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Introduction

The Third Party Administrator (TPA) is the single point of contact between pharmaceutical
Manufacturers and Part D Sponsors with the Coverage Gap Discount Program (CGDP). As stated in
the Social Security Act (SSA), section1860D-14A(d)(3), the TPA is required to receive and transmit
information between the Centers for Medicare & Medicaid Services (CMS), pharmaceutical
Manufacturers, and other entities as appropriate. It is also required to receive, distribute, or facilitate
the distribution of funds of pharmaceutical Manufacturers to appropriate entities, provide adequate
and timely information to pharmaceutical Manufacturers, and permit Manufacturers to conduct
periodic audits of the data and information used by the TPA to determine Manufacturer discounts for
applicable drugs under the Medicare Coverage Gap Discount Program.

TPA Operations established CGDP TPA Mailboxes for Manufacturers to fulfill the statutory
requirements in the SSA. Within the mailbox, Manufacturers can select from menu options to access
invoices and reports, electronic funds transfer (EFT) file downloads and a payment confirmation
guide.

This process presents the following challenges to the completion of the CGDP requirements:
Actual payments may not match invoiced amounts

Confirmations may not match actual payments

Received payments may or may not be confirmed

Misapplied payments may happen due to missing EFT identifiers.

To help alleviate these challenges, the CGDP Portal Direct Payment Process (DPP) will provide
Manufacturers the ability to perform the following:

Invoice review

Invoice payment selection
Invoice payment deferment
Batch Invoice payment selection
Automatic payment confirmation
Payment receipt review

Invoice dispute filing

Reports retrieval

The CGDP Portal DPP allows Manufacturers the ability to review each invoice line item due to
Medicare Part D Sponsors. It also provides the ability to initiate bank-to-bank Automated Clearing
House (ACH) transfers for invoice line item payments due to sponsors, similar to the way online
banking customers pay monthly bills. The CGDP Portal DPP will become the active system starting
with the calendar year 2015 Q2 reporting period.

Utilizing the CGDP Portal DPP will eliminate the need for secure file transfer protocol
(SFTP) mailboxes, conversion of invoice files to confirmation files, invoice line item amount
payment discrepancies and downloading EFT files to complete the payment process.

There will be no payment confirmation reports accepted after August 14, 2015 for any
invoicing period.
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The Manufacturer Portal DPP Users Guide will provide information on the functions available in the

CGDP Portal DPP as well as tasked-based instructions for performing payment, receipt processing
and report retrieval.
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CGDP Portal DPP Icons and Links

There are recurring icons and links throughout the CGDP Portal DPP that appear on the functional
tabs in the system.

ICON/LINK | Definition

EJ Calendar icon provides an expanded calendar that allows users to select
future months and dates.

Contact Us Contact Us link provides contact information for the TPA Operations
Team

Help Help link provides access to the New Direct Payment Process Information
section of the TPA Operations website

Logout Logout link provides one-click access for logging out of the Web Portal
DPP system

My Profile My Profile link provides the ability to update the login password, security

guestions, or payment initiation PIN.

Next Page icon provides access to move forward to next page in document

Prior Page icon provides access to return to prior page in document, when
available

Printer icon provides users with displayed information formatted in a
Microsoft Excel file.

Reporting link provides a readable version of the data report.

Revision: 09/15/2015
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CGDP Portal DPP Functions

CGDP Portal DPP Login

FALMETTO GBA, G..mm..p

Coverage Gap Discount Program

1) To access the CGDP Portal DPP system, Manufacturers will enter their credential
information provided by the TPA Operations Team.

The User ID is the Corporate ID, which formally was the Mailbox ID. The Corporate ID
number categorizes the information loaded to the CGDP Portal DPP. Information is limited to
only the Manufacturer P Numbers associated with the Corporate ID.

Note: Users will not have the ability to view other Manufacturers’ data.
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2) There can potentially be 2 different roles within the portal: one for Administration purposes

with no payment initiation capability and another strictly for Payment Initiation purposes.
Accounts will be created with both roles for the primary contact by default, but the Payment
Initiation role can be assigned to a different person upon receipt of written authorization sent
in to the TPA Operations. All first time users with payment initiation authority will also be

required to provide a 4 digit pass code for payment purposes.

PALMETTO GBA

Security Data Missing

the information below. Please complete the form to proceed.

Enter PIN:
Retype PIN:

Question »}

Answer #1:

Question #2;

Answer #2:

Question #3:

Answer #3:

Coverage Gap Discount Program

Due to system security requireaments your account will need to be updated with

the error message(s) listed below.

3) The 4 digit PIN must be numeric and entered correctly when retyped. If not you will receive

PALMETTO GOA

Coverage Gap Discount Program

= New FIN must be numeric.

= New PIN and Retype New PIN do not
match,

Date Missin
Due to system security requir

the information below, Please Mate the form to proceed

Entor PIN: ssss

Rotype PIN: see

ts your account will need to be updated with

Question #1: [ What was the house number and streel na y
ANSwWer * 1. sees
Question =2 what tow ity wan your fest full t jot
ANUWEE ¥ 2. ssssssssns
Question =3: | What tme of the day was your fust chisd bom? (hh mm)
Answer ) msmsnes
Save

Revision: 09/15/2015
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4) All first time users, regardless of roles, will also be asked to provide answers to three selected
security questions. Use the drop list to choose each question. Note: User must select three
different questions.

PALMETTO GBA

Coverage Gap Discount Program

Secunity Data Missing

Due to yystem secunty requatements your account will need o be updated with the information below
Please complete the form 10 proceed

Eorer PIN wane

Retype PIN woene

Answer =}

d you atend? ~

mothot ond 9ther mewt? v

Anywer #)

[O.zmm-'- £
Anvwer 23 |

5) The answers to each question should be entered in the Answer # boxes. Click Save once all

three questions have been chosen and answered.

N

PALMETTO GBA.

Contact Us | My Profile | Legout | Help | Reporting

A CTLORIAN GROUP COMBANY

q;mmuusww\

Coverage Gap Discount Program

Security Data Missing

Due to system security requirements your account will need to be updated with
the information below. Please complete the form to proceed.

Question #1: |What time of the day was your first child born? (hh:mm) v|
I Answer #1:|00|o |
Question #2: |In what town or city was your first full time job? hd
I Answer #2: |eseses |
Question #3: |What are the last five digits of your driver's licence number? v|
I Answer #3:|Oolooooo| ||

Save

Revision: 09/15/2015
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6) Once all three questions are answered, one of those questions will be randomly chosen again

for you to answer. Once the answer is entered, click Validate.

N

PALMETTO

Contact Us | My Profile | Logout | Help | Reporting
can. CMS
A CCLLRIAN GROUP COMPANY

CENTERS FOR METHCARE & MEDICAID SERVICES

Coverage Gap Discount Program

User Validation

Due to system security requirements you will need to answer the
question below to gain access to the application.

What time of the day was your first child born? (hh:mm)
|Answer: |uun. I

Validate |

7) After 3 failed attempts, you will receive the error message listed below. If you receive this
message, please contact TPA Operations to have your account reset. The TPA Operations

contact information can be found under the Contact Us link.

PALMETTO GBA.

v CCLLRIAN GROUF COM

M s Contact Us | My Profile | Logout | Help | Reporting

CINTIRS FOR MEDICARE & MEDICAID SERVICFS

Coverage Gap Discount Program

* The answer is incorrect.

* Please use the 'Contact Us' link to
contact TPA Operations for assistance.

User Validation

Due to system security requirements you will need to answer the
question below to gain access to the application.

In what town or city was your first full time job?

Revision: 09/15/2015
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8) The user will also have the option to change his/her security information through the
functions located under the My Profile link as seen below.

%O Contact Us |[My Profile | Logout | Help | Reporting
PALMETTO GBA. CM s

A CELERIAN GROUP COMPANY ‘CENTERS FOR METICARE & MEDICAID SERVICES

9) The user will have the option to Change Password, change Two-Way Authentication, or
Update Pin.

CMS

CINTIRS FOR MIDICARE & MIDICAID SFRVICTS

PALMETTO GBA.

A COLORIAN GROUP CON

Coverage Gap Discount Program

Logged on as
Account Maintenance
nge Passw
Two-Factor Authentication
Update PIN

10) If the user chooses Change Password, the following screen will be displayed. The old
password must be entered and the rules designated for password changes must be followed.
Once the changes are made, click Save.

N
PALMETTO GBA. CINVMS
A CCLCRIAM GROUP CORPARTY

CENTERS FIMR METHCARE & MEDICAID SERVICES

Coverage Gap Discount Program

Logged on as
Password Modification
Rules for Passwords:

Is at least 8 characters long.

Must contain an upper case letter.

Must contain a lower case letter.

Must have at least one special character (such as @#s).
Must contain numbers (0-9) and letters (A-Z, a-z).

Must start with a letter.

Current Password: | |

Mew Password: | |

Retype Mew Password: | |

| Sawve || Cancel |
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11) If the user chooses Two-Factor Authentication and wishes to change his/her security
guestions, the following screen will be displayed. Note: The current questions and answers
will be displayed. Make the changes then click Save.

N
PALMETTO GBA.

& COLERIAN GROUP COMPANT

CMS

CEMTERS FO¥R METHCARE & MEDICAIY SERVICES

Coverage Gap Discount Program

Logged on as.
Two-Factor Authentication Information

Question #1: |Whal was the house number and street name you lived in as a child? v|

Answer #1. |Hro| ‘
Question #2: ||n what town or city was your first full time job? W
Answer #2. |uu ‘
Question #3: |Whal time of the day was your first child born? (hh:mm) hd
Answer #3. |uu ‘

| Save H Cancel |

12) If the user chooses Update Pin and he/she is authorized to initiate payments, the following
screen will be displayed. The old pin must be entered and the new pin a four digit numeric code.

b CMS

PALMETTO GBA.
CENTERS FOR METHUARE & MEDICALD SERVICES

& CCLLRIAM GROUP COMPANTY

Coverage Gap Discount Program

Logoed on as
PIN Modification

old PIN: | |

New PIN: | |

Retype New | ‘
PIM:

| Save H Cancel ‘
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CGDP Portal DPP Home Tab

PALMETTE Gl (cr_n_ds Comtact Us | My Profils | Logowt | Help | Erporting
-7 -

Manufacturer Portal  Coverage Gap Discount Program

Fl
Corporate 1Dk P Mumber Repormsg Penod Star
P E v B “Tv e 1{_ ::l " 0 Wekcome 1o Coverage Gap Dascosm Portal where vou
__& __& L cam muhate & payment, check the status of prvmest
and recespt of payments as well a5 view your reports
Comonate [D P Number Reporteg Pencd B e e e
XP1_5 o 201401 Available
XP1_3 PI_% 201402 Avuilable
XP1_5 o . 201403 Avalable

Avilsble - lavowse o ready fiod pavment inthBhoni
Fasled - Ome or moee items has i unvoeeenifal
payment attempt

Incomplete - One or mvore items kave not been paid

Pendeng « All line tiams have been imtatad
uszeenifully

Successfisl - Al line it=ms have been pasd
ssceevfulhy

The Home tab allows the user to begin research and work with distributed invoices.
The Home tab has the following five regions:

1. Tabbed region: displays the tabbed page that is currently active. The tabbed region is
available in all functionality of the system and provides a user with the ability to move
throughout the system.

2. Home Filter region: provides a user with the ability to search data listed by the defaulted
Corporate ID, formerly the Mailbox ID.

3. Home Welcome Message region: provides a message of activities that are available in the
system.

4. Home Filter Results region: displays results based on data entered into the Filter region.

5. Home Status Definitions region: provides definitions of the statuses displayed in the Filter
Results region.

The following pages will describe each region and its associated functions in detail.
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Tabbed Region — Home

Home Reports

After logging into the CGDP Portal DPP, the active tab displayed is the Home tab. The Tabbed
region displays with the following available tabs:

e Home
e Reports

Selecting a distribution invoice line for review in the Home Filter Results region will activate the
following tabs in the Tabbed region:

e Payments
e Completed
e Receipts
1 Home Payments Completed Receipts Reports

Revision: 09/15/2015 11|Page



CGDP Portal DPP User Guide

Manufacturer
Home Filter Region
2) (& c ng Period- D
Corporate ID: B P Number Reporting Period: Status: O
XP1_5 v

The Home Filter region contains the following four fields to assist a user with narrowing distributed
invoice criteria:

A. Corporate ID: field defaults to the Corporate 1D, formerly the Mailbox ID, utilized to
access the system.

B. P_Number: allows the user to select a Manufacturer P Number, associated with the
Corporate ID, from the drop down list.

Note: Manufacturers may have multiple P Numbers associated with the Corporate ID. To
view all P Numbers for the Corporate ID, users can select ‘ANY” from the drop down
list.

C. Reporting Period: allows the user select reporting periods for distributed invoices, by
calendar year and quarter, in YYYYQQ format. To view all distributed invoices, users
can select ‘ANY” from the drop down list.

D. Status: allows the user select a specific status assigned to distributed invoices or allows a
user to select ‘ANY’ to view all statuses assigned. Statuses can be one of five selections:

e Available
e Failed

e Incomplete
e Pending

e Successful

Home Welcome Message Region

Welcome to Coverage Gap Discount Portal where you
can initiate a payment, check the status of payments
and receipt of payments as well as view your reports.

For payment functions, start by selecting a line item
from the list to the left of this message.

The Home Welcome Message region provides a quick overview of some of the tasks that are
available in the system as well as providing instruction for beginning the payment functionality
process.
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Home Filter Results Region
4 B . C | . D E
Corporate [D P Number Reporting Period Status Select
XP1_5 Pl_§ 201401 Available
XP1_5 P1_8§ 201402 Available
XP1_5 Pl_8 201403 Available

The Home Filter Results region displays information requested by using the fields in the Home
Filter region based on the data requested in the P Number, Reporting Period, or Status fields.

The Home Filter Results region contains the following five fields that assist a user in reviewing
distributed invoices for processing payment initiations:

A. Corporate ID: field defaults to the Corporate 1D, formerly the Mailbox ID, utilized to
access the system.

B. P Number: displays a specific P Number or all P Numbers associated with the Corporate
ID, based on the distributed invoice line selected in the Home Filter region.

C. Reporting Period: displays invoices distributed by calendar year and quarter, in
YYYYQQ format. Display can contain specific quarters or all distributed quarters, based
on the selection in the Home Filter region.

D. Status: displays the status of distributed invoices. Display can contain data for one status
type or display all statuses, based on the selection criteria entered in the Home Filter
region.

E. Select: allows the user select an individual distributed invoice line to access invoice line
items associated with the invoice. This action also activates all tabs in the Tabbed
region.

In the following example, the distributed invoice selected displays the status of Available.

: Corporate ID P Number Reporting Period Status E Select
XP1_5 PlL_2 201401 Available O}
XP1_5 P1_2 201402 Awailable
XP1_5 PlL_38 201403 Available
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Home Status Definitions

Available - Invoice 1s ready for payment initiations
Failed - One or more items has an unsuccessful
payment attempt

Incomplete - One or more items have not been paid
Pending - All line items have been initiated
successfully

Successful - All line items have been paid
successfully

The Home Status Definitions region provides explanations of each of the statuses that may display
in the Home Filter Results region.
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CGDP Portal DPP Payments Tab

(’é—MS Contact Us | My Profile | Logout | Help | Reporting
Home Paymerts Compisted Receipts Rieparts =
Manufacturer Portal CGDP Pavments ) lavoiced Reporting Period: 20044 Paveeents due 031172015
o eporting
i [ Comtract Mumber: | ARY w Corporate [0 XP—__4 P Mumber: |6 w Q [ Panmires Information
- Tonal lnvoiced Wb 45
Iniciate All Toaul Failed 000
s Previsus y 5
Contract  Invoboed ] Imitiate ; Total Deferred Ll
E=Re R Deferred  Paymeat /Failed Date pa®  Defer Failed Tots] Peuting s
Amousd :
. Tosal Sucorstal 000
E__4 106 50 Q.00 TETH 19 A | Towl Avaslable GTTEE.64
E—4 S35 0.00 I
E_=% 69,63 0.0 13 [ .
H o 146.11 0.00 1204 5] i
£ * Bitreria
Updase ATl| 12082014 L
Punding Tramsactioms () —
[Contract Kumber  Authorization Amt. Date Submitted Fayment Date Stop Payment
H__1 228.54 12032014 12062014
H_% Fral. ] 2L 2004 122172004
H__9 25570 12032014 12212014
H_% 55.86 12052014 127302004

The Payments tab allows the user to review and process payment information for invoice line items
by Part D Sponsor Contract Number.

The Payments tab has the following eight regions:

1. Tabbed region: displays the tabbed page that is currently active.

2. Payments Invoice Reporting Period region: displays the specific quarter reporting period
for invoice line items, in YYYYQQ format, based on the reporting period selected in the
Home Filter region.

3. Payments Due region: displays the date the invoice line items are due to Medicare Part D

sponsors, in MM/DD/YYYY format, based on the reporting period selected in the Home

Filter region.

Payments Filter region: allows the user to search data listed by the defaulted Corporate ID.

Payment Information region: displays the numerical totals of all invoice line items and the

different categories that each invoice line item may qualify as at a specific point in time, in a

tabular format. Invoice line items reclassify as payment functionality is processed.

6. Payments Initiation region: displays invoice line items based on Contract Number and P
Number data entered into the Payments Filter region.

7. Payments Initiation Upload region: allows the user to create and upload multiple paid
invoice line item data for ease in completing the payment functionality, instead of working
with each individual Part D Sponsor invoice line item.

8. Payments Pending Transactions region: displays invoice line items that are pending
payment.

ok

The following pages will describe each region and its associated functions.
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Tabbed Region — Payments

Home Payments Completed Receipts Reports

The Tabbed region allows the user to select different activities to perform while accessing the
system. In this example, the Payments tab is active.

Payments Invoiced Reporting Period Region

2 |Invoiced Reporting Period: 201404

This section of the Payments tab displays the specified reporting quarter, in YYYYQQ format, based
on the reporting period selected in the Home Filter region. In this example, the invoice line items for
the 4™ quarter of calendar year 2014 will appear in the Payment Initiation region on the Payments
tab.

Payments Due Region

3 ' | Pavments due 03/11/2015

This section of the Payments tab displays the final payment due date of all invoice line items for a
specified reporting period, based on the calculation of the distributed invoice receipt date plus 38
calendar days. In this example, the invoice line items displayed in the Payment Initiation region are
due by the date listed in the Payments Due region.
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Payments Filter Region
41 | A Contract Number: [ANY W B CorporateID: XP 4 C P Number: |[P__§ v O

The Payments Filter region contains the following three fields to assist a user with narrowing
invoice line item search criteria.

A. Contract Number: allows the user to select specific Contract Numbers from the drop
down list. The drop down list provides update capability to select another Contract
Number with invoice line items within the same reporting period. The field defaults to
‘ANY”’, which displays all Contract Numbers for the reporting period.

B. Corporate ID: field defaults to the Corporate 1D, formerly the Mailbox ID, utilized to
access the system.

C. P Number: displays the P Number for invoice line items. This field defaults based on the
distributed invoice selected on the Home tab. The drop down list provides update
capability to select another P Number from those assigned to the Corporate ID.

Note: this field will only allow updates to P Numbers that have invoice line items in the
same reporting period. In order to view a different reporting period, the user will need to
return to the Home tab and select a distributed invoice with a different reporting period.
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Payment Information Region

@ Pavment Information
A Total Invoiced 7036045
B Total Failed 0.00
C Total Deferred 0.00
D  Total Pending 2561.76
E Total Successful 0.00
F Total Available 6779869

The Payment Information region provides a summary view of activities that occur on the Payments
tab.

This region contains the following six fields to provide up-to-date data regarding invoice line item
activity:

A. Total Invoiced: displays total dollar amount of invoice line items that require payment for
the reporting period.

B. Total Failed: displays the total dollar amount of invoice line items selected for payment
that contained errors and did not complete the payment process for the reporting period.

C. Total Deferred: displays the total dollar amount of deferred invoice line items with
amounts less than the system-default allowable amount to the subsequent reporting
period.

D. Total Pending: displays the total dollar amount of invoice line items selected for payment
for the reporting period.

E. Total Successful: displays the total dollar amount of invoice line items that have
successfully paid and are no longer visible in the Payments Initiation or Payments
Pending Transaction regions of the Payments tab.

F. Total Available: displays the total dollar amount of remaining invoice line items
requiring payment.
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E [ Initiate All
6 s:::;::‘ 3 l;::-i“d : IE::'::::: UPa)ment /Failed Date : :,T;i::m GDefer hl-'ai]u'l
Amount
E_4 106.50 0.00 12/04/2014 [ o
E__4 53.28 0.00 12/04/2014 [
E_S 69.63 0.00 12/04/2014 E
H_0 148.11 0.00 12/04/2014 BC|
H=21 3.26 0.00 [12/04/2014 9]
H_3 54.70 0.00 12/04/2014 E]
H__7 102.53 0.00 12/04/2014 e %
< >
| [JUpdate All [12/04/2014 Jic) N Subimit

The Payments Initiation region displays information requested in the Payments Filter region,

based on the data selected in the Contract Number or P Number fields.

This region contains the following ten fields that assist a user in processing invoice line items for

payment:

A. Contract Number: displays the Part D Sponsor number.

B. Invoiced Amt.: displays the invoice line item amounts due to the Part D Sponsor.
Note: This amount is automatically populated from the quarterly invoice and cannot be

modified.

C. Previous Deferred Amount: displays amounts that qualified for deferment from the prior

reporting period(s).
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D. Payment/Failed Date: displays the current date of a generated invoice line item payment,
in MM/DD/YYYY format.

In the following example, the Payment/Failed Date defaults to current date of

12/04/2014.
&l e . Previous D -
6| Contract  Invoiced e Initiate .
d Number Amt. [:efprred Payment | Failed Date Paymaat Defer  Failed
Amount
E__4 106.50 0.00 12/04/2014 [ 5] -
< >

The Payment/Failed Date field also contains a calendar icon to allow a user to change
payment dates to a future date. Users can either manually enter the date into the field, in

MM/DD/YYYY format, or utilize the calendar icon to populate the updated payment
date.

In the following example, the calendar has the date of 12/05/2014 selected.

(6)] D

Payment Date

12/05/2014 5]
I December 2014 =
Sun | Mon | Tue||Wed | Thu | Fri|| Sat

1 2 3 4 5| 6
7 8 q 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 3

[Go To Today [Close
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E. Initiate All: provides a user with the functionality to populate the check box with a check
mark, which selects all displayed invoice line items on the active page to be paid.

In the following example, the Initiate All check box is populated and all check boxes for
the invoice line items on the active page are populated.

E M Initiate All
Dl fss oo Defurred  Payment/Failed Date ; :,:i;,:':m Defer  Failed
Amount

E_4 106.50 0.00 120472014 ) v A
g 5328 0.00 12/04/2014 :—_]

E_8 69.63 0.00 12/04/2014 ;] 7

H_0 148.11 0.00 12/04/2014 :_J [

H_1 3.26 0.00 (12/0472014 9 V2

H_3 54.70 0.00 12/04/2014 3]

H_7 102.53 0.00 12/04/2014 G 9 <
< >

The Payment Date will default to the current date when the Initiate All functionality is
used.

Note: Selecting the Initiate All check box will only select invoice line items displayed in
the active Payments Initiation region. To process all invoice line items utilizing the
Initiate All function a user must select the Next Page icon, populate the Initiate All check
box for the invoice line items displayed on the active page, and select the Submit button.

De-selecting the Initiate All check box will remove all Initiate Payment check marks for
all invoice line items on the active page.

F. Initiate Payment: allows the user to populate the check box with a check mark to allow
the payment process to begin for an individual invoice line item.
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Defer: provides a check box available for selection when the Invoiced Amt. or the
combination of the Invoiced Amt. and the Previous Deferred Amount total less than the
system-default allowable amount. The process provides the functionality to defer an
invoice line item to a subsequent reporting period if the Manufacturers banking ACH
process prevents payment of invoice line items that fall below their banks minimum ACH
processing amount.

Note: Manufacturers should only utilize deferment when the invoice line item amount is
less than their banking ACH process minimum processing amount. The CGDP Portal
DPP displays the Defer check box for line items that total less than the current system-
default amount of $20.00 USD. Once the total amount of the Invoiced Amt. or the
combination of the Invoiced Amt. and the Previous Deferred Amount fields is greater
than the system-default allowable amount, the invoice line item amount is no longer
eligible for deferment.

In the following example, the Invoiced Amt. is less than the system-default allowable
amount, which qualifies the invoice line item for deferral to the subsequent reporting
period.

: Previous -
Contract Invaiced P— Initiate )
Number Amt. [:"f"”’d Payment | Failed Date Payment Defer Failed
Amount
H__1 3.26 0.00 N2/0472014 ] ] G [O]
< >

In the following example, the Invoiced Amt. and the Previous Deferred Amount total less
than the system-default allowable amount, which qualifies the invoice line item for
deferral to the subsequent reporting period.

| Nu

/| Contract Invoiced Pnr':_"m:_; i Initiate Def Failed
mber Amt. elerr Payment /Failed Date Payment eler .
Amount
HO_2 5.20 5.20 12/05/2014 =) 0 G|
HO_2 4.86 1.86 12/05/2014 =) O G|
<

In the following example, the Invoiced Amt. and the Previous Deferred Amount total
more than the system-default allowable amount, which disqualifies the invoice line items
for deferral to the subsequent reporting period.

)| Contract Invoiced Pnri_-.-mus P — Initiate Def Failed
Number  Ami. _‘le erred avment | Failed Date Payment oo s
Amount
HO_2 22854 5.20 1210512014 i G|
Hi_9 54.77 0.00 (1210572014 o
. . = .
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H. Failed: provides a user an informational message when an invoice line item does not

successfully process payments to the Part D Sponsor.

In the following example, the Failed field displays messages such as:
e Initiation Failure

e Batch Initiation Failure
e Batch Defer Failure

Contract
Number

E0_4

HO_0

Hl_9

H4_0

Invoiced
Amit.

851.68

1.46

165.07

Previous
Deferred
Amount

0.00

0.00

0.00

0.00

Payment | Failed Date

[12n2r2014 3]
[12112/2014 =]
[121212014 5]
(1211272014 ]

r

Initiate
Payvment

O

O

Defer

" Failed

Initiation
Failure
Bawch
Inmitation
Failure
Barch Defer
Failure
Batch
Initiation
Failure ot
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I.  Update All Payment Dates: allows the user to set a future date for all displayed invoice
line items.

Note: Selection and update of the calendar date in the Update All Payment Dates field
will only affect invoice line items displayed in the active Payments Initiation region.

To process all distributed invoice line items utilizing the Update All Payment Dates field,
a user must select the Next Page icon, repeat the Update All Payment Dates action with
the selected payment date for the invoice line items displayed on the active Payments
Initiation region page, and select the Submit button.

