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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 Sponsors to fulfill the statutory requirements in
the SSA. Within the mailbox, Sponsors 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 Sponsors
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 Sponsors the ability to review invoice line item payments due from the
Manufacturer. It also provides the ability to initiate bank-to-bank Automated Clearing House (ACH)
transfers for invoice line item payments due back to Manufacturers, 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 Sponsor 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 and receipt processing and report
retrieval.
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CGDP Portal DPP Icons

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

ICON/LINK | Definition

B 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
questions, or payment initiation PIN.

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

0 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 Reporting link provides a readable version of the data report.
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CGDP Portal DPP Functions

CGDP Portal DPP Login

FALMETTO GBA, G..mm..p

Coverage Gap Discount Program

Userle[ ]
Password:[ |

1) To access the CGDP Portal DPP system, Sponsors will enter his/her credential information
provided by the TPA Operations Team.

The User ID is the Parent Organization ID. The Parent Organization ID number categorizes the
information loaded to the CGDP Portal DPP. Information is limited to only the Sponsor Contract
Numbers associated with the Parent Organization ID.

Note: Users will not have the ability to view other Sponsors’ data.
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CGDP Portal DPP Security Settings

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.

Conzact Us | My Profile | Logous | Help
PALMETTO GBA, @ s

THEARE & AT AN S

Coverage Gap Discount Program

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

Enter PIN:
Retype PIN:

Question =1: | V|

Answer #1:

Question #2: | v

Answer =2: |

Question #3: | |
Answer #3: |

Save |

3) The 4 digit PIN must be numeric and entered correctly when retyped. If not you will receive the
error message(s) listed below.

Coosact Us | My Profile | Logous | Helg
o cen  CCNVIS
sAre o CHNTI®N POV AT ARE & METHEAMD APEVICTS

Coverage Gap Discount Program

Il Error Me<zage= |
|® Now PIN must be numaric. | <:
|® New PIN and Retype New PIN do not

| match.

Securit Data Missin

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

Intor PIN. sesss

Rotypoe PIN: eee

Question # 1: | What was the house numbaer and street name you ived in as a child? s~

Answer = 1: eeee

Question & 2: | In what town Or City was your fust full time job? ~
ANSwWer 2. sesssssssns
Question # 3: | What tume of the day woas your fust child borm? (hh mm) ~

Answer #3: essssess

Save |
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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.

WS 1O T A A

PALMETTO GBA.

Coverage Gap Discount Program

Security Data Missing

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

Enter PIN sese
Retype PIN weee

'.'ﬁ'-:x pnmary school dd you alend? v

Answer =]

In what town or oty did your mother and father meet? v

Answer #2

e e T S e e
=3 What was the house number and street name you kved in 08 a chid?
AnSWer 23: |\\nat wero the last four digits of your chidhood telophone number?

What prmary school ded yor pnd?
n what town oc oty was your first full tme b7
in what town of Oty dud YOU Mest yOu! SPOUSE/partner?

What are the last five & f your driver's hoence numbes?
n what sown or cty did your mother and father meet?

\What time of the day were you bom? (hhmm)

Whot tene of the day wos your frst child bom? (W mm)

5) The answers to each question should be entered in the Answer # boxes. Click Save once all three
guestions have been chosen and answered.

CM s Coeeact Us | My Profile | Logous | Help

CINTIRS SO MIENCARE A MITHCAND MRYVICTS

PALMETTO GBA.

Coverage Gap Discount Program

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 pnmary school did you attend? v
Iﬁnswer 21: esesse I

Question #2: |In what town or city was your first full ime job? v
Pnswer 7. ssesneee l

Question #3: | In what town or ¢ty dud your mother and father meet? vj
| Answer =3: [ened| | ]
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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 Cortact Us | My Profile | Logous | Help
PALMETTO GBA. CM S

CONTRES FOR MEDICARE & MIDSCAID MEVXTY

Coverage Gap Discount Program

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

What primary school did you attend?
Answer: [sesess|
oe] <]

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.

Consact Us | My Profile | Logous | Help

CTNTINS PO AEDSCART A MEDRCAND SETV TS

PALMETTO GBA.

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?
Answer: [ . l

| Vakdste |
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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.

C M S Contact Us | Mv Profile | Logout | Help

IICARE & VIR A

PALMETTO GBA,.

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

N
PALMETTO GBA.

ACCLCRIAM GROUP CORMPARTY

CMS

CEMTERS FOMR METMCARE & MEDICALID SERVICES

Coverage Gap Discount Program

Logged on as

Account Maintenance
Change Password
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.

%O
PALMETTO GBA. ( : M S
AOCCILECRIAM GROUP COrd Pk

CENTERS FOR METHOARE & MEDICAIY 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 questions,
the following screen will be displayed. Note: The current questions and answers will be
displayed. Make the changes then click Save.

N
PALMETTO GBA.

A CCLLRIAN GROUP COMPANT

CMS

CEMTERS FOR METHCARE & MEMICAID SERVICES

Coverage Gap Discount Program

Logoed on as .
Two-Factor Authentication Information

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

Answer 1. ‘.llﬂl |
Question #2: |In what town or city was your first full time job? W
Answer #2: ‘nu |
Question #3: |What time of the day was your first child born? (hh:mm) e
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.

o CMS

PALMETTO GBA,
CENTERS FOME METHCARE & MEDICAID SERVICES

A CCLLRIAN GROUP CORMBPART

Coverage Gap Discount Program

Logged on as
PIN Modification

old PIN: | |

New PIN: | |

Retype New | |
PIM:

| Save || Cancel |
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PALMETTO GBA,
L EELEnIan mr T

1

Sponsor Portal

Reports

Coverage Gap Discount Program

Contact Us | My Profile | Logout | Help

Pl By [10F Cltitets N e nineeiod ShalLs; O Welcome to Coverage Gap Discount Portal where you
can initiate a payment, check the status of paymen{s
and receipt of payments as well as view your reports,
. , J . Dt . . For payment functions. start by selecting a hine ttem
4 Parent Org. ID Contract Number Reporting Period Status Select e C e Lo of this message.
HO0_0 H3_9 201401 Pendmng
HO_0 H5_ 201401 Available
HO_0 H5_2 201401 Available @)
HO_0 H5_0 201401 Available O 5| Available - Invoice is ready for payment initiations
HO_0 H7_9 201401 Available ) Failed - One or more items has an unsuccessful
HO_0 H7_1 201401 Available IE:YY“E"It ﬂ“ﬂgpt " " N
_ , i complete - One or more items have not been pai
EY UL A Pending Pending - All line items have been initiated
HO_0 H8_3 201401 Available successfully
HO_0 HO_7 201401 Available Successful - All line items have been paid
HO_0 S0_7 201401 Pending successfully
HO_0 859 201401 Pending
HO_0 S5 201401 Failed

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: allows the user to search data listed by the defaulted Parent Organization

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

Filter Results region.

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



CGDP Portal DPP User Guide
Sponsor

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
o Completed
o Receipts
1 Home Payments Completed Receipis Reporis
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Home Filter Region

HO__0 v ANY W 201401 v ANY hd

5 A Parent Org. ID: B Contract Number C Reporting Period: D Status: O ‘

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

A. Parent Org. ID: field defaults to the Parent Organization ID utilized to access the system.

B. Contract Number: allows the user to select a Sponsor Contract Number, associated with the
Parent Organization ID, from the drop down list.

Note: Sponsors may have multiple Contract Numbers associated with the Parent Organization
ID. To view all Contract Numbers for the Parent Organization ID, users can select ‘ANY’
from the drop down list.

C. Reporting Period: allows the user to 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 to 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

3| 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 A Parent Org. ID B Contract Number C Reporting Period D Status E Select
HO—D0 H3_ 9 201401 Pending
HO__0 H5__ 201401 Available
HO_D H5>__ 2 201401 Available
HO__0D H5__ 201401 Available
HO_D H7_9 201401 Available
HO__0 H7 1 201401 Available
HO_D H7_6 201401 Pending
HO_0D H8_3 201401 Available
HO_D H9__7 201401 Available
HO_0 S0_7 201401 Pending
HO_0 55_9 201401 Pending
HO__0 S5 201401 Failed

The Home Filter Results region displays information requested in the Home Filter region based on the
data selected in the Contract 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:

A. Parent Org. ID: field defaults to the Parent Organization ID utilized to access the system.

B. Contract Number: displays a specific Contract Number or all Contract Numbers associated
with the Parent Organization 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 to 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.

4 Parent Org. ID Contract Number Reporting Period Status E Select
HO_0 H3_9 201401 Pending O
HO_0 H5 201401 Available 0]
HO_0 H5__2 201401 Available
HO_0 H5_ 201401 Available
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Home Status Definitions

S 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

K ‘M S Contact Us | My Profile | Logout | Help
FALMETTO GBA, TR HOLMICAIE & MREAID SRS
1 Home Completed Receipts Reports =
Sponsor Portal CGDP Payments 2 tavoiced Reporting Period: 201401 3 Payments due 6/3/2014
4 [ P Number: |P1_4 v Parent Org. ID: HO__0 Contract Number: [H5_9 v O ] 5 Pavment Information
. Total Invoiced 7179
Ulnitiate All Total Failed 0.00
& oi Previous iti Total Deferred 0.00
P Number oppiced Deferred Payment/Failed Date lnlt:late Defer Failed A
Amt. Payment Total Pending 0.00
Amount N
Total Successful 0.00
Pl_4 71.79 0.00 [12222014 [T O Total Available 71.79
ClUpdate ll l2222014  [T= Submit
Pending Transactions O 7
— - [Payment Initiation Upload
8 FNumber Authorization Amt. Date Submitted Payment Date Stop Payment ‘ Browse Upioa
o data e

The Payments tab allows the user to review and process payment information for invoice line items by
Manufacturer P Number.

The Payments tab has the following eight regions:

1.
2.

o ks

8.

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

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.

Payments due region: displays the date the invoice line items are due to Manufacturers, 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 Parent Org. 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. Invoice
line items reclassify as payment functionality is processed.

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

Payment Initiation Upload region: allows the user to create and upload multiple paid invoice
line item data for ease in completing the payment initiation functionality, instead of working with
each individual Manufacturer invoice line item.

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

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: 201401

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 1%
quarter of calendar year 2014 will appear in the Payments Initiation region on the Payments tab.

Payments Due Region

3 [Payments due 3/31/2014

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 distributed invoice receipt date plus 38 calendar
days. In this example, the invoice line items displayed in the Payments Initiation region are due by the
date listed in the Payments Due region.
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Payments Filter Region
4 A PNumber: |P1_4 v B Parent Org ID- HO__0 C Contract Number: [H5_3 v O J

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

A. 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 Parent Organization ID.

Note: this field will only allow update 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.

B. Parent Org. ID: field defaults to the Parent Organization ID utilized to access the system.

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
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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Payment Information Region

5 Pavment Information
A Total Invoiced 71.79
B Total Failed 0.00
C  Total Deferred 0.00
D Total Pending 0.00
E Total Successful 0.00
F Total Available 71.79

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

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 A = Invoiced C Previous
P Number A Deferred
Amt.
Amount
Pl_4 71.79 0.00

D

Pavment/ Failed Date

(1272272014

F

Initiate
Payvment

i

Defer Failed

| O] Update All [12/22/2014

[
[

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

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

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

payment.

A. P Number: displays the Manufacturer P Number.

B. Invoiced Amt.: displays the invoice line item amounts due to the Manufacturer.
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 Date defaults to current date of 12/22/2014.
[ Initrare All
] - Previous D -
P Number I:m:ted Deferred Payment; Failed Date Knitinte Defer  Failed
Amt. Pavment
Amoumnt :
P1_4 71.79 0.00 (1272272014 3] 0
(] Update All [12/22/2014 e Submit

The 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.

]
D
Pavment Date
12/05/2014 BG
E December 2014 =

Sun| Mon || Tue| Wed || Thu |Fri| Sat

1 2 3 4 6
7 8 Q 0 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 31

[Go To Today [Closel
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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 & [nitate All
Invoiced Previous f Initiat
P Number |, ooC Deferred Payment/ Failed Date — Defer Failed
Amit. Payvment
Amount -
P1_4 71.79 0.00 1212212014 m W
Update Al [12/22/2014 3 e

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
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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G. 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 Sponsors banking ACH process prevents
payment of invoice line items that fall below the minimum ACH processing amount.

Note: Sponsors 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.

6 Invoiced creviows Initiate
P Number Deferred Payment/ Failed Date Defer Failed
Amt. Payment
Amount
PI_9 934 0.00 12232014 BC ¢ O]
Update Al [12/23/2014 a Subimit

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.

8 Invoiced Previous Initiate
P Number Deferred Payment/Failed Date ) Defer Failed
Amt. Payment
Amount
P1_9 [055 954 | [12/23/2014 e O ¢ [O
[ Update All [12/23/2014 [ = Submit

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.

[ Invoiced Fxeviows Initiate
|P Number Deferred Payment/ Failed Date 3 Defer Failed
Amt. A Payment
Amount
P1_9 [ 10.74 10.09 | [12723/2014 B ¢ [1]
Update All [12/23/2014 B
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H. Failed: provides a user an informational message when an invoice line item does not
successfully process payments to the Manufacturer.

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

Authentic. Error (Care account is not set)

Initiation Failure

Batch Initiation Failure

. Invoiced Exeiou Initiate i -
& | |P Number Ami. Dreferred Pa:nneni.-"' Failed Date Pavment Defer Failed
Amount - -
P1_% 851.68 0.00 [12/22/2014 =] O Initiation
Failure
) Batch
P1_8 165.07 0.00 (1272212014 iG | Initiation
Failure
AUTHENTIC.
[ ; r ERROR
e AT
PL_4 279.64 0.00 1272272014 G| O (Care account
15 Not s&t)
< >
[ Update All [12/22/2014 ] :
| O Sobot
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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
= Invoiced Previous ; Imitiate
P Number Deferred Payvment/ Failed Date Defer Failed
Amt, A Pavment
Amount
P1_4 71.79 0.00 [12/22/2014 L9 ]
I [ Update Al [12/22/2014 r_ﬂ] Y submit

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.

[a] |

Payvment Date

12/05/2014 5]
= December 2014 B
Sun| Mon | Tue||Wed | Thu || Fri|| Sat
1 2 3 4 |56
7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 31
[Go To Today| [Close

J. Submit button: provides a user one-click functionality to process selected invoice line items
for payment.
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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 Manufacturer
o Manufacturer is classified in Receivership status
e IRS Levy/Garnishment documentation requests

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

Previous

= . Invoiced iti -
G |P Number [VOIEE Deferred Pavment/ Failed Date In“_ute Defer Failed
Amt, Am . Pavment
¥, ount
Pl_3 £51.68 0.00 Please contact TPA
[l
P1_3 165.07 0.00 Please contact TPA
W
£ >
(] Update Al [12/22/2014 a :
. =B EE
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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

system.

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

system for processing.

Payments Pending Transactions Region

8 Pending Transactions O
A" P Number B Authorization Amt. C Date Submitted D Payment Date E Stop Payment
P2 228.54 12/03/2014 12/03/2014
P9 223.66 12/01/2014 12/21/2014 [l
P9 2055.70 12/03/2014 12/21/2014 O
P 3 53.86 12/03/2014 12/30/2014 O
F

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. P Number: displays the Manufacturer number.

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

Revision: 9/30/2015

26| Page



CGDP Portal DPP User Guide
Sponsor

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.

8 Pending Transactions O
P Number Authorization Amt. Date Submitted Payment Date E Stop Payment
I P2 22854 12/03/2014 12/03/2014 I
P9 223.66 12/01/2014 12/21/2014 ]
P9 2055.70 12/03/2014 12/21/2014 [l
P8 53.86 12/03/2014 12/30/2014 [l

F. Stop Payment(s) button: 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.

a Pending Transactions O
P Number Authorization Amt. Date Submitted Payment Date E Stop Payment
P2 228 54 12/03/2014 12/03/2014
P29 223.66 12/01/2014 12/21/2014 O
P9 2055.70 12/03/2014 12/21/2014 O
|P_—_s8 33.86 12/03/2014 12/30/2014 |
ol Stop Payment(s
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CGDP Portal DPP Work Instructions - Payments

Processing Invoice Payments

Sponsors are required to process invoice line item payments on a quarterly basis within 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 Parent Organization ID and

password.

Coverage Gap Discount Program

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

FALMETTO GBaA,

A, CCLEMIAR 50 00 Do T

User Id: | |

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

Contract Number field.

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

&
PALMETTO GBA.

Home

Sponsor Portal

Coverage Gap Discount Program

(cms

Reports

Contact Us | My Profile | Logout | Help

Parent Org. ID: Contract Number Reporting Pertod: Status: O
HO_0 v [[ANY v [2014 01 v| ANY
Parent Org. D Contract Number Reporting Period Status Select
HO_0 H3_9 201401 Available
HO_0 H3_ 9 201401 Available
HO_0 H5_2 201401 Available
HO_0 H3i 0 201401 Available
HO—0 H7_9% 201401 Available
HO_0 H7 1 201401 Available
HO—0 H7_6 201401 Pending
HO_0 H8_3 201401 Available
HO0—0 HS_7 201401 Available
HO_0 S0_7 201401 Pending
HO0—0 S5_9% 201401 Pending
HO_0 S5_8 201401 Failed

Welcome to Coverage Gap Discount Portal where vou
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.

Available - Invoice is 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 inttiated
successfully

Successful - All line 1tems have been paid
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 201401.

[

PALMETTO GBA,

Sponsor Portal

Coverage Gap Discount Program

Home Completed  Receipts

Reports

Contact Us | My Profile | Logout | Help

Parent Org. ID: Contract Number Reporting Period: Status: O
ANY
Parent Org. ID  Contract Number Reporting Period Status Select
[ HO_0 H3_9 201401 Available
HO_0 H5__ 201401 Available O
HO_0 H5_2 201401 Available
HO_0 H5__{ 201401 Available
HO_0 H7_9 201401 Available
HO_0 H7_1 201401 Available
HO_0 H7_6 201401 Pending
HO_0 H8_3 201401 Available
HO0 Ho__7 201401 Available
HO_0 S0_7 201401 Pending
HO0 S5_9 201401 Pending
HO_0 S5_8 201401 Failed

Welcome to Coverage Gap Discount Portal where yvou
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.

Available - Invoice is 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
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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.

(E;‘S Coetuct Us | My Profils | Lovout | Help
parmEEIe ans —————
Home Payments Compieied Receipts REpOIts =
Sponsor Portal CGDP Payments  lavoiced Reporting Period: 201401 Payments due 642014
P Namber: | ANY W Parent Qg ID: HO_ 0 Costract Number: M1 _5 w| 0 J Pavment Information
— Total bnvoiced 116456
: - Imifuate Al Total Failed .00
. Tavoieed Tnitiate Toead Deferred L
FRamber )t T":'::' Payment / Failed Date Paymeat Uler b= [ Total Pendwmp 000 |
: Toas] Swocewufial 00
P10 100.12 0.00 [12002074 | m] Tonal Avalabie 1164.56
PL_& 06344 000 (12052004 || O
[ Updue A1 1273002014 ] =3
_— P Initiation Upkiad
Pemding Transaction Q eowae | (el
F Numbar Autborization Amt.  Date Submitted Pavmest Date Stop Pavment
Vo daes
"" i ii !

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.

(Ms Contact Us | My Profile | Logost | Help
I Sl A T T
Home Payments Completed Recepts Reports —
Sponsor Portal CGDhpP Payments Inveiced Reporting Period: 201401 Payments dise 652014
[ P Nusober: [ANY V| Parent Org. ID; HO_0  Coesract Number: Hi.5 Vv Q ] Payment Information
Toeal Iavoiced 1164 56
Sintisc All Total Failed 0.00
p Previous e
A Invoiced Imitiate Total Deferred 000
P Nember Amt. 2':::’ Paymeat / Failed Date Payment Dlar Faled Total Pending 0.00
SRR Total Successful 000
P19 10112 000 121302014 5| Total Available 1164.56
PIL_6 1063 44 0.00 127302014 E] .
T Update All 127302018 :
e 3 e— S
— Tnifiation U}
Pending Tramsactions 0 Browss. (G
P Number Authorization Amt.  Date Submitted Payment Date Stop Payment
INo data
i 1ty (%)
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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 $101.12.

PALMETTO GRA,

Home Payments Completed Receipls Reports

Sponsor Portal CGDP Payments Invoiced Reporting Period: 201401
P Number: |ANY | Parent Org. ID: HO_0 Contract Number: |H3_3 v| Q |
[ Imtiate All
: Previous .
P Number Tnvoiced Deferred Pavment/ Failed Date Tnitiats Defer Failed
Amt. X Payvment
Amount

P1_0 101.12 0.00 12/30/2014 ]""'E] | [
Pl_6 106344  0.00 [12130/2014 s O

[ Update Al |12/30/2014

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 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 $101.12 displays in the Payments

Pending Transactions region.

