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Introduction

Welcome to the Coverage Gap Discount Program (CGDP) Manufacturer Payment Portal (MPP)
Sponsor User Guide. This guide provides information for Medicare Part D plan sponsors
(sponsors) on how to use the CGDP module in the MPP. It covers how to review invoices,
initiate and track payments, review and access dispute resolution reports and various quarterly
and benefit year (BY) closeout reports.

The CGDP makes manufacturer discounts available at the point of sale (POS) to Part D enrollees
receiving applicable drugs while in the coverage gap phase of the Part D benefit through
December 31, 2024. The Inflation Reduction Act of 2022 (IRA) sunsets the CGDP as of January
1, 2025. It also terminates all CGDP Agreements as of January 1, 2025, but stipulates that all
responsibilities and duties under such agreements continue to apply with respect to applicable
drugs under the CGDP dispensed prior to January 1, 2025.}

As a sponsor participating in the CGDP, you have agreed to advance coverage gap discount
amounts on behalf of Part D enrollees who received applicable drugs while in the coverage
gap phase of the Part D benefit and receive reimbursement from or submit adjusted
reimbursements to pharmaceutical manufacturers (manufacturers) participating in the
CGDP.

The primary function of the CGDP module is to provide a central repository for program
qualified prescription drug event (PDE) invoices to be distributed and paid by program
participants. The MPP offers manufacturers and sponsors the capability to manage CGDP
invoicing and payment processing, allowing users to view and perform the following based on
their roles and permissions:

e Home Page

e Pay an Invoice
e Invoice selection for payment initiation
e Invoice payment deferment

e Pending Payments
o Stop Payment of invoices

e Completed Payments

e Receipts
e Disputes

o Dispute Resolution Reports
e Reports

e Invoice

o Data

e Tracking

e AdHoc

e 1099 Information

The MPP enables sponsors to examine invoice line items owed to manufacturers and payments

1 See section 30 of the Manufacturer Discount Program Final Guidance available at:
https://www.cms.gov/medicare/coverage/prescription-drug-coverage/part-d-information-pharmaceutical-
manufacturers.
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expected from manufacturers. Likewise, it allows manufacturers to review invoice line items
owed to sponsors and payments due from sponsors to manufacturers.

To assist with invoice payment initiation processing, the MPP provides the ability to initiate
bank-to-bank automated clearing house (ACH) transfers for invoice line-item payments due
between participating program participants, like the way an online banking customer pays their
monthly bills.

The Third Party Administrator (TPA) will manage the MPP, and the program modules housed
within, including the CGDP.

Note: All invoice payments must be processed in the MPP.

The CGDP Manufacturer Payment Portal Sponsors User Guide will provide information on
the full functionality of the MPP, including task-based instructions for scenarios that may occur
during reporting period review and processing of invoices.

This user guide contains instructions for sponsors.
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Recommended System Requirements

The following system functionality is required to access the MPP.

Operating System (OS):
e Windows 10 or later
e MacOS X 11.x

Supported Internet Browsers™:
e Microsoft Edge: Version 128.x
e Google Chrome: Version 128.0.x

Recommended Screen Resolution:
e 1024 x 768

Additional Requirements:

e Adobe Acrobat Reader Version Document Cloud (DC) or Adobe Acrobat Pro
Version DC

e JavaScript enabled
e Compatibility view disabled
e Pop-up blocker disabled

Note: Although the MPP may be accessible without meeting these requirements, only the options
above are supported. Failure to meet these requirements may adversely affect the functionality
and layout of the MPP.

*We recommend always using the most current browser version available.
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Access to the CGDP module via MPP

The MPP is a Federal information system. To access CGDP data, you must be authorized to
access to both the MPP and the CGDP module. Authorized users of the MPP, and all program
modules housed within, must adhere to CMS information security policies, standards, and
procedures.

