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Great 
Plains Area 

Office
12 FEDERAL LOCATIONS
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Great Plains – Centralized Batching Only
1) WINNEBAGO SERVICE UNIT 

2) BELCOURT SERVICE UNIT 

3) FT. YATES SERVICE UNIT 

4) MCLAUGHLIN HEALTH CENTER 

5) FT. TOTTEN HEALTH CENTER 

6) RAPID CITY SERVICE UNIT 

7) WANBLEE HEALTH CENTER 

8) KYLE HEALTH CENTER 

9) PINE RIDGE SERVICE UNIT

10) ROSEBUD SERVICE UNIT 

11) SISSETON SERVICE UNIT 

12) WAGNER SERVICE UNIT 

13) EAGLE BUTTE SERVICE UNIT 

14) FT. THOMPSON SERVICE UNIT 

15) LOWER BRULE SERVICE UNIT 

16) WAKPALA YOUTH REGIONAL TREATMENT 
CENTER 

17) WINNEBAGO - DDU 
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Software Applications

Microsoft Excel

Notepad

Microsoft Access

Resource Patient Management System
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Great Plains Area
PNC Bank Daily Batching Process

PNC
•Lockbox - Save raw data and PDFs
•EDI - Save raw data and PDFs

CIR
•Lockbox – Save raw data and PDFs
•EDI – Save raw data and PDFs

RPMS

•Batch into RPMS
•Lockbox 
•EDI

E-MAIL

•OK TO POST E-Mail Notification
•LOCKBOX STATUS – Deposit Date
•EDI STATUS – Deposit Date
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ROM—Account Management Part 5
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Login into PNC Bank
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Save Daily Current Reports

Current Day Dashboard Current Day Detail



10

Save Daily Previous Reports

Previous Day Dashboard Previous Day Detail
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Download Lockbox Detail csv data
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Download Lockbox Detail csv data
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Download Lockbox Detail .csv data



14

Compile csv data into 1 spreadsheet .xlsx
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Compile all data into 1 spreadsheet .xlsx
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Compile all data into 1 spreadsheet .xlsx
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Clean up the compiled data
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Deleted header rows except for the first 
row



19

Take out the CLE from Column E to 
display only the Lockbox Number
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Change Column K to General Format, 
this will remove the $ symbols
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Auto Size Column N and Change format 
to Text using Text to Columns
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Delete Column R, no use for this data
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Insert a Pivot Table
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Pivot Table – Lockbox Daily Deposit Totals

CIR Report should 
reconcile to your 

lockbox pivot totals
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Login into CIR
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Log into CIR with your PIV Card
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Launch Reports
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Click on Folders
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Expand
Public Folders

 Agency Reports
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Expand
 Voucher Reports
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Choose Voucher Report_V2
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Select your Parameters

Today

Choose Your ALC

Enter your CAN #
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Review your totals with the Lockbox Pivot 
Table

$143,808.35
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Export CSV data
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Export the CSV Data
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Right click on the csv file and open with 
Notepad, Save As .txt file
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Notepad, delimited by comma’s
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Export PDF data
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Export PDF data
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Access Database
We are going to be importing the Lockbox excel spreadsheet

We are going to import the CIR text file

Then in the Access Database, we are going to run 5 queries

Once the queries are complete, we can run a report

This report will be exported as an excel file to begin the RPMS Batching
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These are the two tables we are 
importing into
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5 Queries
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Report
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PNC Bank Deposits Report
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Export the Excel Version - Unformatted
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Export the Excel Version - Formatted
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RPMS Batching



CPS your check numbers
BAR    A/R MASTER MENU ...

COL    Collection Menu ...

CPS    Check Posting Summary
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Open a Collection Batch
BAR    A/R MASTER MENU ...

COL    Collection Menu ...

EN     Collections Entry
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RPMS Batching
ENTERING FY21 PVT-06/08/2021-1     TYPE: EOB ONLY        BATCH TOTAL: 0
You will now be prompted for the Treasury Deposit/IPAC and an amount.
The Treasury Deposit/IPAC will be used for all items in this batch.
The total of all the items entered must equal the amount entered here or
the batch will not finalize.