MS

PFALMET TOF WA

Paryments

Completed

Sponsor Portal CGDP Pa}rmenfs Inveiced Reportisg Perioil: 201401

Comtact Us | My Profile | Logout | Help

Payments du= 682014

PMumber [ANY |  Pasem Ovg D HO_0  Comtraet Number: [H1_5 v Q ] Payment Informatics
— Total Inveiced 1164.56
[ nitiaze ARl Toead Failed 0.00
3 Previesus -
Tevoieed Tmitiate \ Taial Deferred 0.00
P Numbser Amt. Mﬂ'r:td Pavment / Failed Date Payment Deeler Failed Total Pending 10112
) Total Successful 0.00
PL_& 1063 44 000 12302014 = Total Available 1063.44
[ Updise Al [12/30/2014 o
O (===
Pendisg Transactions .ul Pavenent Imitiation Upload
LETmEt Ltaihe s
P Numbser Awthorization Amil.  Date Subpsitted Pavment Date Seop Pavesent Browse - Tipasd
Pl_0 10012 123072014 1273072004

9) The Payments Information region 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 amount of $101.12.

PALMETTO Gla

Home: Payments Compinted Aecripls

Sponsor Portal CGDP Payments  tasiced Reporting Period: 201401

Cossce Us | My Profile | Logout | Help

Paymvents dus 6872014

F Nusmber: [ANY w0 Fasent v ID: HO_ 0 Comtract Number: | H3_5 % Q ] Pavnent Informatics
= Total lnvenced 1164.56
- loisace Al Teea! Faited 0.00
f Previsus -
Imvoiesd Imitizie . Tzl Deferred 0.0
P Number oy e AT / TR T Paymene Dt Falled [ Toul Pending W0L12
Tonal Successful 0.00
PL_5 106344 000 (12302014 || Total Available 1063.44
] Upsdtate Al V23072014 =
: O e
Pendimg Tramsaction Q -, P
Pavment Initiation 1pload
P Xumber Avthorization Ami.  Date Subnuitted Pavment Date Stop Pavment Browsa 'u
Pl_o 100,02 123000014 127302004
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10) For final verification of the processed invoice line item, select the P Number from the drop down
list in the Payments Filter region and enter in the specific P Number.

In the following example, P1__ 0 populates the P Number field drop down list and displays no
invoice line item data in the Payments Initiation region.

RN (7‘ S Contact Us | My Profile | Logout | Help

PALMETTO GBA,

Home Completed Receipts Reports =

Sp(}nsor Portal CGDP Payments Invoiced Reporting Period: 201401 Payments due 6/8/2014

[ P Numbe(i Pl_0wv Parent Org. ID: HO_0 Contract Number: |H3_9 v O } Pavment Information
Total Invoiced 1164.56
LlInitiate All Total Failed 0.00
[Fo daa] ) Total Deferred 0.00
ClUpcare A 12002014 [7= p— Total Pending 101.12
Total Successful 0.00
Toral Available 1063.44

Pending Transactions O

P Number Authorization Amt. Date Submitted Payment Date Stop Payment

P1_0 101.12 12/30/2014 12/30/2014 [Payment Initiation Upload
Browse Upload

You have now completed payment of an individual invoice line item.
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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 Parent Organization ID and
password.
In the following example, the CGDP DPP system login page displays.

Coverage Gap Discount Program

PALMETTO GBA,

&, CCLEMIAN =m0 0r oo e

User Id: | |

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

Contract Number field.

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

&
PALMETTO GBA.

Home

Sponsor Portal

Coverage Gap Discount Program

(cms

Reports

Contact Us | My Profile | Logout | Help

Parent Org. ID: Contract Number Reporting Pertod: Status: O
HO_0 v [[ANY v [2014 01 v| ANY
Parent Org. D Contract Number Reporting Period Status Select
HO_0 H3_9 201401 Available
HO_0 H3_ 9 201401 Available
HO_0 H5_2 201401 Available
HO_0 H3i 0 201401 Available
HO—0 H7_9% 201401 Available
HO_0 H7 1 201401 Available
HO—0 H7_6 201401 Pending
HO_0 H8_3 201401 Available
HO0—0 HS_7 201401 Available
HO_0 S0_7 201401 Pending
HO0—0 S5_9% 201401 Pending
HO_0 S5_8 201401 Failed

Welcome to Coverage Gap Discount Portal where vou
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.

Available - Invoice is 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 inttiated
successfully

Successful - All line 1tems have been paid
successfully

3) Populate the Select radio button to choose the reporting period then select the Payments tab to

view the invoice line items for the specific reporting period.

In the following example, the selected reporting period is 201401.

[

PALMETTO GBA,

Sponsor Portal

Coverage Gap Discount Program

Home Completed  Receipts

Reports

Contact Us | My Profile | Logout | Help

Parent Org. ID: Contract Number Reporting Period: Status: O
ANY
Parent Org. ID  Contract Number Reporting Period Status Select
[ HO_0 H3_9 201401 Available
HO_0 H5__ 201401 Available O
HO_0 H5_2 201401 Available
HO_0 H5__{ 201401 Available
HO_0 H7_9 201401 Available
HO_0 H7_1 201401 Available
HO_0 H7_6 201401 Pending
HO_0 H8_3 201401 Available
HO0 Ho__7 201401 Available
HO_0 S0_7 201401 Pending
HO0 S5_9 201401 Pending
HO_0 S5_8 201401 Failed

Welcome to Coverage Gap Discount Portal where yvou
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.

Available - Invoice is 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
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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.

Contact Us | My Profile | Logoss | Help
FALIET O @A
Home Parymenis Completed Receipts. Repons =
Sponsor Portal CGDP Payments taveiced Reporting Period: 201401 Payments dise 682014
P Mimtlber: [ANT_ ] Parent Ocg. ID; 00 Comtmnet Numbsr; [Hi_5 v Q ] Pavment Information
- Toasd Ieveiced L& 56
e AL Total Failed 0.00
- Previous o T
- Imvoiced Imitiate otal Deferred 000
FRmmber ot ?::T Fayment / Failed Date Pupimt 0 Fnilad Total Pending 00
) Total Successful Q.00
P1_0 100.12 0.0 1ZB0E014 I Total Available 11644
PL_# 106344 000 (12302004 3
Update All | 127302004 Sizbe]
: E m——
itiation Upload
Pending Tramsactiony a Brmisy [
P Number Authorzration Amt.  Date Submatted Pavment Date Stop Payment
P dary
Sop Py

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 $101.12.
Sponsor Portal CGDP Payments  itovoiced Reporting Period: 201401
P Number: [ANY v Parent Org. ID: HO_0 Contract Number: [HI_3 v Q
Olnitiate Al
. Previous -
P Number _I:;:“'d Deferred  Payment/ Failed Date ;‘;‘;‘;’:ﬂ Defer  Failed
Amount
P1_0 101.12 0.00 [1231/2014 || 0
Pl_6 106344 000 § |__pecember2014 | B [
[ Update An| (o0 (0] (i) Wad | Thas) e | Sak] I
1 2 3 4 5 & -
7 B Q i 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 2 27
28 29 30(Q 31
Go Ta Today Close
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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 $101.12.

PALMETTS dfa

Contacs Us | Mv Profile | Logom | Help

P Ny
o daka

Home Faryments Completed Receipts Reports =
Spensor Portal CGDP Payments  taiced Reporting Period: 201401 Payeneess due §32814
I PNember |[ANY _~|  Pavent Org ID- HO_ D Comtract Nurmber: [H1_3 v [+ I T
Total Invosced 118434
Initiaze All Tota! Failed 000
; Freviows it Total Deferred 000
. Inveiced Initiate ; T
FNumber o E"_"D"."::' Payment ! Failed Date Payment D Failed Total Pending 000
Total Successfal 000
[F1_'ﬂ 101.12 000 1273172414 = | Total Available 1164 56
|p1_s 06344 000 2RneT 3 0
e =
svment Initistion Upload
Pemding Tramsactions () Browse.. |Gl
Awthorization Ami. Date Submitted Fayment Date Stop Payment

S P

6) 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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7) 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 $101.12 displays in the Payments

Pending Transactions region.

Ciomtact Us | My Profile | Logout | Help
FALWMET T ik

Pargrsrits. Fooe migits:

Sponsor Portal Payeests dis 682014

CGDhP Payments Iwvoiced Reporting Period: 201401

P Number: | ANT W Parent Org [ID-HO_0  Contract Numbser: | HI_3 w| Q | Pavment Information
. Toal leveiced 1144 56
— | Inimimie Al Toxad Faided 00
! Tarradoed - Imitints Total Deferred 000
P Sumber Ash. E:l::::l Favment / Failed Date Pas : Deefer Failled Toral Pending 100,12
. Tuotal Successful .00
P1_t 106344 0.00 [12007014 [ Total Availabie 106344
O] Upenee AL | 1273002014 Y
[EC 3
Peadang Tranasitiens Ql .
Farment Initiatien Upload
P Number Anthoriration Amt,  Date Submitted PFaymest ate Stop Pavment Browse H
Pl 191,12 123072004 12312014 O

Note: The Payments Pending Transaction of $101.12 also displays a check box in the Stop
Payment field. Instructions for processing stop payments discussed in separate instruction.

8) 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 $101.12.

Cogrtact Us | My Profile | Logout | Help

FAL LT TES i

Fome Pargrrenis Complsted Roecipits Reegens -
Sponsor Portal CGDP Payments teveiced Repsrting Period: 201401 Payments due 632014
F Mumber: | A0y~ Paent Ong 1D HO_ 0 Contract Number, FO_3 w Q ] [y Py ——
Total Ievenoed 116436
— Iiniie Al Total Faided 0.00
X Tnveiced - Tnitiate Total Dieferred 000
F Number Amt. ::l;r.::l Paxment / Failed Date Fa—— Deefer Failed |. Toul Pending 101 !;'J
_ Tetal Successful 0.00
Pl_t 1063 .44 0,00 L g Total Available 106344
[ Updme A1 [12730/72014
[=) :
Pemding Trantacti
g Trantsctions D e P
P Numbér Anthorization Amt.  Dare Swhamitted Pavmemt Date Stop Payment oot [
Pl_0 1112 123072014 12310014
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You have now completed payment of a future dated invoice line item.

Processing Deferred Invoices

Sponsors 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,
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 Parent Organization ID and

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

password.

Coverage Gap Discount Program

PALMETTO GBA,

A, CCLEMIAR 50 00 Do T

User Id: | |

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

Contract Number field.

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

&
PALMETTO GBA.

Home

Sponsor Portal

Coverage Gap Discount Program

(cms

Reports

Contact Us | My Profile | Logout | Help

Parent Org. ID: Contract Number Reporting Pertod: Status: O
HO_0 v [[ANY v [2014 01 v| ANY
Parent Org. D Contract Number Reporting Period Status Select
HO_0 H3_9 201401 Available
HO_0 H3_ 9 201401 Available
HO_0 H5_2 201401 Available
HO_0 H3i 0 201401 Available
HO—0 H7_9% 201401 Available
HO_0 H7 1 201401 Available
HO—0 H7_6 201401 Pending
HO_0 H8_3 201401 Available
HO0—0 HS_7 201401 Available
HO_0 S0_7 201401 Pending
HO0—0 S5_9% 201401 Pending
HO_0 S5_8 201401 Failed

Welcome to Coverage Gap Discount Portal where vou
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.

Available - Invoice is 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 inttiated
successfully

Successful - All line 1tems have been paid
successfully

3) Populate the Select radio button for the reporting period then select the Payments tab to view the

invoice line items for the specific reporting period.

In the following example, the selected reporting period is 201401.

[

PALMETTO GBA,

Sponsor Portal

Coverage Gap Discount Program

Home Completed  Receipts

Reports

Contact Us | My Profile | Logout | Help

Parent Org. ID: Contract Number Reporting Period: Status: O
ANY
Parent Org. ID  Contract Number Reporting Period Status Select
[ HO_0 H3_9 201401 Available
HO_0 H5__ 201401 Available O
HO_0 H5_2 201401 Available
HO_0 H5__{ 201401 Available
HO_0 H7_9 201401 Available
HO_0 H7_1 201401 Available
HO_0 H7_6 201401 Pending
HO_0 H8_3 201401 Available
HO0 Ho__7 201401 Available
HO_0 S0_7 201401 Pending
HO0 S5_9 201401 Pending
HO_0 S5_8 201401 Failed

Welcome to Coverage Gap Discount Portal where yvou
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.

Available - Invoice is 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
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4) On the Payments tab, review the Payment Information region for deferred items.
In the following example, the Total Deferred field contains no deferred items.
érMs Contact Us | My Profils | Logous | Help
PALMETTO GRA Y - -t
Mome Paymerts Completed Receipts Repons
Sponsor Portal CGDP Payments  tsvoiced Reporting Period: 201401 Paymacnts due 632014
[ P Number. ANY W Parent Org. ID. HO__0 Contract Number. | Hi_9 v Q ] Payment Information
Total lavoiced 177.53
lnsate All Total Fatled 0.00
; Previous ati [ Toal Deferred 0.00 ]
P Number f";‘:“‘ Deferred  Payment, Failed Date :_:::. Defer  Failed "r iy T P
] Total Successful 0.00
P19 954 0.00 12302014 E Toeal Available 17753
PI_8 10.74 0.00 120902014 K
PL_8§ 156.70 0.00 1203072014 [l
PL_? 055 0.00 123072014 [n ‘ment Initiation Upload
d m [1ory Browse
Update Al [ 12302014 E ey
Pending Transactions 0 J
P Number Authorizatios Amt.  Date Submsitted Payment Date Stop Payment
No data

5) 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 items for $9.54 and $0.55 contain an active Defer

check box.
Inveiced Previous Initiate

P Number , Eeferrtd Payment/ Failed Date Payment Defer Failed
mount

P15 9.54 0.00 12/30/2014 | 0 | | |

P1_§ 10.74 0.00 12302014 [=] O |

P1_8 156.70 0.00 1213012014 [Ta| O

P17 0.55 0.00 12/30/2014 [Ta] O [C] ||
[ Update Al [12/30/2014 [ Subinit

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.
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6) 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 items for $9.54 and $0.55 now contain check marks in
the Defer check box.

P Numb Invoiced ;:?m;; = Initiate Defie Failed

Number Amt. T Pavment/ Failed Date Payment eler aile
Amount

P1_9 954 0.00 | 12/30/2014 [ 8] O |

Pl_8 10.74 0.00 [12/30/2014 = O O

P1_8 136.70 0.00 [12/30/2014 BG O

P17 0.55 0.00 [12/30/2014 o] 0 |

Note: Selecting Defer is applicable only if the Sponsor’s 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.

7) 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.

8) The following message will appear after the Submit button is selected:
e

g ==

B Warning: By selecting 'OK' below, you acknowledge that you are unable

¥ to pay this amount because it falls below the minimurm amount your
bank allows for ACH transactions. You also acknowledge that this 1
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 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.

ok ||| cance |

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 line is not the correct deferrable invoice to process, utilize the
Cancel button to exit the message screen and update the invoice line item.
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9) Select OK to defer the selected invoice line item.

10) 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 $10.09.

(’-‘Ms Coasact Us | Mv Profile | Logour | Help
PALMETTO GOA - e s o woese

Home Payments Comploted Receipts Reports =
Sponsor Portal CGDP Payments Inveiced Reporting Period: 201401 Paymests dise 6872014
( P Number. [ANY V]| Parest Org. ID: HO_0 Costract Number: [HI_9 v 6“] Pavmess lnformation
Total Invosced 17753
Instiate Al Total Failed 0.00
i Previous o>
) Iavoiced Laitiate ) [ Toeal Deferred 10.09 |
P Number Amit. ,l:::;:: Paymeat / Failed Date Paymeat Defer Failed Total Pending 2.00
. Total Successful 0.00
|PL_s 10.74 000 123072014 3 Total Available 167.44
PI_% 15670 0.00 1273072014 3
Updze AT (127302014 ']
D — \'NM'»,
yment Initiation Upload
Pendiang Transactions 0 Browse -]
P Number Authorization Amt.  Date Submitted Payment Date Stop Paymesnt
t vo data
[F

11) To verify the deferred invoice line items, select the Completed Payments tab and review the data
listed in the Completed Payments Transactions region.

In the following example, the listed invoice line items of $9.54 and $0.55 display as Deferred in
the Payment Date field.

N (7 s Contact Us | Mv Profile | Logout | Help
PALMETTO GBA, CENTRISFOL WA 6 AROAIR VTS
Home Payments Completed Receipts Reporis

L]

Sponsor Portal CGDhP Comp]eted Payments Invoiced Reporting Period: 201401
Parent Org ID: HO__0  Contract: |[H3_9 v| P number: [ANY v Q ] Pavment Information

Total Invoiced 0.00
Total Pending 0.00

P Number Invoiced Amt. Payment Date EFTID [ Total Deferred 10.09 |
P1109 9.54 Deferred CG14011109H9847 | Total Failed 0.00
P1367 0.55 Deferred CG14011367H9847 | Total Successful 0.00
Total Outstanding 0.00

To view completed payments for a different reporting period. return to the Home tab and select the radio button line ttem that contains the dessred reporting pertod

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

Sponsors 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 Parent Organization ID and

password.

Coverage Gap Discount Program

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

PALMETTO GBA,

A, CCLEMIAR 50 00 Do T

User Id: | |

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

Contract Number field.

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

&
PALMETTO GBA.

Home

Sponsor Portal

Coverage Gap Discount Program

(cms

Reports

Contact Us | My Profile | Logout | Help

Parent Org. ID: Contract Number Reporting Pertod: Status: O
HO_0 v [[ANY v [2014 01 v| ANY
Parent Org. D Contract Number Reporting Period Status Select
HO_0 H3_9 201401 Available
HO_0 H3_ 9 201401 Available
HO_0 H5_2 201401 Available
HO_0 H3i 0 201401 Available
HO—0 H7_9% 201401 Available
HO_0 H7 1 201401 Available
HO—0 H7_6 201401 Pending
HO_0 H8_3 201401 Available
HO0—0 HS_7 201401 Available
HO_0 S0_7 201401 Pending
HO0—0 S5_9% 201401 Pending
HO_0 S5_8 201401 Failed

Welcome to Coverage Gap Discount Portal where vou
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.

Available - Invoice is 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 inttiated
successfully

Successful - All line 1tems have been paid
successfully

3) Populate the Select radio button for the reporting period then select the Payments tab to view the

available invoice line items for the specific reporting period.

In the following example, the selected reporting period is 201401.

[

PALMETTO GBA,

Sponsor Portal

Coverage Gap Discount Program

Home Completed  Receipts

Reports

Contact Us | My Profile | Logout | Help

Parent Org. ID: Contract Number Reporting Period: Status: O
ANY
Parent Org. ID  Contract Number Reporting Period Status Select
[ HO_0 H3_9 201401 Available
HO_0 H5__ 201401 Available O
HO_0 H5_2 201401 Available
HO_0 H5__{ 201401 Available
HO_0 H7_9 201401 Available
HO_0 H7_1 201401 Available
HO_0 H7_6 201401 Pending
HO_0 H8_3 201401 Available
HO0 Ho__7 201401 Available
HO_0 S0_7 201401 Pending
HO0 S5_9 201401 Pending
HO_0 S5_8 201401 Failed

Welcome to Coverage Gap Discount Portal where yvou
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.

Available - Invoice is 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
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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.

(’Eﬁﬂs Cosser Us | My Profile | Logout | Help
FALBETTD kA Sl
e Fyments Coempiiag R it Aot —
Sponsor Portal CGDP Payments  lnvoiced Reporeing Pericd: 201401 Payments due £4/2014
P Number: | ANYT v Parest Org. ID: HO__ 0 Coniract Nusnber- [H1_8 w| u_ | Pavment Ieformatuon
- Total Invoiced 145120
Inisiane ALl Total Failed 0.00
Previous b Tean Diedesred 000
B Number et Defirred  Pament Filed Date e Defer  Failed T'::” - e
) Tesal Susccenstial 0.00
P1_i 112 0.00 [z3oeaie |nC| Toas] Availsble 145130
PlL_6 106344 0.00 [Manamni4 =
PL_5 32293 0.00 [izaarnie |
P& 6371 0,00 [12mor014 E i
::upiﬂr\"_'l?.jﬂ@:l:‘ E W =
Pending Tranzasctisns D
P Numbsr Awmthorization Amt.  Date Submitted Faymemt Date Stop Payment
Mo dats
s
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.