Detailed login instructions are located on the TPAdministrator.com website under “User
Guides” in the Manufacturer Payment Portal (MPP) Introduction and Login Users Guide.
Instructions contained within the guide include:

e MPP Location and Access

e MPP System Requirements

e Update HPMS Contact Information
e MPP Portal Login

e MPP-My Profile Instructions

Note: You will not have the ability to view other program participant’s data.

The TPA website (https://tpadministrator.com) contains two links titled “MPP Login.” Either
link will redirect you to the MPP Login page.

" Home  Archives Contact Us MPP Login

m Programs -  Listservs - n

Welcome to the Third Party Administrator (TPA)

On this site, you will be able to access the Manufacturer Payment Portal (MPP) along with finding information and
resources for the following programs:

« Coverage Gap Discount Program (CGDP)

+ Discarded Drug Program (DDP) Manufacturer Payrr!enf
. Manufacturer Discount Program (MDP) Portal (MPF) Login

+ Medicare Prescription Drug Inflation Rebate Program (Inflation Rebate)

The TPA website is the payment gateway for manufacturers participating in one or more discount or rebate programs
listed.

To access the MPP, enter your User ID provided by the TPA Operations Team. Information
available to you is limited to the authorized data associated by roles and permissions assigned to
your user ID.
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CGDP User Roles

CGDP Module Discount Program Payment Contact and Third
Party Administrator (TPA) Contact Roles

The CGDP module has two roles that allow access to distributed invoices and reports. These
roles assist with assigning authorized access to the CGDP module in the MPP. Information
regarding the functionality of the Discount Program Payment Contact and Third Party
Administrator (TPA) Contact roles is also provided to assist with understanding each.

The CGDP Part D plan sponsor payment initiation role is the “Discount Program Payment
Contact”.

¢ A Discount Program Payment Contact role allows:

» Full functionality of the CGDP module, including initiating payment of distributed
invoices, download dispute resolution and reports and ability to request updates to
bank account information.

Sponsors have a Third Party Administrator (TPA) Contact role for a view only role.
e The Third Party Administrator (TPA) Contact role allows:
» View Only functionality for invoices in the CGDP module.

« Access and ability to request updates to bank account information and download
reports.

Attention: The HPMS “Discount Program Payment Contact” field and the “Third Party
Administrator (TPA) Contact” field must be completed in HPMS. The same user can be
assigned both roles. If a different user is assigned the “Discount Program Payment
Contact” role in HPMS, the assigned “Third Party Administrator (TPA) Contact” role
user in HPMS, will remain in that role only. Once HPMS is updated, the new authorized
“Discount Program Payment Contact” will contact the TPA Operations to receive their
MPP user credentials, User ID and temporary password, to access the MPP.

Important Note:

e Assigned MPP user credentials, User ID and temporary password, are specific to
individuals and must not be shared. The person granted MPP access is authorized by
CMS and the TPA to access data within the MPP.

e If you are no longer the authorized user for the MPP and its program modules, HPMS
must be updated, and the new authorized user must contact the TPA to obtain their
authorized access credentials. If you need assistance with HPMS, please contact HPMS
Help Desk at hpms@cms.hhs.gov or call 1-800-220-2028.
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Discount Program Payment Contact Role — Pay an Invoice & Pending
Payments Pages View

Six functions are available to the MPP Discount Program Payment Contact role.

The Pay an Invoice page below will display to users with the MPP Discount Program Payment
Contact role.