[ Initiate All
| E_’ ) :EE::;:? I‘:::fctd E;:E’%?EE P::l.'melll'_-"F: iled Date :"f:'ililtt:n p Defer  Failed
E__4 106.50 0.00 [12/04/2014 =]
E__4 53.28 0.00 [12/04/2014 [
E__32 69.63 0.00 [12/04/2014 |G|
H_0 148.11 0.00 [12/04/2014 [
H__1 3.26 0.00 [12/04/2014 H
H__3 54.70 0.00 [12/04/2014 [
H__7 102.53 0.00 [12/04/2014 =
< >
| [ Update All [12/04/2014 5] J

The Update All Payment Date field also contains a calendar icon to allow a user to update
payment dates to a future date. Users can either manually enter the date into the field, in
MM/DD/YYYY format, or utilize the calendar icon to populate the updated payment
date.

In the following example, the calendar has the date of 12/05/2014 selected.

6) D

Payment Date

12/05/2014 75
< December 2014 =
Sun| Mon || Tue || Wed || Thu ||Fri|| Sat

1 2 3 4 |[5] 6
7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 3

[Go To Today [Close
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J. Submit: provides a user one-click functionality to process selected invoice line items for
payment.

The Payments Initiation region may display ‘Please contact TPA’ for invoice line items in lieu
of the Payment Date, Initiate Payment, Defer and Failed fields. Users are required to contact the
TPA Operations staff to request assistance with processing the invoice line items.

Examples of why ‘Please contact TPA’ may display are:
e Invalid banking information on file for Sponsor
e Sponsor is classified in Receivership status
¢ IRS Levy/Garnishment documentation requests

In the following example, the Payments Initiation region displays the message ‘Please
contact TPA.’

3 . Privious o
= Inv: d ' I
(':“rmﬂ foIce Deferred  Payment| Failed Date 'm_me Defer Failed
Number Amt, A Payment
Amoant
E0_4 £51.68 0.00 Please contact [PA N
H4_0 165.07 0.00 Please contact TPA
W
€ >
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Payment Initiation Upload Region

@ Payment Initiation Upload
A Browse... =y Upload

The Payment Initiation Upload region provides a location for uploading manually created
payment files for users working with large volumes of payments for a reporting period. This
form contains two fields to assist a user with locating and uploading payment file data.
Instructions and reference documents for batch file formatting appear in a later section of this
manual to utilize the upload process.

A. Browse..._. allows the user to search file data created to batch payment files for upload to
the system.

B. Upload: provides a user one-click functionality to upload batched payment file data to the
system for processing.

Payments Pending Transactions Region

Pending Transactions 0
A Contract Number B Authorization Amt. C Date Submitted D Payment Date E Stop Payment
H_2 22854 12/03/2014 12/03/2014
H_9 223.66 12/01/2014 12/21/2014 |
H_9 2055.70 12/03/2014 12/21/2014 O
H_8§ 53.86 12/03/2014 12/30/2014 O
F ayIx

The Payments Pending Transactions region displays information regarding reassigned invoice line
items from the Payments Initiation region based on payment selection.

This form contains the following six fields used to display invoice line items selected for payment.

A. Contract Number: displays the Part D Sponsor number.

B. Authorization Amt.: displays the amount authorized, including amounts located in the
Invoice Amt. and Previous Deferred Amount fields, as payment to the Part D Sponsor.

C. Date Submitted: displays the calendar date the invoice line item transferred from the
Payments Initiation region to the Payments Pending Transactions region, in
MM/DD/YYYY format.

D. Payment Date: displays the calendar date that initiates the request for withdrawal of
scheduled funds from user’s bank account, in MM/DD/YYYY format.
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E. Stop Payment: provides a check box available for selection for future dated payments.
The Stop Payment check box allows the user to stop payment processing prior to actual
payment. The Stop Payment checkbox only displays for pending invoice line item
payments that contain a payment date greater than the current calendar date.

In the following example, the highlighted payment is not eligible for stop payment, due to
the payment not being a future dated payment.

Pending Transactions

Contract Number Authorization Amt. Date Submitted Payment Date E Stop Payment
| H_2 228.54 12/03/2014 12/03/2014

H_9 223.66 12/03/2014 12/21/2014 O

H_9 2055.70 12/03/2014 12/21/2014 [l

H__8 53.86 12/03/2014 12/30/2014 O

F. Stop Payment(s): provides a user with one-click functionality to process the selected
invoices for stop payment. This activity will remove the invoice line item from the
Payments Pending Transactions region to the Payments Initiation region.

In the following example, a future dated payment is marked for stop payment.

Pending Transactions O
Contract Number Authorization Amt. Date Submitted Payment Date E Stop Payment
H_2 228.54 12/03/2014 12/03/2014
H_9 223.66 12/03/2014 12/21/2014 O
HL 9 2055.70 12/03/2014 12/21/2014 [l
H_8 33.86 12/03/2014 12/30/2014 MW |
FES
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CGDP Portal DPP Work Instructions — Payments

Processing Invoice Payments

Manufacturers are required to process invoice line item payments on a quarterly basis 38 calendar
days from receipt of distributed invoices. The CGDP Portal DPP allows the user to process payments
for individual invoice line items with a default payment date of the current calendar day.

This work instruction provides direction on the steps needed to process payments for individual
invoice line items utilizing the current calendar day as payment initiation date.

1) Access the CGDP Portal DPP by logging into the system using the Corporate ID, formerly

In the following example, the CGDP DPP system login page displays.

the Mailbox ID, and password.

Coverage Gap Discount Program

PALMETTO GBA,

&, CCLEMIAR S50 r T

User Id: | |

Password: | |
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2) On the Home tab, select the specific P Number from the drop down list located in the P
Number field.

In the following example, P1__5 populates the P Number field drop down list.

@s Contact Us | My Prohile | Logout | Help | Reporting

PALMETTO OBaA ———— -

-

Manufacturer Portal  Coverage Gap Discount Program

Ci iD: P Number: Reporung Penod Sutun
5 m - i G e > 0 Welcome % Coverape Gap Discount Portal where you
w7 can inatiate a payment, check the status of payments
and recespt of payraesss as well a8 view your reports
~ . . pay fun by selectng a koe
Coeporate 1D P Number Reporting Penod Status Select ::. the liat o the left o‘l':- message ~ T
Xpi_s P1_S 201301 Avalable
XPLLS PSS 201402 Avaslable
Xpi_s PLS 201403 Avaslable

Avaslable - Isvorce s ready for payment sutiations
Failed < One or more mems has an wesuccessful

Incomplete - One or moce iems have not been paxd
Pending - All line stems bave been mitaated
waccessfully
Successfal - All line sems have been pasd
successfully

3) Populate the Select radio button for the reporting period and select the Payments tab to view
the invoice line items for the specific reporting period.

In the following example, the selected reporting period is 201402.

Contact Us | My Profile | Logout | Help | Reporting

PALMETTO JBA,

Manufacturer Portal  Coverage Gap Discount Program

Ceaporate [D: Costract Number Reportmg Period: Stahus:

}H'-"IJ':'| Frl_f.v|m [y~ - T o Q Welcome to Coverage Gap Duscoust Portal where you
can mitiste a payment, check the stanss of payments
and receipt of payments as well as view vour reports.

- For payment functions, st by selecting a lne itemn
Comornte I P Mumber Reporting Pereod Seazus Seleat P i 1 ot bk of thin motmsags.
XPl35 PlL3 200401 Available
XPl1_5 Pl_5 201402 Avalable EI
Xr_3 PL_3 201403 Avalable

Avaalable - Ienvosce s ready for payment initasticns
Failed - One or more items has an enssccessbal

pavIent attempt
Incomplete - One of mofe wems have not been pasd
Pendeng - All line stems have been instated
successfully
Successfisl - All lane iesns have been pasd
suceeifully
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4) On the Payments tab, review the Payment Information region for pending items.

In the following example, the Total Pending field contains no pending items.

FALMET TS Gia (/g:_:M__E_ Contact Us | My Profile | Logout | Heldp | Reporting
Hom Py rants ST Recoipts Rutpeces =
Manufacturer Portal CGDP Payments tsvoiced Reporting Period: 201402 Payenemts dor £30/2014
Contracy Number: | ANYT ) Corporare [D: XP1__3 P Number: [P1_5 w| 0 | TPavment [nfeemation
— Tosl Invoued 2505374 65
. L lasnare All Total Fadled 0.00
Invaiced Fr 5 e Tnitiate - Total Deferred 1383
e T::: Fayment, Failed Date P g Db Failed [CT=ip T00]
= Total Succesaiial 0.0
ST O [1znecona i) L A | Toeal Available 450936086
TIL07 060 [azremona =
190,05 0.0 |12r16ma14 |
3r5339 .00 AL ) E
49513 0.00 [12nezes = =3
109571 Y] [2nezoa E
2308 61 0.0 [anezona = "
IERGT KD {10801 [aneenng | <
[ Upedare: ALl [127162014 NG| -
Pending Transsetesns 0
Contract Number Amtherszation Ami.  Date Submioed Payovemt Dare Srop Paymsenn
o data

5) Review the Payments Initiation region for available invoice line items.

In the following example, the Payments Initiation region displays the first page of invoice
line items for the selected reporting period.

PALASET TG GEA (‘::—_.._M_E Contact Us | My Profile | Logout | Help | Repoarting
AT Py TS Campeted L s Reprs =4
Manufacturer Portal CGDP Payments  teveiced Reporing Peried: 201402 Puyments due &307814
[mﬂ-hu:_m\-‘ ) Caorpoarste LD XP1_* P Number: P15 v [+] ] Parment Infermatyn
Total Inveiced AFITL 69
L litinte 1), Total Failed 0.00
Comtract  lmveicsd  pRT g Failed Date Inigiate e Failed ol G 1253
Number  Ame reaaon r Fayment Total Pending 0.00
r Total Swccessful 0.00
4 n
HE B03.7T7 o0 1RG4 E] A Teaal Avalable AS09IE0 86
HI._& T80T T 1014 I:E]
HOL_0 15005 000 1014 E
HO_4 328339 000 121014 A
HO_8 495,13 000 12716014 = Beowse gl
HO_4 1093.71 000 13162014 o]
Ho_2 23609 61 .00 12714 || N
Ho, 3 2EERT A 00 12162014 =l +
]. Updae Al [1216020H _E| x
Pending Tranvastions
Contreal Nammbes Amtharadsteon Amd.  Date Sabamatied Payment Date Sty Pay meent
o daa
(e —
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6) To select an individual invoice line item for payment processing, populate a check mark in

the Initiate Payment check box.

In the following example, the populated Initiate Payment check box corresponds to the

invoice line item of $8,031.77.

:-C;::;;z? T::rk!d E:::':; Payment [ Failed Date ;:i:_l::“ Defer Failed
Amount
HO_4 803177 0.00 [121672014 [T=] 5| |
HO__8 775.07 0.00 12/16/2014 9] O
HO_0 190.05 0.00 (121162014 E] 0]
HO_4 325339 0.00 12/16/2014 5] O
HO__8 495.13 0.00 [12716/2014 ] O
HO__4 1095.71 0.00 [12116/2014 = O
HO_2 2309.61 0.00 1216/2014 5 .
Hg: 3 2560760 000 1211612014 | | .
[ Update All [12/16/2014 | P

7) Select the Submit button, located at the bottom right of the Payments Initiation region, to
process the invoice line item payment.
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8) Once the invoice line item processes, review the Payments Pending Transactions region

for pending invoice line item payments.

In the following example, the invoice line item amount of $8,031.77 displays in the

Payments Pending Transactions region.

FALMETTO Gk

Hiome PEymaits. Compleied Retegis

Manufacturer Portal CGDP Payments

Reports

Invoiced Reporting Period: 200402

Contact Us | My Profile | Logout | Hedp | Reporting

Pavmnesis duoe 1009014

Contract Number: | ANY Comporate ID- 3P1_% P Number: [F1_5 w| 0 I
[ Intbiage All
: Previous e
Comtract Invoiced Inigiate
Number At D ferred Fayment [ Failed Date h-} Deefer Failed
Amoant
HiI_E T75.07 00D 121604 : O A
Hi_0 190.05 000 [12r16z004 = O
Hi_4 325339 QLD 12162004 : O
Hi_£ 5,13 0.0 [1zn&zoa = 0
H_4 109571 000 (127162004 i |
Hi_2 2309.61 000 [12n6z004 iz 0
Hi_3 I568TES 000 [12n6z004 |5 0 N
M6 1848 000 (1162018 = 0 .
[ Update ATl 12762014 | &3
Fending Transactions g
Contract Number  Asthorization Amt.  Date Sabmitted Payment Date Stop Payment
HO_4 031,77 120162004 12162014

Revision: 09/15/2015
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Total Irvoiced 250937469
Teonal Fasled Q.00

Total Defesred 1383
Total Pending 8031.77
Total Suscessfiel Q.00
Total Available 4501329.09

P Iniiiation Uplead
Browse. | (il
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dates the Total Pending field with the amounts listed

in the Payments Pending Transactions region.

In the following example, the Total Pending field displays the amount of $8,031.77.

(E—?UIE Contact Us | My Prafile | Logout | Help | Reporting
PALLETTO R o — b4 L 4
i Faymants Cormpeted Rsg eiphs Riepcats =
Manufacturer Portal CGDP Payments  tovoiced Reporing Period: 201402 Payments due 100014
Contract Number, | A7 =] Corporate 1D XP1_5 F Tommber: [F1_G ~ Q I
— Teaal bnvosced L5093 T4 6D
Eaicang AlN Total Failed 0.00
. Previams 3
Comtract Invastoed = Initiate - Tistal Dhefegred 1383
Numbar AL AT Pacrmsam) " [Filiad] Khats Prvmaan 0T Fulle Total Pendeng 800177
HO_3 775.07 000 [12182014 | Leh L
. ~ Teasl Available 4501339.09
Hi_0 18005 X ] [ranezo4 E
HO_4 325339 0.0 [1znemo14 =
Hi_% 495,13 000 [izngzoe ||
Ho_4 109571 .00 V264 = B | ([l
HO_2 230961 .00 [1211em014 =
HI_3 25697 68 000 [iznes
: 2NE2014 || o
NE=n1d E
. e 3
] Upedate All (1218623014
pdaie Al (131184 = =3
Pemding Trantacteons Q
[Comtraes Number AuthsriEatien Ami,  Date Sabmated Paymsent Dare Srap Pavmiest
Hi_4 BOXLTT 12162004 12162014
[P 7

10) For final verification of the processed invoice line item, select the Contract Number from the
drop down list in the Payments Filter region and enter in the specific Contract Number.

In the following example, HO__4 populates the Contract Number field drop down list and

displays no invoice line item data in the

Payments Initiation region.

FALBIET T (RA

Home Payments Complnted Receipts

Manufacturer Portal CGDP Payments

ccms

Contact Us | My Profile | Logout | Hedp | Reporting

RepOIs

Invoiced Repartmg Periad; 101402 Payvments due 10014

Icn-‘n_‘{m'bﬂ-; HO_# | Caomporate 1D XP1_5 P Mumbser: |P'1.5 | 0 J Payeneea Information
- Tenal Invessed 4509374.69
nisizte All Total Failed 000
[ dma] J] Totsd Deferred 13.83
Tetal Pending B031.77
Total Successful 0.00
Tenal Available 4300132908
Pending Transactions u o
Contract Number Awthorization Ami. Date Sabmiited Favment Date Stop Payvmsent Pavenent Initistion Upload
B .
Ho_a 803177 12162014 12/082014 e

You have now completed payment of an individ
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Processing Future Dated Invoice Payments

The CGDP Portal DPP allows the user to select payment dates for invoice line items that differ from
the default payment date of the current calendar day.

This work instruction provides direction on the steps needed to process individual invoice line items
for future calendar day payment processing.

1) Access the CGDP Portal DPP by logging into the system using the Corporate ID, formerly
the Mailbox ID, and password.
In the following example, the CGDP DPP system login page displays.

Coverage Gap Discount Program

PALMETTO GBA,
a sy

SELEMISR T Ar T )

User Id: | |

Password: | |
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2) On the Home tab, select the specific P Number from the drop down list located in the P
Number field.

In the following example, P1__5 populates the P Number field drop down list.

s

[ ]

Contact Us | My Profile | Logout | Help | Réporting

Manufacturer Portal Coverage Gap Discount Program

Welcome to Coverage Gap Discount Portal where vou
can imitse & paymvest, check the starus of pavments
and receipt of payments s well a8 veew vous reports.

Corporate 1D Coetraes Nusnber Reponing Period Srarus. 0
[=P1_5 ]| Fl_5 v | [Any v [AMY w|
Corporate 1D P Mumber Reporimg Period Siartus Selact
XPI_5 Pl 201401 Avalable C
XPI_5 o ] 201402 Available
XP1_5 P35 201403 Avuilable

For payment fimctions, start by selectng a line tem
from the hst 1o the left of this message.

Available - Invoice is ready for payment mitistions
Failed = Omne or more thenys has an unsuccessful
payment attempt

Incomplete - One or meore tems have mot been pad
Pending - All line itezns have boen imitzased
paczesufially

Successful - All line ftems have been paad

3) Populate the Select radio button for the reporting period and select the Payments tab to view
the invoice line items for the specific reporting period.

In the following example, the selected reporting period is 201402.

PALMETTO GRA

Payments.

Manufacturer Portal  Coverage Gap Discount Program

Contact Us | My Profile | Logout | Heldp | Reporting

Welcomne to Coverage Gap Duscoust Portal where you
can mitiate a payment, check the stanss of payvments
and receipt of payments as well as view vour reports.

Cerparate [D: Comtract Number Reportng Period: Status: ] Q
NPI_L w B1_L W ANY hed LANY hd
Comporaie 1D P Nusnker Reporung Penod Leatus Belect
XPL5 PlL5 200400 Avgilable
XPl_5 PL_% 200402 Avalable =
Xr_5 PI_3 201403 Avalable

For payment functions, star by selecting a lane ivemn
from the list o the left of this message.

Avaalable - Tovoece 55 ready for payment inibisticns
Failed - One of more items has an unssccessful

pavment sbermpt
Incemplete - One of more tems have oot been paad
Pendeng = All line stems have been inshated
soccessfulhy

Successfis] - All line isemns have been pasd
soceeiafully
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4) On the Payments tab, review the Payments Initiation region for available invoice line

items.

In the following example, the Payments Initiation region displays the first page of invoice

line items for the selected reporting period.

rALMET O A @s Contact Us | My Protile | Logout | Help | Reporting
Home Payments Compietea Recepts Repons =
Manufacturer Portal CGDP Payments  tacicd Reporting Peried: 201402 Payments due 6302014
[Cﬂ.ﬂ.\‘-ﬁn ANY v Corporate 1D XP1_5 P Nusmnber: (P15~ 0 J Payment Informancn
Total Invesced 4509174 69
Jastiase All Total Failed 000
Previows
Comtract Invosced Inktiate < Total Deferred 138
Number Amt. Dolnn: Payment/ Faled Date Payment Deler Faded Total Pending 0.00
Toual Successful 000
HO_4 $031.77 000 12762014
: 3 Al | Total Available 4509360 86
HO_8 71507 0.00 127162014 B
HO..0 19005 000 1ANA014 0|
HO._4 325339 0.00 121162014 || =
HO_8 49513 000 12162014 E — :
HO__4 10957 000 12962014 E]
HO2 2309 61 000 12162014 50| 9
ue i 2469160 000 120062014 o | 5 |
] Update All (12162014 o]
Pending Tramsactions 0
C Numb horization Amt.  Date Submitted Payment Date Stop Payment
No data
[ =

5) To update an invoice line item payment date, select the Calendar icon located to the right of

the Payment Date field for the specific invoice line item.

In the following example, the date selected on the calendar is 12/31/2014 for the invoice line

item of $775.07.
g:::;:": I:;:'k!d Eﬁ:-:; Payment | Failed Date 11::‘:::!* Defer Failed
Amount .
HO_S 77507 000 (121014 | O "
HO_0 190.05 0.00 O
HO_4 325339 0.00 O
HO_% 495.13 0.00 O
HO_4 109571 0.00 U
HO_2 2309.61 0.00 O
HO__3 25697 69 0.00 O -
H%_ﬁ 189318 0.00 [ 5
[ Update All [12/16/2014 | 8] " Submit |
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6) To select the future dated individual invoice line item for payment processing, populate a

check mark in the Initiate Payment check box.

In the following example, the populated Initiate Payment check box corresponds to the

invoice line item of $775.07.

o SaEniced g::':::; Pavment [ Failed D Failed
Number Amt. Amount ¥ aled Date x
Ho_8 77507 000 [12/3172014 ) N
HO_0 190.05 0.00 (1211612014 =)
HO_4 325339 0.00 [1216/2014 5]
HO_8 495.13 0.00 (121612014 =]
Ho_4 1095.71 0.00 [12/16/2014 |'_E|
HO_2 230961 0.00 [12116/2014 =)
HO_3 25697.69  0.00 [12/16/2014 9] y
HO— 189318 000 [12116/2014 I 5
O Update All [1216/2014 | -

7) Select the Submit button, located at the bottom right of the Payments Initiation region, to
process the invoice line item payment.
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8) Once the future dated invoice line item processes, the Payments Pending Transactions
region will update with the newly added pending invoice payment.

In the following example, the invoice line item amount of $775.07 displays in the Payments
Pending Transactions region.

PALMETTO S0 C'"—** Contact Us | My Protile | Logout | Help | Reporting
Home Payments Completed Recepes Reports =
Manufacturer Portal CGDP Payments tsioiced Reporting Period: 201402 Payments doe 10092014
[ Cootract Number [ANY V] Corporate ID. XP1_5 P Number P15 v 0‘] Payment Informaton
Total lnvosced 4509374 69
Inisiate Al Total Failed 000
Previous 3
Contract Invoiced Initiate - Total Deferred 1383
Noaibee Amt. M'n.‘ Payment/ Failed Date Payment Defer Failed Total Pending $506 84
Total Seccensful 000
5 12762014
s i an 1420 3 ~ Total Available 4500554 02
HO_A4 325339 000 12162014 5|
HO8 49513 0.00 12162014 E]
i e S I Prumeat Inates Upioad
HO_2 230961 000 (12162014 E] sowe. | (LD
HO.3 2569769 000 12162014 E]
HO_6 189318 000 12162014 50| 3
! Y " WINE2014 Pla
% >
Update AZ | 12/16/2014 )| . )
| Peading Tranactions 0
Contract Number Authorization Amt.  Date Submitted Payment Date Stop Payment
HO_4 $031.77 12162014 12162014 —
8 77507 12162014 12312014 (m] |
|
[T

Note: The Payments Pending Transaction of $775.07 also displays a check box in the Stop
Payment field. Instructions for processing stop payments discussed in separate instruction.
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9) The Payment Information region also updates the Total Pending field with the amounts
listed in the Payments Pending Transactions region.

In the following example, the Total Pending field displays the total amount of $8,806.84.

FALME T TO Ona

P,

¥y ments

Contact Us | My Protite | Logout | Heip | Reporting

Manufacturer Portal CGDP Payments  tevoiced Reporsing Period: 201402 Paymocnts due 10992014
[ Comtract Number ANY v Corporate 1D XPI__5 P Number. PL_% v 0 ] Pavment Information
Total lavosced 4509374 69
laitiase AN Total Failed 0.00
Contract  lavoiced Initiate Total Deferred 138
Number. Amt Deferred  Paymest/Failed Date Paymeas Dol Falled [ Total Pendung 506 84)
~——— Total Suecessful 000
HO_0 190,05 0.00 12162014 o) o s PR 2
HO_4 325339 000 12162014 50
HO_$ $513 0.00 12162014 )
HO_4 109571 000 12162014 ) v ,
Ho..2 230961 000 12162014 ) Beowse | (el
HO3 269769 000 12162014 )
HO_6 1893 18 000 12/162014 50| J
u; 2 21 000 120162014 I .
Update AL 12762004 E .
| Pending Trassactions 0 ] —
(& Numb Autbori Amt.  Date Sabmitted Payment Date Stop Payment
HO_4 $031.77 12162004 12162014
HO_$ 77507 121162014 12312004
'h: 4

You have now completed payment of a future dated invoice line item.
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Processing Deferred Invoices

Manufacturers may use the deferred invoice line item process to defer payment of an invoice line
item to a subsequent reporting period if their banking ACH process prevents payment of invoice line
items that fall below the minimum ACH processing amount.

The design of the CGDP Portal DPP displays the Defer check box for the following situations:
A) Invoice line item amount totals less than system-default allowable amount
B) Invoice line item amount and previous deferred amounts total less that the system-
default allowable amount

The Defer check box appears in the Payments Initiation region when line items total less than the
current system-default amount of $20.00 USD.

Invoice line items will no longer be available for deferment if the total of the individual invoice line
item or, the combination of invoice line item and previous deferred invoice line items total greater
than the system-default allowable amount, or the invoice line item remains unprocessed for payment
for 16 reporting periods.

This work instruction provides direction on processing invoice line item deferment.

1) Access the CGDP Portal DPP by logging into the system using the Corporate ID, formerly

In the following example, the CGDP DPP system login page displays.

the Mailbox ID, and password.

Coverage Gap Discount Program

FALMETTO GBaA,

A CELEMIAR S0 r S e

User Id: | |

Password: | |
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2) On the Home tab, select the specific P Number from the drop down list located in the P
Number field.

In the following example, P1__5 populates the P Number field drop down list.

(E—Ms Contact Us | My Profile | Logout | Help | Reporting

FALMETTO Gl i e o s

Home Repons

Manufacturer Portal  Coverage Gap Discount Program

Corporate 1D: Comtract Nusiber Reponing Perrod Sraros: \
lIPI_En | o] | (A =l 0 Welcome o Coverage Gap Discomnt Poreal where vou
: L ] \ l o8 isitiate & pavrest, check the stabus of panments
and receipt of payments a8 well s veenw vous reports.
- : . For payment fimctions, start by selectng a line ttem
Corporate 11 P Number Eeportng Penod St Select Focum P Est b thes keft of this meusage.
XP1_5 Pl_3 201401 Avalable C
b P15 201402 Avnilable
X3 Pl.d 201403 Available

Available - Invoice is ready for payment mitistons
Failed - One or more ftenss has an unsuccessful
Fayment atemgd

Incomplete - One or more thems have not been pad
Pending - All line itesns have been infzmed
wazzessfally

Successful - All lime stems have been pasd

3) Populate the Select radio button for the reporting period and select the Payments tab to view
the invoice line items for the specific reporting period.

In the following example, the selected reporting period is 201402.

Contact Us | My Profile | Logout | Help | Reporting

PALMETTO GRA

Home Payments: Complehed Feceipts Repaorts:

Manufacturer Portal Coverage Gap Discount Program

Ceaporare [D: Contract Nusber Feportmg Period: Stahas:
xp:_r,-:- Em T E' = RATF = Q Welcome ta Coverage Gap Duscoust Portal where vou
] - - s can mitiate a payment, check the stanm of payments
and receipt of payments as well as view your reports.
Comporate I P Nusber Reporting Period Searus Select mwm;;ﬁ;m“ a lane ibesn
XP15 Pl 00401 Aveilable
XPl_35 PL_S 200402 Avalable =
XP1_5 P13 201403 Avalable

Avaalable - Imvosce 55 ready for payment imitsstions
Failed - Omne or more wems has an enssccessil

pavInent afempt
Incosnplete - One of more tems have not been paad
Pendeng - All line stems have been instiated
soccessfully
Successfial - All lane ivesns have been pasd
vccesfully
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On the Payments tab, review the Payment Information region for deferred items.