Contact Us | My Profile | Logost | Help
e
= o ] Paymants Coenglaiad Rt sigls Repans =
Sponsor Portal CGDP Payments  tovsiced Reporting Period: 201401 Favmens dise SEH014
P Ramber: |ANY W Parent Ovg. ID: HO_0  Contract Number: | H1_% v a ] Pavment Informsmion
Teeead levenced M3
LEFomax All Total Failed 0,00
- Privioui -
. Imvoiced Imitiate . Total Deferrad (L]
P Number o5 E:I::r:l Payment # Failed Date Paymint DM Falled Totsl Pending 000
) Total Successful 000
P10 112 0.00 (za0eu [ O Total Availsble 45130
Pl_& 1063 44 ] T E : O
P15 31253 0.00 [znams i O
Fl_# 63.71 0.00 12300 [ |
) Update Al 127302014 B n—— Browsr.. | (el
Pending Tramsactions Q
P Mumber Authéraration Amt. Date Submitied Pavment Date Stop Payemint
Moo dacy
L
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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.
@ S Comeser Ui | My Prafils | Logea | Help
l.lm:l..:i!fTFé_d:lf? 1 - ———
Hiome Payments Completed Recepts Repors =
Sponsor Portal CGDP Payments  towiced Reporting Period: 201401 Payments due 632014
F Number: [#M7Y_~|  Parens Org ID- HO_ 0 Conmact Number: [Hi_9 v) Q I Pavment lnformation
Tenal krvouced MM
[ | Total Fadled 000
. Prviows it Total Deferred 0.00
Invoiced Initiate !
P Number Dvforred  Payment/ Faied Date Py Defer  Failed M—— NS
Total Sucoesaful 000
Flp L2 0.00 Total Avadlable 510
Plt 106544 0.0 Veu ane gowg b witete payrnents for ALL the contricti that aie dhons
P13 12293 000 ot e
Pleise do i Pyt Datei of porilpene
Pl_g 6371 .00 cartin payants, o=
— I W it o mot refreibed o the ood of the grocesd dhok on Paysents Lab. — WM
[ Updtane | =l Gpkal |
Fending Transactions Q
P Numsher Auiborization A ]
o data
[ Pt

In the following example, the Initiate All informational message displays with the OK button
highlighted.

ormege (O e

You are going to initate payments for ALL the contracts that are shown
on this page.
Please do not forget to set Payment 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.

Revision: 9/30/2015 47 |Page



CGDP Portal DPP User Guide
Sponsor

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

8)

invoice line items.

Home Payments Complessd Ret peis Repais =
ﬂ|lunsur Partal {_‘GDP Pﬂ:g' m[‘nts lnvesced Reporting Persad: 201481 Pavenemts dus= 6573014
P Number; ANY Pagemn Ovg. [D: HO_0  Conmser Nember: [HI_3 v D | Payment Information
Toeal Ievesced 145030
Eh'_-halr.hll Total Failed .00
: Previsus )
B Inveiced ) Indtiate ; Tootal Deferred 0.00
P Hamber :‘::’::f Payment / Failed Date Paymeni] T4 Failed Total Pending 000
Dotal Successful 000
F10 L2 000 1202014 iG] o Total Available H5120
PL_6 1063 44 0.00 127302014 = =
PL_S% 32293 0.00 12002014 e =
Pl_G& 63,71 0,00 127302014 = B
T — Pavment Initiation Upload
Upsdaie All 127302074 C
el —_ Browsa Ciploud
Pending Transactions u
|P Number Amthorization Ami.  Date Swbmitied Payment Date Siop Payment
ra data

A0 Fareeen:

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.

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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9) To defer invoice line items that fall below the Sponsor 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
amount of $1.12.

(/— CMS Contacs Us | My Profile | Logoes | Help
PALMETTO GRA v . s —
Hiome Payments. Commpleted ReCeipts Reports =
Sponsor Portal CGDP Payments  invsiced Reporting Period: 201401 Payeesns due 632014
PNumber: [ANY |  ParemCrg [D: HI0__0 Contract Number: [Hi_8 v| [+ ] Pavznent bnforenation
Teeal Invenced HilLX
E'rl-‘ll!ll.' All Teisd Failed 000
. Pravisus .
n Inveiced Initinte Total Deferred Q.00
P Number Y Debered  Papment  Falled Dae Paymeat Failed e W
Total Successful 000
Pl_i L1z 0.00 12307014 = = Total Available W51 30
Pl_& 106344 0.00 [v220m014 G| @
Pl_3 32293 0.00 [varems e =
Pl_s 171 0.00 [12moz01 = <
| Updaie All (127302014 E [ Wm
Pending Transactiens u
P Number Anmthorization Ami.  Date Sebmitted Payment Date Stop Payment
Mo data
=0 i S [
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10) 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 $1,063.44 displays the updated calendar date of
12/31/2014, which is visible in the Payment Date field and the expanded calendar.

B Al T TEr Gila,

Sponsor Portal

Pyt

CGDFP Payments

ol

R ipts

Invoiced Reporting Period: 200401

Comaer Us | My Prodils | Logour | Help

Favemnests dus &5014

P Number: |ANY W) Paront Org. [ L Comtract Numboy: |Hl_$ v 0 l Pavenesn [nfoamsarson
Toeal lnvessed 1451 30
Elinirace Al Toual Failed 0.00
- Prevesui o
- Invoiced Imitiate Total Deferrad 0,00
P Number Deferred  Payment / Failed Date Papmant DePr  Faied Total Peading 0.00
Total Successtul .00
Pl_0 112 0.00 [1zrsvnia | | O & Total Available 145120
Pl_& 1063.44 .00 [z z014 | m =]
PL_5 LRSS T H [ _oecomberdon |5 |
Pl 63.71 0,00 (5 e | vt Tl [ERH ) £y
[ Updae 112 3 |4 |3 8 = Eavmend lmitiation Uplasd
b M 8 8 wom oz = [ - pd |
Pemiling Trassaciions G M 15 I 17 18 19 N
a1 2 Fa | 24 a3 M 27
F Numbser Aunthorization Am .5 . mt Diate Step Fayment
o daca i Taa Toedary s
= ®

In the following example, the invoice line item of $1,063.44 displays an updated calendar date
and remains selected as part of the Initiate All functionality.

(’E—R]S Coneset Us | My Brofile | Legeen | Help
ﬂul.:-IETTI}Q'ﬂH .
Home Payments Completed Receipts Repons —
Sponsor Portal CGDP Payments  tuviced Reporting Period: 201401 Payments doe 682014
P Number: [ANT | Pament Org. [0 A0 Coniract Mumber [R1_0 | Q ] Pavment Informsion
Total fervoiced 145120
= Inutzase All Total Failed 000
; Praveoiii -
. Tavoiced Initiate Total Deferred 0.0
P Number Deferred  Payment, Failed Date Prvmen  Defer  Failed S wi
] Total Successfuul 0.00
P10 112 0.00 | 12r0a4 = & Tetad Avadlable M51N0
Pl_& 1063.44 0.00 [rzmzos ["EJ =] |
Pl_3 3228 0.00 [varatems I =
4 63.71 0.00 [120m014 | ¥
Paynwest Tnitiatson 1 pload
] Updaie AT [127302012 = okt | o Ok
Pending Tramsactions 0
P Numbsr Authorization Amt.  Date Submitted FPayment Date Stop Payment
P dafa
i
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11) 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.

12) 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

i 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 amount your
bank allows for ACH transactions, You also acknowledge that this Il
amount is still owed to the payee and expected to be paid at such time
when: (1.} Other small ameounts can be combined which exceed your
banks minimurn 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 ||| cance |

lE—— — —— : e
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 update the invoice line item.

13) Select OK to defer the selected invoice line item.
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14) 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 $1.12 and the Total Pending field displays a balance of $1,450.08.

(Eﬁﬂ s Connses Ux | My Profile | Lomo | Help
P'A.I:Mt'l T s .
] Eayenents. Complelad Receipts Repoits =
Sponsor Portal CGDP Payments  tsvoiced Reporting Period: 201401 Payments dee 682014
F Number. |[A57_~ Parest Org 10 HO_0  Comtract Number |HL_8 w Q I Pavinent Inforearon
- Total Iervoiced 145120
— it A Total Failed 0.0
Inuciced = Initiate H-:l Deferred 112 |
bl AT e Ea e Payment e Failed ol Pending 145008 |
Mo data Toul Successful 000
Toeal Availabile 000
[ Update A% 123002014 ] :
Peadimg Tramsactons Q
F Number Authorization Ami.  Date Sabmitted Payment Date Saop Paymsent memt Initiation Upload
[ 106344 123072004 123072004 O Browss. [
P13 32293 123072004 123072004
Pl_# 6371 1302014 12302004

Note: the Total Pending field displays the total amount of invoice line items populating the Payments

Pending Transaction region.
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15) To review the deferred invoice line items, select the Completed Payments tab and review the
data listed in the Completed Payments Transactions region.

In the following example, the listed invoice line items of $1.12 display as Deferred in the
Payment Date field.

S K ‘M s Contact Us | My Profile | Logout | Help
PALMETTO GBA, —
Home Payments Completed Receipts Reports =
Sl)OHSOl" Portal CGDP Completed Payments Invoiced Reporting Period: 201401
{ Parent Org ID: HO__ 0 Contract: [H3_9 v| P number: |ANY v O ] Payment Information
Total Invoiced 1451.20
Total Pending 1450.08
P Number Invoiced Amt. Payment Date EFTID I Total Deferred 112 I
[P1_0 1.12 Deferred CG14011_9HO_0 | Total Failed 0.00
Total Successful 0.00
Total Outstanding 0.00
To view completed payments for a different reporting period, return to the Home tab and select the radio button line tem that contains the desired reporting period

Note: the Total Pending field on the Completed Payments 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

Sponsors 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 loaded 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 Parent Organization ID and

password.

Coverage Gap Discount Program

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

FALMETTO GBaA,

A, CCLEMIAR 50 00 Do T

User Id: | |

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

In the following example, HO__ 7 populates the Contract Number field drop down list.

Al

PALMETTO GBA.
A EELERIAN AR T

Home

Sponsor Portal

(cms

Reports

Coverage Gap Discount Program

Contact Us | My Profile | Logout | Help

Parent Org. ID: Contract Number Reporting Period. Status: O Wel C GanD Portal wh
'elcome to Coverage Gap Discount Portal where you
hd [ANY_ v [AnY v] can initiate a payment, check the status of payments
and receipt of payments as well as view your reports.
3 - . B For payment functions, start by selecting a line item
Parent Org. ID  Coniract Number Reporting Period Status Select N SIS Sl oF this rcssage.

854 HO_7 201401 Available 8

S5 4 HO_7 201402 Available

S5_4 HO_7 201403 Available

Available - Invoice 15 ready for payment nitiations
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

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

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

S

PALMETTO GBA,

A EELEnaN G0 @

Sponsor Portal

Home Completed

Receipis

Reports

Coverage Gap Discount Program

Contact Us | My Profile | Logout | Help

Parent Org. ID: Contract Number Reporting Period Status: O T o — e
Jelcome overage Gap Discount Portal where you
[AnY v [AnY V] can initiate a payment, check the status of payments
and receipt of payments as well as view your reports.
3 - . - For payment functions, start by selecting a line item
Parent Org. ID Contract Number Reporting Period Status Select e I oI of this message.

S5 4 HO_7 201401 Available @]
S5 4 HO_7 201402 Available
[s5 4 HO__7 201403 Available

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

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

Successful - All line items have been paid
successfully
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Payments tab, review the Payments Initiation region to view the invoice line items
e 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.

@ 5 Contact Us | My Profile | Logowt | Help
I'A:I..':-lll'lu s T
Homa i menis Coemplatiad Receipis Repois E
Sponsor Portal CGDP Pavments  toveiced Reporting Period: 201403 Payments duc L12/2018
o
P Number: |ANY W Parent Org. [D: 55_4 Contract Number: | HI_7 v u ] Pavmerrs Infommation
Total Invowed 198057
L Total Failed 0.00
. Previous e = pal Thed:
- Invoiced Imitiate Total Dieferred 0.00
PNumber . E:‘;L’:f TR / M Payment Dtfer  Failed Tosal Pending 0.00
) Total Successful 0.00
P2 18454 0.00 (EEE = Total Available 1980.57
B2 651,19 0.0 025 |
Pl_4 a0 0.0 022015 =
pL_7 16756 0.00 ME22015 = Pavment Initiation Upload
PI_% TI468 0.00 1022015 | Browse . | (Sl
PL_5 150 0,00 01022015 G|
PlL_7 %641 0,00 01022015 B
Upeate All (07022015 = bt
Pendimg Traniactions D
P Number Awthorization Amt.  Date Submatted Pavment Date Siop Pavment
Mo data
S0 Parvmarat

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:

Invoice line item data corresponding to the active Payments Initiation region page
displayed

Invoice line item data corresponding to the active Payments Pending Transactions
region page displayed

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 dialog boxes 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#18##.#7 Open Save | ¥ Cancel

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

In the following example, the invoice line items display in a Microsoft Excel spreadsheet with the
current date displayed in the Payment Date field.

m Hame Insert Page Layout Formulas Data Review View

QQD@

* Calibri 11 - = =|=|5 |Date -| B conditional Formatting - S=Insert - X ~ ﬁ? l;‘?l
3 B I U | A A E = - $ - % » | [BEFormatasTable - 5 Delete ~ ﬂ* Z _
oy @A |EE| e A | Doaswer iroma- | @+ Z18 P00
Clipboard & Font ] Alignment 2| Number ] Styles Cells Editing
D12 A I
A B C D E F
1 PNUMBER INVOICE AMT |PRE\J’IOUS DEFERRED AMT PAYMENT DATE FAILED DUETO
2 Pl##2 284.54 0.00 01/12/15
3 | P1##2 691.19 0.00 01/02/15
4 |P1s#4 23.69 0.00 01/02/15
> |P1s#7 167.56 0.00 01/02/15
6 P1##S 714.68 0.00 01/02/15
7 | Pl##6 2.5 0.00 01/02/15
8 P1##T 56.41 0.00 01/02/15
9

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 Printer icon
on each page of the Payments Initiation region.

8) Utilize the 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 Parent Organization ID

Reporting Period

Contract Number initiating payment

P 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 (;), Parent
Organization ID followed by a semi-colon (;) and Reporting Period, in YYYYQQ format.

Example of Batch Header line:
e HDR;S5_ 4;201403

e Batch Detail Line: ‘DET’ to notate detail line followed by a semi-colon (;), Contract
Number followed by a semi-colon (;), P Number followed by a semi-colon (;), EFT ID
information, in CGY'Y QQP###H#H#### 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;HO_0O;P1_0;CG14011_ OHO_ 0;20141229;N
Example of a deferred invoice line item with defer date of 01/15/2015:
e DET;HO_0O;P1_ 0;CG14011_ OHO_ 0;20150115;Y
In the following example, the batch text file contains one header record and seven invoice line item
records.

" §5_4.20150102_BATCHscreen

File Edit Format View Help

HDR; 55__4; 201403

DET;HO__0:;P1__2:;CG14031_ 2HO__0;20150102; N
DET;HO__0:;P1__2;CG14031__2HO__0:20150106: N
DET; HO__0;P1__4;CG14031__4HO__0;20150105; N
DET;HO__0:;P1__7;CG14031__7HO__0:20150102: N
DET;HO__0;P1__5;CG14031__5H0__0:20150107; N
DET;HO__0;P1__6;CG14031__6HO__0;20150102;Y
DET;HO__0;P1__7;CG14031__7HO__0:20150102; 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 Sponsor-
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. . I 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, S5 4.20150102_BATCH.txt, is located.

Organize - Mew folder = = i l@l
3 Documents *1 Mame . Date modified Type il il

o Music || 55_4.20150102_BATCH.bxt 1/2/20153:51PM  [Text Docu

b= Pictures £

B videos — ||
1| L} | |
File name: 55_4.20150102_BATCH. bt - ’AII Files (*.*) v] 1

[ 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.

-

Payvment Initiation Upload

IC:\Public\ CGDP.DPP_P| Browse... Upload
L —
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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

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 four files successfully completed
payment initiation and three files failed payment initiation.

Message from webpage @

=

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

|

—

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.

PALKETTO OGB4

Sponsor Portal

Pryreris

Completed

Rt dapls

Reparts

CGDhP Pﬂ}’m{?]lts Invoiced Reporting Period: 201403

Contact Us | My Profils

Payments due 1122015

Logout | Halp

P Mumber: ANY W Parent Ovg. ID- 554  Contract Number: | H)—7 | Q ] Pavmeent [aformarson
Tenal knvosced 198057
Lnstiane Al [ Toml Failed FTET|
1 Previous -, 3
. Invaiced I : Total Dieferred 140
PXNumber o Deferred  Payment/ Failed Diace oy Defer  [Falied Tesal Pending 142936
: Amsount o -
Total Succesafial i
Pl_2 284.54 000 [maros 5 Batch Faibare Total Available a0
P17 167.56 L] [omarzats || Baich Faibure
P17 441 0,00 fmazns = Bazh Fashure
0w Al EEMS [ St |
pde ATl | Pavnsent Initiarion M& .
Pending Trasiaciion Q i [SSE==F]
P Number Amuthoriration Amt.  Date Submirted Pavment Date Stop Paveent
Pl1_2 69119 01022015 L2015
Pl_4 ¥ 01020135 01052015
P15 T14.68 010X 2015 Q1072015
.'\.‘ o b
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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.

(E—“‘ 5 Contact Us | My Profile | Logost | Help
ru:u:i:'rro ﬂ,?.i 1L e e .
T Py menls Caimglaed RlBfspls Regots —
Sponsor Portal CGDP Payments  tavoiced Reporting Period: 201403 Pavmens dee 1122015
P Mumber. |ANY |  Parent Org. 1D 53834 Contract fumber. | 0307 [5) I Pavmen Inforenstion
— Total Ievenced 198057
: fmitiare Al Torad Failed 54851
Invoied  [rviows Tnisiate Total Deferred 230
P Number Amt, ;‘!-'f::‘d Payment / Failed Date Payment Diefer Fasled I Total Pend 14795 |
. Total Suceesséul 000
P1002 450 0.00 [mmazats = Fashure Total Availsble 0
P1077 167 %5 0.00 [o7marz0ts | Faslure
P1137 9641 0.00 [Mmazs = Fashure
C1pd An [V10200S | o Pamestlnitisien Upled _
Fending Transactions Q | [
P Numt Avthorization Amt.  Date Submitted Payment Date Step Fayment
P1022 651,19 01022015 D1062015 O
P1024 1569 010015 Q1053013
P11 71468 01022015 QLOT200%
| —
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22) The successfully deferred invoice line item totals display in the Payment Information region.

In the following example, the Payment Information region displays the Total Deferred dollar
amount of deferred invoice line items.

(,—M - Conraer Us | My Profile | Lagsus | Help
FALMETTE Gl e
o Paryments Completed Reeipls Repaits =
Sponsor Portal CGDhP Pay MeEnts  Invoiced Reporting Perisd: 101403 Bavments doe 1122015
P Number; ANY v Paremt Org. ID: 554 Coomiract Namber: |HO—7 v 0 ] Favment Informaton
Total Invoiced 198057
Jestinte AR Total Failed $48.51
5 Freviows b | ] '|
; Invaiced Imitiate : Total Defesred Cil
N
P Numbeer At ::::I:::I Payvment ¢ Failed Date Payment Deffer Faiiled Total Pending 122035
Total Suceesafid 0
Pl1_2 284.54 0.00 0022015 G Faibae Total Avaslabile .00
P1_T7 167.56 0.00 [1pEer01s = Faibare
o 96.41 00 01022015 Fabare
Update All [07/022015 = St Pavment Initiation Upload
Pending Tramsactions u Becrae _
P Number Authorization Amt.  Date Submitted FPayment Date Stop Payment
Fl=2 1,18 01022003 DI0a2015
Pl_4 2369 01022013 01052008
Pl_S T14.68 01022015 QL0 2005
faop Bl

23) To verify the deferred items, select the Completed Payments tab and view the information
displayed in the Payment Information region Total Deferred field and the Completed
Payments Transactions region.

In the following example, the Completed Payments tab is visible and the deferred items display
in the Payment Information and Completed Payments Transactions regions.

Y (7 ‘ S Contact Us | My Profile | Logout | Help
PALMETTO GBA, CENTRSFOl MATCAIE WA RTS
Home Payments Completed Receipts Reports =
Sponsor Portal CGDP C()mpleted Payments Invoiced Reporting Period: 201403
Parent Org. ID: S5_4  Contract: [HO_7 | P number: | ANY W Q ] Pavment Information

Total Invoiced 1980.57
Total Pending 0.00

P Number Invoiced Amt. Payment Date EFTID [ Total Deferred 250 |
Pl_6 2.50 Deferred CG14031__6HO_7 | Total Failed 0.00
Total Successful 0.00
Total Outstanding 54851

To view completed payments for a different reporting period, return to the Home tab and select the radio button line item that contains the desired reporting period
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24) To review the batch text successful files and failed 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.
@5 Copasct Uls | My Profile | Logows | Help
I.'.hl,.l.d.t TG ulu ..................
HGme Repens _—
) Current Catoll Calendar
Sponsor Portal CGDP Reports Reporting Pericd 201403
[C Inveice _ Data ) Dispute |® Barch|_' Sponsor 1099 Information | Invaice Pasd by OV1L2004
Invoice Dhstnbution 120472014
(i o=t Q | |Dispere Submission 02052015
Dispute Distribation.  04/0472015
R - Batch
Primeary [Ty Description n Dhate Time Download Status Last Downboad
§5_4 Batch mi 200403 315 20150102 03-25 3 Failed | 4 Successfal

25) 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 Failed and Successful

line items.
@5 Conasct Us | My Profile | Logows | Help
|.-.a.|,-|:;_ TG r_|lu ..................
Hame Répons _

) Current Cutoff Calindar
Sponsor Portal CGDP Reports Reposting Perid 201403
[ Invoice O Data O Dispute ® Basch O Sponsor 1099 Information ) i papaaLe

Invoice Dhatribuhon 120472014
(e =4 Q | |Dispote Submission 02032015
Daspuie Distribation D201 5
o 5 .x Batch
Primary D Description I Dite Timee Dowmload Status Last Downbaad
554 Hatch mut 200403 313 20150002 0325 3 Failed | 4 Successfal
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26) Select one of the following dialog boxes 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 batch text file.

