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How to Run & Use the Remittance Advice Monthly Summary 
Report – Agency Providers  

(5/6/2020) 

 
The Remittance Advice Monthly Summary report is useful for Agency providers 
to see a summary of their eXPRS payments for a specific calendar month.  This 
report returns as an Excel spreadsheet that can be saved & then used offline to 
track payments for services provided.  
 
To Run & Use the Remittance Advice Monthly report:  
 

1. Login to eXPRS. 
 
2. From the left-hand menu, click on Reports  Remittance Advice Monthly. 
 

 
 
3. In the search page that opens, select the Month you wish to view payments 

for (eXPRS will default to the current month), then click FIND.  For you as an 
Agency, you likely won’t need to use any other search criteria.  
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4. eXPRS will show you a pop up to open or save the file as an Excel document.  
 

 
 
5. Once you’ve opened the Excel document, there are a few quick sort/filter 

things to do, to easily see your information.  
 Sort the list by the Run ID.  This will give you a chronological history of 

payments for the month.  
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 With the list sorted, separate the Run ID/Date blocks by adding a few blank 
rows in between them.  
 

 
 

 With the date blocks separated, sum the Payment Amount column for each 
Run ID/Date block to see the total payment to you for that block of data.  

 

 
 

The deposit to your bank account will likely show as a few dates AFTER the 
date listed for the Run ID/Date block of data. This should hopefully show 
you the details for each deposit. If you have Run ID blocks that are very 
close in date (like consecutive days), your deposit may be as sum total of a 
couple of Run ID blocks on the spreadsheet. 

 
 
 
 
 
 
 
 
 
 