In the following example, the Total Deferred field contains no deferred items.

4) Review the invoice line items in the Payments Initiation region and locate an invoice line
item with an active Defer check box.

In the following example, the invoice line item for $13.83 contains an active Defer check

box.

Contract Invoiced ST Initiate

Deferred Payment/Failed Date ) Defer Failed
Number Amt. Payment

Amount h
HO_4 8031.77 0.00 [12/15/2014 [ 9] O A
HO_8 775.07 0.00 [12/15/2014 9] O
FHO_7 1383 0.00 [12/15/2014 | 4l O O
HO_0 190.05 0.00 [12/15/2014 ] 0
HO__4 3253.39 0.00 [12/15/2014 [ 9] O
HO_8 49513 0.00 [12/15/2014 [ 9] O
HO__4 1095.71 0.00 [12/15/2014 [ 9] O v

< >
(] Update Al [12/15/2014 |2] Submit

Note: The design of the CGDP Portal DPP displays the Defer check box for the following

situations:

e Invoice line item amounts located in the Invoiced Amt. field total less than system-
default allowable amount.

e Invoice line item amounts located in both the Invoiced Amt. and the Previous
Deferred Amount fields total less that the system-default allowable amount.

5) Populate the Defer check box with a check mark to select the invoice line item requiring
deferral to the subsequent reporting period.

In the following example, the invoice line item for $13.83 now contains a check mark in the
Defer check box.
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Contract Invoiced ST Initiate

Deferred Payment/Failed Date i Defer Failed
Number Amt. Payvment

Amount i
HO_4 8031.77 0.00 [12/15/2014 [ O A
HO_8 775.07 0.00 [12/15/2014 o] O
HO_7 13.83 0.00 [1211512014 5] O
HO_0 190.03 0.00 [12/15/2014 o] O
HO_4 3253.39 0.00 [12/15/2014 [ O
HO_8 495.13 0.00 [12/15/2014 B O
HO_4 1095.71 0.00 [12/1512014 [ O v

< >
(] Update All [12/15/2014 B " Submit

Note: Selecting Defer is applicable only if the Manufacturers’ bank ACH process prevents
payment of invoice line items that fall below the minimum ACH processing amount.

Invoice line items will no longer be available for deferment if the invoice line item(s) remains
unprocessed for payment for 16 reporting periods. Invoice line item(s) in this status will
require payment processing between the two entities.

6) Select the Submit button, located at the bottom right of the Payments Initiation region, to

defer the invoice line item to the subsequent reporting period.
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7) The following message will appear after the Submit button is selected:

" -
e e

#=% Warning: By selecting 'OK' below, you acknowledge that you are unable

WY to pay this amount because it falls below the minimurm amount your
bank allows for ACH transactions. You alse acknowledge that this
arncunt is still owed to the payee and expected to be paid at such time
when: (1.) Other small amounts can be combined which exceed your
banks minimum payment restrictions or (2.) The amount has been
deferred for 16 quarters and the deferred amount must be made by
other means, mutually agreeable to both parties,

Note: Selecting the OK button to defer the invoice line item to the subsequent period creates
an un-reversible event.

If it is determined that the selected invoice line is not the correct deferrable invoice to
process, utilize the Cancel button to exit the message screen and select the applicable line
item.

8) Select OK to defer the selected invoice line item.

9) Once the defer process is complete, review the Payment Information region Total Deferred
field for updated amounts.

In the following example, the Total Deferred field contains deferred items totaling $13.83.

PaALLLTTE dia @----_—-------- Contact Us | My Profika | LDﬂDut | Halp | H.Eﬂ{rﬂll"lq
Home Payments Complesed Regsipts Reports =
Manufacturer Portal CGDP Pa}'ments Isvaiced Reporeing Peried: 201402 Payments due L9014
Contmmer Numbser: | ANY Corperate [D: XP1_S P Member: [P1_5 w| Q l Paviment [nfsmation
Total Invosced 50937469
L) Teamane ALl TWM 000
o Previoms - 3
Contract  Imvoiced ferved ) Initiate | Tetal Defireed 1383 |
Number Amt. 2:1““ Farmeal/ Fulled Date Fayment Dafier Fulled Total Pendimg 00D
B4 803177 000 [znszate @ Tetal Successial 0.00
~ - Total Available 4509360 85
HO__8 77507 0.00 121572014 2
HO__7 13.53 0.00 121572014 =
HO_{ 190,05 000 1152014 = L o Intistios Uplead
Hi0__4 35339 .00 [1znse04 = Buowso
HO_8 48513 0.00 [12n50014 =
Fil_4 108571 000 [n2ns@04 |
r b
Hn_( 2 2306 61 000 12152014 5] .
[ Update AR | 121152014 ) E
E e
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10) To verify the deferred invoice line items, select the Completed Payments tab and review the
data listed in the Completed Transactions region.

In the following example, the listed invoice line item of $13.83 displays as Deferred in the
Payment Date field.

@S Contact Us | My Protile | Logout | Help | Reporting

PALMETTO OBA

Home Payments Completed Recepts Reports =
Manufacturer Portal  CGDP Completed Payments Invoiced Reporting Period: 201402
[CoxpomeID XP15 P pumber; P15 v| Coatract: |H0_7 V! OJ
Contract Invoiced Amt. Payment Date EFTID
=y 13.85 Ddcgtd CGi021_SHO_T |

To view completed payments for a different reporting penod, retum to the Home tab and select the radio button line tem that contans the deswred reporting penod

You have now completed processing a deferred invoice line item.
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Initiate All Payment Processing Functionality

Manufacturers are able to utilize the Initiate All functionality to process payment initiation for
multiple invoice line items loaded to the CGDP Portal DPP. The Initiate All function provides the
capability to select all invoice line items located in the active Payments Initiation region to initiate
payment processing on the current date. The Initiate All function also allows for updating payment
initiation processing dates to a future date for any available invoice line items displayed in the active
Payments Initiation region. The functionality also allows the de-selection of specific invoice line
items from the payment initiation process such as deferrable invoice line items.

This work instruction provides direction on utilizing the Initiate All functionality and the available
features that are included for processing payment initiation.

1) Access the CGDP Portal DPP by logging into the system using the Corporate ID, formerly

In the following example, the CGDP DPP system login page displays.

the Mailbox ID, and password.

Coverage Gap Discount Program

PALMETTO GBA,

&, CCLEMIAR S50 r T

User Id: | |

Password: | |
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2) On the Home tab, select the specific P Number from the drop down list located in the P

Number field.

In the following example, P1__ 8 populates the P Number field drop down list.

PALMETTO GBA

[l 1

Manufacturer Portal  Coverage Gap Discount Program

Contact Us | My Protile | Logout | Help | Reporting

{

Carporate ID: P Number Reporting Period Stares
[ﬁf:{c’ R T | T v, 0 Welcome 10 Coverage Gap Discount Portal where you
— =52 R can mitsate 2 payment, check the stanss of paymsests
and recespt of payments as well as view your seports
C ate ID P Number Repormag Persod Status Select Focp fonctions, start by sclecting a line ey
RS ASUIERL RO S — RIS from the list 10 the left of this message
XP1_S5 PI_S8 201401 Avaulable :
XPL5 PI_3 201402 Available
XPL_35 PI_8 201303 Avalable

Available - Invosce 15 ready for payment instiatsons
Failed - One or more items bas an unsuccessful
Payment aempe

Incomplete - One or more items have not been paid
Pending - All line stems have been instiated

soccessfilly
Successful - All line items have been pud
woccessfially

3) Populate the Select radio button for the reporting period and select the Payments tab to view
the invoice line items for the specific reporting period.

In the following example, the selected reporting period is 201402.

FALMETTO ORa

Manufacturer Portal  Coverage Gap Discount Program

Contact Us | My Protile | Logout | Help | Reporting

i

Corporate ID P Number Reporting Persod Status
XPL_5 V| PLs v ) ANV ~ 0 Welcome 10 Coverage Gap Discount Portal where you
e r—t — = can mstiate 8 payment, check the status of payments
and recespt of payments as well as view your reports
Copexate ID PNumber Reporting Penod Status Seleqt 2'_"'_”*“ o‘:"‘:" G AN e
XP1_S Pl_$ 201401 Available -
XP1_$ PL_s 201402  Avuilable I
XP1_S PL.S 201403 Avalable

Available - lavosce i ready for payment mmutiations
Fasled - One or more wems has an unsoccessful

Incomplete - Oune or moce items bave sot been pasd
Pending - All line sema have been imitsated

successfully
Successful - All ine items have been pasd
successfully
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4) On the Payments tab, review the Payment Information region to view the balances

displayed.

In the following example, the Total Failed, Total Deferred, Total Pending, and Total
Successful fields contain zero amounts listed.

AL MET O Sk

Payrraents

Coampletid

gty

Manufacturer Portal CGDP Payments

Repeuti

Invadced Reporting Peniod; 201402

Contact Us | My Profile | Logout | Help | Reporting

Payments dus LALT014

Contract Numbser; | AlY Carporate 1D: XPI_5 P Number, [F1_5 » nu | [ T
Total Inveiced 36314.70
Ieatiate All Toeal Failed 000
i Previouws it Total Deferred 0.00
Contract  Inveiced Initiate a
PE—— A, E:::r::l Payment [ Failed Date Payment Diefer Fauled Touwl Peading .00
Toaal Soccessful Q.00
E3_4 B8.24 .00 12/18/2014 = - Total Availible 36314.70
- 250 000 121852914 G|
ET_6 33295 0,00 12192014 |
—— 28 X [1zna@ors =0 Parment Inisiation Uplond
HO_ 3138 0.0 1218014 = Browss... | el
Ho_4 144,20 0,00 [1z1a2014 =
HO_% 15523 0.00 [1zma014 ™ w
——— = = =
3 E3
Lipdate Al [ 127802014 o]
: L
Pemiding Transacrions Q
F.'-unlrlﬂ SNumbar Auwvtboriestion Ami.  Date Sabasied Favment Date Stop Payvaosenl
v dara
el ey

5) Review the invoice line items in the Payments Initiation region and locate the Initiate All

check box.

In the following example, the Payments Initiation region and the Initiate All check box

display.
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FALMETTO dia C_.ﬁ. Contact Us | My Profile | Logout | Help | Reporting
L ¥ Camy Rieports E_3
Manufacturer Portal CGDP Payments  tsveiced Reporvise Peris: 201402 Payments due 3312014
l Contract Famber [A17 Coaporue 1D: XF1_7 P Mumber [F1_E =] (1" ] Pavoecos Iaformate
Tonal Envorced 36314.70
— m ] Al Total Fadled 000
Comtract  Invaoiced — Enitiate Toeal Diederred .00
™ b M, m Payment [ Failed Dase Paswsent Diefer Failed Toasl Pendung X ]
) Total Sucersafial 000
E3_4 B6.24 .00 [1Z/ram01a | | - ~ Teeasl Available 36314.70
E4_a 250 0.00 [1Z/18r014 | B | [m] 1
ET_& 33295 .0 (12185014 | | o
Ho__s 296 0.00 (1218014 G| [m] )
Ho_4 3138 200 [1Zrameia InG| o erens.. | (il
Ho__4 144.20 0.00 [1Ziacza1a | [m]
HO_E 155.23 .00 [1Zy1a2014 | niz] O
oy o . —
[0 Updans All [ 12182014 g
Tending Tramactions ]
Contract Numbesr Awviborizrytion Ami, Dage Sebmitied FPaymewt Date
[ dars

6) Populate the Initiate All check box with a check mark to select all invoice line items
displayed on the active page. Once the Initiate All check box is populated, the system
displays an informational message.

In the following example, the populated Initiate All check box and an informational message
display.

PALMETTO 08a @.§ Contact Us | My Protile | Logout | Help | Reporting

Home: Payrents Compietses Recepts Repons =
Manufacturer Portal CGDP Payments  taveiced Reporting Period: 201402 Payments due 1312014
lc.-mMLug 2 Coporate ID XP1_3 P Number. PL_S v 00 ] Prsmens lnformation
Total lnvesced 3631470
Btenare A Total Fasled 000
ot Noveiced  Deferred  Paymens /Faded Dote piate  Defer  Failed ‘;ﬁw, | 33
Total Succenfil 0.00
$51 134133 000 Total Avadable 3631470
el u 4 ¥ [ payments for ALL the 1t ave shown
Ss7 1853 0.00 ::.'.:' o mmm—
s¢_6 12992 000 ::a:‘nuauv"um'mwulyw-uhm G > -
§¢_7 209.69 0.00 ¥ deta m ot refreshad ot e and of the procest thck on Payments b Browse ‘I‘.v"
S5 2698 000
$5.3 $782 000
Pending Tramsactioms () - Upee A3 12150014 ) o |
C Numb Authorization Amt.  Date Submitted Payment Date Stop Payment
INo data
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In the following example, the Initiate All informational message displays with the OK button
highlighted.

e e

@ You are going to initate payments for ALL the contracts that are shown

on this page.

Please do not forget to set Payrment Dates if you want to postpone
certain payments,

If data is not refreshed at the end of the process click on Payments tab.

——

7) Select the OK button to accept the informational message.

8) The Payments Initiation region displays the Initiate Payment field check box with a check
mark populated for all invoice line items available on the active page.

In the following example, the Initiate Payment field displays populated check marks for all
invoice line items.

FALMETTO ORA ( C~- l-.l-§ Contact Us | My Protile | Logout | Melp | Reporting
Home Payments Coergletec Recepts Reports =
Manufacturer Portal CGDP Payments  taveiced Roporting Period: 201402 Paymests due 1312014
[Ca-m.\‘-ba:uxv v Corponate ID- XP1_5 P Number #1_5 v oo ] [ Paswen Informaton
Total Invenced 3631470
: . natiate Al Toea! Failed 000
Previeus Total Deferred 0.00
Contract Invoiced I c
Nember \ Dc‘«v: Payment / Faded Date Defer Failed Total Pend 0.00
Total Successful 000
S5 13413 000 121192014 Eﬂ A Total Availabl 3631470
$5..2 $0.03 000 12/192014 3 B2
857 18.53 000 12192014 || B
RS neass = 8 Paimest Initiation Uplead
$5_7 20969 000 121182014 = B2 towse. (il
$5.5 22698 0.00 121192014 E]
$5.3 8782 0.00 12192074 E =] v
r PN 1 5
Updse AZ [ 12/192014 E] \ J
Peading Transactions 0
[Coatract Number Authorization Amt.  Date Submitted Payment Date Stop Payment
No dats
[SwEap—
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Note: The Initiate All check mark selects only those invoice line items that appear on the
active Payments Initiation region page. The population of the Initiate All check mark
does NOT select all invoice line items for the reporting period. In order to utilize the
Initiate All functionality for all invoice line items, select each page in the Payments
Initiation region, and complete the steps introduced in this work instruction, if applicable,
prior to moving to the next page in the region. If any of the steps included in this instruction
are incomplete prior to moving to the next page, all data entered on the current page will be
lost.

9) The selection of the Initiate All check box provides the ability to select all displayed invoice
line items for payment processing with the payment initiation date set as the current date. If it
is determined that all invoice line items displayed should process for payment on the current
date, select the Submit button to initiate the payment process.

If it is determined that invoice line items cannot be processed in the current reporting period
or for the current date, the Initiate All functionality provides the ability to defer individual
invoice line items to remove them from the payment processing functionality. It also provides
the ability to update the payment initiation date to a future calendar date for all invoice line
items or individual invoice line items.
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Manufacturer banking ACH processing

minimum threshold, populate the Defer field check box for those invoice line items. Selection
of the Defer field check box automatically de-selects the Initiate Payment field check box for

the invoice line item.

In the following example, the selected Defer check box populates for the invoice line item

amounts of $18.53 and $1.53.

@S Contact Us | My Profile | Logout | Help | Reporting
asaTre aua —
Home: Payments Compicied Reteipts Repors =
Manufacturer Portal CGDP Payments toveiced Reporting Period; 201402 Payments due 3312014
Contract Nember: | ANY | Coeporate [D: XP1_3 P Number: [P1_5 v 0g ] Pavmment Informatan
— - Total bnvoiced 314,70
Ellmmare Al Total Failed 0.0
; Freviows Total Deferred .00
Contract  lavoieed ! Imitiste =
Number AmL E!“ll:::.d Paymeemt [ Fadled Dage Payment [Beter] Failed Total Pend 000
; Tosal Swccesstial 0o
! ) L (1232014 4 o Al | Towl Available 3631470
] 1553 0. 12132014 | O =)
85_6 12952 000 [t2ns@04 = el
T 206 5% B S 00 2 04 O @ Pavment Initiation Uplead
55_5 12698 0.0 [t2nsm4 E 2 Browse... | (Sl
853 8782 000 EEEI = #
565 1.53 0.0 12182014 | O E .
27 4 I AR-rd [t Lapasnis | | o ¥
[] Update Al 127182014 = [ S}
Pending Transactions Q
Contract Namber Autborization Amt.  Date Submitted FPayment Date Stop Payment
i data
i' il i a1t
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11) To update the payment initiation date to a future date, select the calendar icon to the right of
the Payment Date field. This action expands a calendar that allows selection of a future date
for the payment initiation to begin.

In the following example, the invoice line item of $80.03 displays the updated calendar date
of 12/31/2014, which is visible in the Payment Date field and the expanded calendar.

PALMETTS Oa (’-'-_-- Contact Us | My Profibe | Logout | Help | Reporting
HisiTa: i dTei=dite Lt e ] e il HEpst =
Manufacturer Portal CGDP Payvments  isvoiced Reporting Period: 201402 Paymenss due 33172014
Contract Numnber: [ANYT W Corporate ID: XF1_5 F Namber: [F1_5 w| nu l Panmnens Enfoamanion
Total Invemecd 36304.70
A teamare Al Toesl Failed 0.00
Previous
Comtrac Inveiced Payuwent / Failed Dats Imiriane Tenal Defermed .00
Number  Am. by e Paymens Dvier  Failed Total Pending 0.00
- Total Successful 0.0
84 2 $0.03 .00 FRl = @ o | [ T
S5_7 18.53 .00 AETLET AL [T=] o =]
856 12992 000 B e e
87 8 o0 earererarerars B Paxment Initiation Uplond
553 126.98 000 L 2131 & 8l8 MR B pk
7 & @ i @i ir ik - e
853 87.82 o0 B4 15 18 A7 1B 18 B B
.2 - 1.53 00 H OB XM IS MO | =] -]
%3 4 261 8% i FL st
T Updace Al [ TErTTIOTY T =3
Pending Tramwactions Q
Comtreet Xumber Antherwation Amr  Dave Submivved FPayment Date Sregp Payment
Mo data
i =

In the following example, the invoice line items of $80.03 and $209.69 display updated
calendar dates and remain selected as part of the Initiate All functionality.

PALMETTO B 8A @S_ Contact Us | My Protile | Logout | Help | Reporting
Home Cayrents Compected Rexers feponts =
Manufacturer Portal CGDP Payments tsveiced Reporting Peried: 201402 Payments due V312014
[Cw.\‘—b. ANY W Cexposate 1D XP1__5 P Number PL_5 v 00 ] Paxworen lnformancs
Total lavosced 3631470
Steanse Al Total Failed 0.00
Previous 2
Contract Inveiced " t / Failed Date lamiste Toeal Deferred 000
Number Amt, D’. '.": ayment / Paywent Deber Failed Toaal Pendung 000
~ o ) Total Successful 000
s moow a A | Bl MR
$8_7 1853 0.00 12792014 = 3
SS_6 122992 0.00 12192014 { ] -
T [asa0re ——— 1% =} e 1
S5_.5 226 9% 0.00 127197014 )] v oowe | (el
$5._3 $182 000 121192014 | v
$6._5 15 000 127193014 4 - <)
£2 4 4183 L.00. POy b o X
2
Update Al 12192004 0
c [~
Peading Transactions 0
Contract Number Authorization Amt.  Date Sabmitted Payment Date Stop Payment
WNo data
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12) Once selection of all deferred invoice line items, de-selected invoice line items or update of
payment initiation dates are completed, select the Submit button to begin the payment
initiation process.

13) If deferred invoice line items are included in the submission of the payment initiation process,
the system will display a deferment qualifications warning message.

In the following example, the Defer Warning Message displays with the OK button
highlighted.

( Message from webpage h ﬁ

% Warning: By selecting 'OK’ below, you acknowledge that you are unable
' to pay this amount because it falls below the minimum ameount your
bank allows for ACH transactions. You also acknowledge that this Il
armount is still owed to the payee and expected to be paid at such time
when: (1.) Other small amounts can be combined which exceed your
banks minimurmn payment restrictions or (2.) The amount has been
deferred for 16 quarters and the deferred amount must be made by I
other means, mutually agreeable to both parties.

ok ||| Cancel |

k! — — s

Note: Selecting the OK button to defer the invoice line item to the subsequent period creates
an un-reversible event.

If it is determined that the selected invoice line is not the correct deferrable invoice to

process, utilize the Cancel button to exit the message screen and select the applicable line
item.

14) Select OK to defer the selected invoice line item.
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15) Once the Initiate All process is completed, review the Payment Information region for
updated amounts.

In the following example, the Payment Information region Total Deferred field displays a
balance of $32.61 and the Total Pending field displays a balance of $4,084.49.

PALMETTO ORA

Contact Us | My Protile | Logout | Help | Reporting

Manufacturer Portal CGDP Payments 1oveiced Reporting Period: 201402 Payments due 13172014
[ Coetract Number, [ANY V| Corperate ID: XP1_5 P Number: P1_5 v| 00 ] Paymmest Informaticn
Total knvosced 3631470
Instiate Al Total Failed 0.00
3 Previous 2 3
Comtract  Invoiced Initiate . Total Deferred 3261
Number Amt. Ml ':::’ Rayment / Xallod: Date Payment Defer Failed Total Pending 4084 49
2 Toual Successtal (L]
Hi_6 2040 0.00 (121972014 ™ Al | Toul Available 3219760
Hi_7 2164 0.00 [12n92014 e
Hi_2 2069 0.00 [121192014 |5
Hi_2 69.69 000 [127152014 5 avmest Initiation Upload
Hi 2 10014 0,00 [12152014 3 Bowse oo
i1 77 000 [2nsz014 i
Hi 4 053 0.00 (12192014 A v
AL A AAE Dl | P T
< >
[ Update Al [12/5972014 E & Y
"Peading Trassactions 0 ]
Authorization Amt.  Date Submitted Payment Date Stop Payment A
134133 12192014 12192014
$0.03 12192014 12312014
12992 12192014 12192014
209.69 12192014 12232014
22698 12192014 12192014
8782 12192014 12192014
26197 12192014 12192014
111647 12192014 12312014
2413 12192014 12192014 3
L0615 0 DR Y L2401
[ Pty

Note: the Total Pending field displays the total amount of invoice line items populating the
Payments Pending Transaction region.
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16) To review the deferred invoice line items, select the Completed tab and review the data listed
in the Completed Transactions region.

In the following example, the listed invoice line items of $32.61 display as Deferred in the
Payment Date field.

PALMETTS aba CMS Contact Us | My Protibe | Logout | Help | Reporting
Home Payments Compieted Receipts. Fospons =
Manufacturer Portal CGDP Co mp][-ted Pavments Inveiced Reporting Perisd: 201481
L
Corporate ID: XP1._5 P sumber: P18 v| Contract: [ANY | Q ] Pavmient Information
Total lnveaesd 3631470
— Total Pending 7215
T ] Imvoseed Amt. Payeent Date EFTID I Total Deferred 1261
3T 1833 Drefferred CO1401 106855937 Total Failed L]
5 153 Dieferred CG1401 106856875 Teoal Successful 0.00
8T 1255 Deferred CG 1400 106858067 Teazl Outstesding 32197 60
o veen completed pavments for a dufferent reportng persod, teturm 16 the Home tab and sclect the radio bumon bine ftem that contains the desined seportmg peod

Note: the Total Pending field on the Completed tab contains the total of invoice line items
with payment initiation dates that were not future dated.

You have now completed processing invoice line items utilizing the Initiate All functionality.
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Processing Payment Initiation Upload Batch Functionality

Manufacturers are able to utilize the Payment Initiation Upload functionality to select multiple
invoice line items for payment processing into one batch text file versus utilizing individual invoice
line item processing or the Initiate All system functionality. A batch text file is a creation of a semi-
colon delimited text file, which is uploaded to the CGDP Portal DPP system for processing. Once the
upload is completed, results of the batch text file upload are available for review via the Reports —
Batch functionality.

This work instruction provides direction on processing invoice batch upload functionality.

1) Access the CGDP Portal DPP by logging into the system using the Corporate 1D, formerly

the Mailbox ID, and password.

Coverage Gap Discount Program

In the following example, the CGDP DPP system login page displays.

FALMETTO GBA,

A CELEMIAR S0 r T

User Id: | |

Password: | |
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2) On the Home tab, select the specific P Number from the drop down list located in the P
Number field.

In the following example, P1__ 8 populates the P Number field drop down list.

@s Contact Us | My Protile | Logout | Help | Reporting
9A'\.:‘f '.'9 tlIA ..............
‘ Home Repons =

Manufacturer Portal  Coverage Gap Discount Program

Corporate [ID P Number Reporting Penod: Status %
L v T e ] 0 Welcome to Coverage Gap Discount Postal whete you
e I__J* — - : can mitiate a payment, check the status of payments
and receipt of payments as well as view your reports
2 2 For payment functions, stast by selecting a lmne item
IpOIRc L £avumdber  Aepoching Fenod LA Dewect message
Corporate ID P Number R ng Penod Status S'm:l ioun the Fisd 10 the 1o of hia
XPi_8 P38 201401 Avalable
XPi_2 PIL_S 201402 Available
XPi_g PL_8 201403 Avalable

Available - Invoice 15 ready for payment mitaticas
Failed - One or more ems has an ussuccessful
payment amemgt

Incomplete - One or more ems have not been pasd
Pending - All line iteras have been wmitased
successfully
Successful - All line sems have been pasd
successfully

3) Populate the Select radio button for the reporting period and select the Payments tab to view
the invoice line items for the specific reporting period.

In the following example, the selected reporting period is 201402.

PALMETTO GiA @_§ Contact Us | My Protile | Logout | Help | Reporting
Home Payments Completed Receipts Reports —

Manufacturer Portal  Coverage Gap Discount Program

Cel'pome ED' p .\'mbﬂ w Peciod Snn.» - 0 Welcome to Coverage Gap Discount Portal where you
LAY LSV o} LANY M| can mitiate a payment, check the status of payments
and receipt of payments as well as view your reports
Corporate ID P Number Reporting Period Status Select &1‘:&“&‘:&“ wlectng a lne item
XP1__§ PI_$ 201401 Avalable O
XPi_§ PI_S 201402 Avalable ol
XPil_g PLS 201403 Avazlable

Available - Invosce 1 ready for payment instiations
Failed - One or more items has an uasuccessful
payment atempt

Incoenplete - One or more items have not been pad
Pending - All line tems have been mitiated

soccessfully
Successful - All lme stems bave been pud
successfully
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4) On the Payments tab, review the Payments Initiation region to view the invoice line items
available for payment processing.