Do you want to open or save 515.4xt (701 bytes) from 1#1#.15#.#7 Open Save | T Cancel

27) 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, three of which
failed batch processing batch processing with error messages listed in the file.

F =

| 515.¢t - Notepad = | B S

File Edit Format View Help

S5__4;HO__0;201403;P1__6;CG14031__6HO__0;20150102;Y; success; Deferred in a batch;20150102;
S5__4;HO__0;201403;P1__2;CG14031__2HO__0;20150106;N; success; Initiated in a batch; 20150102;

55 4;HO0_0;201403;P1__4;CG14031__4H0__0;20150105;N; Success;Initiated in a batch; 20150102;
S5__4;HO__0;201403;P1__2;CG14031__2H0__0;20150102;N;Failed; Invalid EFT;20150102;

55 4;H0__0;201403;P1_7;CG14031__ 7HO__0;20150102;N; Failed;No EFT +information available for sponsor;20150102;
S5__4;H0__0;201403;P1__7;CG14031__ 7HO__0;20150102;N;Failed;No EFT information available for sponsor;20150102;
55__4;HO__0;201403;P1 _5;CG14031 __5H0__0;20150107;N; Success;Initiated in a batch; 20150102;

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 Sponsors 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 Payment 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 Parent Organization ID and

password.

Coverage Gap Discount Program

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

PALMETTO GBA,

A, CCLEMIAR 50 00 Do T

User Id: | |

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

Contract Number field.

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

&
PALMETTO GBA.

Home

Sponsor Portal

Coverage Gap Discount Program

(cms

Reports

Contact Us | My Profile | Logout | Help

Parent Org. ID: Contract Number Reporting Pertod: Status: O
HO_0 v [[ANY v [2014 01 v| ANY
Parent Org. D Contract Number Reporting Period Status Select
HO_0 H3_9 201401 Available
HO_0 H3_ 9 201401 Available
HO_0 H5_2 201401 Available
HO_0 H3i 0 201401 Available
HO—0 H7_9% 201401 Available
HO_0 H7 1 201401 Available
HO—0 H7_6 201401 Pending
HO_0 H8_3 201401 Available
HO0—0 HS_7 201401 Available
HO_0 S0_7 201401 Pending
HO0—0 S5_9% 201401 Pending
HO_0 S5_8 201401 Failed

Welcome to Coverage Gap Discount Portal where vou
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.

Available - Invoice is 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 inttiated
successfully

Successful - All line 1tems have been paid
successfully

3) Populate the Select radio button to choose the reporting period then select the Payments tab to

view the invoice line items for the specific reporting period.

In the following example, the selected reporting period is 201401.

[

PALMETTO GBA,

Sponsor Portal

Coverage Gap Discount Program

Home Completed  Receipts

Reports

Contact Us | My Profile | Logout | Help

Parent Org. ID: Contract Number Reporting Period: Status: O
ANY
Parent Org. ID  Contract Number Reporting Period Status Select
[ HO_0 H3_9 201401 Available
HO_0 H5__ 201401 Available O
HO_0 H5_2 201401 Available
HO_0 H5__{ 201401 Available
HO_0 H7_9 201401 Available
HO_0 H7_1 201401 Available
HO_0 H7_6 201401 Pending
HO_0 H8_3 201401 Available
HO0 Ho__7 201401 Available
HO_0 S0_7 201401 Pending
HO0 S5_9 201401 Pending
HO_0 S5_8 201401 Failed

Welcome to Coverage Gap Discount Portal where yvou
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.

Available - Invoice is 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
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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 $280.88, which is the
combined total of items listed in the Payments Pending Transactions region.

(_—C—MS Contact Us | My Profile | Logost | Help
I‘ALM[TTD UQA 1 -
Home Payments. Compieted ReCeipls Reports =
Sponser Portal CGDhP P‘ﬂ}fments Invaiced Reporting Period: 201401 Paymsents due 632014
F Number: ANY |  Paress Org. [ HI_ D Coetact Nusiber |30 v, Q l Payment Information
Toaad [svoiced T 5
[ Enieise Adl Tesal Failed 000
: Previeus -
Tmvobced Iniiaie Total Deferred 13 83
F Number e err-l:i Payvment / Failed Date Paymest Deefer Failed [ Temt T
PO_0 190,05 0.00 (2300 i) B T::u s:h’m"’mlt 4;::
PO_d 5339 000 L = :
Po_8 1513 0.00 [12R0m0 lig]
P 271 0.00 12302014 | 3 Payment Initiation Upbsad
O A [uzr - Evtrarsss ‘
peaee Al (12302014 7 : ==
Peading Traniachans g
F Xumber Amnthorization Amt.  Date Sabmitted Payment Date Stop Payment
P10 5561 123072004 12302004
POt 3205 12302014 01152013
P4 190.21 1273072014 12312014
[ -
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5) Review the Payments Pending Transactions region to verify the existence of 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 amounts displays in the
Payments Pending Transactions region.

(—'_ms Comtact L's | My Profile | Logowt | Help
PALLETTO OB s e
Home Payments Complsted e pipts Reports —
Sponsor Portal CGDP Payments taveiced Reporting Period: 201401 Payments doe 632014
v
P Number: ANY W Paress Oxg. ID: HOD  Contraer Number: [Hi_5 v 0 ] | Payment Information
L Total lnvessed TO4 4
lastume All Total Failed 000
Frevieus L 1
Todal Defered 1383
P Number :f‘"""" Deferred  Payment/ Failed Date Initiate  pfer  Failed o e
Amt, Ameust Fayment Tonal Peading 08
Toazl Soccesstul 000
PO_D 190,05 0.00 123001 =
a ;_—] Al | Towl Availabie 410.28
PO_4 3 0,00 12302 |
PO_2 45,13 0.00 1300 B
Pﬂ( y 12L71 0.00 1200014 L= - ent Initiation L
Updaee Al2 123072014 I == Browss... | el
—
Pinding Trasiachont Q
F Numb-er Authorization Amt.  Date Submitted Fayment Date Stop Payment
(] 3861 1273072004 123172004 O
0_& 306 127302004 01152013 O
o_d 19021 125003014 123012004 a
i Pl

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.

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 $58.61.

Pending Transactions Q

P Number Authorization Amt. Date Submitted Payment Date Stop Payment
PI_0 38.61 12/30/2014 12/31/2014

P0_s6 32.06 12/30/2014 01/15/2015 O

P0_4 190.21 12/30/2014 12/31/2014 O

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.
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The following message will appear after the Stop Payment(s) button is selected:

i Message from webpage 4 ﬁﬂl

I Are you sure you want to stop this payment?

!‘I l OK | Cancel |

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 utilizing one of the following
work instructions:

e Processing Invoice Line Item payments

e Processing Future Dated Invoice Line Item payments

8) Select the OK button to process the stop payment for the invoice line item.
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9) 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 invoice line item for $58.61 relocates to the Payments Initiation
region for re-processing, the Payment Information region displays an updated balance of
$222.27 in the Total Pending field, and the Payments Pending Transactions region no longer
contains the invoice line item for $58.61.

(—’_ ‘MS Caontacy Us | My Prafile | Logout | Help
F'l':!!-'l.rlﬂ}illlﬁ e o o e i
Hiome Payments Completed Recepts Repoits -
Sponsor Portal CGDhpP Pa}f MENnts  Ievoiced Reporting Period: 201401 Payments due 652014
P Number: ANY v Parest Org. [ H0__0  Contract Numbser: | H1_9 | a ] Pavment Informanon
Total [eveiced 0459
— et AN Tenal Failed 000
i Invoiced gt Initiate } Tastal Dheferred 13,53
P Number M-:r::i Payment / Failed Date — Failed o 7]
Total Suceesdfid 0,00
PO_0 190,05 0.0 1302014
- El o Total Avaslable 46889
PO 5130 0.00 12302014 G|
PO_8 45,13 0.00 (127302004 I
Bo_7 12171 0.00 (125050 = ment Initistion Upload
P1_0 5861 0.00 1302014 [(n] | e " Upd |
L% . ]
[ Updse A2 [ 12302014 :
El —
Pemding Transsctions Dl
P Number Awmthorization Amt. Date Submsitted Payment Date Step Paymaist
Pl_% 306 12302014 0152005 ]
PO_4 19021 12302004 12312014
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10) For final verification of the processed invoice line item stop payment, select the P Number from
the drop down list in the Payments Filter region and enter in the specific Contract Number.

In the following example, P1__ 0 populates the P Number field drop down list and displays the
reinstated invoice line item data in the Payments Initiation region.

(E—M s Contact Us | My Profile | Logowt | Help
lT".i-I\.IJETTID IDQJ\. . v
Home Fayments Compieted Receipts REpors =
Sponsor Portal CGDP Payments  toeiced Reporting Period: 201401 Pyesenss due 632004
] P Number:[P1_0~]  Parene Qg ID: HO_D  Coatmer Number: [HI_5 Q I Pavment Information
Teand [zvaiced T4 59
L Enisisse AR Total Failed 000
P Xumbey  1HVOIR :;":; Faded Dnitiate | Fuled Total Dieferred 13.83
R i’ Foiml e Pavment Total Pending mn
2 P - Total Successful ki)
fpr—o 5861 0.00 I i s Mo
O Updaee All [127302004 E
Pending Trasiactsoni Q,
F Xumber Amthorization Ami.  Date Submitted FPayment Date Stop Fayment :
PO_8 .06 12302014 011572013 0 o
P4 19021 12302014 123172014
ey
You have now completed a stop payment of an invoice line item.
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CGDP Portal Completed Payment Tab

r ‘M s Contact Us | My Profile | Logout | Help
PALMETTO GBA,

1 =
Home Payments Completed Receipts Reports —

Sponsor Portal CGDhP Comp]eted Payments 2 Invoiced Reporting Period: 201404

3 [ Parent Org. ID: HO__ 0 Contract: H5__2 V| P number: |P1_7 v O ] 4 Pavment Information
Total Invoiced 1066.73
Total Pending 0.00
5 [P Number Invoiced Amt. Payment Date EFTID Total Deferred 331
PL_7 331 Deferred CG14015_2P1_7 Total Failed 0.00
PL_6 1063 44 19-DEC-14 CG14013_9P1_6 Total Successful 1063 44
Total Outstanding 0.00

To view completed payments for a different reporting period, return to the Home tab and select the radio button line item that contains the destred reporting period

The Completed Payments tab allows the user to review completed payment information for invoice line
items by Manufacturer P Number.

The Completed Payments tab has six regions:

1. Completed Payments 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, in YYYYQQ format, based on the reporting period
selected in the Home Filter region.

3. Completed Payments Filter region: allows the user to search data listed by the defaulted Parent
Org. 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 Transactions region: displays results based on data entered into the
Completed Payments Filter region.

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

Revision: 9/30/2015 73|Page



CGDP Portal DPP User Guide
Sponsor

Completed Payments Tabbed Region

1
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 tab is active.

Completed Payments Invoiced Reporting Period Region

2 |Im'uiced Reporting Period: 1[!1404|

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 4™ quarter of calendar year 2014 will appear in the Completed Payments Transactions
region of the Completed Payments tab.

Completed Payments Filter Region

3 | A Parent Org. ID: HO__0 B Contract: |H5__2 v| C P number: |P1_7 Vv O ]

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

A. Parent Org. ID: field defaults to the Parent Organization ID utilized to access the system.

B. 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.

C. 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 Parent Organization 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.

Revision: 9/30/2015 74 |Page



CGDP Portal DPP User Guide
Sponsor

Completed Payments Payment Information Region

m m Qo O m =

Payvment Information
Total Invoiced 1066.75
Total Pending 0.00
Total Deferred 331
Total Failed 0.00
Total Successful 1063 44
Total Outstanding 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 that provide up-to-
date data regarding completed invoice line item activity.

A

B.

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

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

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.

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 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.

Total Outstanding: displays the total dollar amount of remaining invoice line items requiring
processing.
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Completed Payments Transactions Region
5 | A P Number B Invoiced Amt. C Payment Date D EFTID
PI_7 3351 Deferred CG14015__2P1_ 7
Pl_6 1063 44 19-DEC-14 CG140153_9P1_6

The Completed Payments Transactions region provides a detail view of successful payments or
deferred invoices. This region contains four fields that provide up-to-date data regarding paid invoice

activity.

A. P Number: displays the Manufacturer P Number.
B.
C. Payment Date: displays information regarding the status of the payment.

Invoiced Amt.: displays the invoice line item amounts due to the Manufacturer.

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.
EFT ID: 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: CG14011_ 7H5__ 2.
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CGDP Portal DPP Work Instructions — Completed Payments

Utilizing the Completed Payments Tab

Sponsors 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 Sponsors 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 Parent Organization ID and

password.

Coverage Gap Discount Program

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

FPALMETTO GBA,

&, CCLEMIAN =m0 0r oo e

User Id: | |

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

Contract Number field.

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

Sponsor Portal

Coverage Gap Discount Program

Contact Us | Mv Profile | Logout | Help

Parent Org. ID: Contract Number Reporting Period Status: O
ANy~ [2014 01 v| ANY ~
Parent Org. ID  Contract Number Reporting Period Status Select
HO 0 H3_9 201401 Available
HO_0 H5__ 201401 Available
HO 0 H5_2 201401 Available
HO_0 H5_0 201401 Available
HO_0 H7_9 201401 Available
HO_0 H7_1 201401 Available
HO 0 HI_6 201401 Pending
HO_0 H8_3 201401 Available
HO 0 HO__7 201401 Available
HO_0 S0_7 201401 Pending
HO0 859 201401 Pending
HO_0 55 201401 Failed

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.

Available - Invoice is 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

3) Populate the Select radio button to choose the reporting period then 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 201401.

o

PALMETTO GRA,
A ErLEmAN Bar T

Sponsor Portal

Home Payments Completed Receipts

Reports

Coverage Gap Discount Program

Parent Org. ID: Contract Number Reporting Period: Status: O
201401 v ANY v
Parent Org. ID  Contract Number Reporting Period Status Select
I HO—0 H3_9% 201401 Available
HO_0 H3_ 9 201401 Available
HO0—0 H5_2 201401 Available
HO_0 H3_ 0 201401 Available
HO0—0 H7_9 201401 Available
HO_0 H7 1 201401 Available
HO0—0 H7_6 201401 Pending
HO_0 HE_3 201401 Available
HO_0 H9_7 201401 Available
HO_0 S0_7 201401 Pending
HO_0 S5_9 201401 Pending
HO_0 S5 201401 Failed

Contact Us | My Profile | Logout | Help

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.

Available - Invoice 1is ready for payment mitiations
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
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4) On the Completed Payments tab, select the applicable Contract Number from the drop down list
located in the Completed Payments Filter region.

In the following example, H3__ 9 populates the Contract Number field drop down list.

ITO GBA, (7
Home Payments Completed Receipts Reports =

Contact Us | My Profile | Logout | Help

Sponsor Portal CGDP C()mp]eted Payments Invoiced Reporting Period: 201401

{ Parent Org. ID: HO_ 0  Contract:| H3_9 || P number: ANY Vv O Pavment Information
Total Invoiced 621.66
Total Pending 0.00
P Number Invoiced Amt. Payment Date EFTID Total Deferred 286
PL_2 286 Deferred CG14015_2P1_7 Total Failed 0.00
P1_0 2113 12/30/2014 CG14013_9P1_6 Total Successful 27.13
Total Outstanding 391.67

To view completed payments for a different reporting period. return to the Home tab and select the radio button line item that contains the desired reporting period

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 $2.86 and the Total
Successful field contains at a total of $27.13.

N
PALMETTO GBA. (7
Home Payments Completed Receipts Reports =

Contact Us | My Profile | Logout | Help

Sponsor Portal CGDP Comp]eted Payments Invoiced Reporting Period: 201401
[ Parent Org. ID: HO__0 Contract: |[H3_9%| P number: [ANY v O ] Pavment Information
Total Invoiced 621.66
Total Pending 0.00
P Number Invoiced Amt. Payment Date EFTID | Total Deferred 286 |
P12 286 Deferred CG14015_2P1_7 Total Failed 0.00
PL_0 27.13 12/30/2014 CG14013_9P1_6 I'J.'ctal Successful 27.13 |
Total Outstanding 591.67

To view completed payments for a different reporting period. return to the Home tab and select the radio button line stem that contains the desired reporting period
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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 item of $2.86 displays with the Payment Date of
Deferred in the Completed Payments Transaction region.

Reports

Contact Us | My Profile | Logout | Help

Home

Payments Completed Receipts

Sponsor Portal

CGDP Completed Payments

Invoiced Reporting Period: 201401

[ Parent Org ID: HO_ 0 Contract: | H3_9v| P number: ANY v O ] Pavment Information
Total Invoiced 621.66
Total Pending 0.00
P Number Invoiced Amt. Payment Date EFTID | Total Deferred 286
IP],2 2.86 | Deferred | CG14015_2P1__7 | Total Failed 0.00
Pl_0 2713 12/30/2014 CG14011_0H3_9 Total Successful 27.13
Total Qutstanding 591.67

To view completed payments for a different reporting period, return to the Home tab and select the radio button line item that contains the desired reporting period

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 item of $27.13 displays with the completed Payment
Date of 12/30/2014 in the Completed Payments Transaction region.

(Cms
F'ALME'I:T(,), GrﬂA. CENTRES PO AWETCARF & MROIAIN SFRY TS
Payments Completed Receipts

Sponsor Portal
Parent Org. ID: HO__0

Contact Us | My Profile | Logout | Help

Home Reports

Invoiced Reporting Period: 201401

CGDP Completed Payments

Contract: [H3_9 | P number: ANY v O ] Pavment Information
Total Invoiced 621 66
Total Pending 0.00
P Number Invoiced Amt. Payment Date EFTID Total Deferred 286
P1_2 2.86 Deferred CG14015_2P1_7 Total Failed 0.00
10 2713 LE.‘ED.'?_OHl CG14011_0H3_9 I | Total Successful 27.13
Total Outstanding 591.67

To view completed payments for a different reporting period. return to the Home tab and select the radio button line tem that contains the desired reporting period

You have now completed reviewing completed invoice line items.
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CGDP Portal Receipt Status Tab
€MS Coetact Us | My Profile | Logout | Helg
Home Payments Compieled Recspts Reports =
S[)OHSOI' Portal (v(;DP Receipt Status “ Imveiced Reporting Period: 201401
Cootract Number. (15 v|  Parent Org. ID: H0_0 P Numsber: [ANY v U ‘ - Payvesent Informatson
! Total Owed
|'f \P Number Inveiced Amt Payment Date EFTID Status | | Total Defesred 85
[P1_o0 613.10 12302014 CGI4011_OH3_0 By Total Received 61310
[p1_6 171.59 CG14011_6H3_9 Outstanding ‘ Total Pending 0.00 ’
(P12 286 12302014 CG14011_2H3I_0 Deferred I Tcﬁl Ourstandung 17159 H
Recesved - Payment 1s i vosx account
Pending - Pavesent as been isatimed
Outstandng - No payment activity
Deferred - Invosce amouss falls below
minimem

The Receipt Status tab allows the user to review invoice line item information for updated invoiced line
items by Manufacturer P Number.

The Receipt Status tab has the following six regions:

1. Receipt Status 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 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 Parent Org.
ID.

4. Receipt Status Payment Information region: displays the numerical totals of all invoice line
items and statuses that each invoice line item may qualify as at a specific point in time. 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, in detail, each region and the functions associated with each.
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Tabbed Region — Receipt Status

Home Payments Completed Receipts Reports

The Tabbed region provides the user with the ability to select different activities to perform while
accessing the system. In this example, the Receipts tab is active.

Receipt Status Invoiced Reporting Period Region

2 || Invoiced Reporting Period: 201404

This section of the Receipt Status page 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 4™ quarter of calendar year 2014 will appear in the Receipt Status Filter Results region of the
Receipt Status tab.

