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Disclaimer 

All data examples containing personal names, company names (or companies), vehicle 

information, or locations that appear in this guide are fictitious in nature and do not refer to, or 

portray, in name or substance, any actual names, organizations, entities, or institutions.  Any 

resemblance to any real person (living or dead), organization, entity, or institution is purely 

coincidental. 
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HCFA Introduction 

To adjust HCFA forms, navigate to the General Profile selection from the Maintenance menu tab: 

 

 

 

The HDIS modules where HCFA alignment is currently available are: BCMH, Health Services, and Insurance 

Billing/Statements. 

After clicking General Profile, a new window will appear: 
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Select the module where alignment is needed.  When making HCFA alignment adjustments, the 

adjustments will be effective for all modules which printing of HCFA forms occurs. 

BCMH: 

 

 

Health Services: 
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Insurance Billing/Statements: 

 

* The process of managing custom forms for Dental Claims is the same as discussed here for the HCFA 

1500 form, but specified with the Dental Claims section of the Insurance Billing/Statements screen. 
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Selecting Form 

Initial Setting 

Initially, none of the HCFA 1500 – Alignment selections will be selected. 

 

To select a form, simply click the mouse on the checkbox for the desired alignment.  The selection of the 

HCFA 1500-Alignment 2014 is shown below.  

 

The current expected format for the submission of insurance claims is the HCFA 1500-Alignment 2014. 

“Custom” does not mean “Custom form,” but is an identical copy of the specified form readily available for 

alignment adjustments.  This is necessary because all printers do not line up the feed of the paper and the 

print head to the exact same position. The process for testing the alignment and making adjustments is 

discussed on the following pages. 
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Test Print 
 

The agencies which claims are submitted to are adamant that the details presented on the claims are 

ENTIRELY within the sections for each detail.  This applies most specifically to the details specified with a 

single ‘X’.  Any instance of a detail touching the red border will cause the entire claim to be rejected. 

To verify that all details will be positioned properly, preventing rejecting of claims, you can perform a test 

print by clicking the HCFA 1500 Print test button. 

Make sure that the HCFA 1500 forms are in the paper tray such that the upper left corner of the 

sheets is firmly against the frame of the tray. 

The test print will show ‘X’s for text values, with the X’s replicated to match the maximum number of 

characters available for the text value. 

For numeric values, the value of 99.99 will be displayed.  If the field on the form shows a line to 

separate the dollars and cents components, make sure that both the dollars and cents values are 

within the appropriate area.  The decimal point should be in the vicinity of the line. 

For date values, the current date will be displayed.  If the field is uninterrupted, the date will be 

shown as mm/dd/yyyy.  If the components of the date are separated, digits for such components will 

be displayed without the slashes. 

If any details print on or outside the red border, a custom layout of the HCFA form will need to be 

created to make adjustments to the position of details so that they are entirely inside the red border. 

Creating Custom Form 
 

To create a custom version of the HCFA form, simply right-click the mouse on the standard form selection.  

This creates a copy of the report template.  The custom selection, with (Custom) in description, will 

become available for selection, as shown below. 

 

To make the custom specification selected, deselect the current 2014 selection and select the 2014 

(Custom) selection. 

The steps for making adjustments in the layout of the form are discussed in the next section. 
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Adjusting Alignment 

In order to adjust the form, make sure the HCFA form selected has (Custom) at the end.  The Custom 

forms are there to apply any necessary adjustments. 

 

Once the HCFA 1500-Alignment 2014 (Custom) box has a checkmark, click (single click) the Bold “HCFA 

1500” label text at the top. 

 

 

The window displaying the custom report layout is shown on the next page. 
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Alignment Window 
 

Once the new window, showing title of “Report Designer – hcfa14c,” is displayed, you can make the 

adjustments. 
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Making Adjustments 

Making adjustments to the layout can be done individually or for many fields at once. 

To select a large section of contiguous fields: 

 Click the mouse in an empty space of the report form and drag the mouse to cover the region of 

selection.  A box will be displayed outlining the group of fields to be selected. 

To select multiple fields individually: 

 Hold the Shift key and click the individual fields that need to be aligned. 

Deselecting individual fields 

 Hold the Shift key and click the individual field which shows as currently selected. 

Deselecting all selected fields 

 Click the mouse in an empty region of the report form. 

Video of Alignment Selections 

The following link will take you to a YouTube video demonstrating the two types of alignment selections. 

Alignment Selection Examples 

 

NOTE - As details for the HCFA 1500 claim form will be too large to be displayed entirely on screen, you can click the 

mouse on the scroll bar on the right side and slide it down to view the additional details of the claim. 

  

https://youtu.be/gwdNdfFXXrQ
https://www.youtube.com/embed/gwdNdfFXXrQ?feature=oembed
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Moving Positions of Fields 

Upon selecting the field(s) which the position is to be altered, use the arrow keys to move ALL the selected fields the 

appropriate distance to position the field entirely inside the section on the HCFA form.  The selected fields will be 

moved simultaneously the same distance. 

Saving Modifications 
 

When done making changes to the positioning of the details in the report template, click the red X at the top of the 

report to close out of this screen.  A message window will appear to ask if you want to Save or Discard the changes 

made. 

 

 

 

Additional shortcuts available while you are in the report template editor include: 

CTRL+W Save changes and remain in screen for additional editing 

  

CTRL+S Save changes and exit the screen 

Similar to clicking red X described above except the prompt to verify saving of 

changes will not be displayed 

  

Esc Exit and discard modifications  

A message window prompting to verify desire to exit without saving 

modifications will be displayed. 

Any modifications previously saved by pressing CTRL+W will be retained. 

 