In the following example, the Payments Initiation region displays invoice line items
available for payment initiation processing and the location of the Printer icon.

&MS Contact Ws | My Protile | Logout | Help | Reporting
L i Parymends Compleiad Receipts Repois E
Manufacturer Portal CGDP Pavments  loveiced Reporting Period: 201402 Payments due VIL2014
A
Coatraet Number: | ANY W Comporate [D: XP1_8 P Number: P13 v n Q Pavment Information
- Total lnveiced 3631470
leauare All ' Total Failed 0.00
: Previows -
Contract Invoiced - Imitiate - Total Deferred 0.00
Number Amt. E::.T Paymesi ' Failed Date Payment Daer Fallad Total Pending 000
' Total Successsul Q.00
E3_4 £8.24 0.0 121152014 G| -~ Total Available 36314.70
E4_4 2.50 000 129204 =
ET_5 332.95 0.00 121572014 G|
Hi_E 296 000 1252014 G| Pavenent Isitiation U
HI_4 3138 0.00 121572014 = ey
HO_4 144.20 0.00 121872014 =
HO_8 155.23 0.00 121872014 | -
I £ .. o ==l
£ > ||
Update All [12/1572014 ::
Pending Transactioss G
Contract Number Auwthonzation Ami,  Date Sabmutted Pavment Date Stop Pavnsent
P dars

5) To view all invoice line items for a reporting period, select the Printer icon located between
the links found in the upper right hand corner and the Payments Due region.

The Printer icon allows a user to view formatted information regarding active invoice line
items displayed on the Payments tab in a Microsoft Office Excel spreadsheet format. The
Excel spreadsheet contains three tabs:
e Invoice line item data corresponding to the active Payments Initiation region page
displayed
e Invoice line item data corresponding to the active Payments Pending Transactions
region page displayed
o Summary of total invoice amounts displayed in the Payment Information region

The Microsoft Excel spreadsheet allows the user to view all invoice line items displayed on
the active Payments Initiation region without requiring the user to scroll through the data. It
provides a format that allows users the ability to massage invoice line item data required in
creating Batch text files.
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6) Select one of the following decision buttons in the message that appears at the bottom of the
screen:
o Open: view the data in text file format
e Save: save the data in text file format
e Cancel: exit the decision message

In the following example, the selected button, Open, allows a user to view all invoice line
items displayed on the active Payments Initiation region.

Do you want to open or save invoice_information.xlsx from 1#.1#1##.#7 Open Save | ¥ Cancel

7) After clicking the Open button, the file information for the active Payment Initiation page
will display in Microsoft Excel.

In the following example, the invoice line item for $1,825.55 displays in a Microsoft Excel
spreadsheet with the current date displayed in the Payment Date field.

|
IZH U= ol e ¢ i invoice_information xlsx [Group!
Home  Insert  Pagelayout  Formulas  Data Review  View v @ = P i3

12 M Jx N
A B c D E ) (R

1 CONTRACTID INVOICE AMT PREVIOUS DEFERRED AMT PAYMENT DATE FAILED DUE TO
2 |E3##4 [1825.55 |0.00 12/26/2014 ’7
m CGDP Payments .~ Total Payment Information . El __\ Wil .
Ready | a1 100% (=) {} (+)

Note: The Printer icon will only download and display invoice line items for the active
Payments Initiation region page. To view all invoice line items for a reporting period, select the
Print icon on each page of the Payments Initiation region.

8) Use Microsoft Excel file(s) to determine which of the invoice line items to include in the
batch text file.

9) For each invoice line item to be included in the batch text file, collect the following
information:
e Corporate ID, formerly the Mailbox ID
Reporting Period
P Number initiating payment
Contract Number due funds
EFT ID information
Payment date
Defer Invoice (Yes or No)
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10) Once the information is collected for each invoice line item, create batch lines using text
format, for each invoice line item containing the following information:
Note: Refer to Appendix B in the Reference section for assistance with formatting batch text
files.
e Batch Header Line: ‘HDR’ to notate header line followed by a semi-colon (;),
Corporate 1D followed by a semi-colon (;) and Reporting Period, in YYYYQQ
format.

Example of Batch Header line:
e HDR;XP1 8;201401

e Batch Detail Line: ‘DET’ to notate detail line followed by a semi-colon (;), P
Number followed by a semi-colon (;), Contract Number followed by a semi-colon (;),
EFT ID information, in CGYYQQ###HH#### format, followed by a semi-colon (}),
Payment date, in YYYYMMDD format, followed by a semi-colon (;), ‘N’ for not
Deferred or ‘Y’ for Deferred invoice line items.

Example of a non-deferred invoice line item with payment date of 12/29/2014:
e DET;P1_8;E3_4;,CG14011_ 8E3_ 4;20141229;N
Example of a deferred invoice line item with defer date of 01/15/2015:
e DET;P1_8;E3 5;CG14011_ 8E3_ 5;20150115;Y
In the following example, the batch text file contains one header record and seven invoice line
item records.

File Edit Format Wiew Help

HDR; XP1__8; 201401
DET:P1l__8:E3_ 4:CG14011_ BE3_ 4;20150131;N
DET:P1__8:HO__3:CGl4011_ BHO__3;20141231:N
DET; P1__8;HO_ 6;CG14011_ BHO__6;20150115;N
DET:P1__8:HO_ 1:CG14011_ BHO__1;20141230;N
DET;P1__8;HO__4;CGl4011_ BHO__4;20141230;N
DET:P1__8:HO__2:;CG1l4011_ B8HO__2;20150131:N
DET:P1__8:HO_ 2:CGl4011_ BHO__2;20150117:N

Note: Creation of batch text files can only contain invoice line items for the same reporting
period.

11) Save the batch text file, once created with all selected invoice line items, using a
Manufacturer-determined file naming convention.

12) On the Payments tab, select the Payment Initiation Upload region.
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13) Select the Browse... button to search for the batch text file to be loaded to the CGDP Portal
DPP system.

In the following example, the highlighted button is the Browse... button

-

Pavment Initiation Upload
I Browse._ .. Upload
——

14) Locate and select the batch text file to load to the CGDP Portal DPP system

In the following example, the batch text file titled Batch_Text File XP1 8 12.29.2014.txt
is located.

= Choose File to Up

F -
f{:\' . .« Manufacturer WL » Payments Tab WI -
e AN

Organize - Mew folder = + [ l@l I
| Documents *| Mame Date modified Type  * |
J‘l Music g

) L Batch_Text_File_XP1_8 12.29.2014 bt 12/29/201411:41 ...  Text Doc
b= Pictures £
™ videos — ||
1| L} | vl
File name: Batch_Text File ¥XP1_3 12.20.2014.td [AII Files (*.*) '] I
[ Open |v ’ Cancel ]

15) Click the Open button to upload the text file to the CGDP Portal DPP system.

16) In the Payment Initiation Upload region, the computer location of the batch text file
populates the field to the left of the Browse... button.

In the following example, the selected batch file name displays to the left of the Browse...
button.
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Pavment Initiation Upload
IC\Public\ CGDP_DPP_P| Browse. Upload

17) Select the Upload button to load the text file to the CGDP Portal DPP system.

In the following example, the button selected is the Upload button.

lPavment Initiation Upload

C\Public\CGDP_DPP_P| Browse... | Ui

e

18) After the Payment Initiation Upload process completes, the CGDP Portal DPP system will
display a system-generated message providing information of the success/failure of invoice
line items included in the batch text file.

In the following example, the system message displays that three files successfully completed
payment initiation and four files failed payment initiation.

Message from webpage I&

l % File upload result [
Successful: 3,
Failed: 4
Please go to Report tab then select Batch to see the details.

-

LN I 2

19) Select the OK button to close the system message.
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20) The invoice line items that failed the batch initiation process display failed messages in the
Failed column of the Payments Initiation region of the Payments tab.

In the following example, the Payments Initiation region displays failed messages and the
Payment Information region displays the total dollar amount of failed invoice line items.

PALMETTO GBA @5 Contact Us | My Profile | Logout | Help | Reporting
Home Fayments Competed Receipts Reports =
Manufacturer Portal CGDP Payments Imvoiced Reporting Period: 201402 Parvments doe 642004
Comaract Nusber: |ANY | Corporate 1D:; XP1_8 P Nember: [P1_5 + Q Pavment Information
Tosad [evoiced SOE829 46
Dllitiste Al [ Total Fasted 867981 |
Comtract Invaiced Imitiate otal Dheferred 0.00
A ] 2:::: Payment /Failed Date e Dhefer Failed Total Pending 0860 85
o, Total Successfisl Q.00
Ll -aslah |ETT
Ei_d 182555 000 T2 Bc| I Aol Sirmtatic S,
Faslure
Batch
5 14, ¥ i 14 iivida
HiLI FLET T 1220 G| Initiation e e
Failure < :
Batch s
Hi_* 302895 0 12292004 G| Initistion
Faslure
Batch b
n% ¥ 1841 fitel [ErTT =1 I 5
[ Updue A1 [121192014 EE -
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21) The successfully initiated invoice line item payments display in the Payments Pending
Transactions region.

In the following example, the Payments Pending Transaction region displays the
successful, pending, and authorized invoice line item amounts and the Payment Information
region displays the Total Pending dollar amount of pending invoice line items.

PALETTE SOA @_§ Contact Us | My Protile | Logout | Help | Reporting
Home Payments Compieted Receipts Reports -
Manufacturer Portal CGDP Payments  toveiced Reporting Period: 201402 Payments due 632014
(Couw Number: ANY V| Corporate ID: XP1_8 P Number: P15 V| Q ] Payment Informanon
- Total [nvoiwced 06829 46
aitime Al Total Failed 867951
S Previous s
Contract Invoiced c Initiate - Total Deferred 0.00
Number Ami Mm:(d Payment / Failed Date Paymest Defer Failed [ Total Peading 9860.5¢ ]
S Total Successful 0.00
- . A ailab! 288 77
Ei_4 182555 000 127292014 |5 Imitiation Eohl Avwie BT
Fadure
Batch
HO_1 197428 0.00 12292014 ]:a Initation ) ;
Faidure Pavueat Initiation Upload -
- Baich Diowers, e
HO_2 302895 0.00 127292014 4 L Imitiatson
Fasdure
Batch v
_u% 2 185103 000 11000018 o] 1, 5
[ Update A1 121192014 B oy
Pending Tramsactions d
C Numb Authorization Amt.  Date Submitted Payment Date Stop Paymest
HO_3 425861 12292014 12312014
HO_6 3702.06 12292014 01/152015
HO_4 1900.21 12292014 12302004
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22) To review the successful and failed batch text files, select the Reports tab and populate the
Batch radio button.

In the following example, the displayed Reports — Batch page with the Batch radio button
selected.

(E—Ms Contact Us | My Profile | Logout | Help | Reporting
PALMETTO SBa, —
Home Repods -
Manufacturer Portal CGDP Reports Curreat Cotoll Caleadar
— - — — - — = Reposting Pericd 200403
(2 Invoice O Data O Dispute|® Basch|” Sponsor 1099 Informaticn | Tarvics Paid by M0
Ievoice Destributson. 12042014
[Comonte ID: [XP1_2 V] Q | |Dispute Submissicn 02032015
Dhspute Drstribution. 040042013
C " . s Baich .
orporate [D: Description m Date Time Download Status Last Dowaload
XPl_g Bistch wt 201401 501 141229 12:38 4 Failed | 3 Successfial
XPI_5 Batch int. nome 453 J0140226 03:09 File rejecied

23) Populate the radio button in the Download column to correspond to the reviewable batch file.

In the following example, the selected item is the batch file containing Failed and Successful

line items.
B @_ﬁ Contact Us | My Profile | Logout | Help | Reporting
Home Repos =
Manufacturer Portal CGDP Reports Current Cutoll Calendar
— - — — - — = Reposting Period 200403
[2 Inveice O Data O Dispute ® Batch O Sponsor 1099 Information ] Imotes Paid by DU122004
lervosce Dhstributson. 120472014
[Comporare 1D: [XFT_E ] Q | |Dispute Submissicn 02032015
Dispunte Dhstnibutzon. 040042015
= . L Barch )
orporate [D: Description m Date Time Download Status Last Download
XPL8  Baach imir 201401 501 wzeppss  [®] A Faided 13 Sucersatil
XPl_38 Barch init. nome 453 J0140226 03:08 File rejected
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24) Select one of the following decision buttons in the message that appears at the bottom of the
screen:

e Open: view the data in text file format
e Save: save the data in text file format
e Cancel: exit the decision message

In the following example, the selected Open button allows a user to view all invoice line
items displayed in the batch text file.

Do you want to open or save 50L.tet (701 bytes) from 1#1#.18#.#7 Open Save | ¥ Cancel

25) Review the downloaded batch text file for line items containing failures and update the
Payment Initiation Upload batch text file to correct the errors prior to reloading the batch
text file to the CGDP Portal DPP system.

In the following example, the downloaded batch text file displays seven lines, four of which
failed batch processing with error messages listed in the file.

| 501.txt - Notepad o[BS

[ File Edit Format View Help |

XP1__8;P1_ 8;201401;H0__6;CG14011__8HO__6;20150115; N; Success;Initiated in a batch; 20141229;

XP1__8;P1__ R;201401;H0__3;CG14011__8HO__3;20141231;N; Success;Initiated in a batch; 20141229;

XP1__8;P1__ 8/;201401;E3__4;CG14011_ 8E3__4;20150131;N; Failed; Invoice has already been processed; 20141229
¥P1__8;P1_ &;201401;H0__2;CG14011__8HO__2;20150131;N; Failed; Invalid EFT; 20141229
XP1__8;P1__8;201401;H0__4;CG14011__8HO__4;20141230;N; Success;Initiated in a batch:20141229;
XP1__8;P1__8;201401;H0__2;CG14011_ 8HO__2;20150117;N;Failed; Invalid or missing Payment Method ID;20141229
¥P1__8;P1l__§;201401;H0__1;CG14011_ BHO__1;20151230;N;Failed;No EFT information available for sponsor;
20141229

Note: Refer to the Help link located in the top right of any Portal tab or refer to Appendix B for
system code descriptions displayed in batch reports.

You have now completed creation, upload, and review of a batch text file for the Payment Initiation
Upload functionality.
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Processing Stop Payments

The CGDP Portal DPP allows Manufacturers to stop the payment processing of future dated invoice
line items prior to the completion of the payment process.

The Stop Payment process is only available for pending invoice line item payments that contain a
payment date greater than the current calendar date. Selecting a pending invoice line item payment
for stop payment will reassign the stopped invoice line item to the Payments Initiation region for
reprocessing.

This work instruction provides direction on the steps needed to process stop payments for pending
invoice line item payments.

1) Access the CGDP Portal DPP by logging into the system using the Corporate ID, formerly

In the following example, the CGDP DPP system login page displays.

the Mailbox ID, and password.

Coverage Gap Discount Program

PALMETTO GBA,

&, CCLEMIAR S50 r T

User Id: | |

Password: | |
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2) On the Home tab, select the specific P Number from the drop down list located in the P
Number field.

In the following example, P1__5 populates the P Number field drop down list.

(C/—Ms_ Contact Us | My Profile | Logout | Help | Reporting

FALMETTC Qila, o e o o

-

Manufacturer Portal  Coverage Gap Discount Program

Carporate 1D: Comtract Nusber Reponiag Period Srarus: 0

- F r 1 Welcome to Covemage Gap Discount Portal where you
[*P1L5 v Ly ) [N > can imitiste & paymsest, check the starus of pavments

and receipt of payments a8 well & view vous fepodts.

For payment fimctions, start by selecting a bine wem

Corporate 1D P Number Reportmg Period Status Select Frvus the Fist to the beft of this message.
XP1_3 PS5 201401 Avalable C
XPl_5 P 201402 Availsble
XPL5 PlL5 200403 Available

Available - Invoice is ready for paymest mitistions
Faaled - One or mvore sienss has an unsoccesaful
payment attempt

Incomplete - One or more thems have sot been pand
Pending - All line ivemns have been isiated
waceesafally

Successful » All lime rhems have been pasd

3) Populate the Select radio button for the reporting period and select the Payments tab to view
the invoice line items for the specific reporting period.

In the following example, the selected reporting period is 201402.

P Contact Us | My Profile | Logout | Help | Reporting

Home Payments Compieted Reeipts Repoits.

Manufacturer Portal  Coverage Gap Discount Program

Coaporare [D: Coetract Number Reporting Period: Starhas:
PLE Em v i = i | Q Welcome to Coverage Gap Duscoust Portal where you
e - - s can mitiate a payment, check the stans of payments
and receipt of pavments as well as view your reports.
Comoeste [0 P Mugiber Repoering Period Searus Selert f&mmmﬁmf‘ 8 lane itemn
XPl5 P35 200400 Availakle
XPL_5 ] 200402 Avalable =
Xr_3 Pl_3 201405 Avalable

Avaalable - [evosce 55 ready for payment imitiastions
Failed - One o more items has an enssccessfol

paVIERE MterEpt
Incomplete - One o moge wems have net been pasd
Pendang - All line stems have been instated
successfully
Successfisl - All lane ieesns have been pasd
socceiafully

69|Page



CGDP Portal DPP User Guide

Manufacturer

4) On the Payments tab, review the Payment Information region to verify the Total Pending
line amount listed.

In the following example, the Total Pending field displays the amount of $8,806.84, which is
the combined total of items listed in the Payments Pending Transactions region.

@S Contact Us | My Protile | Logout | Help | Reporting
i b o ISP
Home Payments Comgileted Receipts Reports -
Manufacturer Portal CGDP Payments iavoiced Reporting Period: 201402 Payments due 100972014
Contract Number. ANY v, Corporate ID: XP1._5 P Number: |[PL_5 v/ 0 ] Pavment Informaticn
= Total Invosced 4509374 69
) Imitzare All Total Failed 0.00
z Previous .

Contract Inveiced Initiate Total Deferred 1383
Number Amt. e Paymaast / alld Dots Payment Defer  Faild [ Toul Peading 506 4]

f = Toeal Swecessful 0.00

12N 4 .
=t PRI Cneaoe T3] - Al Towl Available 40055402
HO_4 325339 0.00 [12nezna )
HO_8 49513 0.00 (121162014 | 0
HO_4 109571 000 121162014 )| O 2
HO_2 230961 0.0 [zp162014 | O WM [yt
HO_3 2569769 0.0 121162014 |5 C
s R RN O S e B v
m} 7 12171 000 120162014 Tl <

1 Update All (12162014 s =
Contract Number  Authorization Amt.  Date Submitted Payvment Date Stop Payment
HO_4 03177 17162014 12162014
HO._8 77507 127162014 12312014
s
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5) Review the Payments Pending Transactions region to verify future dated invoice line items
available for stop payment processing. Future dated invoice line items available for stop
payment processing will display a date greater than the current calendar date in the Payment
Date field and an active check box in the Stop Payment field.

In the following example, the stop payment eligible invoice line item amount of $775.07
displays in the Payments Pending Transactions region.

b iman e ey C""" Contact Us | My Protile | Logout | Help | Reporting
Home Payments Compleled Recepts Repodts =
Manufacturer Portal CGDP Payments Invoiced Reporting Period: 201402 Pavments due 1010972014
Contract Number: ANY V| Corponate ID: XP1..5 P Number [P1L_5 v Q J Pavment Informatyon
Total Invosced 4509374 69
Initime All Total Failed 0.00
: Previous o ) 3
Contract Invoiced Initiate > Total Deferred 1383
Number Amt. D""uf:.‘ Payment / Failed Date Payment Defer Failed Total Pending $506 84
Toeal Successful 0.00
5 1216201
HO_0 190,05 0.00 2162014 6 A | et Rt
HO_4 325339 000 12162014 ||
HO_8 495.13 0.00 [y2n6z014 ||
HO_4 109571 000 127162014 0 P Inisiation Upload
HO_2 230961 0.00 12162034 )| Browse, | (el
HO_3 2569769 000 121162014 0|
HO_6 189318 0.00 127162014 | d
HO LRI [1] 12162014 |
< L2 “ >
Updage ALl 1121672014 - g
e~ - (2= W]
Pending Transactions O
Contract Number  Authorization Amt. Date Submitted Payment Date Stop Payment
HO_4 8031 77 12162014 12162014 e
0.8 77507 12162014 12312014 D ]
|

Note: the Stop Payment process is only available for pending invoice line item payments that
contain a payment date greater than the current calendar date.
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6) To process a stop payment for future dated invoice line items, populate the check box in the
Stop Payment field with a check mark.

In the following example, the populated Stop Payment check box corresponds to the future
dated invoice line item of $775.07.

Pending Transactions O

Contract Number Authorization Amt. Date Submitted Payment Date Stop Payment

HO_4 8031.77 12/16/2014 12/16/2014

fHO_8 775.07 12/16/2014 12/31/2014 |
l —

7) Select the Stop Payment(s) button, located at the bottom right of the Payments Pending
Transactions region, to process the invoice line item stop payment.

8) The following message will appear after the Stop Payment(s) button is selected:
Message from webpage - ﬁ

:I Are you sure you want to stop this payment?

l 0K ’ Cancel ] |

e

Note: Selecting the OK button to stop pay the invoice line item creates an un-reversible
event.

If it is determined that the selected invoice line is not the correct invoice to process for stop
payment, utilize the Cancel button to exit the message screen and select the applicable line
item.

If the OK button selected in error, reprocess the invoice line item using one of the following
work instructions:

e Processing Invoice Line Item payments
e Processing Future Dated Invoice Line Item payments

9) Select the OK button to process the stop payment for the invoice line item.
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10) Once the stop payment functionality processes, review both the Payment Information
region to verify the Total Pending field amount no longer includes the amount of the stop
paid invoice line item(s) and the Payments Pending Transactions region no longer contains

the invoice line

item(s).

In the following example, the Payment Information region displays an updated balance of
$8,031.77 in the Total Pending field, and the Payments Pending Transactions region no
longer contains the invoice line item for $775.07.

AL MET T Gl
& e

HceTl Payments Completed Receipls

Repons

Manufacturer Portal CGDP Payments  tevoiced Reporting Period: 201402

Contact Us | My Profile | Logout | Help | Reporting

Payments due 1070872014

Payenest [nfoamarion
Total Inveseed AHE3TE

[

Toeal Failed 000
Total Deferred 1383

Total Pending |
Total Swccessful 000
Total Available 450132909

Continct Number: [ANY Corporate [D: XP1_5 P Mimtber: [F1_% + Q ]
[ Enirsase Al

g:::.::' ::lmd EE:E:-:“; Pavoemt [ Fadled Date :::':“ Dieler Failed
HO_E 175,00 0.00 (12162014 = i
HO_0 190,06 0.00 (121162014 I
HO_4 2ERIE 000 121162014 3
HO_8 495,13 0.00 (120162014 I
HO_d 09571 00D (12162014 =
HO__? 96 D00 (127162014 &
Hi_3 2560760 0.00 (12620 = A
HO_6 19318 000 12162014 ||

[ 3

[ Update A2 127152014 I ‘Ssbent

Fending Trantactions 0 |
Contract Sumber Amthorization Amit. Date Submitted Parment Drate Stop Payment
Hi_4 3 el 1162004 12162004
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11) For final verification of the processed invoice line item stop payment, select the Contract
Number from the drop down list in the Payments Filter region and enter in the specific

Contract Number.

In the following example, HO__ 8 populates the Contract Number field drop down list and

displays the reinstated invoice line item data in the Payments Initiation region.

(E—hﬂs Contact Us | My Profile | Logout | Help | Reporting
PALMETTO GlA -
Home Fayments Completed Fieceipis Reports =
Manufacturer Portal CGDP Payments  taioiced Reporting Period: 201402 Paymesis due 10092014
Contract Mumber.[L080 ~ ] Comporate ID- XP1_5 P Number [P1_5 | Q ] Pavnent lnformaticn
Toeal Ivoiced 4509374 68
_Instite ALl Teasl Failed 000
- Previous - 3
Contraet  Invoiced Initiate Tatal Deferred 13.33
Number At 2:::: Paviemt [ Failed Date o Diefer Failed Total Pending $031.77
Total Suecesaful 0
775,07 0.00 121700 [l | Total Avaiable 450132008
[ Updme A | 127192014 g
. =
Pending Transactions 0
Contract Number Amthorization Amt.  Duyte Submitted Payvment Date Stop Paymsent Pazment laitiatson Uplaad
Fi0_4 803177 12162014 12162014 —
op Bt

You have now completed a stop payment of an invoice line item.
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CGDP Portal DPP Completed Payments Tab
@5 Contact Us | My Profilke | Logout | Help | Reporting
Hsma: PE/menes Completed Recepis Repois =
Manufacturer Portal  CGDP Completed Payments Inveiced Reporting Period: 201401
i |'L'ma|:ID P4 P oumber [F_5 v| Comract |ANY v Q ] ' Pavesent Infoemation
Teaad lavowced ST4S45T 70
. Total Pending STA3ML15
Centract Invoiced Ame. Paymsest Date EFTID Towsl Defired 1345
H__3 268 Dieferred OG0 _EH__3 Teoasd Fasled S50 )
H__5 500 Deferred COMOI_EH__§ Toeal Suscemdul 45230
H__1 im Dieferred CGI400 _EBH__2 Total Chetitandiig (11101
H 12366 12012014 CG14011_EH__2
H__1 I 120572014 CH1=011_EH 1

The Completed Payments tab allows the user to review completed payment information for invoice
line items by Part D Sponsor Contract Number.

The Completed Payments tab has the following six regions:

1. Tabbed region: displays the tabbed page that is currently active.

2. Completed Payments Invoiced Reporting Period region: displays the specified quarterly
reporting period for the invoice line items based on the reporting period selected in the Home
Filter region, in YYYYQQ format.

3. Completed Payments Filter region: allows the user to search data listed by the defaulted
Corporate ID, formerly the Mailbox ID.

4. Completed Payments Payment Information region: displays the numerical totals of all
invoice line items and the different categories that each invoice line item may qualify as at a
specific point in time. Invoice line items reclassify as they process through the system.

5. Completed Payments Transaction region: displays results based on data entered into the
Filter region.

The following pages will describe each region and its associated functions.
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Tabbed Region — Completed Payments

Home Payments Completed Receipts Reports

The Tabbed region allows the user to select different activities to perform while accessing the
system. In this example, the Completed Payments tab is active.

Completed Payments Invoiced Reporting Period Region

2 | (Invoiced Reporting Period: 201401

This section of the Completed Payments tab displays the specified reporting quarter, in YYYYQQ
format, based on the reporting period selected in the Home Filter region. In this example, the invoice
line items for the 1% quarter of calendar year 2014 will appear in the Completed Payments Filter
Results region of the Completed Payments tab.

Completed Payments Filter Region

3| A Corporate ID:XP__4 B Pnumber: P__8v| C Contract:|ANY v O ]

The Completed Payments Filter region contains the following three fields to assist the user with
narrowing invoice line item search criteria.