Receipt Status Filter Region

A COII.'U.'E.CT Number- |HI_ 8 B Parent O‘Ig ID-HO_0 C P Number: _RNY b 0

The Receipt Status Filter region contains 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 due within the same reporting period. The field defaults to ‘ANY’, which
displays all Contract Numbers for the reporting period. Note: this field will only allow update
to Contract Numbers that have 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

B. Parent Org. ID: field defaults to the Parent Organization 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 Parent Organization ID.
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Receipt Status Payment Information Region

€S

Pavment Information
A Total Owed T84 69
B Total Received 613.10
C Total Deferred 0.00
D Total Pending 0.00
E Total Outstanding 171.59

The Receipt Status Payment Information region provides a summary view of activities that occur on
the Receipts page. This region contains four fields provide up-to-date data regarding invoice line item

activity.

w >

mo o

Total Owed: displays total dollar amount of invoice line items due from Manufacturers.

Total Received: displays the total dollar amount of invoice line items received from
Manufacturers.

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

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

Total Outstanding: displays the total dollar amount of remaining invoice line items requiring
payment from Manufacturers.

Receipt Status Filter Results Region

5 [ A P Number B Invoiced Amt. C PaymentDate 0D EFTID E Status
PL_0 613.10 12/30/2014 CG14011_0H3_3 Received
PL_6 171.39 CG14011_6H3_9 QOutstanding
Pl_2 2.86 12/30/2014 CG14011_2H3_9 Deferred

The Receipt Status Filter Results region contains five fields that provide lists of invoice line items that
are waiting for payment from a Manufacturer.

COw>

E.

P Number: displays the Manufacturer P Number.
Invoiced Amt.: displays the invoice line item amounts due from the Manufacturer.
Payment Date: displays the date the invoice line items processed.
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 number for
invoice line items displaying the status of Received.

e Example: CG14011_ OHO_ 0
Status: displays the status of invoice line items listed in the Receipt Status Filter Results
region.
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Received - Payment 1s in vour account
Pending - Payment has been initiated
Outstanding - No payment activity
Deferred - Invoice amount falls below
minimum

CGDP Portal DPP User Guide
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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

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

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 Parent Organization ID and

password.

Coverage Gap Discount Program

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

FPALMETTO GBA,

&, CCLEMIAN =m0 0r oo e

User Id: | |

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

Contract Number field.

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

[N

PALMETTO GBA,
Home

Sponsor Portal

Coverage Gap Discount Program

(cms

Reports

Contact Us | My Profile | Logout | Help

Parent Org. ID: Contract Number Reporting Period: Status: O
I | [201401 v| ANY ~
Parent Org D Contract Number Reporting Period Status Select
HO0 H3_9 201401 Available 8
HO_0 H5__ 201401 Available
HO_0 H5_2 201401 Available
HO_0 H5_| 201401 Available
HO_0 H7_9 201401 Available
HO_0 H7 1 201401 Available
HO_0 H7_6 201401 Pending
HO_0 H8_3 201401 Available
HO_0 Ho__7 201401 Available
HO_0 S0_7 201401 Pending
HO_0 S5_9 201401 Pending
HO_0 S5_8 201401 Failed

Welcome to Coverage Gap Discount Portal where you
can initiate a pavment, 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.

Available - Invoice is 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 mitiated
successfully

Successful - All line items have been paid
successfully

3) Populate the Select radio button for the reporting period then select the Receipt Status tab to

view the invoice line items for the specific reporting period.

In the following example, the selected reporting period is 201401.

Sponsor Portal

Home Payments

Completea Reports

Coverage Gap Discount Program

Contact Us | My Profile | Logout | Help

Parent Org. ID: Contract Number Reporting Period: Status: O
Parent Org. ID  Contract Number Reporting Period Status Select
[ HO_0 H3_9 201401 Available

HO_0 H5_9 201401 Available Q
HO0—0 H5_2 201401 Available
HO_0 H3_0 201401 Available
HO_0 H7_9 201401 Available
HO_0 H7 1 201401 Available
HO_0 H7_6 201401 Pending
HO_0 H8_3 201401 Available
HO0 H9_7 201401 Available
HO_0 S0_7 201401 Pending
HO0 S$5_9 201401 Pending
HO_0 S5 201401 Failed

Welcome to Coverage Gap Discount Portal where vou
can mitiate 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.

Available - Invoice 1s ready for payment mitiations
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
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4) On the Receipt Status tab, select the applicable Contract Number from the drop down list located
in the Receipt Status Filter region.

In the following example, H3__ 9 populates the Contract Number field drop down list.

@5 Comeact Us | My Profile | Logowt | Help
PALLUETTO OB !

Hiome Paymants Completed Recapls Reports -
. [
Sponsor Portal CGDhp REEElpt Status Invoiced Reporting Feriod: 201401
Contract Nussber:| H1_9 || Parent Org. 1D: HO_D P Number: |[aN7 W u. I I Paveseni Inkamaisn
Total Owed TET 55
P Mamber Invedced Amat. Pavnsent Date EFTID Status Tetal Recmved 613,10
P10 £13.10 12730:2004 CGLANL_0M3_0 Recered Total Deferred Ls
PL_§ 171.58 CGLA0NI_SHI_3 Crutstanding Total Pending 0.00
P12 238 L3230 004 CGlA08L_3H1_8 Theferred Totall Curstandssg 17159

Receved - Pavment 1 = voes account
Pessding - Pavesent kas boen masmed
Chutstandng - No pavmesd actinsy

Diefierred - Invosce amouns fills below

5) On the Receipt Status tab, review the Payment Information region for deferred, received, and
outstanding invoice line items.

In the following example, the Total Deferred field contains a total of $2.86; the Total Received

field contains a total of $613.10; Total Pending field contains $0.00 and the Total Outstanding
field contains at a total of $171.59.

(E_M_s Comeact Us | My Profile | Logowi | Help
PALLETTO GEA et it

i Payments Comgpieted Aedspls Reports -
. &
Sponsor Portal CGDhP REEEI[H Status Inveiced Reporting Period: 201401
Contract Nussber-| H1_8 || Paremt Org 1D: HO__D P Number: ANy W u. I i Pavmeni Informarion
Total Chved TET 55
F Number Invedced Amt. Pavmeent Date EFTID Statur Total Recnived 613.10
P10 613.10 127302004 Cola081_OH3_9 R Total Deferred 185
Pl_s 171.59 CO1A01_sH3_9 Chststanding Toml Pending 000
Pl_2 238 L2307004 CGlanil_2HI_48 Dheferred Toal Cutstandesg 17135

Recerved - Payment is = voss account
Pemding - Pavesent bas boen isstisted
Cutstandang - No panvmend actingy

Dhefierred - Invosse amousns falls below

6) Review the invoice line items in the Receipt Status Transaction

region and locate an invoice
line item with the Status populated with Deferred.
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In the following example, the invoice line item of $2.86 displays the Status of Deferred.

(E_Ms Coseact Us | My Profile | Logout | Help:

PALMETTD 04

Home Payments Compisted Recsipts Reports =
&
Sponsor Portal CGDhP REEEl[}t Status Inveiced Reporting Period: 201401

I Connrart Nussher: | H1_9 »| Parent Org. 1D: HIL_{) P MNumber: | any v u J Pavmsent Information
Total Cwed TET 55

F Xumber Invedced Amt. Fayment Date EFTID Status Toeal Received 613.10

. [ Toul Defared b

P1_0 £13.10 1230:2004 CGLNIL_OHI_8 Recrived

PL_s6 17159 CGI4ML_6HI_3 Chtstanding Towl Pending 0.00

F1_.'! 1E& 1230004 CGlA00L_2HI_8 Theferred Tomal Cursasndesg 17149

Recerved - Payment is = vous accoun
Pesding - Pavesent kas boen wmtmed
- Mo pavment activify
Deferred - Invosce amousnt falls below
v

7) Review the invoice line items in the Receipt Status Transaction region and locate an invoice
line item with the Status populated with Received.

In the following example, the invoice line item of $613.10 displays the Status of Received.

(E_ 5 Comeact Us | My Profile | Logout | Help

PALLETTO G0

Home Payments Compieted Receipts Reports
Sponsor Portal CGDP Receipt Status Inveiced Reparting Period: 201401
Conbract Number: | H1_4 »| Parent Org. ID: HO__0 P Mumber- [aNy W) u I Pevessar Inforeantes
Total Ceed 78755
P Number laveiced Amt.  FaymestDate  EFTID Starus %‘:}“&"“; 6’1;‘: |
(=11 -
P1_0 61310 12307004 CGila01_0K3_9 Received Totl Pending 000
PL_s 17159 CGLA0I_6HI_S Crtstanding -
P2 136 12300004 COLAMYL_IHI_0 Deferred Told Colstanviing Im%

Recerved - Payment is = v accoun
Pessding - Prvesent bas bon imanated
= No paviment actinfy
Deferged - Invosze amouse falls below
=
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8) 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.

PRALLETTO OB

Payments Compielied Recsipts

Sponsor Portal CGDP Receipt Status

Inveiced Reporting Period: 200401

Comeact Us | My Profile | Logowt | Help

1]

Coaenct Nussber: |H3_8 | Parent Org. ID: HI_D P Number: |4y w

P Number Invedced Amt. Favmeent Date EFTID

P10 613.10 1230004 CGla0il0H3I_9
PL_6 171.59 CGlAMI_&H1_0
P2 126 123072014 CGLA0I1_2H3_9

0 I Prvesent Inforesrsoe
Total Crved TET5E
Total Received 13,10
HMatu

- Total Dieferred 2186

— [ Total Peading 000 |
standing =
D Toaal Cursandisg 17155

Receved - Pavment i m voes account
Pemding - Pavesent kas boen imatmed
- No pavment actinfy
Diefermed - Invosce amouns fialls below
e

9) Review the invoice line items in the Receipt Status Transaction region and locate an invoice

line item with the Status populated with Outstanding.

In the following example, the invoice line item of $171.59 displays the Status of Outstanding.

PALMET T G0

Comeaci Us | My Profile | Logowi | Help

Hiome Paymeénts Compleled Recspls Reports. =
. '
Sponsor Portal CGDP Receipt Status Inveiced Reporting Peried: 201401
Contract Nussber: |H1_8 | Parent Org ID: HI_0 P Number: [ANY v Q I
P Sumber Invedced Anst. Fayvnsent Date EFTID Sdatus
PL_0 613.10 127302004 G140l _0M3_8 Received
PL_& ) ) TG _GHI_§ Chiistanding |
PlL_2 XT3 12302014 CGLangl_3H3_8 Dreferred

Receved - Paviment i w voes aécount
Pemding - Pavesent bas been imctisted
- No pavment actinify
Defermed - Invosce amouns fills below
e

You have now completed reviewing invoice line item receipts.
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CGDP Portal Reports — Summary
9 (cms
3= Rt —
. g y . ‘ Currest Cutoll Cabendar
Sponsor Portal CGDP Rtpl}rlh Bapcting Paricd P
[® Invoice O Data ) Dispute ' Trackng ' Baich ) Manufacturer 1099 Information | Tarveice Paid by OMTV2015
| lenvence Chatributeon 01307015
: | Parent Org, [Dx 00 + Contract [ANY v J Dispute Sebmevice (40273015
Duspuste Chatmbuteom 06001201 5
Parent Org ID  Contract Number Reporting Period Date Loaded Download Last Download
Hi_O HI_§ 201404 12192004 1223:2014 @ 03:23 M
HI_% 01404 12192004 12732014 @ 0344 PM
Hi_#% 07804 12183004
HI_3 201404 12192004
HI_2 201404 12192004
S0_7 D014 12192014
559 )& 12192004
L H01404 12192004

The Reports - Summary tab allows the user to review distributed invoice information.

The Reports - Summary tab has the following five regions:

1.

2.

o

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

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.

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

Invoice

Data

Dispute

Tracking

Batch

Manufacturer 1099 Information

This section of the users guide will define the topic of Summary reports.
Reports Filter region: allows the user to search data listed by the defaulted Parent Org. 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 Reports — Summary
functionality.
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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

o) Current Cutoff Calendar
Reporting Period 201404
Invoice Paid by 03/11/2015
Invoice Distribution 01/31/2015
Dispute Submission 04/02/2015
Dispute Distribution 06/01/2015

=

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 — Summary Region

The Reports Type Selection region provides a user with five selections to display or download

distributed files and reports:

e Invoice
e Data

o Dispute
e Tracking
e Batch

[ ]

Manufacturer 1099 Information

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

following example.

3 [' Invoice () Data C) Dispute ' Tracking

() Batch ) Manufacturer 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, Tracking, Batch and Manufacturer 1099 Information
report type selections provided later in the manual for each report type.

Reports Filter — Summary Region

41| A Parent Org. ID: |HO_0 v B Contract: |ANY W O ]

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

A. Parent Org. ID: field defaults to the Parent Organization ID utilized to access the system.

B. Contract: displays the Contract Number for distributed invoices. The drop down list provides
update capability to select another Contract Number from those assigned to the Parent
Organization ID.

Note: this field will only allow update to Contract 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 — Summary Region

5 A Parent Org ID B Contract Number C Reporting Period D Date Loaded E Download F Last Download
HO_ 0O Hl_#6 201404 12/19/2014 12/23/2014 @ 03:23 PM
Hl_8 201404 12/19/2014 12/23/2014 @ 03:44 PM

H1_9 201404 12/19/2014

H2_ 3 201404 12/19/2014

H2 2 201404 12/19/2014

S0_7 201404 12/19/2014

850 201404 12/19/2014

S5 201404 12/19/2014

The Reports Filter Results - Summary region displays information requested for invoice reports.

The Summary results region contains the following six fields used to review abbreviated information of
distributed invoices and provides the user the ability to download the information for review.

A. Parent Org. ID: defaults to the Parent Organization ID utilized to access the system.

B. Contract Number: displays a specific Sponsor Contract Number or all Sponsor Contract
Numbers associated with the Parent Organization ID .

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

D

YYYYQQ format.
. 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 Portal.
F. Last Download: displays the last date and time distributed invoice summary data retrieved
from the Portal. Date format is YYYY/MM/DD. Time format is HH:MM.

Revision: 9/30/2015 92|Page



CGDP Portal DPP User Guide
Sponsor

CGDP Portal DPP Work Instructions — Summary Reports

Accessing Summary Reports

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

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

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 GBA, G:M.mmm

I, CELEMIaM S50 5 S 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 Sponsor for the

&

PALMETTO GBA,
S ErLEmaN Gaor Towa

Home

Sponsor Portal

Reports

Coverage Gap Discount Program

Contact Us | My Profile | Logout | Help

L

Parent Org. ID: Contract Number Reporting Period:
Eany

Status: O
[AnY v]

Parent Org ID Contract Number Reporting Period

S5 HO__4 201403
S50 HO_1 201403
S5_0 HO_3 201403
S50 HO_6 201403
S5 HO_1 201403
S50 HO_3 201403
S5_0 HO_9 201403
S50 HO_0 201403

Status
Available
Available
Available
Avalable
Available
Available
Available O v
Available )

Select

‘Welcome to Coverage Gap Discount Portal where you
can imtiate 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 rtem
from the list to the left of this message.

Available - Invoice s 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

3) On the Reports tab, populate the Invoice radio button in the Reports Type Selection region and

select the applicable Contract Number from the drop down list located in the Reports Filter —

Summary region.

In the following example, the highlighted Invoice radio button displays and ANY populates the
Contract Number field drop down list.

Comtact Us | My Profile | Logout | Help
ThLmETTO B
Home Reports -
] Current Cutedl Calendar
Sponsor Portal CGDP Reports . TR
|[ ® Invoice | Data O Dispute O Tracking O Barch O Manufacturer 1099 Information | Tavoics Paid by 01123013
Ievouce Dastnbution 12042004
l Pareni Ogg. ID; | 550 v EWU”‘XW“MI""'I"’_Vl u Dhsprnte Subsmiaen OROE2015
Duspute Destnbution 040472015
Parent Org [D Contract Number Reporting Period Date Loaded Dewnload Last Download
550 Ho_4 201403 123002004 N
Ho_1 201403 123002004
Hi_3 01403 123072004
HI_& 201403 127302004
Ha_1 201403 123002004
Ho_3 201403 123002004
HX*_1 01403 12302004 W
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4) To view the summary invoice line item report, populate the radio button that corresponds to the
applicable Contract Number in the Reports Filter Results — Summary region.

In the following example, the radio button corresponding to Contract Number H 1 is populated.

(E'M S Contact Lis | My Profile | Logout | Help
PALLETTO Gua e
Home Reports =
) Current Cutall Calendar
Sponsor Portal CGDP Reports Prponiog Deriod 201403
[® Inveice O Data O Dispute _ Tracking O Batch O Manufacrurer 1099 Information | levoice Paid by 01122005
Ievowce Destnibution 12042014
[ 52_0 | B Y Q | |Dispute Submission 02032015
" | Dispute Diswibution. 04042015
Parent Org [D Contract Number Reporting Period Duate Loaded Dewnload Last Download
55_0 Ho_4 201403 12502004 -~
[ HO_I 01403 12302004 [+]]
HI_3 01403 12302004
Ho_#& io) 1] 123072004
Ho_1 201403 1235072004
HO_3 Jol403 12302004
H2 1 1403 12302004 W

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 850 HO__1_201403.txt from 171717757 Open Save | ™ Cancel X

6) After selecting 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.
T s - (0 S L e

File Edit Format View Help
TPACH20140300000162014111715270510CSMHO##1

TPAMHZ20140300000012014111715270510CsMPL##1

PTOT 2013070000001P1##1H0##10000000003218{0000000001402E0000000001815N

PTOT 2014030000002P1##1H0##10000000000000{0000000281638{0000000281638{
TPAMTZ20140300000012014111715270510CSMP1##100000020000000003218{0000000283040E0000000279822ECG14031##1HO##1

7) Once review of text file is complete, return to the Reports tab.
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8) The Reports Filter Results — Summary 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.

(EEPIS Contact Us | My Profile | Logout | Help
bH::I:Efra ﬂfh o . -
Home Riepoits -
Current Catofl Calenda
Sponsor Portal CGDP Reports e ——
[® Invoice O Data ) Dispute ' Tracking ' Barch ) Manufacturer 1099 Information | Teveice Pasd by 011214
Invoice Dhatribation 12042014
[EEmeongil| 550 | ostract Bamberi ity | Q | |Dispote Sobmmission 02032015
Dhspwte Dhatribshion (40420135
Parent Ovrg ID Coatract Namber Reporting Peried Date Loaded Dowaboad Last Dowaload
550 HO_4 200403 123072014 o
HO_1 201403 12302014 Cois010z o1-16]
Hi_3 200403 12302014
Hi_& 200403 123072014
HI_1 200403 127302014
Hi_3 200403 12307014
H:_1 200403 123072014 |

You have now completed accessing invoice line item summary reports.
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CGDP Portal Reports — Data

[

3 \ Current Cutoff Calend
Sponsor Portal CGDP Reports 5 ey
et |Rtf~:ﬂxnp Persod 201404
./ Invowce ® Data | Dispute ' Trackmng - Barch * Manufacturer 1099 Information | evoice Paid by )
lavowce Distnbution

. | Dispane Submissicn

Parent Org ID: p0359 v Comaract ID: [ANY v U : iDMva Distibution 060172015

z Reporting : Last Report Download Last Spreadsheet
Parent Org. ID  Comtract ID Period Date Loaded Domnload File Downlosded Date Spresdsheet Dowslosded Date

HOO H1_6 201404 042372018

The Reports — Data tab provides the user with the ability to review distributed invoice information.

The Reports — Data tab has the following five regions:

1.

2.

o ks

Reports Tabbed region: displays the tabbed page that is currently active. This tabbed region
remains the same during report type selection.
Reports Current Cutoff Calendar region: provides user with key program dates for proper
processing of distributed invoices. This calendar region remains the same during report type
selection.
Report Type Selection region: provides a user with four types of reports to view.

e Invoice
Data
Dispute
Tracking
Batch
Manufacturer 1099 Information

This section of the users guide will define the topic of Data reports.
Reports Filter region: allows the user to search data listed by the defaulted Parent Org. 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 Data Reports
functionality.
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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 Cutoff Calendar Region

o) Current Cutoff Calendar
Reporting Period 201404
Invoice Paid by 03/11/2015
Invoice Distribution 01/31/2015
Dispute Submission 04/02/2015
Dispute Distribution 06/01/2015

=

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 — Data Region

The Reports Type Selection region provides a user with four selections to display or download

distributed files and reports:

e Invoice
e Data

o Dispute
e Tracking
e Batch

[ ]

Manufacturer 1099 Information

The following example displays the Data radio button populated.

3 [f Invoice @ Data () Dispute ) Tracking C

Batch (' Manufacturer 1099 Information ]

The population of the Data radio button allows the user to select and view distributed invoice
line reports. The report provides detail information of distributed invoices and provides the
ability to download the detail information for review.

