “Transmit Billing files for RxDME2000 DMEFree 1.006” window (figure 60), select “Configuration” 
and “Port and Modem Settings”. 

 

 
Figure 61 

 
6. Typically, the only item you may need to configure is the Port selection (figure 61) 
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Figure 62 

 
7. To determine the correct port, go to your system’s control panel by clicking on Start -> Settings -> Control Panel 

 

8. Now click on the “Phone and Modems” icon.  
9. Depending on the version of Windows that you are using, you will see the name of your modem and its 

corresponding com port (figure 62). 
10. Now, simply select that port number (com 4 from the example in figure 62) from the drop down list in the Port and 

Modem Configuration window of RxDME2000. 
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Figure 63 

 
11. Now you will need to setup the dialup number and your account numbers. 
12. Select “Client/ Server Settings” from the “Transmit Claims via Modem RxDME2000” window (figure 63) 
13. Enter PC Solutions modem dialup number as given in the setup document that you received with the software 

(not necessarily as shown in figure 63).  
 

 

Figure 64 
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14. Now check the “Recv Directory” box for accuracy. This is where PC Solutions will download any software updates 
if needed. 

15. Operation Mode should remain as “Client”. 
16. Now click on the “Files to Send” tab (figure 64) 

 

 

 
Figure 65 

17. Enter the account number with a .xxx extension in the first File field. 
18. Enter the account number with a .txt extension in the second File field. 
19. Click OK to save 

 

 
 
 
 
 
 
 
 
 
 

Note: The PC Solutions number and Directory are configured by default. Should you need to add them again 
for any reason, this part of the setup guide is very important! 

·  The number has to be entered exactly as:   18609741975 
·  You can add a “ 9”  and a “ ,”  comma prior to number if needed from your office to get an 

outside line. 
·  If you have call waiting, disable it (for this number only) by adding *70 prior to the number 

(check with your local telephone provider for more details about call waiting) 
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Online Adjudicated Claims 
  

Entering claims using the Online Adjudicated Claims methods 
 

(you may skip this section if you are not using the Online  
Adjudicated Claims methods) 

 
 
1. To do online adjudication claims, you will need to start by logging onto the program and when prompted with the 

window shown in figure 65, select “Yes” 
 

 
Figure 66 

 

2. Next, click on the  icon in the menu bar to start a new transaction. 
3. Select a patient from the patient list. 
 
 

 
4. Click on the DO TRANS button to open that patient’s transactions. 
5. Click on NEW TRANS/CLAIM button to open the “You are entering a claim for  ... (New)” window. 

 
 
6. Enter the appropriate information for the claim. This is identical to entering data as done in the section entitled 

“Filling in the Claims Lines” from within the “Completing the “Claim Transaction” Window” section. 
7. Ensure that the “Transmit” field at the top of the screen is set to “Y”. 

 

Note: For more information on starting new transactions and selecting patients, please review the 
Entering Claims section. 

Note: There should be only one transaction line instead of six (as previously seen during the “ Entering 
Claims”  section).  This is because in the online world, each procedure code is a claim in itself.  
 
If there are six transaction lines here, the patient’s particular insurance carrier is not configured for online 
billing. To remedy this, review the section entitled “ Configuring RxDME2000 for the online claims 
adjudication system”  in the addendum of this document.  

Note: On new claims, the Transmit flag is always set to “ Y” , on a change claim it is always set for “ N”  
in case you did not want to transmit. 
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8. Clicking on “OK” will  after saving a claim, you are prompted to attach a CMN or a Narrative to be electronically 
transmitted. If this does not apply, click “No”. Clicking “Yes” will open the “Select the CMN type” window as shown 
in figure 66. 

 
Figure 67 

 
9. At the window as shown in figure 67, click OK to start the transmission. It only takes about 3 to 5 seconds to get 

the claim response. 
 

 
Figure 68 

 
10. A payable claim will result in the message as shown in figure 68.  This is the next closest thing to actually being 

paid! The online clearinghouse will then send the claim to DMERC or whatever online plan you have selected to 
bill. 

11. The authorization number shown in figure 68 is saved for you in the Online Menu. 
12. Your next step is to wait for your check! 
 