A. Corporate ID: field defaults to the Corporate ID, formerly the Mailbox ID, utilized to
access the system.

B. P Number: displays the P Number for completed invoice line items. This field defaults
based on the distributed invoice selected on the Home tab. The drop down list provides
update capability to select another P Number from those assigned to the Corporate ID.
Note: this field will only allow update to P Numbers that have completed invoice line
items in the same reporting period. In order to view a different reporting period, the user
will need to return to the Home tab and select a distributed invoice with a different
reporting period.

C. Contract Number: allows the user to select specific Contract Numbers from the drop
down list. The drop down list provides update capability to select another Contract
Number with completed invoice line items within the same reporting period. The field
defaults to ‘ANY’, which displays all Contract Numbers for the reporting period.
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Completed Payments Payment Information Region

4 Pavment Information
A Total Invoiced 374945770
B Total Pending 574394115
C Total Deferred 13 45
D Total Failed 505090
E Total Successful 45220
. F Total Qutstanding 0.00

The Completed Payments Payment Information region provides a summary view of activities that
occur on the Completed Payments tab.

This region contains the following six fields provide up-to-date data regarding completed invoice line
item activity.

A. Total Invoiced: displays total dollar amount of invoice line items that completed
processing for the reporting period.

B. Total Pending: displays the total dollar amount of invoice line items selected for payment
for the reporting period.

C. Total Deferred: displays the total dollar amount of deferred invoice line items with
amounts less than the system-default allowable amount to the subsequent reporting
period.

D. Total Failed: displays the total dollar amount of invoice line items selected for payment
that contained errors and did not complete the payment process for the reporting period.

E. Total Successful: displays the total dollar amount of invoice line items that have
successfully paid and are no longer visible in the Payments Initiation or Payments
Pending Transaction regions of the Payments tab.

F. Total Outstanding: displays the total dollar amount of remaining invoice line items
requiring processing.
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Completed Payments Transactions Region
5 A Contract E Invoiced Amt. C Payment Date D EFTID
H_ 3 268 Deferred CG14011_8H__ 3
H_ 5 5.00 Deferred CG14011_8H__ 5
H_2 571 Deferred CGl14011_8H__ 2
H__ 2 223 66 12/01/2014 CG14011_8H___ 2
H_ 1 228.54 12/03/2014 CG14011_8H__ 1

The Completed Payments Transaction region provides a detail view of successful payments or
deferred invoices.

This region contains the following four fields that provide up-to-date data regarding paid invoice
activity.

A. Contract: displays the Part D Sponsor Contract Number.
B. Invoiced Amt.: displays the invoice line item amounts due to the Part D Sponsor.
C. Payment Date: displays information regarding the status of the payment.
e Displays ‘Deferred’ if invoice line item selected to be deferred to subsequent
reporting period.
e Displays calendar date, in MM/DD/YYYY format, for the date that initiates the
request for withdrawal of scheduled funds from user’s bank account.
D. EFT ID: displays EFT identifying information in the specified format of CG for
Coverage Gap; YYQQ for the reporting period; ##t# for the P Number and ##### for the
Contract Number. Example: CG14011##8H###3.
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CGDP Portal DPP Work Instructions — Completed Payments

Utilizing the Completed Payments Tab

Manufacturers are able to utilize the CGDP DPP system to view the status of invoice line items that
have completed processing. The Completed Payments tab provides Manufacturers with the
capability to view deferred invoices or finalized invoice payments.

This work instruction provides direction on accessing the Completed Payments tab and the functions
available for use.

1) Access the CGDP Portal DPP by logging into the system using the Corporate ID, formerly
the Mailbox ID, and password.

In the following example, the CGDP DPP system login page displays.

FPALMETTO GBA, Gmmlﬂnl:ﬁ

A CELEMISR e e T

Coverage Gap Discount Program

User Id: | |

Password: | |
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2) On the Home tab, select the specific P Number from the drop down list located in the P
Number field.

In the following example, P1__ 8 populates the P Number field drop down list.

(C’gs Contact Us | My Protile | Logout | Help | Reporting
PALME ']»O »(1?! o
‘ Home Reports

Manufacturer Portal  Coverage Gap Discount Program

C ID: N : -
?;E‘:_‘l -:1-:‘:’ mw SA:YM ~ 0 Welcome to Coverage Gap Discount Portal where you
et — o - : can mitime 3 payment, check the status of pavments
and receipt of payments as well as view your reports
. ) For pay fi start by selecting a line item
Coepoeme ID PNumber Reporung Period St ﬁckc! From the list to the left of this m ;
XPL_S PS8 201401 Available
XP1_5 PI_8 201402 Available
XPL_5 PI_S 201403 Avadable

Avalable - Invoice s ready for payment minations
Failed - One or more items has an unsoccessful
pavment attempe

Incomplete - One or moge items Bave sot been pasd
Pending - All line items have been umtiated

successfully
Successful - All line tems have been pasd
successfully

3) Populate the Select radio button for the reporting period and select the Completed Payments
tab to view the invoice line items for the specific reporting period.

In the following example, the selected reporting period is 201402.

PALMETTO G8a @s— Contact Us | My Protile | Logout | Help | Reporting

- =

Manufacturer Portal  Coverage Gap Discount Program

Corporat Number Reportng Pencd Status
ey oS RV e — Q || Wekcome o Coernge G Ducos Porl wbere you
-dmdp;,\m u‘vllu\wwva'npcm
Comonte ID P Number  Reporung Perod Stam Select ::‘_' e i e Ll o'z':" ting & line nem
XP1_$ P13 201401 Available ~
XPl_$ PL_S 201402 Available i
XP1_5 Pl 201403 Available

Avzilable - Invosce is ready for payment inshations
Fasled - One o¢ moce itemns has an unsuccessfil

payment attempt
Iacomplete - One or more ems have not been pasd
Pending - All luse stema have been mutiated

wuccessfully
Succesafial - All line itemns have been pad
successfully
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4) On the Completed Payments tab, select the applicable P_ Number from the drop down list
located in the Completed Payments Filter region.

In the following example, P1__ 8 populates the P Number field drop down list.

(CTV.S Contact Us | My Protile | Logout | Help | Reporting
Phl.ifs"l) ana N —— 4
Home Payments Completed Receipts Reports =
Manufacturer Portal CGDP Comp]eted Payments Invoiced Reporting Period: 201401
[Cotwnxe ID: XP1_5 PNumber{Pi_2 v| Contract [ANY V| Q ] Pavmsens [nformanion
Total Invosced 3631470
Total Deferred 3261
Contract Invoiced Amt, Payment Date EFTID Tota! Failed 0.00
S5.7 1853 Defesred CGl4011 8857 Total Pendang 1757.35
S5.5 22698 12192014 CGl4011 8855 Toeal Successful 31480
S5.3 §782 1219201+ CG13011_8S5_3 Total Outstandng 3219760
S6__5 1.53 Defesred CG14011__8S6__5
S8.T 1255 Defesred CG14011_858.7

To vsew completed pavments for a dufferent reporting persod. return 10 the Home tab and select the radso butson line stem that contans the desared reporting penod

5) On the Completed Payments tab, review the Payment Information region for deferred,
pending, and successful invoice line items.

In the following example, the Total Deferred field contains a total of $32.61and the Total
Successful field contains at a total of $314.80

P aas @5

Contact Us | My Profile | Logout | Help | Reporting

Hofme P-&:.-mu Complelad Racsiply Repons —
Manufacturer Portal CGDP Cump[eted Pa}'ments Invoiced Reporting Peried: 201401
|Comon== ID: Xpl_5  Piumber [P1_8 w| Contnact [ANT | Q ] Pavmert Informaticn
Total Invoiced 3631470
Total Deferred R3]
Contract Tnvedced Amt. Paymest Date EFTID Total Failed 0.00
557 1653 Deferred CO14011_855_7 Total Pending 1757.35
85 2698 12192014 CG14011_855_S T TR
553 g782 12152004 CGI4011_855_3 Tets] Cutitaading 3219760
565 153 Deferred COI4011_856_5
58_7 12355 Deferred CO14011_g55_7

To view completed payments for a differest reporting peried, renem to the Home b and select the madso buiton lme siem that comizins the desired reportng peniod
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6) Review the invoice line items in the Completed Payments Transaction region and locate an
invoice line item with the Payment Date populated with Deferred.

In the following example, the invoice line items of $18.53, $1.53, and $12.55 display with the

Payment Date of Deferred.

FALMETTO dikA

Home Payments Recsipts

Manufacturer Portal

(cms

Reports

CGDP Completed Payments

Contact Us | My Profile | Logout | Help | Reporting

Inveiced Reporting Peried: 200401

[Eﬂmﬂu" XP1_% PRumber: [FL_5 v Comtrace: [ANY  ~| Q | amnent Information
Total Inveiced 16314.70
[ Total Deferred 3260 |
[Cumn Invoiced Amt. Paynsent Dace EFTID ] 500
5_7 18 53 Deferred QG101 _B85T | Tetsl Pending 1757.35
FLS 126,58 12182014 OG14001_B55_3 Total Successful 31480
55_3 B7.82 12192014 CG14001_885_3 Tetal Outitanding 3219760
E 1.53 Dhefereed G011 _856_5
57 1255 Degeered CG1a01]_BSE 7

Ta view completed pavenents for a different ceporting pervad, retumm 1o the Home 1ab and select the radso bumon lme ttem that comtains the dewred reportmg penod

7) Review the invoice line items in the Completed Payments Transaction region and locate an
invoice line item with the Payment Date populated with a date payment processing

completed.

In the following example, the invoice line items of $226.98 and $87.82 display with the

completed Payment Date of 12/19/2014.

FALMETTD OBA

Fayments Completed Recepts

Reports

Manufacturer Portal  CGDP Completed Payments

Contact Us | My Profile | Logout | Help | Reporting

Invoiced Reporting Peried: 201401

[fﬂw‘lﬂi ID: Xp1_% PRumber: :F'1_a 'v: Comtrner: | ANY v: ﬁ | Pavmment Information
Total Invodced 1631470
Total Defered iz 61
Contract Inveiced Ami. Payment Date EFTID Total Failed 000
557 18.53 Dieferred CG14011_$55_7 Total P 1757.35
55 XHa8 12192004 CGI1401 1 5855 Total Successful 31480
53 £T 8 12197014 CC14011__E85_3 | |_ Tota] Ouisizsding 12197 .60
565 1.53 Deferred CG14011_856_5
587 12.55 Dieferred CG14011_858__7

T'o view completed payments for a dafferent reportmg persad, retum 10 the Home tab and select the radio botton hine tem that contains the devmed seportmg pened

You have now completed reviewing completed invoice line items.
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CGDP Portal DPP Receipt Status Tab

(’é—MS Contact Us | My Profile | Logout | Help | Reporting

e Py ey Coemgieded Beceaptt Reports

- .
Manufacturer Portal CGDP Receipt Status Inveiced Reporting Peried: 201403

[ Contract Number: [A:7 Corporate ID: XP1_8 P umber: |[F1_8 v 9 Pavment [nformaton

b . Total Ouwed 305937
Total Recerved 61310

Contract Invoked Ami. Payment Date EFTID Status Toaal Deferred 2 56

510 613,10 12307014 CGI4031_851_0 Recened Total Pendung 0.00

HL_2 1586 12302014 CGI4031_8HL_2 Deferred Toml Outstanding 24341

S50 157091 COl4031_885_0 Chatstanding

Hi_2 512 CGI403] _EH3_2 Chatstandng Recerved < Pavmsent o @ vous soooust

Hi_1 1538 CGI4031_§H0__1 Chatstanding Pemding - Payenent ha been imunased

HL_9 35200 OG14031_8H1_9 Chststanding | Outstandmg - No payment sctivity

Deferved - bavesce sencis falls below

AauEniES

The Receipt Status tab allows the user to review negative invoice line item information for updated
invoiced line items by Part D Sponsor Contract Number.

The Receipt Status tab has the following six regions:

1. Tabbed region: displays the tabbed page that is currently active.

2. Receipt Status Invoiced Reporting Period region: displays the specified quarterly reporting
period for the negative invoice line items, in YYYYQQ format, based on the reporting period
selected in the Home Filter region.

3. Receipt Status Filter region: allows the user to search data listed by the defaulted Corporate
ID, formerly the Mailbox ID.

4. Receipt Status Payment Information region: displays the numerical totals of all negative
invoice line items and statuses that each invoice line item may qualify as at a specific point in
time. Negative invoice line item statuses reclassify as they process through the system.

5. Receipt Status Filter Results region: displays results based on data entered into the Receipt
Status Filter region.

6. Receipt Status definitions: provides definitions of the statuses displayed in the Receipt
Status Filter Results region.

The following pages will describe each region and its associated functions.

Revision: 09/15/2015 83|Page



CGDP Portal DPP User Guide
Manufacturer

Tabbed Region — Receipt Status

Home Payments Completed Receipts Reports

The Tabbed region allows the user to select different activities to perform while accessing the
system. In this example, the Receipt Status tab is active.

Receipt Status Invoiced Reporting Period Region

2 |Invoiced Reporting Period: 201403

This section of the Receipt Status tab displays the specified reporting period, in YYYYQQ format,
based on the reporting period selected in the Home Filter region. In this example, the invoice line
items for the 3" quarter of calendar year 2014 will appear in the Receipt Status Filter Results
region of the Receipt Status tab.

Receipt Status Filter Region

3| A Contract Number: |ANY W B Corporate ID: XP1_8 C P Number: PI_38 v O ]

The Receipt Status Filter region contains the following three fields to assist a user with narrowing
invoice line item search criteria.

A. Contract Number: allows the user to select specific contract numbers from the drop down
list. The drop down list provides update capability to select another contract number with
negative line items due within the same reporting period. The field defaults to ‘ANY”,
which displays all contract numbers for the reporting period.

B. Corporate ID: field defaults to the Corporate 1D, formerly the Mailbox ID, utilized to
access the system.

C. P _Number: displays the P Number for negative invoice line items. This field defaults
based on the distributed invoice selected on the Home tab. The drop down list provides
update capability to select another P Number from those assigned to the Corporate ID.
Note: this field will only allow update to P Numbers that have negative invoice line items
for the same reporting period. In order to view a different reporting period, the user will
need to return to the Home tab and select a distributed invoice with a different reporting
period.
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The Receipt Status Payment Information region provides a summary view of activities that occur

on the Receipt Status tab.

This region contains the following four fields provide up-to-date data regarding negative invoice line

item activity.

A. Total Owed: displays total dollar amount of negative invoice line items due from Part D

Sponsors.

B. Total Received: displays the total dollar amount of negative invoice line items received

from Part D Sponsors.

C. Total Pending: displays total dollar amount of payments initiated but not yet finalized

D. Total Deferred: displays the total dollar amount of deferred negative invoice line items
less than the system-default allowable amount not received from Part D Sponsors.

E. Total Outstanding: displays the total dollar amount of remaining negative invoice line

items requiring payment from Part D Sponsors.
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Receipt Status Filter Results Region
5 | A Contract B Invoiced Amt. C Payment Date D EFTID E Status
S1_0 613.10 12/30/2014 CG14031_881_0 Received
H1 2 286 12/30/2014 CG14031__8H1 2 Deferred
S50 1570.91 CG14031_8585_0 Outstanding
H3_ 2 44512 CG14031__8H3_ 2 Outstanding
Ho_1 75.38 CG14031__8HO_1 Outstanding
H1_9 352.00 CG14031__8HI_ 9 Outstanding

The Receipt Status Filter Results region contains the following five fields that provide lists of
negative invoice line items that are waiting for payment from a Part D Sponsor.
A. Contract: displays the Part D Sponsor Contract Number.
B. Invoiced Amt.: displays the negative invoice line item amounts due from the Part D
Sponsor.
C. Payment Date: displays the date the negative invoice line items processed.
e Displays calendar date, in MM/DD/YYYY format, for payments containing a
status of ‘Received’.
e Displays calendar date, in MM/DD/YYYY format, for payments containing a
status of ‘Deferred’.
o Displays blank field for pending payments containing a status of ‘Outstanding’.
D. EFT ID: displays EFT identifying information in the specified format of CG for
Coverage Gap; YYQQ for the reporting period; four-digit P Number and five-digit
Sponsor Contract Number for invoice line items with a Received status.
e Example: CG14011__8H__ 2
E. Status: displays the status of negative invoice line items listed in the Receipt Status
Filter Results region.

Receipt Status Definition Region

(=5

Received - Payment 1s in vour account
Pending - Payment has been initiated
Outstanding - No payment activity
Deferred - Invoice amount falls below
MINImMum

The Receipt Status Definitions region provides explanations of each of the statuses that may display
in the Receipt Status Filter Results region.
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CGDP Portal DPP Work Instructions — Receipt Status

Utilizing the Receipt Status Tab

Manufacturers are able to utilize the CGDP DPP system to view the status of negative invoice line
items that are due for receipt. The Receipt Status tab provides Manufacturers with the capability to
view the status invoice payments due from Sponsors.

This work instruction provides direction on accessing the Receipt Status tab and the functions
available for use.

1) Access the CGDP Portal DPP by logging into the system using the Corporate ID, formerly
the Mailbox ID, and password.

In the following example, the CGDP DPP system login page displays.

FPALMETTO GBA, Gmmlﬂnl:ﬁ

A CCLEMIRM 22 ar oo

Coverage Gap Discount Program

User Id: | |

Password: | |
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2) On the Home tab, select the specific P Number from the drop down list located in the P
Number field.

In the following example, P1__ 8 populates the P Number field drop down list.

PALMETYO GHA

Contact Us | My Protile | Logout | Help | Reporting

Reports

Manufacturer Portal  Coverage Gap Discount Program

C 1D PN Pencd S
';;g“fr - -:b:r m ;ﬂm o, 0 Welcome to Coverage Gap Discount Portal where you
er—r e B ~ can mitiate a payment, check the status of payments
and receipt of payments as well as v3ew your reports
Comporate ID P Number Reporting Period Statay Select :::ze 181 10 the left ‘o}';':m‘ e
XPi_8 PI_8 201401 Avalable
XPl_8 P13 201402 Avaslable
XPi_g PI_8 201403 Avalable

Available - Invoice 1s ready for payment mitiations
Failed - One or more stems has an unsuccessful
payment attempt

Incomplese - One or more wems have not been pasd
Pending - All line itemas bave been wmitased
successfully
Successful - All line stems have been pad
successfully

3)

view the invoice line items for the specific reporting period.

Populate the Select radio button for the reporting period and select the Receipt Status tab to

In the following example, the selected reporting period is 201403.

(cms

crm [ ] e

Manufacturer Portal  Coverage Gap Discount Program

PALMETTE Gka

Payments

Contact Us | My Profile | Logout | Help | Reporting

ID: P Number Reporting Persod 5
|CI:T:‘::’| ST T :’“:rm = Q Welcome 1o Coverage Gap Discount Portal where you
] L J - 4 can imitaie & pavmsent, check the status of payments
and receipt of payments 25 well 25 view vour reposts.
- For payment finctions, wan by sclecung a ine wem
Corpoente 1D P Mumber PReportng Pericd Sranus Selesy from the liss 1o the beft of this message
XP1_8 o 201401 Avadlable {
XPl_8 | 201402 Avaslable C
XPl_% Pl_8 201403 Avaslable =

Avaslable - Invoice 15 ready for payment mitiahons
Failed - One of mvore itens has an unsoecesful
PEYEICHL BACmp]

Incomplete - One of nwore fems kave sot been paid
Pending - All line itemns have been iratated
saccessfially

Successful - All lime siems have been pasd
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4) On the Receipt Status tab, select the applicable P Number from the drop down list located in
the Receipt Status Filter region.

In the following example, P1__8 populates the P Number field drop down list.

Contact Us | My Protile | Logout | Help | Reporting

Home

Payments Compieted Recegts

Manufacturer Portal CGDP Receipt Status Invoiced Reporting Period: 201403

([ Contract Nuamber: 07 _V] Coporate ID: XP1_8 P Number|P1_8 V] Q | Payment Information
Total Owed 05937

Total Recesved 613.10
C Iavoiced Amt, Payment Date EFTID Status Total Deferred 286
S1_0 613.10 12302014 CG14031_8S1_0 Received Total Pending 0.00
HL2 286 12302014 CG14031_SH1_2 Deferred Total Outstanding 244341
$5.0 157091 CG14031.885.0 Outstanding
H3_2 4512 CG14031_8H3_2 Outstandng Received - Payment is i your account
HO1 75.38 CG14031_SHO__1 Outstanding Pending - Payment has been initated

-9 200 4031_SH1_9 Ouestanding - No payment activaty
H1 35 CG14031._$H1 Outsasding St M i
munieyem

5) On the Receipt Status tab, review the Payment Information region for deferred, received,

and outstanding negative invoice line items.

In the following example, the Total Deferred field contains a total of $2.86; the Total Pending
field contains a total of $0.00; the Total Received field contains a total of $613.10 and the
Total Outstanding field contains at a total of $2,443.41.

(CMms

FALMETTO OBA

Completed Receigts

Contact Us | My Protile | Logout | Help | Reporting

Manufacturer Portal CGDP Receipt Status Invoiced Reporting Period: 201403
([ Comteact Number:[ANY_V]| CorpocateID:XPL_§ P Number{[P1_8 V] Q | Payment Information
Total Owed 05937
Total Recerved §13.10 |
Contract Invoiced Amt. Payement Date EFTID States Total Deferred 156 |
S1_0 613.10 1273072014 CG14031_8S1_0 Received
HIL2 286 12302014 CG14031_8H1_2 Defesred Tota! OQuistanding 244341 |
$5..0 157091 CG14031.855..0 Outstandmg
H3_ 2 4512 CG14031_SH3 2 Outstanding Recerved - Payment 1s m your account
HO_1 7538 CGl4031 _SHO_) OQutstanding Pending - Payment has beens mitiated
HI_9 35200 CG14031_$H1_9 Outytasding - No payment activity
Dgﬁened - lnvoice amount falls below
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6) Review the invoice line items in the Receipt Status Filter Results region and locate a
negative invoice line item with the Status populated with Deferred.

In the following example, the negative invoice line item of $2.86 displays with the Status of

Deferred.
PALUETTO GOA @.s Contact Us | My Protile | Logout | Help | Reporting
Home Payments Completed Receipts Reports -~

Manufacturer Portal CGDP Receipt Status

Invoiced Reporting Period: 201403

[ Contract Number: ANY V| Cerporate ID: XP1_8 P Number{[P1_8 v Q ] Payment Information
Total Owed 305937
Total Recerved 613.10
Contract Invoiced Amt, Payment Date EFTID Statuy ol Deferred 736 ]
SL_0 613.10 12302014 CG14031_$S1_0 Recesved Total Pending 0.00
L3 § ] 136 123072013 CGIa03I_SHI_2 Deferred ]| [ Total Outstanding 244341
S50 157091 CG13031_855_0 Outstanding
2 4512 CG14031_SH3_2 Outstanding Received - Payment is i your account
HO_1 7538 CG14031_SHO_1 Outsanding Pending - Payment has been mitsared
HI_9 352,00 CG14031_8H19 Outstanding Ousstanding - No payment activity

Deferred - Invoice amocst falls below

7) Review the invoice line items in the Receipt Status Filter Results region and locate a
negative invoice line item with the Status populated with Received.

In the following example, the negative invoice line item of $613.10 displays with the Status

of Received.
P AT @S Contact Us | My Protile | Logout | Help | Reporting
Home Payments Completed Receigts Repoats =

Manufacturer Portal CGDP Receipt Status Invoiced Reporting Period: 201403

[ Contract Number: ANY V| Cerporate ID: XP1_8 P Number: P1_8 v| 0 ] Payment Information

Total Owed 305937

[Towal Recenved 61310

|Z’onln« Invoiced Amt. Payment Date EFTID States Total Deferred 386
) 613.10 12302014 CG14031_8S1_0 Receved | Total Pending 000
HI2 196 127302014 CG14031_%HI_2 Deferred Total Outstanding 2443 41
$5.0 157091 CG14031._$55.0 Outsanding
H3_ 2 4512 CGl4031 _SH3_ 2 Outstanding Received - Payment is m your account
HO_1 7538 CG14031__SHO_1 Outstanding Pesding - Payment has been initiated
HI_9 35200 CG14031__$HI_9 Outstanding Ouestanding - No payment activity

Deferred - Invoice amonnt falls below
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Review the invoice line items in the Receipt Status Transaction region and locate an
invoice line item with the Status populated with Pending.

In the following example, the invoice line item of $0.00 displays the Status of Pending.

Repornts

PALMETTO GBA

Contact Us | My Protile | Logout | Help | Reporting

Home

Payments Complesed Receges

Manufacturer Portal CGDP Receipt Status

Iavoiced Reporting Period: 201403

el vie CopanID-XPL§  PRwsberiPL 8] Q | Payment Information
Total Owed 05937

Total Recesved 61310
Contract Invoiced Amt, Payment Date EFTID States Total Deferred 286
SI_0 613.10 12302014 CG14031_£S1_0 Receved Total Pending 0.00
HL2 286 12302014 CG14031_8$H1_2 Deferred Tota! Outstanding 2443 41
$5..0 157091 CG14031.855..0 Outstanding
H3_2 4502 CG14031_§H3_2 Outstanding Received - Payment is in your account
HO_ 75.38 CG14031_SHO_1 Outstanding Pending - Payment bas been mitiated
HI_9 35200 CG14031_8HI_% Outstanding Outstanding - No payment sctiviry

Deferred - Invoice amoust falls below
exiniesam

Review the invoice line items in the Receipt Status Filter Results region and locate a
negative invoice line item with the Status populated with Outstanding.

In the following example, the negative invoice line items totaling $2,443.41 displays with the

Status of Outstanding.

PALMETTO OBA

Home Compieted Recegis

Contact Us | My Protile | Logout | Help | Reporting

Manufacturer Portal CGDP Receipt Status Iavoiced Reporting Period: 201403
[[CommaciNomber 00 _v1  Coporte D XPL_§ P Nember P13 ] Q | Payment [nformation
Total Owed 05937

Total Received 613.10
[& Isvoiced Amt. P Date  EFTID Status Total Deferred 286
SL_0 613.10 125302014 CG14031_8S1_0 Recesved Total Pending 000
H1_2 286 127302014 CG140318H1_2 Deferred Total Qutstanding 244341 |
S 137051 (& E . L) Outstanding
H3_ 2 4512 CGl4031 _8H3_ 2 Outstanding Recenved - Payment 1s i your account
HO_1 7538 CG14031_SHO_1 Outstanding Pending - Payment has been initisted
HI_9 352.00 CG14031_£H1_9 Outytasding Outstanding - No payment activiry

Deferred - Invoice amoust falls below
=

You have now completed reviewing invoice line item receipts.
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CGDP Portal DPP Reports — Invoices

AL LT TO G (é—MS Contact Us | My Profile | Logout | Help | Reporting

Manufacturer Portal CGDP R{‘I‘H}I‘l‘.‘i . “r?::“::::;h“ht::::
[® lervosce ' Diata ) Duspute ) Banch ' Sponsor 1099 Information ] Iervesce Paid by B
[Eede Dastribubein
¢ |Corporate ID; | =918 v P Number [A57 ¥ ] | Do Sk 1014
e Duspuie Dusinbubon 06012015
Corporate [ P Xiimbs# Reportang Perod Daie Loaded Denmload Lasi Donuload
XPl_4 Pl_4 017312015

PL_S

014 Mois
P11 1A

The Reports — Invoice tab allows the user to review distributed invoice information.
The Reports — Invoice tab has the following five regions:

1. Tabbed region: displays the tabbed page that is currently active. This tabbed region remains
available during report type selection.