Note: Definition of the Dispute, Tracking, Batch and Manufacturer 1099 Information report
type selections provided for later in the manual for each report type.
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Reports Filter — Data Region

41| A Parent Org. ID: |HO__0 v B Contract: |[ANY W O ]

The Reports Filter — Data region contains #### fields to assist a user with narrowing distributed invoice
search criteria.

A. Parent Org. ID field: field defaults to the Parent Organization ID utilized to access the
system.

B. Contract field: displays the Contract Number for distributed invoices. The drop down list
provides update capability to select another Contract Number from those assigned to the
Parent Organization ID.

Note: this field will only allow update to Contract 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

w

A g Coentract () Reporting 1) bed F Last Report Download M Last Spreadsbect
Pareat Ovg. ID © Number Perved Dute Lo = Ovwnlead Pl Dowalosded Date Spreadibect Downloaded Date
H HI_6 N4 04723201 ¢

The Reports Filter Results - Data region displays detail information requested for invoice reports.

The Reports Filter Results - Data region contains the following six fields used to review summary
information of distributed invoices and provides the user the ability to download the detail information for
review.

A. Parent Org. ID: field defaults to the Parent Organization ID utilized to access the system.

B. Contract Number: displays a specific Sponsor Contract Number or all Sponsor Contract
Numbers associated with the Parent Organization 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 Download 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 have file downloaded in spreadsheet form

H. Last Spreadsheet Download Date: displays date in which the last spreadsheet was
downloaded

CGDP Portal DPP Work Instructions — Data Reports
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Accessing Data Reports

Sponsors are able to utilize the CGDP DPP system to review detail data reports for distributed invoice
line items. The Reports — Data tab allows Sponsors to view detailed distributed invoice line item data for
clarification.

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 Parent Organization ID and
password.

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

PALMETTO GBA, G:mmlﬂnl:n

3 CELEMISRM =i ar oo

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 Sponsor for the

reporting period.

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

Contact Us | My Profile | Logout | Help

Home Reports
.
Sponsor Portal Coverage Gap Discount Program
Parent Org. ID: Contract Number Reporting Period Status: G
S5_0wv [ANY V| [ANY v
Parent Org. ID  Contract Number Reporting Period Status Select
S5 HO_4 201403 Available o
S50 HO_1 201403 Awatlable
S5 HO_3 201403 Available
S50 HO_6 201403 Available
8§50 HO_1 201403 Available
S50 HO_3 201403 Available -
S50 HO_9 201403 Avaitlable O v
S50 HO_0 201403 Available

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.

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

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.

PALMET T Q04

Home

Sponsor Portal
(£ Invoice ® Dista Disprate

(cms

CGDP Reports

Trackmg ' Basch ©' Manufacturer 1099 Informatson ]

Ay Profile | Logowi | Help | Bepx

Reporting Penod 101404
laveice Pad by Ay 12005
Invoice Dastnbutson 0L312005

Diaspute Submission HOX2015

Poasent Ogg. [ |HI_5 w

Contract Nomber: ANY W

Q ] Duspuse Distnbonon. 08002003
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4) On the Reports tab, select the applicable Contract Number from the drop down list located in the

Reports Filter — Data region.

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

(ch75 Contact Us | My Profile | Logout | Help
Ful..::fTT!} -ﬂﬁh ¢
Hame Repeits —
) Current Cutofl Calendar
Sponsor Portal CGDP Reports R Zun
[ Invoice ® Data O Dispute O Tracking ) Batch ) Manufacturer 1099 Information | |invoice Paid by 01/122014
i Invoice Dributson 12042004
[ P-'HIGL'E Iy [S5_0 w cﬂ'lm.\mlr\“f Vi ,Q ] Drspete Submissicn 02032015
Drspiste Chatnibautzon. 04042015
Parest Org. ID E_:HHH m Date Lasded Demnbead File L-uﬂnpﬂ;* Dowmbassd Luigpﬂ\ﬂ-m
550 Ho_4 101403 123072014
HI_1 01403 1273072014
HI_3 01403 123072014
HO_6 201403 12302014
Ho_1 201403 123072014
HO_3 01403 123072014
HX 1 01403 1273072014
Lo

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

In the following example, the radio button corresponding to Contract Number H__1 is populated.

ﬁ S Contact Us | My Profile | Logoat | Help
Fb\'l.:fTTE} G-ﬂh T s
Hame Reports —
) Current Cutoll Calendar
Sponsor Portal CGDP Reports - e
[ Invoice ® Data O Dispute ' Tracking ) Batch (' Manufacturer 1099 Information | |invoice Paid by 01/122004
_ Invoice Distributzon 2042004
[ Parent Org ID:[55_0 ]  Conmact Number[ANY +] Q ] Dispuic Submission 02032015
Despiste Dhatnibaton. 04042015
Centract Ripating Lasi Repori Dawmbesd Lssi Spresdibesi
Farent Ovg. 1D sl Peried [rate Lansded [hernmbssd Fide o ) Date . i Diase )
5510 HO_4 201403 123072014
HO__1 201403 123072014 =) |
HO__3 01403 12302014
HO_& 201403 123072014
Ho_1 201403 123072014
HO_3 201403 123072004
Hr 1 01403 123072014
W
L
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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 850 HO__1_201403.txt from 1715817777 Open Save | ¥ Cancel X

6) After selecting 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.
j 55820 HO0151_201403.txt - Notepad

File Edit Format View Help
TPACH20140300000162014111715270510CSMHO##1 -

TPAMH20140300000012014111715270510CSMP1##1
PTOT 2013070000001P1##1H0##10000000003218{0000000001402E0000000001815N

PTOT 2014030000002P1##1H0##10000000000000{0000000281638{0000000281638{
TPAMTZ20140300000012014111715270510CSMP1##100000020000000003218{0000000283040E0000000279822ECG14031##1HO##1 il

7) Once review of text file is complete, return to the Reports tab.
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8) 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 Download field.

In the following example, the date of 12/31/2014 and the time of 3:44 PM populates the Last
Download field.

(cr_nri s- Contact Us | My Profile | Logout | Help
FIU.L:H: TrS nm-. ...............
Home Repsdis =
i Current Cutoff Calendar
Sponsor Portal CGDP Reports i . Sl
IR'_'P Invoice ® Data ' Dispute O Tracking ) Batch ) Manufacturer 1099 Information ] Invoice Pasd by 017122004
Invoice Dwmnbuson 12042014
[ Pasent Org 1D:[55_0 v Contmct Number[AHY ] Q J Dispete Submissica. 02032015
Duspite Dhatnbuson. 04042005
Centract Kepeiting Lust Report Dowmkesd Last spresdibest
Parend Ovg. 1Dy sl Peri Dte Landed Dhen mbosd Fille I $odl Diste Do Diaske
550 Ho_4 01403 2302014
HO_I 201403 12302004 s 12312014 @ 03:44 BM
HO_3 01403 123072014
Hi_& 201403 123002014
Ho_1 201403 123072014
Ho_3 201403 123072014
HX 1 1403 123072014
W

You have now completed accessing invoice line item data reports.
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CGDP Portal Reports — Tracking

PALMETTO OGB4 = e

T Reports -
z : " Current Cutell Calendar
Sponsor Portal CGDP R_'E])'I] res " | Reporting Period 101403
[ Invoice ) Dara L) Dispute ® Tracking ' Batch ) Manufacturer 1099 Information ] Tvoice Paid by 00122015
- _ Izvowce Destnibution 12042004
I Pesent Ovg. ID: | S50 Consmct Nomber{ ANY G Dhspante Subsnisuon O2032015
Duspate Destnbution 00420135
Farent Org [D Comtract Reporting ID Duate Loaded Dewaload File Last Dewnboaded Date
Nunsher
S5_0 HO_4 01403 1230:20014 (o]
Hi_3 1403 123072004
HI_& 201403 123072004
Ho_1 01403 1230:2004
HO_3 201403 1230°2004
H_1 1403 L 230°2004

The Reports — Tracking tab provides the user with the ability to review distributed invoice information.
The Reports — Tracking tab has five regions:

1. Reports Tabbed region: displays the tabbed page that is currently active. This tabbed region
remains the same 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 five types of reports to view.
e Invoice
e Data
o Dispute
e Tracking
e Batch
e Manufacturer 1099 Information

This section of the users guide will define the topic of Tracking reports.
4. Reports Filter region: allows the user to search data listed by the defaulted Parent Org. 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.

o

The following pages will describe each region and the functions associated with Reports — Tracking
functionality.
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Reports Tabbed Region

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 Cutoff Calendar Region

o) Current Cutoff Calendar
Reporting Period 201404
Invoice Paid by 03/11/2015

Invoice Distribution 01/31/2015
Dispute Submission 04/02/2015
Dispute Distribution 06/01/2015

=

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 — Tracking Region

The Reports Type Selection region provides a user with five selections to display or download
distributed files and reports:
e Invoice
Data
Dispute
Tracking
Batch
Manufacturer 1099 Information

The following example displays the Tracking radio button populated.

3 ['1::3' Invoice () Data () Dispute ® Tracking () Batch () Manufacturer 1099 Information ]

The population of the Tracking radio button allows the user to select and view the cumulative
benefit year reports that provide the status of each Gap Discount PDE saved in the CMS
database.

Note: Definition of the Dispute, Batch and Manufacturer 1099 Information report type
selections provided for later in the manual for each report type.
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Reports Filter — Tracking Region

41| A Parent Org. ID: |HO_0 v B Contract: |ANY W O ]

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

A. Parent Org. ID: field defaults to the Parent Organization ID utilized to access the system.

B. Contract: displays the Contract Number for distributed invoices. The drop down list provides
update capability to select another Contract Number from those assigned to the Parent
Organization ID.

Note: this field will only allow update to Contract 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 — Tracking Region

(8]

A Parent Org. I B Contract Number 0 ReportingID O Date Loaded E Downlead File F Last Downloaded Date
Hi_o H1_6 201804

The Reports Filter Results - Tracking region displays information requested for invoice reports.

The Report Filter Results — Tracking region contains the following six fields used to review the
cumulative benefit year reports that provide the status of each Gap Discount PDE saved in the CMS
database and allows the user to download the information for review.

A. Parent Org. ID: field defaults to the Parent Organization ID utilized to access the system.

B. Contract Number: displays a specific Sponsor Contract Number or all Sponsor Contract
Numbers associated with the Parent Organization ID.

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

D

format.
. 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 Portal.
F. Last Download Date: displays the last date and time distributed invoice summary 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 — Tracking Reports

Accessing Tracking Reports

Sponsors are able to utilize the CGDP DPP system to view summary reports of received invoice line
items for processing. The Reports — Tracking tab provides Sponsors with the capability to view the
summary invoice line items due from Manufacturers.

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

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 GBA, G:M.mmm

I, CELEMIaM S50 5 S 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 Sponsor for the
reporting period.

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

N K S Contact Us | My Profile | Logout | Help
F'ALMETT?, G‘Flg‘ CFSTH 1A SFRYNES.
Home Reports =
.
Sponsor Portal Coverage Gap Discount Program
Parent Org. ID: Contract Number Reporting Period: Status: O T o @ e R
elcome overage Gap Discount Portal where you
[aNY ] [AnY ~] can imtiate a payment, check the status of payments
and receipt of payments as well as view your reports.
Parent Org ID Contract Number Reporting Period Status Select EEEJZEEI t:“gf:f:é}mf;: l:acgt:lg @llte; lem
S5 HO__4 201403 Available 8 o
S5 HO_1 201403 Available
S50 HO_3 201403 Available
55 HO_6 201403 Available O Available - Invoice s ready for payment initiations
85 ( HO_1 201403 Available O Failed - One or more items has an unsuccessful
850 HO_3 201403 Available ll’;’)’mmlt f‘“moi: " " .
) . . complete - One or more items have not been pai
Bl 5 20 ecailable ~ Pending - All line items have been initiated
S5 HO_0 201403 Available @] successfully
Successful - All line items have been paid
successfully

3) On the Reports tab, populate the radio button for Tracking in the Reports Type Selection region
and select the applicable Contract Number from the drop down list located in the Reports Filter
— Tracking region.

In the following example, the highlighted Tracking radio button displays and ANY populates the

Contract Number field drop down list.
(cms

ALLSET T OB &

Home Riegairts —_
. g . Current Cutedl Calendar
Sponsor Portal CGDP Reports . =2 p
{ Invoice 0 Data ) Dispute ® Tracking O Batch O Manufacturer 1099 Informanon ] lwvosce Pasd by 01122015
Ievoire Diitribsitson 12042004
[Paremt Grg I [550 ] Conmact Number [157_+] QD | |Dispene Submission 02032015
Despete Dwtnbuson. 04042015
Parent Org ID Centract Reporting ID Date Loaded Dewaload File Last Dewnboaded Dais
Nunsher
550 Ho_4 201403 1235002004 2
HI_3 01403 123072004
HI_& 1403 1273072004
Ho_—1 201403 1235002004
Hi_3 201403 123072004
H*_1 1403 123072004 =
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4) To view the cumulative benefit year reports, populate the radio button that corresponds to the
applicable Contract Number in the Reports Filter Results — Tracking region.

In the following example, the radio button corresponding to Contract Number H 1 is populated.

(Eﬁ‘s Contact Us | My Profile | Logout | Help
F"-I..ME-TTQ'(-I‘A v . — . - ——
Hiome Reports -
., ] Current Cutell Calendar
Spoensor Portal CGDP RE[!GHS e il
[ Inveies ©) Data O Dispute ® Tracking O Batch () Manufscrurer 1099 Information | |Imwvoace Paid by o1 122015

Imvescs Diseribusion 12042004
9 ] Dispute Submission 020372013
Dhapute Diserbutios 04042015

[ Pasent Org. ID: |55_0 Contract Wumber:| 84y

Paremt Org I} Contract Number Eeparting Period Date Loaded Dewanload File Last Dewnloaded Date
550 Hi_4 101403 123002004 -~
HO_I 201403 12302004 B
HO_3 1403 123002004
Hi_& 101403 123002004
HO_1 01403 123002004
W

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 850 HO__1_201403.txt from 171717757 Open Save | ™ Cancel X

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

In the following example, an excerpt of a cumulative benefit year report file displays.
Tn oo Naepet 00 S B,

File Edit Format View Help
TPACH20140300000162014111715270510CSMHO##1

TPAMH20140300000012014111715270510CSMPL##1

PTOT 2013070000001P1##1H0##10000000003218{0000000001402E0000000001815N

PTOT 2014030000002P1##1H0##10000000000000{0000000281638{0000000281638{
TPAMTZ20140300000012014111715270510CSMP1##100000020000000003218{0000000283040E0000000279822ECG14031##1HO##1

7) Once review of text file is complete, return to the Reports tab.
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8) The Reports Filter Results — Tracking 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.

@ s Contact Us | My Profile | Logout | Help
I:‘Jul..:.l-fTTﬁ-ﬂ?A T . A
Home Repdis =
) Current Cutodl Calendar
Sponsor Portal CGDP Reports - szl
(2 Inveice O Data O Dispute ® Tracking O Batch O Manufacturer 1099 Information | |tnvoice Paid by 017122014
Invoice Dasmbutson 12042004
[_FmOIE ]II:\_SL-:I bl | 'Cmm:\'wubtﬂmr’ hd Q ] Drspete Submissicn 02032015
Drspiste Chatnibuzon. 04042015
Parest Ovg ID Contract Nunsber Reporting Period Drate Loaded Dewaload File Last Dewnboaded Date
850 Ho_4 201403 123072014 o
Ho_1 101403 125002014 . oLs010 oL16]
HI_3 01403 1273072014
HI_6 201403 123072014
Hi_1 101403 12302014
HO_3 201403 12302014
HX_1 201403 1273072014 W

You have now completed accessing tracking reports in the Portal.
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CGDP Portal Reports — Dispute
PALLIETTO Q0 = i
Home Reports -_
. : . Current Cutall Calendar
Sponsor Portal CGDP Reports D
[ Invoice . Data ® Dispute ' Tracking ) Batch O Manufacturer 1039 Information ] Izvoice Paid by 0122005
. _ Ievowce Dastribution 12042014
I Pasexit Org. ID: | S50 Consact Nomber{ ANY v u Dhspante Subsnisuon GRO3015

Duspote Destnbution 040472015

Heparnng

Parest Ovg. ID Comtract Repert Type  Date Loaded Dowalaad File Last Drenwalead Date ~
Nunber Paried

55_0 Hi_4 201403 12302004
o HI_3 01401 123072004
HI_6& 201403 123072014
Hi_1 201403 12302004

HO_3 01403 123020014 -
H2 I 201403 12302004

The Reports — Disputes tab provides the user with the ability to review distributed invoice information.
The Reports — Disputes page has five regions:

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

2. Reports Current Cutoff Calendar region: provides 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

This section of the users guide will define the topic of Dispute reports.
4. Reports Filter region: allows the user to search data listed by the defaulted Parent Org. 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 each region and the functions associated with Data Reports
functionality.
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Reports Tabbed Region

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 Cutoff Calendar Region

27 [ Current Cutoff Calendar
Reporting Period 201404
Invoice Paid by 03/11/2015

Invoice Distribution 01/31/2015
Dispute Submission 04/02/2015
Dispute Distribution 06/01/2015

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 — Dispute Region

The Reports Type Selection region provides a user with five selections to display or download
distributed files and reports:
e Invoice
Data
Dispute
Tracking
Batch
Manufacturer 1099 Information

The following example displays the Dispute button populated.

3 [ Invoice ) Data ® Dispute \ Tracking * Batch ) Manufacturer 1099 Information ]

The population of the Dispute radio button allows the user to select, submit, and view
disputed invoice line reports.

Note: Definition of the Batch and Manufacturer 1099 Information report type selection
provided for later in the manual.
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Reports Filter — Dispute Reqgion

4 1| A Parent Org. ID: |HO__0 v E Contract: |[ANY W O ]

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

A. Parent Org. ID: field defaults to the Parent Organization ID utilized to access the system.

B. Contract: displays the Contract Number for distributed invoices. The drop down list provides
update capability to select another Contract Number from those assigned to the Parent
Organization ID.

Note: this field will only allow update to Contract 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 — Dispute Region

Reperting

5 A Parent Org. [D Centract Number Period [ Report Type E Diaite Loaded * Dannbad File 3 Last Download Date

H Hi Resdluhon 0428201

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

The Reports Filter Results — Disputes region contains the following #### fields used to submit disputes
and review reports for the status of submitted disputes.

A. Parent Org. ID: (currently displaying Primary ID) field defaults to the Parent Organization 1D
utilized to access the system.

B. Contract Number: displays a specific Sponsor Contract Number or all Sponsor Contract
Numbers associated with the Parent Organization ID.

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

D. Report Type: displays the type of report available (Resolution)

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 invoice summary
information loaded to the system.

G. Last Download Date: 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.
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CGDP Portal DPP Work Instructions — Dispute Reports

Submitting Disputes

Sponsors are able to utilize the CGDP DPP system to submit disputes of distributed invoice line items.
The Reports — Dispute tab provides Sponsors with the capability 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 Parent Organization ID and
password.

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

PALMETTO GBA, G:M.mmm

I, CELEMIaM S50 5 S T

Coverage Gap Discount Program

User Id: | |

Password: | |

Revision: 9/30/2015 115|Page



CGDP Portal DPP User Guide
Sponsor

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.

(7 S Contact Us | My Profile | Logout | Help
Home Reports =
.
Sponsor Portal Coverage Gap Discount Program
Parent Org. ID: Contract Number Reporting Period Status: O T @ e Dy
elcome overage Lrap Lhscoun ortal where you
S5 0v ‘ANY v| |ANY v| can initiate a payment, check the status of payments
and receipt of payments as well as view your reports
- Tt - For payment functions, start by selecting a line item
Parent Org. ID  Contract Number Reporting Period Status Selec_t T B S St o this mcesazc.
85 ( HO__4 201403 Available o o
S50 HO_1 201403 Available
S5 HO_3 201403 Available 8
550 HO_6 201403 Available Available - Invoice 1s ready for payment initiations
S5_0 HO_1 201403 Available (@] Failed - One or more items has an unsuccessful
S50 HO_3 201403 Available (@] i’:?"“"nlt a“mof - " .
) . complete - One or more items have not been pai
L L eniios cizaileblc - v Pending - All line items have been initiated
850 HO_0 201403 Available O successfully
Successful - All line items have been paid
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.

@S Contact Us | My Profile | Logout | Hely
PALMETTO GRA ——f Al

Home Reports =
~ . Current Cutoff Calendar
Sponsor Portal CGDP Reports 2 o Pesiod 261405
(© Invoice ) Data ® Dispute Tracking U Batch (0 Manufacturer 1099 Information ] Invoice Paid by 01122014
Invoice Distnbution 120472014
[ Parent Org. ID: (550 v Contract Number. [ANY v Q ] Dispote Sobmissicn 020372015

Dispute Distibution 04042015
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4) On the Reports tab, select the applicable Contract Number from the drop down list located in the
Reports — Dispute Filter region.