 

 

64 

 
Figure 69 

 
 

 
Figure 70 

 
 
 
 
 
 
 
 
 

Note: If the patient has another plan to bill, or if the insurance company will automatically cross-over, you are 
given the option of keeping the claim open to track the secondary payment or mark the whole claim paid in 
full. (See figure 66). We suggest answering yes if there is a secondary insurance. 
This automatic reconciliation is optional and can be turned on or off.  
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Reversing and Viewing online claims 
 

1. Begin by clicking on the  icon from the main window to open the “Display Patients for processing” 
window (figure 70). 

 

 
Figure 71 

 
2. Now click on the DO TRANS button to open the “Browse Patient Transactions” window. A new row of buttons 

will also open above this window, click on the ONLINE MENU button (figure 71). 
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Figure 72 

 
 

3. Now you will be at the “Online Claims Menu” window as shown in figure 72. This screen displays the claims 
for the specific patient you were working on. Kind of their own profile. 

 

 
Figure 73 
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4. By clicking on the REVIEW / PRINT ADJUDICATION LOG HISTORY button, you can review each online 

submission and each response that came in. 
5. To reverse (or remove) a claim from the processor, click the four buttons in the “Reversal” section of figure 72 

in the order that they appear: 
 

1. Online Reverse of highlighted claim 
2. Online Reversal of Narrative for highlighted claim 
3. Online Reversal of CMN for highlighted claim 
4. Online Reversal of O2 CMN for highlighted claim 

 
 
 
 
 

 
 
 
 

Note: Claims can only be reversed within the same week they were transmitted. 
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Additional Modules – Enhanced functionality for RxDME2000 
�

Reconcile Module 
 
Reconciling a claim is a two-phase process. First you apply payments to claims from the insurance carrier(s), i.e. 
Medicare, etc. You may apply payments towards both primary and secondary, if a secondary is applicable. During the 
reconcile process, you will have the option to post the unpaid balance of the claim to the patient account in the AR 
module. 
 
Below are the steps you need to follow to complete the Reconcile part of this process. 
 
Reconciling a Claim 
 
Primary Payments 
 
After your data entry and transmittal of the new claim, and upon receiving payment from the primary insurance carrier: 
 

1. From the RxDME2000 main window,  go to “Other Modules” 
2. Select “Start Reconcile/Receivable Module” (figure 73) 

 
 

 
Figure 74 

 
3. The “RxDME2000 Reconcile Module for Windows” window will open. 
4. Select RECONCILE CLAIMS and then DISPLAY RECONCILE INSURANCE CLAIMS (figure 74) 

 
 

 
Figure 75 

 
 

5. If desired, enter the check amount and number for tracking at the dialogue box show in figure 75. 
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Figure 76 

 
 

 
Figure 77 

 
6. Select patient and desired claim (figure 76) 
7. Click on Reconcile-Quick Method to open the window shown in figure 77. 
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Figure 78 

Refer to figure 77 for steps 8 – 13.  

 
 
 

8. Fill in approved / allowed amount 
9. Fill in amount paid  
10. Fill in date paid, if you right click in this field it will default to current date. 
11. In the Notes field, fill in check number (this is optional), etc. 
12. Check the “Primary paid in full” checkbox, if applicable. 
13. Click OK 

 
14. A window opens (figure 78) asking “Bill patient balance to AR?” 

 

 
Figure 79 

 
 

�  Answer”No” if there is a secondary insurance plan to be billed, because t you are waiting for the 

Overview:  You have billed a claim to an insurance plan.  The payment has been received and you are now 
reconciling the claim to apply its payment.  This is the payment for the primary portion of the claim. 
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secondary payment to come. 
 
�  Answer “Yes” if there is no secondary insurance plan to be billed, and the patient holds 

responsibility for any co-pay amount. Now the “Post Patient Portion to AR” window will open as 
shown in figure 79 below. 

 

 
Figure 80 

 
15. Enter the appropriate information and click OK. 
16. A window opens (figure 80) asking “Close out this claim?” 

  

 
Figure 81 

 
�  Answer “No” if there is a secondary insurance payment expected 
�  Answer “Yes” if there is no more insurance monies due, and the “Close Out Options” window will 

open as shown in figure 81 below. 
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Figure 82 

 
 

 
17. The write-off information should be automatically entered, However you may alter the Write-Off amount. 
18. It is VERY IMPORTANT that a date be entered in the date box. Right clicking will automatically enter 

today’s date. 
19. You should now be back at the “Browse The Insurance Claims File” window 
20. If you require a secondary 1500 form to bill the secondary plan, click on the PRINT SECONDARY 1500 

FORMS button (figure 76) which opens the window shown in figure 82. If there is no secondary plan, or 
the claim has automatically crossed over you are finished with the reconcile transaction! 