TPAdministrator.com Contact Us My Profile Log Out
D s Logged in a5 USER ID
Coverage Gap Discount
Coverage Gap Discount Program: Pay an Invoice @
Home Payment Information
| Pay an Invoice $12.20 $0.00 $0.00 $32.20
Total Invoiced Total Pending Total Successful Total Available
Pending $0.00 $0.00 $20.00
Paymems Total Failed Total Current Deferred Total Previously Deferred
Completed
P Invoice Period: 202304 Payments Due: 07/20/2024 P Number Contract Mo
Payments Al v Ho 4~
Receipts
Show 10 v entries h kr ku
Reports
P Number Invoiced Previous Deferred Payment Date Defer Failed EFTID Initiate
Dispu‘re Amount Amount Payment
Dashboard
—7 $1.00 $20.00 08/19/2024 CG22011 4
_8 $0.50 $0.00 Invalid Payee Data CG22011____ 4
_9 $1.50 $0.00 08/19/2024 R29 CG22011 4
_0 $0.50 $0.00 08/19/2024 CG22011 4
_1 $1.00 $0.00 08/19/2024 CG22011 4
_ 2 $1.10 $0.00 08/19/2024 RO3 CG22011 4
—2 $1.10 $0.00 08/19/2024 CG22011 4
— 6 $1.10 $0.00 08/19/2024 CG22011 4
2 $1.10 $0.00 08/19/2024 CG22011 4
_ 4 $1.10 $0.00 08/19/2024 CG22011 4
Showing 1 te 10 of 12 entries First Previous E 2 Next Last
Update All Dates:
1) | mm/dd/yyyy | %)I Select All Invoices %)
Disclaimer  Privacy Policy ~ Get Adobe Reader Terms of Use
%O PALMETTO GBA
A CELERIAN GROUP COMPANY

Three functions are located at the bottom of the Pay an Invoice page:
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The (1) Update All Dates calendar icon and field provides the ability to select and set a
future date for any, or all, individual invoice line items if they are eligible for payment
initiation.

The (2) Select All Invoices checkbox allows you to choose the invoices available for
payment by populating the checkbox with a check mark. This action selects all invoice
line items eligible for payment initiation.

Note: Items not eligible for payment initiation appear in the Failed column on the data
table. These are invoice line items without an Initiate Payment check box and contain a
payment failure code.

The (3) Submit button provides one-click functionality to process selected invoice line
items for payment.

After clicking the Submit button, the (4) Enter PIN code validation field pop up displays. This
field requires entering a four-digit numeric PIN to complete any payment initiation process and
to move invoices from the Pay an Invoice page to the Pending Payments page.

|
4 ) Enter PIN

4 O

You can set the four-digit numeric PIN by following the instructions located on the
TPAdministrator.com website. For more detailed instructions please access the “My Profile —
Update PIN” instruction in the Manufacturer Payment Portal (MPP) Introduction and
Login User Guide located in the User Guides.

The final two Discount Program Payment Contact functionalities are located on the Pending
Payments page.

Rev: December 2024 Page 7 User Guide
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TPAdministrator.com Contact Us My Profile Log Out

Logged in as USER ID

Coverage Gap Discount

Coverage Gap Discount Program: Pending Payments ©

Pending Payments
Home

Stop Payment Available Until Approximately 9:00 PM ET of the current business date.
Pay an Invoice

Pending Show 10 + entries b '5‘ ks\,
Payments P Number Authorization Amt “  Date Submitted Payment Date Stop Payment
Completed _ 7 $1.00 07/30/2024 08/02/2024
Payments

—9 $1.50 07/30/2024 08/02/2024
Receipts

Showing 1 to 2 of 2 entries First Previous E Next Last
Reports
Dispute
Dashboard

[ | Select All Payments Stop Payment

The (5) Select All Payments check box allows you to populate all available Stop Payment
checkboxes at one time. This action selects only pending invoice line items displayed on the
page. If invoice line items are no longer visible on the Pending Payments page, they have been
already begun the payment process.

The (6) Stop Payment button provides you with one-click functionality to Stop Payment on all
invoices selected.

Instructions for creating or updating banking data is on the TPAdministrator.com website. The
“Banking Information” instructions are found in the Manufacturer Payment Portal (MPP)
Introduction and Login User Guide located in the User Guides.