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

FALRSE T TO QA

Home

Comtact Us | My Profile | Logowt | Help

Current Cutell Calendar
Sponsor Portal CGDP Reports =
[© Ivvgice ' Data ® Dispute O Tracking O Batch O Manufacturer 1099 Information | Earvosice Pad by 01120015
L Drustrib 12042004
[ Parest Og. ID-[S5_0 ]  Commrac Number [AN7 ] ) I B s
Dhspate Dhstributson O 0420035
Parest Org. I E::;::f “'P'"P_L" Repert Type  Date Losded Dawslasd Fils Lant Dennlead Diate
550 HO_4 101403 123002004 -
Ho__3 201403 123072004
Hi_& 31403 123072004
Ho__1 101403 12502004
HO3 201403 12302004
HX_1 J0l40n 123072004 v

5) To view the detail invoice line item report, populate the radio button that corresponds to the

applicable Contract Number in the Reports Filter Results — Dispute region.

In the following example, the radio button corresponding to Contract Number H__ 3 is populated.

FALLET TO OB
i

Comtact Us | My Profile | Logout | Help

Current Cutoll Calendar
Sponsor ?nrt:] CGDP REI}D['tS_ Revorting Pesivd nians
(Z Invoice ) Data ® Dispute © Tracking _ Batch O Manufacturer 1099 Information_| Eavoice Paid by 01122005
1 Dk 120472004
[ Pacent Org. ID:[25_0 ~]  Contact Number{AY_] Q | | Dispune Submission 02032015
Duspute Dostnbutson. 04042015

Reporting

Pareat Org. ID E:‘l"::* P Repsrt Type  Date Loaded Dowalaad File
550 ‘:-rn Ky 201403 123002004
Hio__1 1403 123072004 .
Hi_6 01408 123020014
Ho_1 403 123002004
HO_3 201403 2302004
H_1 01403 123072014

Last Demnlead Date
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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 850 HO__1_201403.txt from 1715817777 Open Save | ¥ Cancel X

6) After selecting 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.
j 55820 HO0151_201403.txt - Notepad

File Edit Format View Help
TPACH20140300000162014111715270510CSMHO##1 -

TPAMH20140300000012014111715270510CSMP1##1
PTOT 2013070000001P1##1H0##10000000003218{0000000001402E0000000001815N

PTOT 2014030000002P1##1H0##10000000000000{0000000281638{0000000281638{
TPAMTZ20140300000012014111715270510CSMP1##100000020000000003218{0000000283040E0000000279822ECG14031##1HO##1 il

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 Date field.

In the following example, the date of 12/31/2014 and the time of 3:44 PM populates the Last
Download Date field.

(E-—M 5 Comtact U's | My Profile | Logoait | Hellp
PALLIETTO 004 b
HOm Reports . =
Current Cutell Calendar
Sponsor Portal CGDPF Reports ==
[ Tavoice © Data ® Dispute O Tracking O Batch O Manufacturer 1099 Information | IveicePaidby 01122015
Isvouce Dtnbution 12042004
PR 2t I Coes Mt ] Y | Q | | Dispete Submissicn 02032015
Duspuie Dutnbubon. 04042015
Parest Oug. ID g:ﬂﬁﬁ nm Repert Tape Dt Loaded Dawaload File Lant Demmbsad Date 2
S5_0 Hi 4 201403 123072004
[se0_s 01403 1230020014 . TII0 & 03 P
Hi_6 01403 123072018
Ho__1 01403 123072004
HO_3 01403 12302014
H I 201403 123072004 "

You have now completed submitting a distributed invoice line item dispute report.
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Accessing Dispute Reports

Sponsors are able to utilize the CGDP DPP system to submit and review dispute reports for received
invoice line items. The Reports — Dispute tab provides Sponsors with the capability 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 Parent Organization 1D and
password.

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

PALMETTO GBA, G:mmnlnl:n

a, CELEMIaM S5 Jr S 7

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.

Home

Sponsor Portal

Reports

Coverage Gap Discount Program

Contact Us | My Profile | Logout | Help

Parent Org. ID: Contract Number Reporting Period: Status: O
550w~ [ANY V] [ANY v
Parent Org. ID  Contract Number Reporting Period Status Select
85 ( HO__4 201403 Available o
S50 HO_1 201403 Available
85 ( HO_3 201403 Available
S50 HO_6 201403 Available
850 HO_1 201403 Available
S50 HO_3 201403 Available
85 HO_9 201403 Available v
850 HO_0 201403 Available

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.

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

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.

PALMETTO G608

Sponsor Portal

&

(cms

CGDP Reports

[ Inwvoice

Datal . Dﬁpul:l

Tracking

Baich

Reponts =
Current Cutoff Calendar
Reporting Pencd 01403
Manofacturer 1099 Information ] Imvenice Paad by 01122005

Iovonsce Drstnibution 120472004

lPtrmDr:!D 550 v

Contract Number:| ANY W

) | |Dispete Submission 02032015

Paremt Og, [p  ConiTact

55_0

Numher

HI_4
HO_3

HO_6

0_1
HO_3
H_1

==

Hepornng

Farsed
01403
01403
201403
1403
01403
01403

Hepert Type

Date Loaded
123002014
P2302004
1273002004
123072004
L23002014
123002004

Duowalosd File

Duspute Dastnbubon. 04042015

Last Demnlead Date
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4) On the Reports tab, select the applicable Contract Number from the drop down list located in the
Reports Filter — Dispute region.

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

PALLETTO OB

Home

Comtact Us | My Profile | Logent | Help

Current Cutell Calendar

Sponsor I."nrtil CGDP Reports Reporting Pesiod 201403
[© Inveice O Data ® Dispate O Tracking O Bateh O Manufactuser 1099 Information | lnvoie Paid by ol122015
! Drstrit 12042004
([ Povemt O ID:[S5_0 ] Contict BumberANy V]| Q | | Dispene Submission 02032015
Daspute Dustnbution. 04 042013

P I Ceniract
e Ore Number

850 Ho_4
HO_3
HO_&
HO_1
HO3
H:_

Reparting

Parsed
01403
201403
01403
01403
201403
201403

Rapert Tape Date Losded Duownlasd File

123002004
123002004
123002004
123002004
123002004
123002004

Last Dennbead Dake

5) To view the detail invoice line item report, populate the radio button that corresponds to the

applicable Contract Number in the Reports Filter Results — Dispute region.

In the following example, the radio button corresponding to Contract Number H__ 4 is populated.

PALLETTO O

Home

Comtact Us | My Profile | Logout | Help

Current Cutell Calendsr

Sponsor I."urtil CGDP Reports s Poid A
['f- Invoice ) Data ® Dispute ) Tra.ckin& ) Batch ) Manofactarer 1099 Information ] levowe Prd by DLI22015
I Drtrak 12042004
[[Poeen O T:[S5_0 v Coamict Fumber: [NV _] Q || Duspune Submissicn 02032015
Duspute Dstmbution. 04042013

Pareat Ovg. [D Emnﬂ ltm ReportTyps  Dste Loaded ——
550 Hi_4 101403 Resolution 123002014 .
HO_1 01403 T30 0TE
Hi_& 201403 123002004
Ho_1 201403 1230020014
Ho_3 201403 12302004
HY 1 01403 12302014

Lasd Dennbaad Date
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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 Open button allows a user to view all invoice line items
displayed in the text file.

Do you want to open or save $5__0_HO__1_201403.txt from 1#1#1548.57 Open Save | ¥ Cancel X

7) After selecting 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.
mj 55820 HO0151_201403.txt - Notepad

File Edit Format View Help
TPACH20140300000162014111715270510CSMHO##1 -

TPAMHZ20140300000012014111715270510CsMPL##1

PTOT 2013070000001P1##1H0##10000000003218{0000000001402E0000000001815N
PTOT 2014030000002P1##1H0##10000000000000{0000000281638{0000000281638{
TPAMT20140300000012014111715270510C5MP1#4#100000020000000003218{0000000283040E0000000279822ECG14031##1H0##1 il

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 field.

In the following example, the date of 12/31/2014 and the time of 3:44 PM populates the Last
Download field.

PALMETTO OB @ﬁ Comtact Us | My Profile | Logout | Help
Hormet Reports =1
Current Cutedl Calendsr
Sponsor I_"nrtzl CGDP Reports 2 P aa1403
[© Invoice O Data ® Dispute O Tracking O Batch O Manufacturer 1099 Information _] Tevouce Paid by 01122005

Isvouce Dutnbution 12042004
Q | | Dispete Submissicn 02032015
D;waDuuhm 042015

[ Parest Osg. ID:[55_0 »|  Coneract Number:[ANY /|

Farvnt Org. [0 Eulm: Itng::: RepertType  DateLoaded E—— o
550 HO_4 201403 Resol 12302014 . (2512014 @ 0344 PM] ~
HO_3 201403 T30
HO_6& 01403 123002014
Hi_1 1403 123072004
HO_3 201403 123002004
HI_1 201403 1273002004

You have now completed accessing invoice line item dispute reports.
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FALMET TO OB

Hicme

(cms

REpots

Copgact Us | My Profile | Logout | Help

. . Carrent Catoll Calsndar
. Sponsor Portal CGDP Reports e e
[ Invesce ) Data O Dispute O Tracksng ® Bareh O Manufacnsrer 1099 Information | Ievoice Paid by 01122004
: . levoice Dastnbamcnn 12042004
1 ] L Q | |Dispuse Submission 02032015
Dispuste Dastribaation 04042005
M| - Batch ;
Parent Org ID Diescription I Date Time Donmload Sratus Last Dowaload
Ei_4 Batch iem. 201403 111 20141230 0 44 3 Suecesafil J0141230 11:45
HO_0 Baich ieat. 200401 510 20141229 D6:05 £1 Failed 10150002 11:15
Ho_0 Batch izar. 101401 08 J014122%5 04: 05 T Failed J0150002 11:15
ST Baich izar. 200401 50 0141229 04: 10 7 Suceessfld

The Reports — Batch tab provides the user with the ability to review payment batch information.

The Reports — Batch 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.

e Invoice
e Data

o Dispute
e Tracking
e Batch

[ ]

Manufacturer 1099 Information

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

Reports Filter region: allows the user to search data listed by the defaulted Parent Org. 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 Batch Reports
functionality.
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Reports Tabbed Region

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 Peniod 201403
Invoice Paid by 01/12/2014
Invoice Distribution 12/04/2014
Dispute Submission (2/03/2015
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 - Batch Region
The Reports Type Selection region provides a user with four selections to display or download
distributed files and reports:
e Invoice
Data
Dispute
Tracking
Batch
Manufacturer 1099 Information

The following example displays the Batch radio button populated.

: [: Invoice ) Data O Dispute ) Tracking ® Batch O Manufacturer 1099 Information ]

The population of the Batch radio button provides a user with reports containing uploaded
batch file results when utilizing the Payment Initiation Upload process. The user is able to
view batch file status for successful upload, partial upload or failed batch file uploads and
review errors associated with failed records.
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Reports Filter — Batch Region

Parent Org. ID: | ANY W O ]

The Reports Filter — Batch region contains one field that defaults to the Parent Organization ID utilized
to access the system.

Reports Filter Results — Batch Region

5

i Parent Org ID B Description ¢ B;g: h D Date Time E Download F Status = Last Download
Ei_4 Batch init. 201403 511 20141230 09:44 Q 3 Successful 20141230 11:45
HO_0 Batch init. 201401 510 20141229 06:05 Q 81 Failed 20150102 11:15
HO_0 Batch init. 201401 508 20141229 04:05 @] 7 Failed 20150102 11:15
S5_7 Batch init. 201401 509 20141229 04:10 @] 7 Successful

The Reports Filter Results — Batch region contains seven fields used to review batched payment
initiation files loaded to the system.

o owm»

Parent Org. ID: field defaults to the Parent Organization ID utilized to access the system.
Description: displays the batch file name loaded to the system.

Batch ID: displays the system generated batch-numbering convention 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

Sponsors 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 Parent Organization ID and

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

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 Reports tab view the report types available for the Sponsor for the
reporting period.

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

(i‘ S Contact Us | My Profile | Logout | Help

Home Reports =
.
Sponsor Portal Coverage Gap Discount Program
Parent Org. ID: Contract Number Reporting Period: Status: Q Wel i C Gan Di + Portal wh
elcome overage Gap Discount Portal where you
(ANY__ V] [AnY V] 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
Parent Org. ID Contract Number Reporting Period Status 'ielecrt REAPR et ol Thellof of this message.
HO_0 H3i_9 201401 Available O
HO_0 H5_9 201401 Pending
HO_0 H5_2 201401 Pending
HO_0 H5_0 201401 Pendmg Available - Invoice 15 ready for payment mitiations
HO_0 H7_9 201401 Available @] Failed - One or more items has an unsucecessful
HO_0 HT 1 201401 Available f;l'menl' ﬂ“molzl‘ . " .
) N complete - One or more 1tems have not been pay
L L 2L Pending Pending - All line items have been initiated
HO_0 HE_3 201401 Available suceessfully
HO_0 HY 7 201401 Available @] Successful - All line 1tems have been paid
HO_0 S0_7 201401 Tncomplete successfully
HO_0 S85_9 201401 Pending
HO_0 S5_8 201401 Incomplete

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 page with the Batch radio button

selected.
CMS Costsct Us | My Profile | Logout | Help
Home Reports -
. , Current Cutoff Calenda
Sponsor Portal CGDP Reports Favors m”;t:m;h I‘{]‘Hﬁr‘\
[ Invosce ') Data L) Dispute Trachngl' Elan:hl Manufacterer 1099 Information ] Isvouce Pasd by 01122004
Ivosce Dustribation 120472014
oo V] Q | |Dispune Submission 02032015
Dispante Dstnibonion. 040472005
ParentOrg [0 Description “:;“ Date Time Dewnload Status Last Dowmload
Ho_o Bratch inat. 201401 510 20141229 0605 £1 Failed
Hi_{ Buasch inat. 201401 08 0141228 0405 7 Failed
HO_0 Biatch inst. 201401 502 20141229 02:24 1 Successfal

Revision: 9/30/2015 129 |Page



CGDP Portal DPP User Guide
Sponsor

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

In the following example, the selected batch file contains one Successful file in the Status field.

(é/—_M S Contact Us | My Profile | Logout | Help
T‘HLIHETTC'GPIJ\. 1 —— - ———
Hiome Repons =
. Current Cutoll Calemdar
Sponsor Portal CGDP RE[IDI"[’S Fcponting Period 1403
[2 lavosce O Data O Dispuie O Tracking ® Batch O Manufacturer 1099 Information | Envesce Paid by OL122004
Invesce Dastnbuteon 12042004
[ et Qe - o0_o v} Q | |Dispute Submission 02032015
Drapute Destbuoten 04042005
Parest Org [ Description !;]I}rh Date Time Dovwenboad Siatas Last Downboad
Ho_0 Batch mue. 201401 510 0141129 0605 81 Failed
HI_0 Baich enir. 201401 08 20141220 0405 7 Fadled
Hi_0 Batch st 201401 502 201412290244 E] I Suscoegsful

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 Save | Cancel X

6) Review the downloaded batch text file for line items containing the successful line items(s).

In the following example, the downloaded batch text file displays one successful line item.

F B
T
File Edit Format View Help

HO__0O;H1_ B;201401;P1_ 8;CG14011_ BH1_ 8;20141229;N;success;Initiated in a batch;20141229;

-~

v

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 invoice line item(s) in the Last
Download field.

In the following example, the date of 20150102 and the time of 11:03 populate the Last

Download field.
(c,_Ms Comiact Us | My Profile | Logout | Help
PAILIEFTT?- ﬂl?m T o s 7
Home Ripats =
Current Cutoff Calendar
Sponsor Portal CGDP Reports - ; P
[2 Iovoice O Data O Dispute O Tracking ® Barch O Manufacturer 1099 Informatien | Tevoice Pasd by 0L/122014
Ievosce Destmbution. 127042004
a0 | Q | |Dispute Submissicn 02032015
Duspoie Desimbarison. 040472015
Parent Org 1D Description BI'.E-L Date Time Dewvnload Statmy Last Downboad
Ho_ Bavch ina. 201401 510 20041229 0605 £1 Failed 20150002 11:15
HO_D Barch init. 201401 08 20041229 405 7 Failed 20150002 1:15
HL_0 Batch inut. 201401 2 20141229 0244 1 Swccessful

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

In the following example, the selected batch file contains seven Failed files in the Status field.

Comitact Us | My Prafils | Logoiz | Help

PALMETTO Gla

Home Reports -
Current Cutoll Caleadar
Sponsor Portal CGDP RE!‘!DI’tS Bemotmy Period 200403
[2 lavesce © Data O Dispute ) Tracking ® Barch O Manufacturer 1099 Information | Tavosce Paid by 01122014
Tmcosce Dastnibution 120472014
[Pmﬂfl-m'.ﬂﬂ—ﬂv J ] Dispute Submassson 02032015
Dhspute Dustnbution 04047015
Parent Org 1D Description B:;;h Date Time Do nload Status Last Dowaload
Ho_0 Batch mit 201401 510 10141229 06:05 £1 Faled
[Ha_0 Batch mir. 201401 508 WI41235 04:05 = TFailed |
HO_0 Bach mie. 200401 502 201412260244 1 Successfid
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10) 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 batch text file.

Do you want to open or save 508.tct (746 bytes) from 1HE1HEIHH H? Open Save - Cancel

11) Review the downloaded batch text file for line items containing Failed.

In the following example, the downloaded batch text file displays seven lines that failed batch

processing batch processing with error messages listed in the file.
| 508.xt - Notepad \ s o

File Edit Format VWiew Help
HO__O;H5__2;201401;P1__7;CG14011__FH5__2;20150104;Y; Failed; Already deferred;20141229; -

HO__O;H1__8;201401;P1__8;CG14011__8H1__8;20150104;v;Failed;Invalid defer request, Already deferred, Line item has been already processed;20141229;
HO__O;H5__2;201401;pP1__x;CG14011__xH5__2;null;y;Failed;unparseable date;20141229;

HO__O;Hl_ 9;201401;pP1_ 1;CG1l4011_ 1H1_ 9;20150104;N;Failed;Line item has been already processed;20141229;

HO__O;Hl_ §;201401;P1_ 8;CGLl4011_ 8H1_ 8§;20150104;N;Failed;Line item has been already processed;20141229;

HO__f _ 6;201401;P1__2;CG14011_ 2H1_ 6;20150104;N;Failed;Line item has been already processed;20141229;

0; HL.
8;20150104;N; Failed;Line item has been already processed;20141229;

0; H1.

HO, 8;201401;P1__4;CG14011__4H1

12) Once review of text file is complete, return to the Reports tab.

13) 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 invoice line item(s) in the Last
Download field.

In the following example, the date of 20150102 and the time of 11:15 populate the Last
Download field.

(/_‘MS Conract Uy | My Profile | Logous | Help
PALLETTO GRa B
Hizami: REpors =
- l Current Cutofl Calemdar
Sponsor Portal CGDP Reports
P : s P Reparting Pesod 201403
[ Iavosce ') Data ' Dispute Tracking ® Barch O Manufacrurer 1099 Information | Invaice Paud by 011272014
. Invoace Distnibution 127042004
[ Parent Oug. [D: 200+ u ] Dispute Submission. 02032013
Dhspute Dhstnbution 04500 5
Parent Org [ Description E:H. Darte Time Dowmload Statas Last Dowalead
Ho_0 Barch inat 201401 510 20041229 (a5 £1 Friled 20050002 11:15
HO__{ Batch inst. 201401 S0E 20141229 0405 7 Faaled 200150002 11:15
Hi_0 Batch inat. 701401 02 20141225 0244 1 Siscersndisl 20150002 11:03

You have now completed accessing of Batch Reports.
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CGDP Portal Reports — Manufacturer 1099 Information
. . (E_MS Consact Us | My Profile | Logout | Help
Hiome REpor =

Sponsor Portal CGDP Reports : Rm::_:;:gm“ﬁ?;t:
- [ Inveoice Daa ' Dispute O Tracking ' Barch @ Manufacturer 1099 Informanon | Ievoice Paid by o204
I [eveice Dastribotion 1200472004
4 rF‘uentD:g I | ANY W (%] ] Dispuse Submission 021032005
Duspute Destribation 040042005

l Download Text File Dovnload Spreadsheet ]

The Reports — Manufacturer 1099 Information tab provides the user with the ability to review payment
batch information.

The Reports — Manufacturer 1099 Information tab has five regions:

1.
2.

3.

ok~

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.

e Invoice
Data
Dispute
Tracking
Batch
Manufacturer 1099 Information
This section of the users guide will define the topic of Manufacturer 1099 Information reports.
Reports Filter region: allows the user to search data listed by the defaulted Parent Org. 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 Manufacturer 1099
Information Reports functionality.
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Reports Tabbed Region

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 Peniod 201403
Invoice Paid by 01/12/2014
Invoice Distribution 12/04/2014
Dispute Submission (2/03/2015
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 — Manufacturer 1099 Information
The Reports Type Selection region provides a user with four selections to display or download
distributed files and reports:
e Invoice
Data
Dispute
Tracking
Batch
Manufacturer 1099 Information

The following example displays the Manufacturer 1099 Information radio button populated.