 
 

 
Figure 83 
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Secondary Payments 
 
1. When a secondary insurance payment is received, first select the from the “Browse the Insurance Claims 

File” window (figure 76). 
2. Now click on the RECONCILE – QUICK METHOD button which opens the “Quick Reconcile” window (figure 

83). 
3. Go to the middle section of this window, where the first entry is entitled “Secondary Plan:” (figure 83) 
 

 
Figure 84 

4. The Billed/Approved amount will automatically be filled in. 
5. Fill in the amount paid in the “Paid by Sec” space. 
6. Fill in the date paid, if you right click in this field it will default to current date. 
7. Check the “Secondary paid in full?” box (if applicable). 
8. In the S_Notes field, fill in the check number (optional) 
9. Click OK 
10. A window opens (figure 84) asking “Bill patient balance to AR?” 

 

 
Figure 85 

�  Answer yes if there is no other insurance monies to be received against this claim; and you wish 
to bill the co pay to the patient. 

�  Answer no if there are more insurance monies expected against this claim. 
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11. A window opens (figure 85) asking “Close out this claim?” 

 

 
Figure 86 

 
�  Answer “Yes” if all insurance monies have been received and the patient’s portion has been billed 
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�

Accounts Receivable Module 
 
Getting There 
 

1. From the RxDME2000 main window, go to “Other Modules” 
2. Click on the START AR module (figure 86) 

 

 
Figure 87 

 
3. Or from the Reconcile Module, select “Start AR-Module” (figure 87) 

 

 
Figure 88 
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Setup 
 
Store Information  
 

1. Begin by clicking on MAINTENANCE from the menu / toolbar (figure 88) 
 

 
Figure 89 

 
 

2. Next, click on SYSTEM INFORMATION (figure 89) 
 

 
Figure 90 

 
3. Then, click on GENERAL INFORMATION (figure 90) 

 
 

 
Figure 91 

 
4. Complete the fields in figure 91 with the appropriate information: 

 
�  Complete Company Name 
�  Complete Address 
�  Complete phone number 
�  Complete Employer ID 
�  Next Batch No. – Disregard, this is used for General Ledger which is not applicable to this 

program. 
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Figure 92 

 
Finance Charge 
 

1. Begin by clicking on MAINTENANCE from the menu / toolbar (figure 88) 
2. Next, click on SYSTEM INFORMATION (figure 92) 
3. Now, click on SYSTEM INFORMATION (again) as shown in figure 93. 

 

 
Figure 93 

                                             
                                                                          Figure 94 

 
4. Enter the appropriate finance charge information in the “Record Will Be Changed” window shown in figure 94. 
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Figure 95 

 
Services 
 
These are suggested in order to process AR functions. 
 

1. To setup services (these are your Charge and Payment codes) click on Maintenance, and Service Information 
from the menu / toolbar (figure 95) 

 

 
Figure 96 

 
2. From the “Service Selection Table” window you can insert, change or delete items. 
3. Following are examples of services that may be added: 

 
�  Insert, 1, click payment, Check, click ok 
�  Insert, 2, click payment, Credit Card , click ok 
�  Insert, 3, click payment, Cash , click ok 
�  Insert, 4, click other, Adjustment , click ok 
�  Insert, 5, click other, Charge , click ok 

 
 
 
 

Note: These are only examples of services that you might use in AR 
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What to Do When in the AR system 
 
Daily 
� �
�
 
Entering Payments 
�
To enter payments,  
 

1. Click on DAILY TASKS from the menu / toolbar 
2. Click on Payment / Adjustments (or click the Payment Button (figure 96)) 

�
�

 
Figure 97 

 
3. The “Customer Selection Table” is displayed (figure 97).�

�

 
Figure 98�

�
4. Select a patient from the list and click the SELECT button to open the “Payment Entry Form” (figure 98)�

�
�

These are the things that need to be done on a daily basis 

Note: The Payment Entry Form is used to apply payments to customer accounts.  Payments are applied 
against open orders (invoices). 
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Figure 99�

�

 
5. Clicking OK will open the “Apply Open Item Payment” window (figure 99) and you can apply the payment to an 

individual invoice.  
  