2. Reports Current Cutoff Calendar region: provides a user with key program dates for
proper processing of distributed invoices. This calendar region remains the same during
report type selection.

3. Report Type Selection region: provides a user with four types of reports to view.

e Invoice

e Data

o Dispute

e Batch

e Sponsor 1099 Information

This section of the users guide will define the topic of Invoice reports.
4. Reports Filter region: allows the user to search data listed by the defaulted Corporate ID,
formerly the Mailbox ID.
5. Reports Filter Results region: displays results based on data selected in the Report Type
Selection region. Details displayed in this region depend on the report type selection made.

The following pages will describe, in detail, each region and the functions associated with Invoice
Reports functionality.
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Tabbed Region — Reports

1

Home Reports

The Tabbed region allows the user to select different activities to perform while accessing the
system. In this example, the Reports tab is active.

Reports Current Cutoff Calendar Region

@

Eeporting Period 201404

Invoice Paid by 03/11/2015
Invoice Distribution 01/31/2015
Dispute Submission 04/02/2015
Dispute Distribution 06/01/2015

Current Cutoff Calendar

The Reports Current Cutoff Calendar region displays pertinent program dates for the applicable
reporting period. The calendar updates each quarter to provide the active reporting period date

informati

on.

Reports Type Selection — Invoice Region

The Reports Type Selection region provides a user with the following four report selections to
display or download distributed files and reports:

3

Invoice

Data

Dispute

Batch

Sponsor 1099 Information

The default selection for the Report Type Selection region is Invoice, displayed in the
following example.

['3§3' Invoice () Data () Dispute () Batch () Sponsor 1099 Information ]

The population of the Invoice radio button allows the user “to select and view distributed
invoice line reports. The report provides abbreviated information of distributed invoices
and provides the ability to download the information for review.
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Note: Definition of the Data, Dispute, and Batch report type selections provided later in
the manual for each report type.

Reports Filter — Invoice Region

4 A Corporate ID: [XP1_4 v B P Number: [ANY W O ]

The Reports Filter — Invoice region contains the following two fields to assist a user with narrowing
distributed invoice search criteria.

A. Corporate ID: field defaults to the Corporate 1D, formerly the Mailbox ID, utilized to
access the system.

B. P Number: displays the P Number for distributed invoices. The drop down list provides
update capability to select any P Number from those assigned to the Corporate ID.

Reports Filter Results — Invoice Region

5/ A Corporate ID B P Number C Reporting Period D Date Loaded E Download F Last Download

XP1_4 Pl_4 201404 01/31/2013
P1_8§ 201404 01/31/2015
P1_1 201404 01/31/2015

The Reports Filter Results — Invoices region displays information requested for invoice reports.

The Reports Filter Results — Invoices region contains the following six fields used to review
information of distributed invoices and allows the user to download the information for review.

A. Corporate ID: field defaults to the Corporate 1D, formerly the Mailbox ID, utilized to
access the system.

B. P Number: displays a specific P Number or all P Numbers associated with the Corporate
ID.

C. Reporting Period: displays the distributed invoice information by reporting period in
YYYYQQ format.

D. Date Loaded: displays the invoice distribution date. This date corresponds to the end of
month following reporting period closing. Date format is DD/MM/YYYY.

E. Download: displays radio button to allow downloading of distributed invoice summary
information loaded to the system.

F. Last Download: displays the last date and time distributed invoice report data retrieved
from the Portal. Date format is YYYY/MM/DD. Time format is HH:MM.
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CGDP Portal DPP Work Instructions — Invoice Reports

Accessing Invoice Reports

Manufacturers are able to utilize the CGDP DPP system to view summary reports of received invoice
line items for processing. The Reports — Invoices tab allows Manufacturers to view the summary
invoice line items due to Sponsors.

This work instruction provides direction on accessing the Reports — Invoices tab and the functions
available for use.

1) Access the CGDP Portal DPP by logging into the system using the Corporate ID, formerly
the Mailbox ID, and password.

In the following example, the CGDP DPP system login page displays.

FPALMETTO GBA, G:mmlﬂnl:n

a, CELEMIaM S5 r o

Coverage Gap Discount Program

User Id: | |

Password: | |
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2) On the Home tab, select the Reports tab view the report types available for the Manufacturer

for the reporting period.

In the following example, the selected tab is the Reports tab.

PALMETTO G0 @-ﬁ
-

Manufacturer Portal Coverage Gap Discount Program

Contact Us | My Profile | Logout | Help | Reporting

Componte ID: N Repocting Period:
PtV in?ﬂb: (A -..-'Pmd m“ vl (Q | | Welcome 1o Corerage Gap Discoues Poral whese you
=== = - - - - - «cam infteate a payment, check the state of payments
and recespt of paymvents as well as view your reponts.
Comporatz ID P Numher Reposting Period Staras Select ::mj ﬂL ml?::r;;:;h pelocting u Lac kem
XP1_4 o 200401 Avalable
XP1_4 Pl_1 200402 Avalable
XPl_4 M3 200403 Avalable

Avcalsble - Invonce 13 ready fior payment inshations
Fasled - Ome or moge fems has an ensuccessfisl
payment aempt

Incomplete - One or moee Hems have not been paid
Pending - All lne ttems have been mitiated
ssccessfislly

Soccessfuol - All line tems have been pad
successfislly

3) On the Reports tab, populate the radio button for Invoice in the Reports Type Selection
region and select the applicable P_Number from the drop down list located in the Reports

Filter — Invoice region.

In the following example, the Invoice radio button is populated and ANY populates the P

Number field drop down list

o LA T T G RA

Home yiT Repons

Manufacturer Portal CGDP RE]'.I'DI."tS

[i#] Ievoice O Data O Drspute O Batch O Spomsor 1099 Information |

Contact Us | My Profile | Logout | Help | Reporting

Current Cutall Calemdar
Reporting Perod 01404
Izvouce Paid by 0311720135
Ievoice Distnbution 01312013

I Cosporme ID: ez~ P Number:[BHY_v]

Duspate Sul D405
Q | |Dispute Diswibucion 06012015

Corporate 1T} P Xumber Reporting Peried Date Loaded Dovmboad Last Download
¥PI_E Pl_B 200401 4082015
Pl—4 201403 04062015
P& 200404 04062015
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4) To view the summary invoice line item report, populate the radio button that corresponds to
the applicable P Number in the Reports Filter Results — Invoice region.

In the following example, the radio button corresponding to P Number P18 is populated.

(E-_MS Contact Us | My Profile | Logout | Help | Reporting

FAL AL T TS Sk

Hiome Repaoits -
Carreat Cutedl Calendar
Manufacturer Portal CGDP REptll‘tH Repactiog Peciod 200404
1% [Imvoice  Data Dhspute ) Basch ) Sponsor 1099 Information - Invonce Paud by 03112015
Invoice Dhstnbution 01312005
[Ccrpcl:ue ID; [API_4 ™ P Musber: | ANY U | |Dspuse Submission 04022015
Duspute Distnbution 06012015
Corparate [ F Number Reporting Period Date Loaded Download Last Donmlead
XPl_= Pl1_% 0404 0173172015 IL:
P11 1404 013172005
P13 0404 OL3L005

5) Select one of the following decision buttons in the message that appears at the bottom of the
screen:

e Open: view the data in text file format
e Save: save the data in text file format
e Cancel: exit the decision message

In the following example, the selected Open button allows a user to view all invoice line
items displayed in the text file.

Do you want to open or save XP1_4 P1__8_201404.txct from 1_.1_1__._7 Open Save |~ Cancel

6) After clicking the Open button, the text file information for the invoice line item will display.

In the following example, an excerpt of a text file for an invoice line item displays.

~
| XP1_4_P1_8 201404.txt - Notepad L‘:' =] ﬂ_hj
File Edit Format View Help

TPAMH20140400000412014111715151310MIVP1__4

TPACH20140400000012014111715151310MIVHO__3

BYRH 20140400000012014042014111715151310MIV

LELR 2014040000001P1__4HO__3000530000000000{0000012522C0000012522¢C

BYRT 20140400000012014042014111715151310MIV00000010000000000000{0000000012522C0000000012522¢C

TPACT20140400000012014111715151310MIVH0__300000010000000000000{0000000012522C0000000012522C CG14041__4HO__3

7) Once review of text file is complete, return to the Reports tab.
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8) The Reports Filter Results — Invoice region will display the date, in YYYYMMDD format,
and time, in HH:MM format, of the last download of the specific invoice line item(s) in the
Last Download field.

In the following example, the date of 20150102 and the time of 01:16 populate the Last
Download field.

[ @5 Contact Us | My Profile | Logout | Help | Reporting
Home Repoits —
. Current Cutofl Calendar
Manufacturer Portal CGEP RE]}DI ts Repseting Pesiod 201404
[#]1zvoice O Data O Dwspuse O Batch  Sponscr 1099 Information Envosce Paid by O3 112015

Invosce Dhtribetion 01312014
[Em-puﬁe]]}: XP1_3 v P Number: [ANY 0 ] Disguie Submssson 04022015
Dhsgute Dhatribaticn 06002015

Corporate ID F Number Reporting Period Drate Loaded Dewaboad Last Dowalead
XPl_# PI_E 200404 01312005
Fl_I 2001404 01312015
P1_3 201404 01312005

You have now completed accessing invoice line item reports.
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Repodis

P L 0 T T A

T

Contact Us | My Profile | Logout | Help | Reporting

Current Cutall Calendar

Repornting Persod 01403
Manufacturer Portal CGDP Rept]rt!i Tavesee Paid by 011272014
1 Invoice | ® Dutal ' Dispuie ) Basch { Sponsor 1094 Informanon Irvosce Distribution 120472014
Dhsgrute Submassson 02032015
) Dispute Distnbution 040472013
Corporaie [D: [ANY W P Number: [ANY W u ] |
- Repernng ~ Last Report Download Lass Spreadshest
N [T E b Pariod DotLesded DommbadFile o o sited Dt Spresdibont Dowsloaded Date

The Reports — Data tab allows the user to review data information.

The Reports — Data tab has the following five regions:

1. Tabbed region: displays the tabbed page that is currently active.
2. Reports Current Cutoff Calendar region: provides user with key program dates for proper

processing of invoice line items.

3. Report Type Selection region: provides a user with four types of reports to view.

e Invoice

e Data

e Dispute

e Batch

e Sponsor 1099 Information

This section of the users guide will define the topic of Data reports.

Reports Filter region: allows the user “to search for data listed by the defaulted Corporate
ID, formerly the Mailbox ID and P Number

Reports Filter Results region: displays results based on data selected in the Report Type
Selection region. Details displayed in this region depend on the report type selection made.

The following pages will describe, in detail, each region and the functions associated with Data
Reports functionality.
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Tabbed Region — Reports

1

Home Reports

The Tabbed region allows the user to select different activities to perform while accessing the
system. In this example, the Reports tab is active.

Reports Current Cutoff Calendar Region

@

Reporting Period 201404
Invoice Paid by 03/11/2015
Invoice Distribution 01/31/2015
Dizpute Submission 04/02/2015
Dispute Distribution 06/01/201

Current Cutoff Calendar

LA

The Reports Current Cutoff Calendar region displays pertinent program dates for the applicable
reporting period. The calendar updates each quarter to provide the active reporting period date
information.

Reports Type Selection — Data Region

The Reports Type Selection region provides a user with four selections to display or download
distributed files and reports:

Invoice

Data

Dispute

Batch

Sponsor 1099 Information

The following example displays the Data radio button populated.

3 [-1:::3' Invoice ® Data () Dispute () Batch (0 Sponsor 1099 Information ]

The population of the Data radio button provides a user with reports containing summary
information of the PDE’s combined to create the total invoice line item amount
distributed to the Manufacturer.

Note: Definition of the Dispute and Batch report type selections provided later in the
manual for each report type.
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Reports Filter — Data Region

4 (A Corporate ID: [XP1_8 | B P Number:[ANY W Q ]

The Reports Filter — Data region contains the following two fields to assist a user with narrowing
invoice line item data search criteria.
A. Corporate ID: field defaults to the Corporate ID, formerly the Mailbox ID, utilized to
access the system.
B. P Number: displays the P Number for distributed invoices. The drop down list provides
update capability to select another P Number from those assigned to the Corporate ID.
Note: this field will only allow update to P Numbers that have distributed invoices in the
same reporting period. In order to view a different reporting period, the user will need to
return to the Home tab and select a list with a different reporting period.

Reports Filter Results — Data Region

o o) . ~ Reporting F Last Report 5 Download 1 Last Spreadsheet
A SPN Cc D - .
Corpoit 1) X Numbey Period Date Loaded £ Download File Downloaded Date Spreadsheet Downloaded Date
Last downloaded on Last donwnlosded on
XP1_4 PI_1 201404 042472015 04/292015 @ 448 PM 04292015 @ 448 PM
Last downloaded on Last downloaded on
PL3 201404 04242015 04292015 @ 1: 24 PM 04292015 @ 1:24 PM

The Reports Filter Results — Data region displays information requested for data reports.

The Data region contains the following eight fields that assist a user in reviewing invoice line item
detail information of approved PDE’s and provides the ability to download the detail information for
review.

A. Corporate ID: (currently displaying Primary ID) field defaults to the Corporate ID,
formerly the Mailbox ID, utilized to access the system.

B. P _Number: (currently displaying Manufacturer ID) displays a specific Manufacturer P
Number or all Manufacturer P Numbers associated with the Corporate ID.

C. Reporting Period: displays the distributed invoice summary by reporting period, in
YYYYQQ format.

D. Date Loaded: displays the invoice distribution date. This date corresponds to the end of
month following reporting period closing. Date format is DD/MM/YYYY.

E. Download File: displays radio button to allow downloading of distributed invoice
summary information loaded to the system.

F. Last Report Downloaded Date: displays the last date and time distributed invoice
summary data retrieved from the Web Portal. Date format is YYYYMMDD. Time format
is HH:MM.

G. Download Spreadsheet: displays radio button to allow downloading of the spreadsheet of
distributed invoice summary information loaded to the system.
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H. Last Spreadsheet Downloaded Date: displays the last date and time distributed
spreadsheet invoice summary data retrieved from the Web Portal. Date format is
YYYYMMDD. Time format is HH:MM

CGDP Portal DPP Work Instructions — Data Reports

Accessing Data Reports

Manufacturers are able to utilize the CGDP DPP system to view detail reports of received invoice line
items for processing. The Reports — Data tab allows Manufacturers to view the detail invoice line
items due to Sponsors.

This work instruction provides direction on accessing the Reports — Data tab and the functions
available for use.

1) Access the CGDP Portal DPP by logging into the system using the Corporate 1D, formerly
the Mailbox ID, and password.

In the following example, the CGDP DPP system login page displays.

PALMETTO GBA, G:mmhlnl:l\

a, CELEMIaM S5 r o

Coverage Gap Discount Program

User Id: | |

Password: | |

Revision: 09/15/2015 102|Page



CGDP Portal DPP User Guide
Manufacturer

2) On the Home tab, select the Reports tab view the report types available for the Manufacturer

for the reporting period.

In the following example, the selected tab is the Reports tab.

PALMETTE ks

Manufacturer Portal  Coverage Gap Discount Program

Contact Us | My Profile | Logout | Heldp | Regorting

Comporate ID: N Reporting Period:
e de P :ﬂw (e . sm Q 0 Welcome to Coverage Gap Discount Portal where you
[KP1_d [ANY | AN > [y ~ cam imitisie & payment, check the starus of payments
L and receipt of payments as well as view your neports.
Comporate [D P Number Repesting Penod Staros Select :;wmﬁﬂﬁr;:ﬁ:g i Ko e
XPl_4 o 200401 Avalable A
XP1_4 P_1 201402 Avalable
XP1_4 Pl3 201403 Avsilablc
Avaslable - Invoice 1 ready for paymen sutisteons
Failed - One or meore ihems has an unsucoessful
b pasEenl Aedngd
Incomplete - One or more thems bave mot been paid

Pendmg - All line items have been imitsed
Successful = All lime stems have been paad

3) On the Reports tab, populate the Data radio button located in the Report Type Selection

region.

In the following example, the Data radio button is populated.

PRLMETTS Gl

=w—n Contact Us | My Profile | Logout | Help | Reporting

Riepoits

Manufacturer Portal CGDP REpﬂl’l‘S

Current Cutoff Calendar
Reporting Pericd 201403
Invaice Pasd by 011272014
Invoice Dhstribution 120472014

( Tnvoicels Dag] O Dispute O Batch O Sposor 1099 Information
[Emem_ [XP1_3 v| F Number: [ANY |

Q9 ] Dispute Submission 020372015

Duspute Dtnbuton. 4042015

Corporate [D P Namber Reperting

Pariod
XPl_4 Pl 200404
no 200404

Date Loaded

042472005

420013

Lawt Report
Dewnload Fils |, obeaded Date
Last drwnioaded on
04292005 @ 445 PM
Laut derwnloaded on
04292005 @ 1:24 PM

Donmbaad Lant Spreadubeet
Spreadibest Demnloadid Date
Last donrloaded on
G005 @ 448 PM

Last donuloaded ca
0I5 @ 1M PM
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4) On the Reports tab, select the applicable P_ Number from the drop down list located in the

Reports Filter — Data region.

In the following example, ANY populates the P Number field drop down list.

FALMLT TS QR

Reports

Contact Us | My Profile | Logout | Help | Reporting

Current Cutoff Calendar
Manufacturer Portal CGDP Repa rts - o
[ Invoicel® Daigl” Dispute O Batch O Sponsor 1099 Information ] Invoice Paid by 01/12:2014
Invoice Dhtnbunon 12042014
[ComporateID: [@1_sv]  PNumber V] Q | |Dispete Subemissica 02032015
Duspute Dhstnbution. 4042015
Heporting Laut Report Donmbosd Last Spreadihest
Corparate [ P Namber P Diate Losded Dewnload Fils ow Date Spreadibest Dewnloadsed Date
Last downbosded on Last donwnlosded o
XPl_4 - I | 201404 04242005 G429 3015 @ 448 PM B4292005 @ 448 PM
Last downloaded on Last donnloaded oa
P13 201404 042472005 04292005 @ 1:24 PM 2015 @ 1M PM

5) To view the detail invoice line item report, populate the radio button that corresponds to the
applicable P Number in the Reports Filter Results — Data region.

In the following example, the radio button corresponding to P Number P1__ 8 is populated.

PALMETTEO G @,5__ Contact Us | My Profile | Logout | Help | Reporting
Hame: REpos =
Current Cutoff Calendar
Manufacturer Portal CGDP Repurts - Sl Sl
(2 Invoicel® Datal ™ Dispute ' Barch ) Spomsor 1099 Information ] Invoice Paid by 0111212014
lnveice Dtnbubon 12042014
[Eﬁ:ph'ﬂein. s | A ST (%] ] Dispute Submission 020372013
Despute Duwtnbution. 04042013
Reperting Lau Report Donmboad Lawt Spreadibest
o Paried Dottlesded  DewnbeadFlle | ried Date Spresdibest Dewnloaded Dte
Last downioaded on Last donwnloaded on
| ST PLl 200404 04242003 s | 04292005 @ 448 PM O4TH2015 @ 448 PM
Last dewnboaded oa Last downloaded ca
- 200404 0424200% 04292015 & 1:M PM L2015 @ 1M PM
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6) Select one of the following decision buttons in the message that appears at the bottom of the
screen:

e Open: view the data in text file format
e Save: save the data in text file format
e Cancel: exit the decision message

In the following example, the selected Open button allows a user to view all invoice line
items displayed in the text file.

Do you want to open or save XP1_4_P1__8_201404.txt from 1_.1_.1__.7 Open Save |V¥ Cancel X

7) After clicking the Open button, the text file information for the invoice line item will display.

In the following example, the text file for an invoice line item displays.

3 x014.P1_8 2a0en - oeped B

File Edit Format View Help
TRAMH2Z01404000004120141117151513106TVRPL__4 B

TPACH20140400000012004111715151 3106IVHO__3
BYRH 20140400000012014042014111715151310:1V

LELR 2014040000001F1__4HO__3000530000000000{0000012522C0000012522C
BYRT 20140400000012014042014111715151 31 010000001 0000000000000 { 000000001252 2000000001252 2C
TPACT201404000000L 2004111715151 310MIVHO__ 30000001 0000000000000 { 000000001252 2C0000000012522C CGL4041_ 4HO_ 3 —

8) Once review of text file is complete, return to the Reports tab.
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9) The Reports Filter Results — Data region will display the date and time of the last
download of the specific invoice line item(s) in the Last Report Download Date and the Last
Spreadsheet Download Date field.

10) In the following example, the date of 04/29/2015 and the time of 4:48 PM populates both the
Last Report Download Date and the Last Spreadsheet Download Date field (when both have
been downloaded).

@_5 Contact Us | My Profile | Logout | Help | Réporting

PALMET TS GBa

Current Cutodf Calendar

Manufacturer Portal CGDP REpDI’I‘S g R T

(2 Imvoicd® Daggl") Dispute O Batch ' Sponsor 1099 Information ] Invoice Paid by 01122014
Inveice Duwtnbution 12042014

Despute Submission OXOR2015
Despute Dutnbution 04042015

[tmdﬂ, P14 v P Number: | ANT W G ]

Reperting Laut Report Donmbaad Lat Spreadibeet
Carparsts [D P Xumber P Dite Losded Dewnload Fils Dowsleaded D Spread Dow ded Date
Last dorwniosdsd on Last donmlosdsd on
XPl_d PI_1 ML 4242005 . B4292015 @ 448 PM BUI9 2005 @ 448 PM
T g e
P13 201404 042472005 4292013 & 1: M4 PM R0 F 1M PM

You have now completed accessing detail invoice line item data reports.

Revision: 09/15/2015 106 |Page



CGDP Portal DPP User Guide
Manufacturer

CGDP Portal DPP Reports — Dispute

éMS Contact Us | My Protile | Logout | Help | Reporting

Home Repons —
20| Current Cutoff Calendar
ERtpmﬂmg Penrod 201403
g
Manufacturer Portal CGDP Reports | Invosce Paid by 01122014
| - -
(. Isvowce ) Data ® Dispute ) Batch *) Sponsor 1099 Informance | Invosce Distmbution 12042014
E Dispute Submisssson 0 -
- | Dispute Distnbution 040472015
¢ [ ComporateID ANY v P Number: [ANY v Q | {
| 23 J
Dasprste Upload
Beowse
Corporate ID P Number ® IP'::; Report Type  Date Loaded Download File Last Dennload Date
NPTEST PTEST 201401 Response

PTEST 201302 Resolutwom
PTEST 201403 Return

Last downloaded on 04292015 @ 243 PM
Last downloaded on 04292015 @ 243 PM

)

The Reports — Disputes tab allows the user to review dispute information.

The Reports — Disputes tab has the following five regions:

1.
2.

3.

o

Tabbed region: displays the tabbed page that is currently active.

Reports Current Cutoff Calendar region: provides user with key program dates for proper
processing of invoice line items.

Report Type Selection region: provides a user with four types of reports to view.

e Invoice

e Data

e Dispute

e Batch

e Sponsor 1099 Information

This section of the users guide will define the topic of Dispute reports.

Reports Filter region: allows the user to search data listed by the defaulted Corporate 1D,
formerly the Mailbox ID. This region also allows the user to upload a dispute file. The radio
button is located just below Corporate ID field.

Reports Upload Region- allows the user to create and upload dispute files.

Reports Filter Results region: displays results based on data selected in the Report Type
Selection region. Details displayed in this region depend on the report type selection made.

The following pages will describe, in detail, each region and the functions associated with Dispute
Reports functionality.

Revision: 09/15/2015

107|Page



CGDP Portal DPP User Guide
Manufacturer

Tabbed Region — Reports

1

Home Reports

The Tabbed region allows the user to select different activities to perform while accessing the
system. In this example, the Reports tab is active.

Reports Current Cutoff Calendar Region

@

Reporting Period 201404

Invoice Paid by 03/11/2015
Invoice Distribution 01/31/2015
Dizpute Submission 04/02/2015
Dhspute Dhstribution 06/01/2015

Current Cutoff Calendar

The Reports Current Cutoff Calendar region displays pertinent program dates for the applicable
reporting period. The calendar updates each quarter to provide the active reporting period date
information.

Reports Type Selection — Dispute Region

The Reports Type Selection region provides a user with four selections to display or download
distributed files and reports:

Invoice

Data

Dispute

Batch

Sponsor 1099 Information

The following example displays the Dispute button populated.

OlInvoice 'Data C®Dispute O Batch O Sponsor 1099 Information ]

The population of the Dispute radio button provides a user with the ability to submit
disputes and review reports for the status of submitted disputes.

Note: Definition of the Batch and Sponsor 1099 Information report type selection
provided later in the manual.
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Reports Filter — Dispute Region
4 Corporate ID: | XPTEST v P Number: [ANY v OO ]

The Reports Filter — Dispute region contains the following two fields to assist a user with
narrowing Dispute search criteria.
A. Corporate ID: field defaults to the Corporate ID, formerly the Mailbox ID, utilized to
access the system.
B. P Number: displays the P Number for distributed invoices. The drop down list provides
update capability to select another P Number from those assigned to the Corporate ID.
Note: this field will only allow update to P Numbers that have distributed invoices in the
same reporting period. In order to view a different reporting period, the user will need to
return to the Home tab and select a list with a different reporting period.

Reports Upload — Dispute Region

3 Dispute Upload:
A | Browse...

The Reports Upload region-Disputes provide a location for uploading manually created
dispute files for a reporting period. This form contains two fields to assist a user with locating
and uploading dispute file data.

A. Browse.... allows the user to search dispute file data created for upload to the system.

B. Upload Report: provides a user one-click functionality to upload a dispute file to the
system for processing.
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Reports Filter Results — Dispute Region
6 A Corporate ID = P Number Rep;:':::: L Report Type © Date Loaded F Deownload File . Last Download Date
XPTEST PTEST 201401 Respoase 042872015
PTEST 201402 Resolution 042872015 Last downloaded on 04292015 @ 2:43 PM
PTEST 201403 Returmn 042872015 Last downloaded on 04292015 @ 2:43 PM

The Reports Filter Results — Dispute region displays information requested for data reports. The
Dispute regions contain eight fields that assist a user in submitting and reviewing dispute requests.
A. Corporate ID: field defaults to the Corporate ID, formerly the Mailbox ID, utilized to
access the system.
B. P Number: displays a specific Manufacturer P Number or all Manufacturer P Numbers
associated with the Corporate ID.

C. Reporting Period: displays the distributed invoice summary by reporting period, in
YYYYQQ format.

D. Report Type: displays the type of report available; Response, Resolution or Return

E. Date Loaded: displays the invoice distribution date. This date corresponds to the end of
month following reporting period closing. Date format is DD/MM/YYYY.