Enter TDN/IPAC: 725206

Checking for duplicate TDN/IPAC...  No duplicates found.
Enter TDN/IPAC/Deposit Date: -1 (JUN 07, 2021)
Enter TDN/IPAC Dollar Amount for this Batch: 19.09

----------------------------------
TDN/IPAC: 725206
Amount: 19.09

TDN/IPAC/Deposit Date: JUN 07, 2021
Correct? ? YES// 

Enter the TDN Number

Enter the Deposit Date

Enter the Batch Grand Total

Verify the data entered is correct
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RPMS Batching
ITEM 1
PAYOR: PRIME THERAPE

Searching for a NEW PERSON FILE, (pointed-to by ACCOUNT)

Searching for a PATIENT FILE, (pointed-to by ACCOUNT)

Searching for a INSURER FILE, (pointed-to by ACCOUNT)
( PRIME/PRIMECARE THERAPE/THERAPEUTICS )
.
PRIME THERAPEUTICS-011552-BCTX       - PO BOX 54812

ST PAUL, MN 55164
OK? Y// 

Enter a payor name
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RPMS Batching
ENTERING FY21 PVT-06/08/2021-1TYPE: EOB ONLY      BATCH TOTAL: 0
TDN/IPAC: 725206                   TDN/IPAC AMOUNT: 19.09
TDN/IPAC/Deposit Date: JUN 07, 2021

ITEM 1              PRIME THERAPEUTICS-011552-BCTX
^ at Check Number to ask Payor
^ at Payor to exit entry

Check/EFT #: 10553631
TREASURY DEPOSIT/IPAC: 725206

CREDIT: 19.09 PHOENIX       UINTAH-OURAY       10    UT    8285           

Enter the Check Number

Enter the Check Amount
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RPMS Batching
FY21 PVT-06/08/2021-1 ITEM: 1    TYPE: EOB CHECK  BATCH TOTAL: 19.09
TDN/IPAC: 725206                   TDN/IPAC AMOUNT: 19.09
============================================================================

CHECK NUMBER            10553631
AMOUNT PAID             19.09
A/R ACCOUNT             PRIME THERAPEUTICS-011552-BCTX
PAYOR                   PRIME THERAPEUTICS-011552-BCTX
LOCATION OF SERVICE     FT.DUCH. HC
TREASURY DEP/IPAC #     725206

============================================================================
DU   FT.DUCH. HC              $   19.09

Select one of the following:

E         EDIT
D         DELETE
C         CONTINUE

On this screen, you can make 
edits prior to the next check 

item.  This page is to verify for 
accuracy
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RPMS Batching
ENTERING FY21 PVT-06/08/2021-1TYPE: EOB ONLY      BATCH TOTAL: 19.09
TDN/IPAC: 725206                   TDN/IPAC AMOUNT: 19.09
TDN/IPAC/Deposit Date: JUN 07, 2021

ITEM 2              PRIME THERAPEUTICS-011552-BCTX
^ at Check Number to ask Payor
^ at Payor to exit entry

Check/EFT #: ^
TREASURY DEPOSIT/IPAC: 725206
PAYOR: PRIME THERAPEUTICS-011552-BCTX// ^

This symbol is to exit the batch



56

RPMS Batching
GETTING READY TO RUN DETAIL REPORT.  PLEASE VALIDATE TREASURY 

DEPOSIT/IPAC AND A
MOUNT FOR ACCURACY
DO YOU WISH TO PUT THIS BATCH IN REVIEW STATUS? NO// ^
DEVICE: ^
TRY LATER

Select one of the following:

A         ADD
M         MORE
E         EDIT
Q         QUIT

A/M/E/Q: ADD// q QUIT
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RPMS Batching
EN     Collections Entry
CR     Collections Reports ...
CPS Check Posting Summary
PPS    Patient Payment Summary