The following section describes the Payment Entry Form: 
 
Customer: Enter the customer number identifying the customer account that the transactions being 

entered are to apply to. The customer name is displayed for verification purposes.  If you wish 
to look up the customer name click on the box with the three dots, the Customer Lookup Table 
will be displayed for customer selection. Simply type a few letters of the last name of the 
patient, the table will move to that patient’s name. Select a customer by clicking on that 
customer. 

 
Payment Code: Payment Code is the item number from the service master that identifies the type of payment 

being applied. Examples of payment codes might be: 
 
     CASH   Payment by Cash 
     CHECK  Payment by Check 
     MONEY  Payment by Money Order     
     MCARD  Payment by Mastercard     
     VISA   Payment by Visa 
     

If the payment code entered is invalid or no payment code is entered, the Payment Service 
Lookup table is displayed. 

 
Payment Date: Enter the transaction Date. You can click on the box with the three dots and a calendar will 

pop up. 
 
Description: This field is used to enter the description of the transaction.  The description defaults to the 

description from the service master file but can be changed if desired. 
 
Payment Amount: Enter the amount of the payment.  Do Not use the minus entry for normal payments.     

The system will handle the sign for normal payments. 
 
Discount Amount: Enter the payment discount if any.  Signs are handled in the same way as payments. 
 
Reference:  Reference is a free form field used to enter a check number, comment, or the like. 
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�
�
�

 
Figure 100�

�
�

6. To apply a portion of the payment to a specific order, click on the order desired and the click on the SELECT 
INVOICE AND APPLY PAYMENT button to open the “Open Item Payment Form” window (figure 100). 

 
 

 
Figure 101 

 
7. The customer Number, Invoice number, and Invoice balance are displayed for your information. 
8. Enter the Payment Amount (the portion of the payment that is to be applied to this order.) 
9. Enter the Discount Amount (the portion of the discount that is to be applied to this order.) 

�
�
 

Note: By clicking AUTODISTRIBUTE, the payment will automatically distribute itself to the oldest open 
invoice, moving forward. 



 

 

82 

Printing Reports 
�

�

 
Figure 102 

Refer to figure 101 for the following: 
 
Posting Detail 
Posting Detail prints a listing of the day’s transactions in General Ledger account number sequence, sub totaling by 
account.  A summary entry is written the posting summary file. 
 
Transaction Logs 
Transaction Logs list the days transactions in customer sequence. 
 
Print Deposit Slip  
Print Deposit Slip lists the payment transactions for the day showing payment amount and payor. 
 
End of Day 
End of Day processing clears the temporary files and prepares the system for the next processing. 

�
End of the Month�
�
�

  
Figure 103�

Numbers 1-4 below refer to the items in figure 102 

Note: It is recommended that you print out all of the following reports one time to decide which one works best for you 

Note: End of Day must be run prior to month end, we recommend doing the End of Day report any day AR 
transactions are processed. 
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1. A/R Aging Reports 

The A/R Aging Report lists all accounts with balances due sequenced by number of statements 
unanswered with totals for each category. 

�
2. Customer Statements 

Print Statements reads the customer file and generates follow up statements for all accounts. 
�

3. Purge Paid in Full Transactions 
This deletes order and transaction detail for all paid in full invoices. 

 
4. Clear Monthly Accumulators 

Clear Monthly Accumulators zeros the month to date accumulators in all applicable files.  The user is 
asked if this is year end and, if so, the year to date accumulators are also zeroed. 
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Batch Rental Renewal Module – Automatic Rental Renewals 
 

The batch program is a simple automated way to renew your rentals and recurring sales automatically! 
 
 
Start Here… 

 
Step-by-step Batch Rentals 
 

 
Figure 104 

The Starting point for getting batch going is in the transaction.  What makes a rental eligible for auto rental renew is 
are the following: 

1. CLAIM STATUS = FILE 
2. RENT STATUS   = OUT 
3. SALE/RENT      =  RENT 

 
See the section of this document detailing claim entry and additional claim entry fields. 

