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The following information provides details on tracking your payments, updates to our refund process, utilizing claims reports, and future office hours. Additional details and trainings are located on the VR CPS Homepage.
How to Track your payments
[bookmark: OLE_LINK17] 
Payments can be tracked using two reports: Vendor Payments by Client and Claim Detail, which shows payments made by each participant and related claim details, and Payments by Procedure Code, which highlights service delivery trends such as client count, average payment by client, and service types.

Missing Payment Procedure: If a payment appears to be missing, please first verify that 5–10 business days have passed since the payment date listed. Payments are issued by Public Consulting Group, Inc. If, after this time, the payment has not been received, please contact the Customer Service Center at 1-833-475-3061 or email INVRclaimpay@pcgus.com for further assistance. 
To View Checks: 
· From the navigation bar, select/click ‘Payments’, and select/click ‘View Checks’ from the dropdown menu. 
· Next, enter the date range and click the ‘Filter’ button. The data results are displayed in a spreadsheet/grid. 
This screen is where you can access the payment number, payment date, payment method, amount, the number of claims and additional details.  If you click on the ‘View Payment Details’ hyperlink you can access claim information which breaks down the amounts paid for each claim.     
[bookmark: OLE_LINK12]Updates to refund process
[bookmark: OLE_LINK1]Refund Submission Instructions
All refunds must be mailed to the VR Central Office in Indianapolis. Please include:
· Authorization number(s)
· Amount per authorization
One check may be used for multiple authorizations; just be sure to list all authorization numbers and amounts clearly.
📬 Mail To:
Indiana Vocational Rehabilitation
Attn: Charlotte Nevins
402 W. Washington St., W453
Indianapolis, IN 46204

How to utilize reports
Excel is a Microsoft program that you can use to organize data. If you’re interested in reviewing claims in VR-CPS you can run a few reports such as ‘Claim Status’, ‘Authorization Research’ or the ‘Outstanding Authorizations’ reports. First, you’ll need to export the report to Excel by pressing ‘Export’, accept the download and open it. When your document opens, it will be in Excel. At the top of the document, you’ll find a ribbon with options to help you manipulate data.
To sort your data, you need to make sure that your data has headers. In the ribbon, in ‘home’ on the right-hand side, there is an editing section. Click sort and filter and you can change what you’re sorting, or add another level, by returning to the custom Sort feature. 
There are many things you can do with Excel. If you would like to learn more, visit Microsoft Office’s support section for additional information and tutorials Excel Support.
Or you can watch our VR-CPS training video for How to sort Data in a Report Using Excel.
Holiday Office hours changes
There will be changes to the VR-CPS Office Hours for the holidays. Join us on November 20th and December 18th, from 3-4 PM EST! Register here to get live answers to your questions. The December link will be sent at a later date. The normal office hours schedule will resume in January (every 4th Thursday of every month). 

Please request accommodations at least three days in advance by emailing invrclaimpay@pcgus.com
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	VR Policy and specific case questions
	contact  VRVendor@fssa.in.gov

	System or payment questions
	contact the Customer Service Center at 1-883-475-3061 or Invrclaimpay@pcgus.com​

	Any questions about the content of this BLAST can be directed to:
	VRVendor@fssa.in.gov
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