[-1:::3' Invoice () Data () Dispute () Tracking (0 Batch ® Manufacturer 1099 Information }

The population of the Manufacturer 1099 Information radio button provides a user with
reports1099 information for each drug manufacturer. Since the TPA will no longer distribute
EFT files, the report will give the user the same relevant information so that manufacturers
can be easily identified. The user is able to view the file by text or spreadsheet.
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Reports Filter — Manufacturer 1099 Information

4 Parent Org. ID: |ANY W O ]

The Reports Filter — Batch region contains one field that defaults to the Parent Organization ID utilized
to access the system.

Reports Filter Results — Manufacturer 1099 Information

l A Download Text File o Dovwnload Spreadsheet ]

The Reports Filter Results — Batch region contains seven fields used to review batched payment
initiation files 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 — Manufacturer 1099 Information Reports

Accessing Manufacturer 1099 Information Reports

Sponsors are able to utilize the Manufacturer 1099 Information Reports functionality to

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.

Coverage Gap Discount Program

PALMETTO GBA,

A, CCLEMIAR 50 00 Do T

User Id: | |

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

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

NG (7‘ S Contact Us | My Profile | Logout | Help
Home Reports =
.
Sponsor Portal Coverage Gap Discount Program
Parent Org. ID: Contract Number Reporting Period Status: O Wel i C Gan Di + Portal wh
elcome overage Gap Discount Portal where you
(ANY__ V] [AnY V] 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
Parent Org. ID Contract Number Reporting Period Status 'ielecrt REAPR et ol Thellof of this message.
HO_0 H3i_9 201401 Available O
HO_0 H5_9 201401 Pending
HO_0 H5_2 201401 Pending
HO_0 H5_0 201401 Pendmg Available - Invoice 15 ready for payment mitiations
HO_0 H7_9 201401 Available @] Failed - One or more items has an unsucecessful
HO_0 HI 1 201401 Available f;l'menlt ﬂttmof " . :
ey N complete - One or more 1tems have not been pay
L L 200l Pending Pending - All line items have been initiated
HO_0 HE_3 201401 Available suceessfully
HO_0 HY 7 201401 Available @] Successful - All line 1tems have been paid
HO_0 S0_7 201401 Tncomplete successfully
HO_0 S85_9 201401 Pending
HO_0 S5_8 201401 Incomplete

3) To review the Manufacturer 1099 Information, select the Reports tab and populate the
Manufacturer 1099 Information radio button.

In the following example, the Manufacturer 1099 Information radio button selected.

(I—'MS Consact Us | My Profile | Legout | Help
PALMETTO QWA -

Hiorme Reports s
Cu Catall Calsndy
Sponsor Portal CGDP Reports : m':;:mh ’,Wg:
[ Invoice ') Data ) Dispute ) Tracking Batch |- Manufacturer 1099 Information ] Iervaice Pad by 01122004
) levoice Dustibamen 12042004
[ Rerem O T ] Ay Q | |Dispuse Submission 02032015

Daspuie Dasinbetios 047042005

l Download Text File Dovwnload Spreadshest ]

Revision: 9/30/2015 137 |Page



CGDP Portal DPP User Guide

Sponsor
4) Populate the radio button in the Download Text File column.
In the following example, the selected file Download Text File button is selected.
..-""'-'_:
(‘—_CVMS Contact Us | My Profile | Leost | Hele | Reportins
Home ReEparts —
Sponsor Portal CGDP Reports n$$'°"C1$;1

Invosce Duaga e ) Track HBatch ® Manuefacturer 1099 Information lnveace Pasd by TRl R

Invesce Dhatrbutson MHF02005

[[ Parest Ovg T 000~ Contract 1D [A007_w ] e s
[ Downlosd Text File = | Dowsload Spreadsbest ]

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 Manufacturer 1099 Report by choosing the Download Text File option.

B R
File Edit Format WView Help
F_1 ; Drug ManuTacturer Name ; EIN ;| TRE Name | IRS Street Address 1 § IRS Street Address 2§ IRE Ciny ; IRS State ; IRE 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.
_..--'"'_T

Sponsor Portal CGDP R{‘l'.l orts

Repoming Period 201501
Invosce ) Dwia ) Dhapube Trackmg ' Batch '™ Manefactaer 1059 Information Lemvenice Pasd by OaDE 015

[ervenee Dhamnbamon 083000 5
Daspute Suebenission DE30T00S

HX} 5
Porest Orye [0 088 ] Comtract Nomber: (MY | | Dispute Distibusion 08292005
| Downlosd Texi Fike Dewmload Spresdibest = ]

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 invoice line items
displayed in the batch text file.

Do you want to open or save 508.txt (746 bytes) from 1H1H1HEH? Open Save | T Cancel

10) In the following example, the downloaded file displays what type of information will be available
on the Manufacturer 1099 Report by choosing the Download Spreadsheet File option.

A B C D E F G H [

1 P Number |Drug Manufacturer Name |EIN IRS Name |IRS Street Address 1 |IRS Street Address 2 |IRS City |IRS State|IRS Zip

2

2

11) Once review of text file is complete, return to the Reports tab.

You have now completed accessing of the Manufacturer 1099 Information Reports.
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CGDP Portal DPP Work Instructions — Reporting Link

Accessing the Reporting Link

Sponsors 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 GBA, G:mmhlnl:h

&, CELEMIaM S T s

Coverage Gap Discount Program

User Id: | |

Password: | |
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2) On the Home tab, in the upper right hand corner select Reporting.

OO
\‘\‘)v Contact Us | My Profile | Logout | H_elp
raverro cea. ( CIMIS

& CELERIAN GROUP COMPANY CENTERS FOWR MEDICARE & VEDICAID SERVICES

Home Payments Completed Receipts Messages Reports

Sponsor Portal Coverage Gap Discount Program

Parent Org. ID Contract Number  Reporting Period Status O .
|ALL Vl ‘ALL Vl |ALL v‘ ALL v We\comel Fo. 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.

Parent Org. ID  Contract Mumber Reporting Period Status Select For payment functions, start by selecting a line

HO 1 HO 1 201502 N/A o) item from the list to the left of this message.
HO__ O HO__ O 201502 Pending §
HO—0 HO—0 201502 Pending

Available Inveice is ready for payment initiations
One or more items has an unsuccessful
payment attempt

Incemplete 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) There are 3 sections in which information can be filtered. The first section, in the example listed

below, can be filtered by Parent Org. ID, Contract Number, P Number, Status, Reporting Period,
Invoice Amount or Payment Status Date.

Note: If a filter is not chosen, all available information for all the Contract numbers the Parent
Org. ID is responsible for along with all available reporting periods will be provided.

~NO
\\}V Contact Us | Help | Logout
raverro cea. ( CIMIS
(CENTERS FOR METHCARE & MEDICAID SERVICES

Coverage Gap Discount Program

Invoice Line Item Reporting
Select which items you want to display on the report (Invoice Line Ttem Report Only)

[ parent org. ID [ contract Number L[] P Number [ status
] Reporting Period [ Invoice Amount  [] Payment Status Date

Reporting Filters (Invoice Line Ttem Report Only)

Select Contract Number l:l
Select P Mumber l:l

Sele;t By Status of
Invoices

Reporting Period
Run Query for Detailed Report

Sponsor Summary Report

Summary Report for

Contract Number: l:|
Reporting Period
Sponsor Status

Run Sponsor Summary Query
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4) The second section can also be filtered by the following categories; Select Contract Number,
Select P Number, Select By Status of Invoices or Reporting Period.

Note: If a filter is not chosen, all available information for all the Contract numbers the Parent

Org. ID is responsible for along with all available reporting periods will be provided once the Run
Query for Detailed Report button is selected.

‘ Contact Us | Help | Logout
PALMETTO GBA. CMS
CPNTTRS FOR MFDICARE & MEDICAID SERICTS

4 CELERIAN GROUP COMPANY

Coverage Gap Discount Program

Invoice Line Item Reporting
Select which items you want to display on the report (Inveice Line Item Report Only)

[ parent Org. ID [ contract Number [ P Number

[ status
[J Reperting Period [ Invoice Amount

| Payment Status Date

Reporting Filters (Invoice Line Item Report Only)

Select Contract Number l:l
Select P Number I:l

Select By Status of

Invaices I
Reporting Period

Run Query for Detailed Report

Sponsor Summary Report

Contract umbars ]
Reporting Period
Sponsor Status
Run Sponsor Summa uer:

5) In the example below, H_ 50 is selected for reporting period 201502. Once the filters are set,
choose Run Query for Detailed Report and then click the Open decision button.

Ny
N Contact Us | Help | Logout
raverrocen. ( CIMIS
A CEUERTAR G RO CORPART: (CENTERS FOR MEDICARE & MEDICAID SERVICES
Invoice Line Item Reporting
Select which items you want to display on the report (Invoice Line Item Report Only)
[J parent org. ID [ contract Number [] P Number [ status
[J Reporting Period [ Inveice Amount  [] Payment Status Date
Reporting Filters (Invoice Line Item Report Only)
Select Contract Number
Select P Number l:|
Select By Status of
Invoices
Reporting Period
Run Query for Detailed Report
Sponsor Summary Report
Summary Report for
Contract Number: l:l
Reparting Period
Sponsor Status
Run Sponsor Summa uer
Do you want to open or save H_50 detailed_report.xlsx from apps.tpadministrator.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 Parent Org. ID, Contract, P Number, Invoice Amount, Reporting Period,

Insert Page Layout Formulas Data Review

Status Date and Status Description is d
H -

View

isplayed.

etailed

= & e -
& o Calibri S A Siwrap Text General ﬁ \j o= ;‘ @  Autosum ﬁ ﬁ
== B3 copy - @ Fine
Paste B I U-|Ti~|&-A- =45 FMergemCenter~ $ - % o %) %0 Conditional Format Cell | Insert Delete Format Sort & Find &
+ < Format Painter S CJ a & : O Eormatting ¥ a5 Table ~ Styles* - - - QU Fifer~ Select~
Clipboard Font F] Alignment Number Styles Cells Editing
(1) Security Warning  Application add-ins have been disabled. x
E13 v (" i 4
4]
=
E A B C D E F G H | J K N
PARENT ORG. ID|CONTRACT |P NUMBER | INVOICE AMOUNT REPORTING STATUS DATE [STATUS DESCRIPTION E
1 PERIOD
2 H_50 H_50 pe=s= 3491 201502 08/26/2015  Unpaid
3

7)

If there were no results yielded from the filter, the following message will be displayed.

NG
PALMETTO GBA.

A CELERIAN GROUP COMPANY

CENTERS FOR MEDICARE & MEDICAID SERVICES.

No results were found for the given set of criteria.

[ parent QOrg. ID
[} Reporting Period

Coverage Gap Discount Program

Contact Us | Help | Logout

Invoice Line Item Reporting

[ contract Number [ P Number [ status

[ tnvoice amount [ Payment Status Date

Select Contract Number
Select P Number

Select By Status of
Invoices

Reporting Period

jjiii

Run Query for Detailed Report

Summary Report for

Contract Number: |:|
Reporting Period
Sponsor Status
Run y Query
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The third and final section of the Reporting link is the Sponsor Summary Report. The

information can be filtered by Summary Report for Contract Number, Reporting Period, and
Sponsor Status.

8)

Note: If a filter is not chosen, once the Run Sponsor Summary Query button is clicked, all
company related information will be displayed for all available reporting periods.

~

\ Contact Us | Help | Logout
eaverto cea. (L CIMIS
CENTERS FOR MEINCARS & MEDICAID SERVICES

& 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)

[1 parent org. 10 [ Contract Number [ P Number

[ status
[ Reporting Period [ Invoice Amount

O Payment Status Date

Reporting Filters (Invoice Line Item Report Only)

Select Contract Mumber :l
Select P Number l:l

Select By Status of

Invaices [
Reporting Period
Run Query for Detailed Report

Sponsor Summary Report

Summary Repert for

Contract Number: I:l

Reporting Period

Sponsor Status

Run Sponsor Summary Query

9) In the example below, HO__ 0 is selected and the Sponsor Status selected is Pending. Once the

filters are set, choose Run Sponsor Summary Query and then click the Open decision button.

NN
) Contact Us | Help | Logout
raverro csa. (. CIMIS
A CELERIARIROUPCOMPANY: CENTERS KR MEDICARE & MEDICAID SERVICES
Invoice Line Item Reporting
Select which items you want to display on the report (Invoice Line Item Report Only)
[] parent 0rg. 10 [ Contract Number [ P Number [[] status
O Repeorting Period [ tnvoice Amount  [J Payment Status Date
Reporting Filters (Invoice Line Item Report Only)
Select Contract Number l:l
Select P Number l:l
Select By Status of
Invoices
Reporting Pericd
Run Query for Detailed Report
Sponsor Summary Report
Summary Report for HO ©
Contract Mumber: —
Reporting Period
Sponsor Status
Run Sponsor Summa uer
Do you want to open or save HO __0 _summary_report.xisx from apps.tpadministrator.com? 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 Parent Org ID, Contract, Reporting Period, No. of Pending,
Pending Amount, Total No. and Total Invoice Amount is displayed.

T 5_detailed_report = Micr < E==Mof
Home | Inset  Pagelayout  Formulas  Data  Review  View a@c@
& cut i Jn A ==l e = 1!:1 ij:f;‘ i “m Tk [ T Autosum- PY L?a
o Calibri 1 A A ==| & S Wrap Text General &) o Qﬂ = i [ 5 ru- 7
aste ) BZIU- Z- M-A- === |EE BMergeaiCenter~ | § - % » | %50 M Conditional Format Cell | Insert Delete Format Sort & Find &
 Format Painter sHres = B Merge & Center " % =% Eormatting * as Table - Styles+ |+ B .| 20~ Fiftere Select~
Clipboard Font Alignment Number Styles Cells Editing
1) Security Warming  Application adc-ins have been disabled, | _Enable Content A
2 - @
A B c D E F G H ] J K L M N
PARENT ORG. ID |CONTRACT|REPORTING | NO. OF PENDING |PENDING TOTALNO.  [TOTALINVOICE AMOUNT
i PERIOD AMOUNT
b Ho o HO 0 201502 0 0 1 94,91
E Ho 0 O 0 201502 0 0 10 "860.77
b Ho_o HO_0 201502 0 0 3 13,77

You have now completed accessing of Reporting Link.
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Appendix A: Acronym L.ist

Acronym
ACH
CGDP
CMS
DPP
EFT
GBA
PDE
SFTP
SSA
TPA

Revision: 9/30/2015
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Description

Automated Clearing House
Coverage Gap Discount Program
Centers for Medicare and Medicaid Services
Direct Payment Process

Electronic Funds Transfer
Government Benefits Administrators
Prescription Drug Event

Secure File Transfer Protocol

Social Security Act

Third Party Administrators

Sponsor
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Appendix B: System Code Descriptions

Error Code

A

C
CF
D
DB
F

FO
F001
F002
F003
F004
F005
F006
F007
F008

F010
FO11
F012
FO13
FO15
FO16
FO17
F020
F023
F025
F030
F035
F040
F045
F050
F085
F103
F105
F110
F115
F120
F125
F130
F135

Error Description

Available

Successful

Clearing House Failure

Deferred

Deferred in Batch

Failed

Unknown failure

File rejected: Each record must be in a new line

File rejected: File must start with a header record

File rejected: Invalid Header record

File rejected: Invalid Detail record

Primary ID must be 6 characters and start with XP

File rejected: Each header record must contain 'HDR', Primary 1D and Reporting period
Invalid defer request

Detail record must contain 'DET', Manufacturer, Sponsor, EFT Scheduled Date, Defer
(optional)

Manufacturer is not formatted properly

Header row without details

Already deferred

No EFT information available for Sponsor

Reporting period length must be 6 characters

Invalid header

No EFT information available for Manufacturer
Contract length must be 5 characters

Line item has been already processed

Unparseable date

Date in the past

Invalid EFT

Primary Id and logon do not match

Line item not found.

Line item not found. Attempt to pay negative invoice
Scheduled payment date before invoice distribution date
Single amount exception velocity amount
AUTHENTICATION ERROR (Care account is not set)
Payment method not found

Invalid payment request

Your request cannot be processed. Please revise your data and retry
Routing number not found

Declined

Configuration is required to use the requested service
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F140
F145
F150
F205
F207
F209
F211
F212
F27
F305
F310
F315
F320
F325
F330
F335
FB
FDB
FS120
FS135
FS140
FS145
FS155
FS160
FS165
FS170
FS255
I

INI
INIB
INIS
P

S

SP
w27

CGDP Portal DPP User Guide
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Error Description

The credentials specified do not process for the merchant location specified
Terminal disabled

Other UNKNOWN ERROR

Read timed out

Failed to create service

Processing system error

Invalid or missing Payment Method ID

User not authorized to perform this transaction/amount
Scheduled payment date after payment deadline

File records belong to more than one quarter

Failed - Closed / Invalid Acct

Failed - Non-Sufficient funds

Failed - Suspended

Failed - Charged Back

Failed - Resolved

Invalid or missing account last four

Batch Initiation Failure

Batch Defer Failure

Your request cannot be processed. Please revise your data and retry
Configuration is required to use the requested service
The credentials specified do not process for the merchant location specified
Terminal disabled

AUTHENTICATION ERROR (Care account is not set)
Payment method not found during scheduled job

Invalid payment request during scheduled job

Request failed during a scheduled job

Read timed out on scheduled job

Incomplete

Payment Initiated

Initiated in a Batch

Payment Initiated by Scheduler

Pending

Scheduled Payment for Future Date

Stopped Payment

Scheduled payment date after payment deadline, not used

Appendix C: Sponsor Payment Initiation Upload Batch Input Requirements

Utilize this reference document to format text files for use in the Payment Initiation Upload process.
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Collect payment initiation information of the Parent Organization ID 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)

Parent Org. ID 05 Responsible Contract Number or ST 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)

Contract Number 05 Submitting Contract Number

Data divider 01 ; (semicolon)

P Number 05 Manufacturer P 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##HH#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.

Data divider 01 ; (semicolon)

EOL Variable End of line indicator — Example — CRLF
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Term

Definition

Authorization

Displays the amount authorized for payment processing, including amounts located in

Amount the Invoice Amt. and Previous Deferred Amount fields.

Status designation of an invoice that denotes that an item is ready for payment
Available initiation.

Report type that displays batch files uploaded to the system with status and ability to
Batch download files for review.

Displays the batch numbering convention, system generated, based on the order the
Batch 1D 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 1D 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.

Displays the calendar date, in MM/DD/YYYY format, the invoice line item was

Date Submitted | processed for payment initiation.
Displays the batch file date and time for files loaded to the system. Date format is
Date Time YYYYMMDD. Time format is HH:MM.

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

Defer items that fall below the minimum ACH processing amount.
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
Deferred minimum ACH processing amount.
Description
(Batch) Displays the batch file name loaded to the system.
Report type that provides the ability to enter dispute requests and review the status of
Dispute 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.
Displays a radio button to allow downloading of distributed invoice summary
Download information loaded to the system.
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
EFTID 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 has 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.

Status designation of an invoice that denotes that one or more items have not been

Incomplete paid.
Initiate Provides a check box to allow the payment process to begin for an individual invoice
Payment line item.

Report type that displays the summary information of distributed invoices and
Invoice 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

Amount Displays the invoice line item amounts due to either the Manufacturer or Sponsor.
Invoiced

Reporting Region of the active tab that provides the reporting period of the invoice line items
Period displayed.

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.

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

Manufacturer Agreement, item 1 .
Provides ability to enter and review business contact information for Manufacturers
My Profile 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.

Status designation of an invoice that denotes that all line items have been initiated

Pending successfully.

Previous

Deferred

Amount Displays amounts that qualified for deferment from the prior reporting period(s).
Status designation of an invoice that denotes payment is in the applicable bank

Received account
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Term Definition
Reporting Quarter and Calendar year, in YYYYQQ format, that prescription drug event data is
Period distributed to Manufacturers and Sponsors.
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.
Sponsor 100-18: Medicare Prescription Drug Benefit Manual, section 20.
Status The current designation of an invoice line item within the system.
Displays the condition of the batch file loaded to the system. Batches can be
Status (Batch) | 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
Outstanding

Displays the total dollar amount of remaining invoice line items requiring processing.

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.

Displays the total dollar amount of invoice line items that have successfully paid and

Total are no longer visible in the Payments Initiation or Payments Pending Transaction
Successful regions of the Payments tab.
Credential information provided by TPA to Manufacturer or Sponsor for access to
system.
User ID User ID is the Parent Organization ID (Parent Org. ID)
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