 
ALSO… 
 
There must be a billing cycle, for example “M” for monthly, but you can use what ever you wish, just remain 
consistent with capitalization. This is found on the “Claim Entry (cont)” tab in the transaction window of RxDME2000. 
The number of day’s field is left blank for less than monthly rentals. The month number is entered for example if it is 
month 1 put a 1 in the field.  If the rental is currently at month 6 put a 6 there (figure 103). 
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1. Begin by going to OTHER MODULES on the menu / toolbar of RxDME2000 and selecting the Start Batch Module 

Selection (figure 104) 
 
 

 
Figure 105 

 
2. The “RxDME2000 Batch Rental Renewal Program for Windows ” window opens as shown in figure 105. 

 
 

 
Figure 106 

 
3. There is a one time setup you need to do.  

a. Click on File, then “Configure Batch Monthly Billing Cycles” to configure your monthly batch billing cycles 
(figure 106) 
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Figure 107 

 
 

b. Now enter the billing cycles you use that are Monthly billing cycles. For example if the billing cycles you 
use are called M and Q , then enter M and Q into this table just once, not on each line (figures 107 and 
108). 

 
Figure 108 
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Figure 109 

 
 
 
 
 

4. Now, from the “RxDME2000 Batch Renewal Program for Windows ” window, click on Batch Processing from the 
menu / toolbar. 

5. Click on “Print Batch Renewal Report” (figure 109). 
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Figure 110 

 
6. Click the OK TO PRINT button from the “Batch Report” window shown in figure 110. 

 

 
Figure 111 

 
7. Enter the Starting Date and click OK (figure 111). 

 

 
Figure 112 

 
8. Enter the Ending Date and click OK (figure 112). 

 
 

 
Figure 113 
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9. Enter the Billing Cycle and click OK (figure 113). 

 

 
Figure 114 

 
 

10. Now you will be able to print. 
11. Now that you have a list of claims that will be renewed click on “Update Rental Items - The Batch Process” (figure 

114). 
 

 
Figure 115 

 
12. The “Batch Process” window opens as shown in figure 115. 
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Figure 116 
 
 
 
 

 

We recommend two things: 
 

·  Back up your data files in the RxDME2000 system before running a batch process. 
·  Test out batch with a few claims to see how it works. 
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13. For non-online plans, click on the PROCESS RENTALS FOR NON ONLINE PLANS button which opens the 
“Batch Process – Ready to Start?” window (figure 116). For online plans, skip ahead to step number 20. 

 

 
Figure 117 

Numbers 14 – 19 below refer to the items in figure 116. 
 

14. Enter your initials (to record who ran this process) 
15. Enter the billing cycle to process by clicking on the browse button and selecting the appropriate cycle. 
16. The EntryDate for claims is the date that the claims were created. 
17. Enter the current Dates of Service of the claims you want to renew. 
18. The “number of days to increase the dates of service by” is a method of overriding the number of days that are 

automatically calculated.  You can accept the default value. 
19. The three check boxes towards the bottom of the screen are checked by default but can be unchecked if desired. 
20. For online plans, click the PROCESS RENTALS FOR ONLINE PLANS button (figure 115), which opens the 

“Insurance Plan Selection” window as shown in figure 117. 
 
 

Note: Batch will change the dates of service increment the month counter change the modifiers. 
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Figure 118�

�
21. Either enter an Insurance ID or select one by clicking on the browse button and searching for the correct plan. 
22. Click on the CONTINUE button. 
23. Now you will be brought to the “Batch Process – Ready to Start” window (figure 118). The first six entry boxes in 

this screen are completed the same way as if you were completing for a non-online plan. Follow steps 14-19 
above to complete. 

