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Class Description
[bookmark: _GoBack]This class focuses on the RPMS Third Party Billing and Accounts Receivable applications.  Training will include: adding and editing third party liability in Patient Registration, generating and editing claims, printing paper claims, exporting electronic claims, posting payments and adjustments, generating reports, and basic UFMS reconciliation.

Objectives
Understand the RPMS Revenue Cycle
Add and edit third party liability in Patient Registration
Generate claims in Third Party billing
Correct claim errors in the Claim Editor
Print paper claims and export electronic claims
Post payments and adjustments
Post refunds, transfers, status change transactions, and reverse transactions
Post ERA files
Generate and read Third Party Billing and Accounts Receivable reports
Reconcile RPMS file data with HUB file data

Intended Audience
This class will benefit business office staff responsible for billing claims, posting payments, and/or following up on accounts receivable.  Patient registration/admitting staff who are interested in the billing and receiving process may also benefit, as well as business office managers and/or managers who are responsible for third party revenue.  It is important that attendees have basic knowledge of third party billing and/or business office processes and are also familiar with RPMS.


DAY ONE
Welcome/Introductions	30 minutes
Review Agenda, Training Materials, and Objectives
Pre-Test	30 minutes
Answer Review
Overview of IHS and the RPMS Revenue Cycle	30 minutes
Third Party Billing	30 minutes
Claim Generator: Automatically/Manually Generated Claims
Break	15 minutes
Third Party Billing	60 minutes
Table maintenance: Provider Set-Up, Insurer File, and TM Files Affect on Claim Information
Lunch	60 minutes
Third Party Billing	45 minutes
Cashiering: Uses and Users
Cashiering: Hands-On Activity
Claim Editor: Review of User- Manual
Third Party Billing	60 minutes
Adding Medicare/ Medicaid Eligibility
Adding a Manual Claim
Adding a Manual Bill
Itemized Clams vs. All-Inclusive (Flat-Rate) Claims
Break	15 minutes
Third Party Billing	60 minutes
Editing Claims
Changing the Mode of Export- Affects on the Claim Editor Pages
Approving Claims
RPMS Scavenger Hunt	45 minutes
Group Activity



DAY TWO
Review of Day One/Questions	30 minutes
Private Insurance	30 minutes
Third Party Billing for Non-Beneficiaries	60 minutes
Set Up: Insurer File
Set Up: Patient Registration
Set Up: Adding, Editing, and Approving a Claim
Break	15 minutes
Claim/Bill Manage	60 minutes
Claim/ Bill Management
Lunch	60 minutes
Third Party Billing	105 minutes
Paper Claims: Exporting and Reprinting
Electronic Claims: Setup, Using RPMS as a Clearinghouse, Creating EMC Files, and recreating EMC Files
Break	15 minutes
Third Party Billing	45 minutes
Cashiering: Closing the Session, Grand Totals Report, Exporting to UFMS, and Reconciling RPMS Exports with the HUB
Third Party Billing
Reports	30 minutes
RPMS Scavenger Hunt	30 minutes
Group Activity 

DAY THREE
Review of Days One and Two	15 minutes
Question/ Answer Session
Accounts Receivable	30 minutes 
Overview
Collection Batches: Review of PowerPoint and Instructor Demo
Accounts Receivable	15 minutes
Cashiering
Accounts Receivable	60 minutes
Posting: Payments and Adjustments, Payment Credits, Reversing Adjustments, and Status Change Transactions
Break	15 minutes
Accounts Receivable	60 minutes
Posting: Flat Rate Posting, Refunds, and Post Unallocated Cash
Lunch	60 minutes
Accounts Receivable	60 minutes
Posting: Electronic Remittance Advice (ERA) and Rollback Transactions to 3PB
Accounts Receivable	45 minutes	
Cashiering: Closing the Session, Grand Totals Report, Exporting to UFMS, and Reconciling RPMS Exports with the HUB
Break	15 minutes
Accounts Receivable	45 minutes
Reports
RPMS Scavenger Hunt	30 minutes
Group Activity
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