This user guide uses a Discount Program Payment Contact role perspective to thoroughly
explain the functionalities of each page. Users with the Third Party Administrator (TPA) Contact
role can also find these instructions beneficial for understanding all features available for the
CGDP in the MPP.
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Third Party Administrator (TPA) Contact — Pay an Invoice & Pending
Payments Pages View
The Third Party Administrator (TPA) Contact role is view reports only role. You will not be able

to change any data on the screens or submit or stop payments. The Pay an Invoice page displays
the interface you will observe as a user with the Third Party Administrator (TPA) Contact role.

(MS TPAdministrator.com Contact Us My Profile Log Out
1S hon Do DA EcE Logged in as USER ID
Overview Coverage Gap Discount

Coverage Gap Discount Program: Pay an Invoice @

Payment Information
Home
| Pay an Invoice $12.20 $0.00 $0.00 $32.20
Total Invoiced Total Pending Total Successful Total Available
Pending $0.00 $0.00 $20.00
Payments Total Failed Total Current Deferred Total Previously Deferred
Completed
Payments Invoice Period: 202201  Payments Due: 06/08/2022 P Number Contract No
Al v H 4w
Receipts
Reports Show 10 ~ entries BEE
I iced Previ Defi d Initiat
Dispute P Number nuolce revious Deterre Payment Date Defer Failed EFTID nitiate
Dashboard Amount Amount Payment
7 $1.00 $20.00 07/30/2024 B €G2201 4
_8 $0.50 $0.00 Invalid Payee Data cG201 4
9 $1.50 $0.00 07/30/2024 €G2201 4
_ 0 $0.50 $0.00 07/30/2024 cG201 4
_ 1 $1.00 $0.00 07/30/2024 CG2201 4
2 $1.10 $0.00 07/30/2024 & G220 4
2 $1.10 $0.00 07/30/2024 o
_ 6 $1.10 $0.00 07/30/2024 6220 4
2 $1.10 $0.00 07/30/2024 =] CG2201 4
_ 4 $1.10 $0.00 07/30/2024 622014
Showing 1 to 10 of 12 entries First Previous E 2 Next Last
:]J Update All Dates: ?J :})
mm/dd/yyyy Select All Invoices|
Disclaimer ~ Privacy Policy ~Get Adobe Reader  Terms of Use
O PALMETTO GBA

The Third Party Administrator (TPA) Contact role will have some of the same features visible
on the Pay An Invoice screen but will not have a Submit button.
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(1) Update All Dates calendar will be visible and can be updated to change the payment date
for all eligible invoices. However, it will not execute those changes.

(2) Select All Invoices checkbox will be visible and can populate all checkboxes in the
“Initiate Payment” column for eligible invoices, allowing for the payment date to be
updated for all eligible invoices. However, it will not execute those changes.

(3) Submit button will not be visible.

The remaining Third Party Administrator (TPA) Contact role differences in functionality are
located on the Pending Payments page.

TPAdministrator.com Contact Us My Profile Log Out

Logged in s USER ID

Coverage Gap Discount

Coverage Gap Discount Program: Pending Payments @

Pending Payments
Home

Stop Payment Available Until Approximately 9:00 PM ET of the current business date.
Pay an Invoice

Pending Show 10 v entries h k' E'
Payments

P Number Authorization Amt *  Date Submitted y Date

Stop Payment
Completed

—7 $1.00 07/30/2024 08/02/2024
Payments
—9 §1.50 07/30/2024 08/02/2024
Receipts
Showing 1 to 2 of 2 entries First Previous E\ Next Last
Reports
Dispute
Dashboard

[ Select All Payments|

(4) Select All Payments checkbox will be visible and can be checked for line items that are
available to be stopped. However, it will not execute those changes.

(5) Stop Payment button will not be visible.

Associates assigned the Third Party Administrator (TPA) Contact role can review distributed
invoices, confirm completed payment of invoices, track receipts for quarterly distributed invoice
line items, and review and download reports.