24. Complete the form and click the START button for online adjudication of rental renewal claims. 
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Figure 119 
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Accept Assignment. See Claim Transaction Window 
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Auto Update feature, 18 
AutoAdvance Dates of Service button, 32 

B 
Billing File – Audit Report, 32 
BLD, 30 
Browse button. See terminology 
Browse your Company File Information, 22 

C 
Cable, 47 
CLAIM DATA DIRECTORY radio button, 48 
Claim Lines. See Claim Transaction Window 
Claim response, 54 
Claim Transaction Window 

Accept Assignment, 29 
Claim Lines, 30 
Claim Type, 29 

DME, 29 
N, 29 
Oxygen, 29 
Paper, 29 

Diagnosis Fields, 29 
Filling in the Claim Lines, 30 
Header Information, 29 
Transmit, 29 

Claim Transaction…(New)” window, 28 
Claim Type. See Claim Transaction Window 
Claims, 27 
CLAIMSTATUS. See Claim Transaction Window 
Clear Billing file, 40 
Clearinghouse Setup, 42 
Client 

in Operation Mode, 52 
CMN, 30 
Configuring DMEFree for the online claims adjudication 

system, 41 
CONNECT USING LOCAL AREA NETWORK (LAN), 47 
Connect using phone line, 47 
Create Claims for Transmission. See Entering Claims 

D 
Data File Manager, 41, See Setting Up DMEFree 
Data Source tab, 47 
Dates of service, 32 
Dates of service (DOSFrom and DOSTo. See Claim 

Transaction Window Claim Lines 
Default Access, 17, See Adding Users 
Default installation directory, 11 

DIAG IND. See Claim Transaction Window 
DIAGFILE file, 29 
Diagnosis Fields. See Claim Transaction Window 
Diagnosis file, 25 
Diagnosis ICD-9 code, 25 
dialup (modem) connection, 47 
DME 

In processing claims. See Claim Transaction Window 
Doctor’s file lookup, 25 
DOSFrom and DOSTo. See Claims Transaction Windows ( 
DSL, 47 

E 
Email support. See Help 
Entering passwords, 10 

F 
Field. See Terminology 
Files to Send tab, 52 
Filesend Program, 45 

G 
General (Cont 2)” tab, 25 

H 
Header information. See Claim Transaction Window 
Help 

Email support, 20 
Knowledge Base, 20 
Live chat support, 20 
Online documents, 20 
Training Videos, 20 

HOLD, 30 
Host Name / IP address, 47 

I 
ICD-9 code, 29 
Installation sheet, 10 
Insurance data – Primary” tab, 25 
Insurance Plan ID, 25 
Item by Desc.. See Claim Transaction Window 

K 
Knowledge Base. See Help 

L 
License Agreement, 9 
Live chat support. See Help 
Lookup button. See terminology 

M 
MCAREAPP, 31 
Menu bar. See Terminology 
Modem Settings 

Dialup Configuration, 51 
Modem transmission module, 49 
Modifiers. See Claim Transaction Window 
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N 
Network tab, 47 

O 
Online Adjudicated Claims, 52 
Online documents. See Help 
Operation Mode, 52 
Other Claim Information, 31 
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In processing claims. See Claim Transaction Window 

P 
PAID, 30 
Paper 

In processing claims. See Claim Transaction Window 
PCSolutions Account Number, 43 
PCSolutions Homepage. See Help 
Phone and Modems icon, 50 
Place of Service. See Claim Transaction Window Claim Lines 
Plan Data tab, 44 
PLAN TYPE, 44 
Port 
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Port number, 47 
POS. See Claim Transaction Windows 
Prepare Claims for Transmission. See Entering Claims 
Preparing the Audit Report, 32 

R 
Record will be added (new)” window, 24 
Recv Directory, 52 
REJ, 30 
Relationship to Cardholder, 25 
Renewals, 32 
Rent Status, 31 
Rental Information, 31 
Reversing and Viewing online claims, 55 
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S 
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Screen. See Terminology 
Secure Server Web Upload page, 38 
Security window, 17 
Send claims via modem button, 36 
Serial numbers, 31 
Setting Up DMEFree, 20 
Surname, 17, See Adding Users 
System tray, 49 

T 
TCHG box, 30 
Terminology, 4 
Training videos. See Help 
Transmit. See Claim Transaction Window 
Transmit Claims via Modem DMEFree, 51 
Transmit Claims via webpage button, 37 
Transmit” field, 53 
Transmitting Claims, 32 
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In processing claims. See Claim Transaction Window 

U 
Units. See Claim Transaction Window 
Update Location file Information, 22 
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Use Online Adjudication for Online Plans checkbox, 43 
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W 
Web Uploads Secure Upload Site, 43 
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