F. Download File: displays radio button to allow downloading of distributed information

loaded to the system.

G. Last Report Downloaded Date: displays the last date and time distributed information
was retrieved from the Web Portal. Date format is YYYYMMDD. Time format is
HH:MM.
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CGDP Portal DPP Work Instructions — Dispute Reports

Submitting Disputes

Manufacturers are able to utilize the CGDP DPP system to submit disputes of distributed invoice line
items. The Reports — Dispute tab allows Manufacturers to submit and view disputed invoice line
items.

This work instruction provides direction on accessing the Reports — Dispute tab and the functions
available for use.

1) Access the CGDP Portal DPP by logging into the system using the Corporate ID, formerly
the Mailbox ID, and password.

In the following example, the CGDP DPP system login page displays.

FPALMETTO GBA, G:mmlﬂnl:n

a CCLEMIaM o0

Coverage Gap Discount Program

User Id: | |

Password: | |
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2) On the Home tab, select the Reports tab view the report types available for the Manufacturer
for the reporting period.

In the following example, the selected tab is the Reports tab.

CMS Contact Us | My Protile | Logout | Help | Reporting

PALMETYO GBA. TR e e e e

Manufacturer Portal  Coverage Gap Discount Program

Caorporate ID: N
T "(":;‘ ,P"an,b: ::p:ms?mod i&::’ - 0 Welcome to Coverage Gap Discount Portal where you
s ALY -4 J can mitsate a payment, check the starus of payments
and recept of payments as well a3 view yous reports
CoporselD  PNumber Reporting Perod Starus Setec o Rt i s ot Bem
XP1_4 PI_8 201401 Avaalable A
XP1_4 PI_1 201402 Avaalable
XP1_4 PIL3 201403 Available
Available - Invoice 1s ready for payment sutistions
Failed - One or more stems has an unsuccessful
v payment atiemgt
Incomplets - One or more items have not been paid

Pending - All line tems have been imitiated
successfully
Successful - All line stems have been paad
successfully

3) On the Reports tab, populate the Dispute radio button located in the Report Type Selection
region.

In the following example, the Dispute radio button is populated.

(E_NIS Contact Us | My Prokile | Logout | Help | Regorting
LTI A Lk L
Home Repors =
Manafacturer Portal CGDP Reports .mﬁ"mmcm
[ iavemce O Doma[® Duapuse] " Baich - Spomace 109 lnformancn | Revoice Paid by PABE OIS
Ivmce Drrbumon. 047302003
— | Eheane s O M 200
| Coaponme B0 CFTEST w P Nambey Ay W 0 Dhapute Dustribetion. 08 79 200%
Dhopratr Upboad
B
[ b Rrgert |
Corpornin D P Number “*"""""r” Repart Type  Dhate Loaded Dewalasd File Lant Domndaad Bate
XPTEST PTEST S0iEN Horspuaiond [0 0 i B
PTEST 01402 Resodwion 4282015 Last dowmboaded vm 04292015 @ 243 PM
PTEST Wi Rewam TR Lam derwmloaded vm 04292015 @ 243 PM
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4) On the Reports tab, select the applicable P_ Number from the drop down list located in the

Reports Filter — Dispute region.

In the following example, ANY populates the P Number field drop down list.

PR TTO GEa

o Rapgmty

(cms

Contact Us | My Profile | Logout | Help | Reporting

g Currwnt Cutedl C abendiar
Manufacturer Portal CGDP Reports X = ==
lwvonce  Dwa ® Du Tasch LR et | Iavosce Fusd by 000
larrosce Dhsanbumon. 04 13 1015
= . Dinpose Sobmissson 0630 015
|'Gﬂllflu1]}-v-"~v P Rmber [T v u] & - PR
Dapute Uipload
Browsa
e
CorporsiaID  Plumber = oporisg ' RepertType  Date Lasded Dewabesd Tile Lt Dimnlad Diste
XPTEST PTEST bR L upaatiad e B b
PTEST Ha Fvodatas, e Bk Loasn dowmbonded o 04 29 2005 @) 240 PM
PTEST T4 Row  D4282013 Lasn downloaded o 4 2 2615 i 243 P

5) To view the detail invoice line item report, populate the radio button that corresponds to the
applicable P Number in the Reports Filter Results — Dispute region.

In the following example, the radio button corresponding to P Number PTEST is populated.

(cms

Contact Us | My Protile | Logout | Help | Reporting

Z st e
A ~ . Curvent Cotell Calendar
lanufacturer Portal CGDP Reports S EE R o ey
(C twvewce _ Dums ® Duguse  Buach  Spouser 1079 leformatce | levonce Pasd by 06082015
levowce Distnbunce 04302015
PO . i L e 06302015
[C-,w-n) OEST v P Number ANY v 9 ’ D Disw 08292015
Dugune Upload B
Browrie
[WOSE——
Corporate ID P Namber 'l . Report Type  Date Loaded Download File Last Download Date
XPTEST PTEST N1 Paorguene 04282013
[ PTEST o182 Revobatace. 04282015 . ] Last downloaded on 04292015 @ 2 45 PM
A PTEST 20180 Reran 4282085 Last downloaded on 4292015 @ 2 45 PM
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6) Select one of the following decision buttons in the message that appears at the bottom of the
screen:

e Open: view the data in text file format
e Save: save the data in text file format
e Cancel: exit the decision message

In the following example, the selected Open button allows a user to view all invoice line
items displayed in the text file.

Do you want to open or save XFTEST dispute reporttat} toet from 1_.1_1__. 7 Open Save v | Cancel X

7) After clicking the Open button, the text file information for the dispute line items will
display.

In the following example, a sample text file is displayed.

File Edit Format View Help
TRAMHZOL40400000412004111715151310MIVPL__4 Zl

TPACHZO0L4040000001 2014111715151 3108 IVHO__3
BYRH 20140400000012014042014111715151310:1

LELR 2014040000001P1__4H0__3000530000000000{ 0000012522C0000012522C

BYRT 2014040000001201404201411171 5151 31 0m1v0000001 0000000000000 { 0000000012522 0000000012522C
TPACT2014040000001 201411171 5151 310MIVHO__ 30000001 0000000000000 { 000000001252 2C0000000012522C CG14041__4H0__3 —

8) Once review of text file is complete, return to the Reports tab.
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9) The Reports Filter Results — Dispute region will display the date and time of the last
download of the specific invoice line item(s) in the Last Download Date field.

In the following example, the date of 04/29/2015 and the time of 2:43 PM populates the Last
Download Date field.

6MS Contact Us | My Protite | Logout | Help | Reporting

Manufacturer Portal CGDP Reports
(Ciiee T Data ® Duague . Tlasch _ Sponsor 1099 leformancn

| Sevouce Paad by 0608201 $
{mvosce Disariboticn. 0430201
- !MM‘ 06302014

( Corporase 1D 557057 v P Nember ANT v S)_ l 08739201
Disgrese Upload —
Boomrre
————
‘ Corporate D P Nember " .I Report Type  Date Loaded Dewunload File Lasvt Downbosd Date
XPTEST PTEST 201401 Resporne 04282015
IVT‘E‘IY i Pewbastsm 282015 . Last dommloaded on 04 29 2015 u!}ll?.\i]
PTEST 201403 Return 04232013 Laut downloaded 0n 04292015 @ 2 43 PM

You have now completed submitting a distributed invoice line item dispute report.
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Manufacturers are able to utilize the CGDP DPP system to submit and review dispute reports for
received invoice line items. The Reports — Dispute tab allows Manufacturers to submit and view

disputed invoice line items.

This work instruction provides direction on accessing the Reports — Dispute tab and the functions

available for use.

1) Access the CGDP Portal DPP by logging into the system using the Corporate ID, formerly

the Mailbox ID, and password.

In the following example, the CGDP DPP system login page displays.

I, CELEM M S50 5 S T

Coverage Gap Discount Program

User Id: | |

Password: | |

PALMETTO GBRA, G:mmnlnl:n
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2) On the Home tab, select the Reports tab view the report types available for the Manufacturer

for the reporting period.

In the following example, the selected tab is the Reports tab.

PALBET T dhila o et o W

Contact Us | My Profile | Logout | Help | Reporting

Manufacturer Portal Coverage Gap Discount Program

Corporate 1D N Reporting Period:
e IE P_ :ﬂw BT . Smm X 0 Welcome to Coverage Gap Discount Portal where vou
[XP1_4 W M _Fd‘vl ~ | AN hud| can imitisie & payment, check the status of payments
. and receipt of payments as well as vien your neports.
Comporate [D P Mumber Reposting Pericd Staras Select :;wmﬁﬂmFﬁ:ﬁ:g i s Seum
XP1_4 Pl1_8 200401 Avalabls A
XPl—4 P11 201402 Avalable
XPl_4 M3 200403 Available
Avaslable - Invoice i ready for pavment mutiations
Failed - One or msoce ibems has an unsucoessful
- pavEnenl Aenigd
Incomplete - One or more items bave not been paid

Pending - All ling items have been imitmed
saccesafilly
Successful = All lime stemes have been paid

3) On the Reports tab, populate the Dispute radio button located in the Report Type Selection

region.

In the following example, the Dispute radio button is populated.

-

Contact Us | My Profile | Logout | Help | Reporting

Current Cutedl Calendar
Manufacturer Portal CGDP R{.-pnrts Reporing Period 201501
Barvwmoe ) Duta|® Duapeste| " Banch © Sponsor 108 Informancn ] Bavenct Pasd by AR 200
Bevoscr Dyuribwtion. 4 B3 201
_ : Dspune S 0802015
|' Conporme 1D | TE51 w, P Rmber: AN W u_] |Dopeer Drmtrbomsen 029201
Dhgnne Upinad
Fomtar
(I -
Corpirste [l PNumber  FoPorusg ' Repert Typs  Date Laaded Diewalosd File Last Downlead Diste
XPTEST PTEST e Rariguatiar G200
FTEST Ialear Ptweditnin G ZET00Y - Last dermmbsaded o (4 75 2005 @ 240 PM
FTEST Iala0d Rtara 200 Last dewmloaded ca 04 T 70015 @ 243 PM
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4) On the Reports tab, select the applicable P_ Number from the drop down list located in the
Reports Filter — Dispute region.

In the following example, ANY populates the P Number field drop down list.

(cms

Contact Us | My Profile | Logout | Help | Reporting

s y Currend Cwiedl Cslendar

Manufacturer Portal CGDP Reports ReporingPerid 201561
laveece | Dwa = Dhspame - Basch ' Spossod 1059 Informann | lenonce Pud b oE0E 20148
Isvosce Dhnbenos 04302003
= Dhisggmatne gk 0302005
Conponne [ 2FTEaT w P.'\i-h-dlmr - u '| o Dinieih P —

Dhvaguane Uipdnad
]
O
Corporste [D P Number “"'"'"" Fopsrt Type  Dats Losded Do nlesd File Lant Dissrnbsad Diste
XPTEST FTEST b E ] Raaponir B Bl

PTEST M0 LY Lo le S b L Last drwndoaded on 04292005 @ 243 PM
PTEST ola0d Rretuin 4T3 Lt dswnbsided on 04 792005 @ 243 P

5) To view the detail invoice line item report, populate the radio button that corresponds to the
applicable P Number in the Reports Filter Results — Dispute region.

In the following example, the radio button corresponding to P Number P__8 is populated.

P AT T B

Contact Us | My Profile | Logout | Hedp | Reporting

Manufacturer Portal CGDP Reports L, i ol i
Iovence | Diata ® Butch | Spennce 1099 Informatem | I Pasdd by B
levoice Dsmbusons 04302015
Diaprte Sk 530018

[ Corporase IO r 1157 »

P Nomber | A7 W

QD | |Diopue Diswin. 28392015

Dot Upload

B
ey

XPTEST

Corporsin [0 P Xumbar

Reporting o ot Tipe  Doin Leaded

Demmbosd Fils

20081 Perupuntins QETEING
| PTEST 200802 Rarwchabuon [ T E -
PTEST 200420 Rrturs. [ TE

Lt Domuload Disie
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Select one of the following decision buttons in the message that appears at the bottom of the screen:
o Open: view the data in text file format
e Save : save the data in text file format

e Cancel: exit the decision message

In the following example, the selected Open button allows a user to view all invoice line
items displayed in the text file.

Do you want to open or save XFTEST dispute_reporttut} tact from 1_.1_1__. ¢ Open Save v | Cancel X

6) After clicking the Open button, the text file information for the dispute item will display.

In the following example, a sample text file is displayed.

1 014 p1_8 20140400 Nowped | it

File Edit Format Wiew Help
TRAMHZ0L4040000041 2004111715151 310MIVvPL__4 El

TPACH20140400000012004111715151 3106IVHO__3 !

BYRH 20140400000012014042014111715151310:1V

LELR 2014040000001P1__4H0__3000530000000000{0000012522C0000012522C
BYRT 20140400000012014042014111715151 31 0 1vO000001 0000000000000 { 000000001252 2000000001252 2C
TRACT201404000000L 2004111715151 310MIVMO__ 30000001 0000000000000 { 000000001 252 2C0000000012522C CGL4041_ 4HO_ 3 —

7) Once review of text file is complete, return to the Reports tab.
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8) The Reports Filter Results — Dispute region will display the date and time of the last
download of the specific invoice line item(s) in the Last Download field.

In the following example, the date of 12/31/2014 and the time of 3:44 PM populates the Last
Download field.

S @5 Contact Us | My Profile | Logout | Help | Reporting
3 T Current Cutall { alendar
Manufacturer Portal CGDP Reports - A

[ Bevene T Duta ® Dpute O Bach ) Sponsor 1099 lnformatn | e oucr Paad by 0608 2003
lovomce Dirbumesn. G430°200%
e o6302005
[ Conporme B0 | w131 w P Numbery | Ay W Q ] MDD : LS
Dvagane Uiplousd
s
[E———
Comporsis [0 P Nusber “'"""“"'rl Repoat Type  Distw Loaded Bomulasd Fie Last Emadaad Diste
XPTEST PTEST 208801 Rewense 04282005
[FTEST TR Fresh Lol SLE] * Tt Srwloaded o 0110 T T

PTEST 201800 Retam 04282015 Lt dwaloaded ca 04792015 @ 243 PM

You have now completed accessing invoice line item dispute reports.
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CGDP Portal DPP Reports — Batch
PALAIET T A (.C'TMS Contact Us | My Profile | Logout | Help | Reporting
Hiome: Repors =4
"y 7] Cwrrent Cwial] Caleadar
Manufacturer Portal CGDP REPGN‘S ReportiegDericd 201415
* 2 Invoice O Data O Dispute @ Batch O Sponsor 1089 Information | Invence Pand by 01122003
Invance Destnibation 120472004
1 |C'-:qmrl:r ID:  [(XP1_8 v 0 | Dispute Submxissson 02032015
" | Dispute Divtribusion (4042005
: Corperate ID Description B;;;h Date Time Download Status Laxt Download
XPlog Batch izt 201401 501 20141229 12:58 4 Failed | 3 Suceessfl
XPl_% Buasch mit. pooe 493 0141226 03:09 File rejected

The Reports — Batch tab allows the user to review batch information.
The Reports — Batch tab has the following five regions:

1. Tabbed region: displays the tabbed page that is currently active.

2. Reports Current Cutoff Calendar region: provides a user with key program dates for
proper processing of invoice line items.

3. Reports Type Selection region: provides a user with four types of reports to view.

e Invoice
e Data

o Dispute
e Batch

This section of the users guide will define the topic of Batch reports.

4. Reports Filter region: allows the user to search data listed by the defaulted Corporate ID,
formerly the Mailbox ID.

5. Reports Filter Results region: displays results based on data selected in the Report Type
Selection region. Details displayed in this region depend on the report type selection made.

The following pages will describe, in detail, each region and the functions associated with Batch
Reports functionality.
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Tabbed Region — Reports

1
Home Reports

The Tabbed region allows the user to select different activities to perform while accessing the
system. In this example, the Reports tab is active.

Reports Current Cutoff Calendar Region

2 Current Cutoff Calendar
Reporting Period 201403
Invoice Paid by 01/12/2015
Invoice Distribution 12/04/2014
Dispute Submission 02/03/2015
Dispute Distribution 04/04/2015

The Reports Current Cutoff Calendar region displays pertinent program dates for the applicable
reporting period. The calendar updates each quarter to provide the active reporting period date
information.

Reports Type Selection — Batch Region

The Reports Type Selection region provides a user with four selections to display or download
distributed files and reports:

e Invoice

e Data

e Dispute

e Batch

e Sponsor 1099 Information

The following example displays the Batch radio button populated.

@[ Olnvoice (Data O Dispute [®[Batch O Sponsor 1099 Information ]

The population of the Batch radio button provides a user with reports containing
uploaded batch file results when using the Payment Initiation Upload process. The user
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is able to view batch file status for successful upload, partial upload or failed batch file
uploads and review errors associated with failed records.

Reports Filter — Batch Region

4

Corporate ID: O ]

The Reports Filter — Batch region contains one field that provides batch file data uploaded to the
system based on the defaulted Manufacturer Corporate ID, formerly the Mailbox ID, utilized to
access the system.

Reports Filter Results — Batch Region

A B Cc E G
Corporate ID Description B:;; h D Date Time Download F Status Last Download
XP1_8 Batch mnit. 201401 501 20141229 12:58 O 4 Failed / 3 Successful
XP1_8 Batch init. none 493 20141226 03:09 O File rejected

The Reports Filter Results — Batch region contains the following seven fields used to review
batched payment files loaded to the system.

A.

B.
C.

D.

Revision: 09/15/2015

Corporate ID: field defaults to the Corporate ID, formerly the Mailbox ID, utilized to
access the system.

Description: displays the batch file name loaded to the system.

Batch ID: displays the system generated batch number. The numbering convention is
based on the order the batch file received by the system.

Date Time: displays the batch file date and time for files loaded to the system. Date
format is YYYYMMDD. Time format is HH:MM.

Download: displays radio button to allow downloading of batch file information loaded
to the system.

Status: provides the condition of the batch file loaded to the system. Batches can be
successful, partially successful (containing line failures) or failed.

Last Download: displays the last date and time batch summary data retrieved from the
Web Portal. Date format is YYYYMMDD. Time format is HH:MM
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CGDP Portal DPP Work Instructions — Batch Reports

Accessing Batch Reports

Manufacturers are able to utilize the Reports — Batch functionality to review the outcome of the
payment processing batch text files for multiple invoice line items. Once batch upload is completed,
results of the batch text file upload are available for review via the Reports — Batch functionality.

This work instruction provides direction on accessing invoice batch reports functionality.

1) Access the CGDP Portal DPP by logging into the system using the Corporate 1D, formerly
the Mailbox ID, and password.

In the following example, the CGDP DPP system login page displays.

PALMETTO GBA, Glnmlunl:l\
5 TEPTRY

ELEFIa R e e T

Coverage Gap Discount Program

User Id: | |

Password: | |
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2) On the Home tab, select the Reports tab view the report types available for the Manufacturer
for the reporting period.

In the following example, the selected tab is the Reports tab.

S . @5 Contact Us | My Protile | Logout | Help | Reporting
Home Reports =

Manufacturer Portal  Coverage Gap Discount Program

Eﬂﬁ?&m bt e w oo AN Q Welcome 1o Coverage Gap Discouzt Portal where you
L1 =) Ny LA can instiate a payment, check the status of payments
and recewpt of payments as well as view your reports
Comporate ID P Numbes Reporting Period Status Select Z:mpzn;m 'o'g;f' m:l:;u e e
XPI_8 PI_§ 201401 Available
XP1_8 PI_S 201404 Avaslable

Available - Invosce s ready for payment inshations
Failed - One or more iteras bas as unsusccessiul
payment attemapt

Incomplete - One or more stems have not been pad
Pending - All lise items have been inatiated

o y
Successful - All line stems have been pud
successfully

3) To review the successful and failed batch text files, select the Reports tab and populate the
Batch radio button.

In the following example, the displayed Reports — Batch tab with the Batch radio button

selected.
16 e @_ﬁ Contact Us | My Profile | Logout | Help | Reporting
Haoima: Reports -
Current Cutodf Calendar
Manufacturer Portal CGDP Reports ReporingPeciod 201403
(Olavoice O Dam O Dispune* BaicH ) Sponsor 1099 Information ] Invoice Paid by 0171272015

Invoice Dwinbuzon 12042004
lCnlp-oﬂ'belD: [wP1_z Q ] Dispwte Submissicn 02032015
Dispane Dhstribantzon. Q40042003

Corporate I Drescription B;:h Date Time Dowmload Status Last Download
XPi_8 Batch mie. 200401 301 0141229 12:58 ) 4 Failed ' 3 Saccessful
XPl_38 Bach indt. mone 493 20141226 03:09 0 File rejected
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4) Populate the radio button in the Download column to correspond to the reviewable batch file.

In the following example, the selected items are the batch file containing four Failed and
three Successful line items.

é—MS Contact Us | My Profile | Logout | Help | Reporting

Pl BT T £,

Home Reports -
Manufacturer Portal CGDP Repn rts Current Catoff Calendar
Reporting Period 201403

[© Inveice O Data © Dispute ® Batch O Sponsor 1099 Information | Iarmion Pasd by Q1005

levowce Dastribaion 12042004

[Comporae ID: [xPi_z v Q) | |Dispute Submission 02032015

Duspate Dhatnibastion 04042015

Corporate [D Description B:EI’ Date Time Downdoad Status Last Dewnload
XPI_2 Bagch inst. 201401 301 20141229 12:38 o 4 Failed | 3 Successtal
XPl_8 Baich mit. nomwe 493 0141226 03:09 Fibe rejecred

5) Select one of the following dialog boxes in the message that appears at the bottom of the
screen:
e Open: view the data in text file format
e Save: save the data in text file format
e Cancel: exit the decision message

In the following example, the selected Open button allows a user to view all invoice line
items displayed in the batch text file.

Do you want to open or save 501t (701 bytes) from 1#1#.1##.#7 Open Save | T Cancel

6) Review the downloaded batch text file for line items containing both success and failed line
items.

In the following example, the downloaded batch text file displays seven lines, four of which
failed batch processing with error messages listed in the file.

File Edit Format View Help

XP1__B;P1_ §;201401;H0__6;CG14011__8HO__6; 20150115; N; success; Initiated in a batch; 20141229;
XP1__8:;P1__8;201401;H0__3;CG14011_ 8HO__3;20141231;N; Success; Initiated in a batch; 20141229;
XP1__8;P1__§;201401;E3__4;CG14011_ 8E3__4;20150131;N; Failed; Invoice has already been processed; 20141229
XP1_8;P1__5;201401;H0__2;CGl4011__8HO__2;20150131;N; Failed; Invalid EFT; 20141229
XP1__8;P1__§;201401;H0__4;CG14011__8HO__4;20141230; N; Ssuccess;Initiated in a batch:20141229;

XP1__8;P1_ 8;201401;H0__2;CG14011_ 8HO__2;20150117;N;Failed; Invalid or missing Payment Method ID;20141229
¥P1__8;P1_ 8;201401;H0__1;CG14011_ 8HO__1;20151230;N;Failed;No EFT information available for sponsor;
20141229

7) Once review of text file is complete, return to the Reports tab.
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8) The Reports Filter Results — Batch region will display the date, in YYYYMMDD format,
and time, in HH:MM format, of the last download of the specific batch file item(s) in the Last
Download field.

In the following example, the date of 20141229 and the time of 12:59 populate the Last
Download field.

@5 Contact Us | My Profile | Logout | Help | Reporting
FALMET T G ek b
Hime Repots -
Manufacturer Portal CGDP Reports Current Cutoll Calendar
- = Repoetng Period 201403
(2 Invoice O Data O Dispute ® Basch O Sponsor 1099 Information ] Tavoice Paid by 01122005
levowe Dhatribation 12042004
[Comporate ID:~ [xP1_s v Q | |Dispwre Submission 02032015
Dispute Distribstion. 041042015
Corporate ID Description hlgh Date Time Download Seatus Last Dewnload
XPl_8 Baeh inat. 201401 01 20041239 12:58 4 Failed | 3 Successful 20041229 12:-59
XP1_8 Batch mit. noss 493 20041236 0309 File regected

You have now completed accessing of Batch Reports.
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CGDP Portal Reports — Sponsor 1099 Information

= . Reportmg Period 200403
|2 Brvoice L) Das ' Desgene ) Baeh & Sqoevor 1059 Informsnon | Iavoice Paid by 0122004
) Ievoice Dastnbution 12042004
L | Compenm I faree P Maber; |ANY V7 | |Dispute Subemission 02032015
Daspuse Dastribations (042005
l Download Text File Download Spreadsheet ]

(E_MS Contact Us | My Profile | Logout | Help | Reporting

Hiome REpoTs -

Manufacturer Portal CGDP Reports A

The Reports — Sponsor 1099 Information tab provides the user with the ability to review Sponsor
1099 related information.

The Reports — Sponsor 1099 Information tab has five regions:

1.
2.

3.

o

Reports Tabbed region: displays the tabbed page that is currently active.

Reports Current Cutoff Calendar region: provides a user with key program dates for
proper processing of invoice line items.

Report Type Selection region: provides a user with four types of reports to view.

Invoice

Data

Dispute

Batch

Sponsor 1099 Information

This section of the users guide will define the topic of Sponsor1099 Information reports.
Reports Filter region: allows the user to search data listed by the defaulted Corporate ID.
Reports Filter Results region: displays results based on data selected in the Report Type
Selection region. Details displayed in this region depend on the report type selection made.

The following pages will describe each region and the functions associated with Sponsor 1099
Information Reports functionality.
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Tabbed Region-Reports

Home Reports

The Tabbed region allows the user to select different activities to perform while accessing the
system. In this example, the Reports tab is active.

Reports Current Cutoff Calendar region

2 Current Cutoff Calendar
Reporting Period 201403
Invoice Paid by 01/12/2014
Invoice Distribution 12/04/2014
Dispute Submission 02/03/2015
Dispute Distribution 04/04/2015

The Reports Cutoff Calendar region displays pertinent program dates for the applicable reporting
period. The calendar updates each quarter to provide the active reporting period date information.

Reports Type Selection — Sponsor 1099 Information Region
The Reports Type Selection region provides a user with four selections to display or download
distributed files and reports:

e Invoice

e Data

e Dispute

e Batch

e Sponsor 1099 Information

The following example displays the Sponsor 1099 Information radio button populated.

[-3:::3' Invoice () Data () Dispute () Batch ® Sponsor 1099 Information ]

The population of the Sponsor 1099 Information radio button provides a user with 1099
information for each sponsor. Since the TPA will no longer distribute EFT files, the
report will give the user the same relevant information so that sponsors can be easily
identified. The user is able to view the file by text or spreadsheet.
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Reports Filter — Sponsor 1099 Information Region

4 Parent Org ID: |ANY W 0 ]

The Reports Filter — Batch region contains one field that defaults to the Parent Organization ID
utilized to access the system.

Reports Filter Results — Sponsor 1099 Information Region

l A Download Text File o Dovwnload Spreadsheet ]

The Reports Filter Results — Sponsor 1099 Information Region contains two fields used to review
1099 information for sponsors loaded to the system.