+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+
|        ACCOUNTS RECEIVABLE SYSTEM - VER 1.8p31          |
+                 Check Posting Summary                   +
|                      FT.DUCH. HC                        |
+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+

User: BURNS,TASHINA           BUSINESS OFFICE     8-JUN-2021 12:50 PM

Select Check Number: 10553631  FY21 PVT-06/08/2021-1  FY21 PVT  725206

Check No: 10553631       From: PRIME THERAPEUTICS-011552-BCTX  For:      
19.09

CORRECT ? YES// 

CPS the check for accuracy
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RPMS Batching
Select one of the following:

P         PRINT Output
B         BROWSE Output on Screen

Do you wish to : P// RINT Output
DEVICE: HOME//   Virtual

Check Posting Summary
JUN 08, 2021@12:50:17                                       PAGE: 1

--------------------------------------------------------------------------------
Collection Batch: FY21 PVT-06/08/2021-1      Item Number: 1    Status: EOB

Check Number: 10553631          Issued By: PRIME THERAPEUTICS-011552-BCTX
Check Amount:      19.09   Amount Posted :       0.00  Balance :      19.09
Un-Allocated:       0.00                               Refunded:       0.00

Patient Name   Bill DT  Bill Name         DOS                 Paid Amt    Adjust

Bill Count: 0          TOTALS:         0.00      0.00
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RPMS Batching

EN     Collections Entry
CR     Collections Reports ...
CPS    Check Posting Summary
PPS    Patient Payment Summary

Select Collection Menu Option: CR
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RPMS Batching
+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+
|        ACCOUNTS RECEIVABLE SYSTEM - VER 1.8p35          |
+                  Collections Reports                    +
|             QUENTIN N BURDICK MEM HLTH FAC              |
+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+-+

User: BURNS,TASHINA E         BUSINESS OFFICE     5-JUL-2024 2:54 

DT     Collection Report Detail
FL     Collection Report Final
EX     Collection Report Exceptions
RFL    COLLECTION RPT FINAL REPRINT

Select Collections Reports Option: FL Collection Report Final
Select A/R COLLECTION BATCH/IHS NAME:
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RPMS Batching
Select Collections Reports Option: FL  Collection Report Final
Select A/R COLLECTION BATCH/IHS NAME:    FY21 PVT-06/08/2021-1     FY21 
PVT     
725206

The batch total and the items total balance at $19.09 for TDN 725206.

ARE YOU SURE YOU WANT TO FINALIZE THIS BATCH? NO// YES
DEVICE:   Virtual
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RPMS Batching
DATE:         COLLECTIONS REPORT -- FINAL                              PAGE  1
06/08/21      FT.DUCH. HC

BATCH:  FY21 PVT-06/08/2021-1
TDN/IPAC #:  725206

CHK/IPAC DEPOSIT DATE:  JUN  7,2021
TOTAL:        19.09 

ITEM  RECEIVED CHECK #           A/R ACCOUNT       DISTRIBUTION      AMOUNT
================================================================================

EOB CHECK
1    06/08/21  10553631          PRIME THERAPEUTICS-011552-BCTX          19.09

FT.DUCH. HC      19.09

-------------
SUBTOTAL                                                                 19.09

-------------
TOTAL                                                                    19.09

DATE:                    COLLECTIONS REPORT -- FINAL                  SUMMARY
8 JUN 2021

Collections listed above for Batch: FY21 PVT-06/08/2021-1
totaling:      19.09  are transmitted herewith for appropriate action.

BURNS,TASHINA
BUSINESS OFFICE
FT.DUCH. HC

RECEIPT FOR $ ________________ IS HEREBY ACKNOWLEDGED.

___________________
FINANCIAL MANAGEMENT.

Enter RETURN to continue:
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Once batched in RPMS add the Batch 
Name and Item #’s



64

Once batched in RPMS add the Batch 
Name and Item #’s
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OK TO POST E-Mail Notification
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OK TO POST E-Mail Notification
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