A. Download Text File: View the data in a text format
B. Download Spreadsheet: View the data on a spreadsheet
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CGDP Portal DPP Work Instructions — Sponsor 1099 Information Reports

Accessing Sponsor 1099 Information Reports

Manufacturers are able to utilize the Sponsor 1099 Information Reports functionality to view
information formerly collected on the EFT file.

This work instruction provides direction on accessing the 1099 information reports functionality.

1) Access the CGDP Portal DPP by logging into the system using the Parent Organization ID
and password.

In the following example, the CGDP DPP system login page displays.

PALMETTO GBRA, G:m.\lnlnl:l\

A, CCLEMIAR 50 00 Do T

Coverage Gap Discount Program

User Id: | |

Password: | |
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2) On the Home tab, select the Reports tab view the report types available for the
manufacturers for the reporting period.

In the following example, the selected tab is the Reports tab.

(E—_MS Contact Us | My Profile | Logout | Help | Reporting
FALMETTE Gia o ————

Manufacturer Portal  Coverage Gap Discount Program

C ID: M Reportng 4 Eafus
¢ m':)ur.:.l:e P_ ;.mber 00T Pmbd 5 ! 0 Welcome to Coverage Gap Discount Portal where you
[KP1_4 v [ANY ] [AN - (A ¥ can imitise & paymsent, check the status of payments
and receipt of payments as well as vien yous reports.
- - For payment fianctions, start by selecting a hine iem
Comporate [D¥ P Number Reposting Period Stanas Select from the Bist 1o the beft of this mesiage
XPl_4 Pl_8 200401 Avalable ~
XP1_4 FM_1 201402 Avalable
XP1_4 M3 200403 Avulable
Avaslable - Invoice is ready for payment mitisteons
Failed - One or mare ibems has an unsucoessful
W payment asicmgn
Incomplete - One or more items bave not been paid

Pending - All line items have been iminsted
Successful - All lime stems have been pasd
soccessfully

3) To review the Sponsor 1099 Information, select the Reports tab and populate the Sponsor
1099 Information radio button.

In the following example, the Sponsor 1099 Information radio button is selected.

. (Eﬁﬂs Contact Us | My Protile | Logout | Help | Reporting
Home: Reports =4
Carrent Catoll Calimdar
Manufacturer Portal CGDP Reports Reporting Period 201403

[0 Envice — Dama O Dispene ) Banch|® Spossor 1059 Informanion |

Tevoice Paid by 01/122004
levoice Dastnibamionn 127042004
Dispute Submission 02032005
Dispute Distribaticas  (4.0472005

[I’."upu'utll}_hh? ] P Nusber: [ANY  ~ ]

| Download Text File ) Download Spreadsheet ]
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In the following example, the selected file Download Text File button is selected.

PALMETTO GBs

Home Reports

Manufacturer Portal CGDP Reports
[ Evoice ) Duata _ Dragene ) Batch * Spomwor 1099 Indormsnon ]

(Eﬁl‘ls Contact Us | My Protibe | Logout | Help | Reporting

[ Corperme [D[ANT_ w P Mmber [ANY w

l Download Text File '® | Download Spreadshest

1]

Carrent Catall Calendar
Reporting Period 200403
Tervoice Paid by 01122004
levoice Dasnbamcn 120420014
Dispuse Submission 02032015
Dispuse Distribaticss 04042015

5) Select one of the following decision buttons in the message that appears at the bottom of the

screen:
e Open: view the data in text file format
e Save: save the data in text file format
e Cancel: exit the decision message

In the following example, the selected Open button allows a user to view all invoice line

items displayed in the batch text file.

Do you want to open or save 502.txt (92 bytes) from 1#.1#15#.#7

Open

Save - Cancel %

6) In the following example, the downloaded file displays what type of information will be
available on the Sponsor 1099 Report when choosing the Download Text File option.

i IRS khame ; IRS Foreel Address 1 ; ORS 5ireet Address I

IRE CI8y §

IRE 5Rate ; IRS Iip

7) Once review of text file is complete, return to the Reports tab.
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8) Populate the radio button in the Download Spreadsheet column.

In the following example, the selected Download Spreadsheet button is selected.

(E_MS Contact Us | My Profile | Logout | Help | Regorting

PALMETTO GB&

Home: REpots —

Carrent Catall Calendar

g LI N 1
Manufacturer Portal CGDP Reports Repocing Period 201405

| Evoiee L) Dam L Deapene ) Baich ® Speensor 1059 Informanion Teveice Paid by BL1272014
. e I Ievaice Dastnbotion 120472004
[ e L e L | | mispuse Subemission 02032005

Dispute Distmbatios (/042005

l Download Text File Dovwnload Spreadsheet ® ]

9) Select one of the following decision buttons in the message that appears at the bottom of the
screen:
e Open: view the data in text file format
e Save: save the data in text file format
e Cancel: exit the decision message

In the following example, the selected Open button allows a user to view all line items
displayed in the 1099 file in spreadsheet form.

Do you want to open or save 508.tct (746 bytes) from 1HE1HEIHH H? Open Save - Cancel

10) In the following example, the downloaded file displays what type of information will be
available on the Sponsor 1099 Report by choosing the Download Spreadsheet File option.

A B c D E F G H

2

1 Contract Number Contract Name EIN IRS Name  IRS Street Address 1 IRS Street Address 2 IRS City  IRS State IRS Zip

11) Once review of text file is complete, return to the Reports tab.

You have now completed accessing of the Sponsor 1099 Information Reports.
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CGDP Portal DPP Work Instructions — Reporting Link

Accessing the Reporting Link

Manufacturers are able to utilize the Reporting functionality to view a readable version of the
data/detail report in Microsoft Excel. This is an ad hoc reporting tool that can be used to filter invoice
related information.

This work instruction provides direction on accessing the Reporting link.

1) Access the CGDP Portal DPP by logging into the system using the Parent Organization ID
and password.

In the following example, the CGDP DPP system login page displays.

PALMETTO GBRA, G:mmulnl:n

&, CELEMIaM S50 0 v )

Coverage Gap Discount Program

User Id: | |

Password: | |
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On the Home tab, in the upper right hand corner select Reporting.

A
‘\tj\/ Contact Us | My Profile | Logout | Help | Reporting
\
PALMETTO GBA. CMS
CENTRRSFOR MINCARE & MEDICAID SERVICES

A CELERIAN GROUP COMPANY

Home Reporis

la

Manufacturer Portal Coverage Gap Discount Program

Corporate ID P Number Reporting Period  Status O .

SR ‘ALL v‘ |ALL Vl ‘ALL v We\corne‘k t‘o‘Coverage Gap Discount Portal where
you can initiate a payment, check the status of
payments and receipt of payments as well as view
your reports.

Corporate ID P Number Reporting Period Status Select For payment functions, start by selecting a line
XP_ 00 P 00 201403 Available iten from the list to the left of this message.
XP__00 P_00 201404 Available
XP_00 P00 201501 Available

Available Invoice is ready for payment initiations
One or more items has an unsuccessful
payment attempt

Incomplete One or more items have not been paid
All line items have been initiated
successfully

Successful All line items have been paid successfully

Failed

Pending

3)
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There are 3 sections in which information can be filtered. The first section, in the example
listed below, can be filtered by Corporate ID, P Number, Contract Number, Status, Reporting
Period, Invoice Amount or Payment Status Date.

Note: If a filter is not chosen, all available information for all the P numbers the Corporate ID
is responsible for along with all available reporting periods will be provided.

/\\ j’v\ Contact Us | My Profile | Logout | Help | Reporting
PALMETTO GBA. CMS
CENTERS FOR MEIHCARE & MEDICAID SERVICES

A& CELERIAN GROUP COMPARY

Coverage Gap Discount Program

Invoice Line Item Reporting

Select which items you want to display on the report (Invoice Line Item Report Only)
[ corporate 1D I p Number [ Contract Number [ status
[ Reporting Period [ mvoice Amount (] Payment Status Date

Reporting Filters (Invoice Line Item Report Only)
Select P Number
Select Contract ID

Select By Status of
Invoices

<

Reporting Period

Run Query for Detailed Report
Manufacturer Summary Report

Summary Report for P
Number:

Reporting Period
Manufacturer Status

I!
<

Run Manufacturer Summary Query
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The second section can also be filtered by the following categories; Select P Number, Select
Contract ID, Select By Status of Invoices or Reporting Period.

Note: If a filter is not chosen, all available information for all the P numbers the Corporate ID
is responsible for along with all available reporting periods will be provided once the Run
Query for Detailed Report button is selected.

5)
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O

Ny

N M Contact Us | My Profile | Logout | Help | Reporting
ranerrocea. (. CIMS

A CELERIAN GROUP COMPANY

Coverage Gap Discount Program

Invoice Line Item Reporting

Select which items you want to display on the report (Invoice Line Item Report Only)
[ corporate ID [ p Number [ contract Number [ status
[] Reporting Period ~ [] Invoice Amount [} payment Status Date

Reporting Filters (Invoice Line Item Report Only)
Select P Number
Select Contract ID

Select By Status of
Invoices

Reporting Period

<

Run Query for Detailed Report
Manufacturer Summary Report

Summary Report for P
Number:

Reporting Period

!I
<

Manufacturer Status

Run Manufacturer Summary Query

In the example below, P__00 is selected for reporting period 201501. Once the filters are set,
choose Run Query for Detailed Report and then click the Open decision button.

,\\’v\ Contact Us | My Profile | Logout | Help | Reportin
) Iy Profile | Logout | Help | Eeporting
PALMETTO GBA. CMS
(CENTERS FOR MEDICARE & MEDICAID SERVICES

A CELERIAN GROUP COMPANY

Coverage Gap Discount Program

Invoice Line Item Reporting

Select which items you want to display on the report (Invoice Line Item Report Only)
[ corporate 1D [ P Mumber [J Contract Number [ status
[ Reporting Period [ 1nvoice Amount  [J Payment Status Date

Reporting Filters (Invoice Line Item Report Only)

Select P Number

Select Contract ID
Select By Status of

Invoices

Reporting Period 2015013
|Run Query for Detailed Report

Manufacturer Summary Report
Summary Report for P v}
Number:

Reporting Period
Manufacturer Status

Run Manufacturer Summary Query

Do you want to open or save XP__ 00_detailed_report.xisx from a70lppaltedi003.a70adexmed.com? Open Save | ¥ Cancel
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6) After clicking the Open button, the reporting information will display in Microsoft Excel. In
the following example the Corporate ID, P Number, Contract, Invoice Amount, Reporting
Period, Status Date and Status Description is displayed.

=X

—=
View o @ o PR

Home | Insert Page Layout Formulas Data Review

B & = o e ey " ”
j & cut Calibri Ju o ca = M SiWrapTet General B iﬁ’ ﬂ g cm é\ ',l] B W lﬁ

“—! B3 copy~ p Ei 8 E == g Fin~ 2

Paste BIU- i+ & A- = Merge & Center~ | § « % 3 | %3 9  Conditional Format Cell | Insert Delete Format Sort& Find &
~ < Format Painter = = (o) B merg ° 000 matting ¥ as Table ¥ Styles |+ - © | QCear~  Fifer~ Select~

Clipboard ] Font ) Alignment % Number ) Styles Cells Editing

\9 Security Warning  Application add-ins have been disabled. ‘ Enable Content ‘ X
D10 - £ | 4196 v
A 8 s D E F I ) G H | 1 J L3I I
CORPORATEID [P NUMBER |CONTRACT (INVOICE AMOUNT REPORTING STATUS DATE [STATUS DESCRIPTION El
1 PERIOD
2 |XP_00 P_00 HEsee 164.00 201501 07/22/2015  Unpaid

7) If there were no results yielded from the filter, the following message will be displayed.

&
PALMETTO GBA

A CELERIAN GROUP COMPANY

Contact Us | Help | Logout

Coverage Gap Discount Program

Invoice Line Item Reporting

No results were found for the given set of criteria.

|2 Corporate ID ) P Number 2 Contract Number 1) Status

) Reporting Period ) Invoice Amount ) Payment Status Date

Select P Number \:I
Select Contract ID E

Select By Status of E
Invoices
Reporting Period \:I

Run Query for Detailed Report

Summary Report for P \:I

MNumber:

Reporting Period \:I
Manufacturer Status E

Run Manufacturer Summary Query

138|Page



CGDP Portal DPP User Guide
Manufacturer

8) The third and final section of the Reporting link is the Manufacturer Summary Report. The
information can be filtered by Summary Report for P Number, Reporting Period, and
Manufacturer Status.

Note: If a filter is not chosen, once the Run Manufacturer Summary Query button is clicked,
all company related information will be displayed for all available reporting periods.

/\\CO Contact Us | Help | Logout
PALMETTO GBA s

A CELERIAN GROUP COMPANY

Coverage Gap Discount Program
Invoice Line Item Reporting

Select which items you want to display on the report (Invoice Line Item Report Only)

Corporate ID P Number Contract Number Status
Reporting Period Invoice Amount Payment Status Date

Reporting Filters (Invoice Line Item Report Only)

Select P Number M

Select Contract ID v

Select By Status of v

Invoices

Reporting Period v

Run Query for Detailed Report

Manufacturer Summary Report

Summary Report for P
Number:

v

Reporting Period v

Manufacturer Status A

Run Manufacturer Summary Query

9) In the example below, P__00 is selected and the Manufacturer Status selected is Pending.
Once the filters are set, choose Run Manufacturer Summary Query and then click the Open
decision button.

N Contact Us | My Profile | Logout | Help | Reporting
PALMETTO GBA. s
covtrssr DA SETVICES

A CELERIAN GROUR COMPARY

Coverage Gap Discount Program

Invoice Line Item Reporting

Select which items you want to display on the report (Invoice Line Item Report Only)
[J corporate ID [J P Number [] contract Number [J status
[J Reporting Period [ Invoice Amount  [] Payment Status Date

Reporting Filters (Invoice Line Item Report Only)
Select P Number

Select Contract ID
Select By Status of
Invoices

Reporting Period

Run Query for Detailed Report

Manufacturer Summary Report

Summary Report for P v
Number:

Reporting Period
Manufacturer Status

Run Manufacturer Summary Query

Do you want to open or save XP1100_summary._ i ? Open Save |v|| Cancel | %
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10) After clicking the Open button, the reporting information will display in Microsoft Excel.

In the following example the Corporate ID, P Number, Reporting Period, No. of Pending,
Payment Amt, Total No. and Total Invoice Amount is displayed.

00_summary_repo

cr (ce

Home | Inset  Pagelayout  Formulas  Data  Review  View o @ om R
== 4t .= = *j ?:L,‘ | Fm Fx (B I Autosum ﬁ? ﬁ
Calib -n- - | Siwrep Text Genersl 7 ]
I alibri A A ¥ = Wrap Te eneral £ =+ ,’—;'A g e ;J i 7
Paste BrU- i~ d-A E SMerge & Center = | § v % | % 93 Conditional Format Cell | Insert Delete Format Sort& Find &
~ < Format Painter =Tl = & B merg 8 O >0 Eomatting * as Table v Stylest v v v C2CEarT  Fifere Select
Clipboard ] Font Alignment MHumber Styles Cells Editing
1) Security Wamning  Application add-ins have been disabled. Enable Content X
K4 - e v
A B c D £ F G H | 1 [3 L "
CORPORATEID |PNUMBER |REPORTING NO.OF PENDING | PENDING AMT TOTALNO. TOTAL INVOICE
1 PERIOD AMOUNT
2 xp_00 P 00 201403 ] "0 21 "172894.54
3 xp_00 P00 2014m ] "0 61 3810287
|2 xp_oo P00 201501 0 "0 118 ‘5742785 I

You have now completed accessing of Reporting Link.
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Acronym Description

ACH Automated Clearing House

CGDP Coverage Gap Discount Program
CMS Centers for Medicare & Medicaid Services
DPP Direct Payment Process

EFT Electronic Funds Transfer

GBA Government Benefits Administrators
PDE Prescription Drug Event

SFTP Secure File Transfer Protocol

SSA Social Security Act

TPA Third Party Administrators
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Appendix B: System Error Code Descriptions

Error Code Error Description

A Available

C Successful

CF Clearing House Failure

D Deferred

DB Deferred in Batch

F Failed

FO Unknown failure

FO01 File rejected: Each record must be in a new line

F002 File rejected: File must start with a header record

F003 File rejected: Invalid Header record

F004 File rejected: Invalid Detail record

F005 Primary ID must be 6 characters and start with XP

F006 File rejected: Each header record must contain '"HDR', Primary 1D and Reporting period

FO07 Invalid defer request

F008 Detail record must contain 'DET', Manufacturer, Sponsor, EFT Scheduled Date, Defer
(optional)

FO010 Manufacturer is not formatted properly

FO11 Header row without details

F012 Already deferred

FO13 No EFT information available for Sponsor

FO15 Reporting period length must be 6 characters

FO016 Invalid header

FO17 No EFT information available for Manufacturer

F020 Contract length must be 5 characters

F023 Line item has been already processed

F025 Unparseable date

F030 Date in the past

F035 Invalid EFT

F040 Primary Id and logon do not match

F045 Line item not found.

FO050 Line item not found. Attempt to pay negative invoice

F085 Scheduled payment date before invoice distribution date

F103 Single amount exception velocity amount

F105 AUTHENTICATION ERROR (Care account is not set)

F110 Payment method not found

F115 Invalid payment request

F120 Your request cannot be processed. Please revise your data and retry

F125 Routing number not found

Revision: 09/15/2015 142 |Page




CGDP Portal DPP User Guide

Manufacturer
Error Code Error Description
F130 Declined
F135 Configuration is required to use the requested service
F140 The credentials specified do not process for the merchant location specified
F145 Terminal disabled
F150 Other UNKNOWN ERROR
F205 Read timed out
F207 Failed to create service
F209 Processing system error
F211 Invalid or missing Payment Method ID
F212 User not authorized to perform this transaction/amount
F27 Scheduled payment date after payment deadline
F305 File records belong to more than one quarter
F310 Failed - Closed / Invalid Acct
F315 Failed - Non-Sufficient funds
F320 Failed - Suspended
F325 Failed - Charged Back
F330 Failed - Resolved
F335 Invalid or missing account last four
FB Batch Initiation Failure
FDB Batch Defer Failure
FS120 Your request cannot be processed. Please revise your data and retry
FS135 Configuration is required to use the requested service
FS140 The credentials specified do not process for the merchant location specified
FS145 Terminal disabled
FS155 AUTHENTICATION ERROR (Care account is not set)
FS160 Payment method not found during scheduled job
FS165 Invalid payment request during scheduled job
FS170 Request failed during a scheduled job
FS255 Read timed out on scheduled job
I Incomplete
INI Payment Initiated
INIB Initiated in a Batch
INIS Payment Initiated by Scheduler
P Pending
S Scheduled Payment for Future Date
SP Stopped Payment
W27 Scheduled payment date after payment deadline, not used
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Appendix C: Manufacturer Payment Initiation Upload Batch Input Requirements

Utilize this reference document to format text files for use in the Payment Initiation Upload process.

Collect payment initiation information of the Corporate 1D and reporting period to be included in the
header record to create a batch upload file.

The format of the header record will be as follows:

Data Type Length Description

HDR 03 Header record type for batch

Data divider 01 ; (semicolon)

Corporate ID 05 Responsible Manufacturer XP Number or XPT Number
Data divider 01 ; (semicolon)

Reporting Period 06 Year and Quarter of invoice, in YYYYQQ format
EOL Variable | End of line indicator — Example — CRLF

Collect payment initiation information of the individual invoice line items selected to be processed
and included in the detail record to complete the batch upload file.

The format of the detail record(s) will be as follows

Data Type Length | Description

DET 03 Detail record type for batch

Data divider 01 ; (semicolon)

P Number 05 Submitting Manufacturer 1D

Data divider 01 ; (semicolon)

Contract Number 05 Submitting Sponsor Contract Number

Data divider 01 ; (semicolon)

EFT ID 15 CG for Coverage Gap, YYQQ for reporting period, P Number,
Contract Number. Example of format: CGY'Y QQ####H###H#

Data divider 01 ; (semicolon)

Payment Initiation Date | 08 Date payment of invoice to begin processing, in
CCYYMMDD format

Data divider 01 ; (semicolon)

Defer 01 Designation for deferment of invoice.
Y for Yes to Defer. N for No to Defer.

EOL Variable | End of line indicator — Example — CRLF
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Glossary

Term Definition

Authorization Displays the amount authorized for payment processing, including amounts located in

Amount the Invoice Amt. and Previous Deferred Amount fields.

Available Status designation of an invoice that denotes that an item is ready for payment
initiation.

Batch Report type that displays batch files uploaded to the system with status and ability to
download files for review.

Batch ID Displays the batch numbering convention, system generated, based on the order the
batch file received by the system.

Contact Us Provides contact information for requesting assistance from the TPA Operations team.

Contract Pending contract number assigned by CMS which allows participation in the

Number Coverage Gap Discount Program

Corporate ID

Numerical designation assigned by CMS to Manufacturers.
For Manufacturers, the current Mailbox ID will be the Corporate ID.

Data

Report type that displays the detail information of distributed invoices and invoice
line items and provides the ability to download files for review.

Date Loaded

Displays the invoice distribution date. This date corresponds to the end of month
following reporting period closing. Date format is DD/MM/YYYY.

Date Submitted

Displays the calendar date, in MM/DD/YYYY format, the invoice line item was
processed for payment initiation.

Date Time Displays the batch file date and time for files loaded to the system. Date format is
YYYYMMDD. Time format is HH:MM.

Defer Provides a check box available for selection when the Invoiced Amt. or the
combination of the Invoiced Amt. and the Previous Deferred Amount total less than
the system-defaulted allowable amount. Invoice line items can only be deferred if the
Manufacturer or Sponsors banking ACH process prevents payment of invoice line
items that fall below the minimum ACH processing amount.

Deferred Status designation of an invoice that denotes that invoice amount falls below
minimum. Invoice line items can only be deferred if the Manufacturer or Sponsors
banking ACH process prevents payment of invoice line items that fall below the
minimum ACH processing amount.

Description Displays the batch file name loaded to the system.

(Batch)

Dispute Report type that provides the ability to enter dispute requests and review the status of
entered requests.

Dispute Current Cutoff Calendar field that displays the current reporting period data. Displays

Distribution the date Dispute distributions are due to be loaded to the Portal.

Dispute Current Cutoff Calendar field that displays the current reporting period data. Displays

Submission the date Dispute submissions are due to be entered into the Portal.

Download Displays a radio button to allow downloading of distributed invoice summary
information loaded to the system.

EFTID Displays EFT identifying information in the specified format of CG for Coverage

Gap; YYQQ for the reporting period; #### for the P Number and ##### for the
Contract Number. Example: CG14031##1H1##1.
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Term

Definition

Failed (Status)

Status designation of an invoice that denotes that one or more items have an
unsuccessful payment attempt.

Failed (Code)

Provides an informational message when an invoice line item does not successfully
process payments to Manufacturers or Sponsors.

Help Provides link to reference guides and system code messages and descriptions.

Incomplete Status designation of an invoice that denotes that one or more items have not been
paid.

Initiate Provides a check box to allow the payment process to begin for an individual invoice

Payment line item.

Invoice Report type that displays the summary information of distributed invoices and
provides the ability to download files for review.

Invoice Current Cutoff Calendar field that displays the current reporting period data. Displays

Distribution the date distributed invoices were posted to the Portal.

Invoice Paid by

Current Cutoff Calendar field that displays the current reporting period data. Displays
the final due date all invoice line items are to be processed for payment.

Invoiced Displays the invoice line item amounts due to either the Manufacturer or Sponsor.
Amount

Invoiced Region of the active tab that provides the reporting period of the invoice line items
Reporting displayed.

Period

Last Download

Displays the last date and time distributed invoice summary data retrieved from the
Web Portal. Date format is YYYY/MM/DD. Time format is HH:MM.

Logout

Provides one-click access for logging out of the system.

Manufacturer

Any entity which is engaged in the production, preparation, propagation,
compounding, conversion or processing of prescription drug products, either directly
or indirectly, by extraction from substances of natural origin, or independently by
means of chemical synthesis, or by a combination of extraction and chemical
synthesis. Such term does not include wholesale distributors or retail pharmacies
licensed under State law. From Medicare Coverage Gap Discount Program
Agreement, item |.j.

My Profile

Provides ability to enter and review business contact information for Manufacturers
and Sponsors.

Outstanding

Status designation of an invoice that denotes no payment activity has taken place

P Number

Pending contract number assigned by CMS which allows participation in the
Coverage Gap Discount Program

Parent Org. ID

Numerical designation assigned by CMS to Sponsor.

Payment Date

Displays the current date of a generated invoice line item payment, in
MM/DD/YYYY format.

Payments Due

Region of the active tab that provides the final date invoice line item payments are
due to be initialized.

Pending Status designation of an invoice that denotes that all line items have been initiated
successfully.

Previous Displays amounts that qualified for deferment from the prior reporting period(s).

Deferred

Amount
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Term Definition

Received Status designation of an invoice that denotes payment is in the applicable bank
account

Reporting Quarter and Calendar year, in YYYYQQ format, that prescription drug event data is

Period distributed to Manufacturers and Sponsors.

Sponsor A Part D Plan (PDP) sponsor, Medicare Advantage (MA) organization offering a
MA-prescription drug (PD) plan, a Program of All-Inclusive Care for the Elderly
(PACE) organization offering a PACE plan including qualified prescription drug
coverage, and a cost plan offering qualified prescription drug coverage. From Pub.
100-18: Medicare Prescription Drug Benefit Manual, section 20.

Status The current designation of an invoice line item within the system.

Status (Batch)

Displays the condition of the batch file loaded to the system. Batches can be
successful, partially successful (containing line failures) or failed.

Stop Payment

Provides a check box with the ability to stop payment processing prior to actual
payment for future dated payments.

Successful

Status designation of an invoice that denotes that all line items have been paid
successfully.

Total Available

Displays the total dollar amount of remaining invoice line items requiring payment.

Total Deferred

Displays the total dollar amount of deferred invoice line items with amounts less than
the allowable amount to the subsequent reporting period.

Total Failed

Displays the total dollar amount of invoice line items selected for payment that
contained errors and did not complete the payment process for the reporting period.

Total Invoiced

Displays the total dollar amount of invoice line items that require payment for the
reporting period.

Total Displays the total dollar amount of remaining invoice line items requiring processing.
Outstanding
Total Owed For Manufacturers: Displays the total dollar amount of negative invoice line items due

from Sponsors.
For Sponsors: Displays the total dollar amount of invoice line items due from
Manufacturers

Total Pending

Displays the total dollar amount of invoice line items selected for payment for the
reporting period.

Total Received

For Manufacturers: Displays the total dollar amount of negative invoice line items
received from Sponsors.

For Sponsor: Displays the total dollar amount of invoice line items received from
Manufacturers.

Total Displays the total dollar amount of invoice line items that have successfully paid and

Successful are no longer visible in the Payments Initiation or Payments Pending Transaction
regions of the Payments tab.

User ID Credential information provided by TPA to Manufacturer or Sponsor for access to

system.
User ID is the Corporate ID, formerly the Mailbox ID
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