Both the Discount Program Payment Contact role and the Third Party Administrator (TPA)
Contact role can create or update bank account information for their organization.

For more detailed instructions to create or update banking data, please review the “Banking
Information” instructions in the Manufacturer Payment Portal (MPP) Introduction and
Login User Guide located in the User Guides.

Rev: December 2024 Page 10 User Guide


https://www.tpadministrator.com/internet/tpaw4.nsf/DID/TI312P8H14

Centers for Medicare & Medicaid Services
Third Party Administrator (TPA)
CGDP Manufacturer Payment Portal Sponsor User Guide

CGDP Sponsor User Guide
MPP Overview Page — CGDP for Sponsor

As a CGDP sponsor, you can access the program module via the MPP. After successful login to the MPP, you will see the overview
cards for the program modules(s) your user ID is authorized to access.

Instructions Visuals
1. To access the MPP, click on the v p——
TPAdministrator.com and click on the M=
M P P Log i n . Programs ~  Listservs ~ n
I f yo u need fu rthe r i nstruct i ons on | Programs / Coverage Gap Discount Program / User Guides |
logging in, choose the “Man ufactu_rer Coverage Gap User Guides
Payment Portal (MPP) Introduction DiScount Program |  nussessonsos
an d Log in U se r_ G ul de” fo un d on th e Benefit Year (BY) Closeout The program users guides provide information on the functions available in the Manufacturer Payment Portal (MPP) as well as task
C G D P U Ser G ul d es pag e to access th e Invoice Layouts based instructions for performing payment and receipt processing and report retrieval.
g u i de ) Calendar
Disputes
e Select the “New User Setup and et formation e
Log i n I nStrU Ctl 0 n S” if you are a 12/12/2024 Man}ufacn}yre{ gayment Portal (MPP) Introduction and Login User Guide
B R FAQs L e
first time user to the MPP. e
e Select the “Existing User Login Onboarding
Instructions” if you have Completed Quarterly Invoice Layouts
new user SetUp References
Webinars
CGDP Reconciliation
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Instructions Visuals

2. After successfully logging in with
your user ID, password and system i v
generated multi-factor authentication
(MFA) token he MPP Overview
Page will appear showing all
program modules assigned to your

TPAdministrator.com Contact Us My Profile Log Out

user 1D as cards on the page. Manufacturer Payment Portal
e Example of a user ID with access to Coverage Gap Discount
the CGDP only. ,
Report(s) Available.

‘ View Reports |

Disclaimer  Privacy Policy ~Get Adobe Reader Terms of Use

N
(’ PALMETTO GBA
N CELERIAN GROUP COMPANT
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Instructions Visuals

3. The cards displayed for the CGDP will
contain data that provides information
about quarterly and Benefit Year (BY)

closeout invoices.

Scenarios for when “View Reports” Coverage Gap Discount

displays on the card:

¢ Invoices have been distributed for
the current reporting period and
invoices are available for payment
initiation.

e Invoice initiation on all invoices has
not been completed for current
reporting period.

e Some action has been performed on
Invoices, but more action needs to
be performed before the due date.

e Specific scenarios:

e Invoice line items have failed
payment processing.

e Invalid Payee / Payer Data
error messages have been
corrected and invoices are
now available for initiation.

Report(s) Available.

View Reports

Rev: December 2024 Page 13 User Guide



Centers for Medicare & Medicaid Services
Third Party Administrator (TPA)
CGDP Manufacturer Payment Portal Sponsor User Guide

Instructions Visuals

Scenarios for when the message “No
Report(s) Available.” displays on the
card:

e No payable or receivable invoices Coverage Gap Discount

are available for you in the
current reporting period after the

invoices for the current reporting :
period have been distributed. No Report(s) Available.

Note: As part of the agreement with
CMS, you are required to submit .
payment on all invoices for all reporting View Home Page
periods. While the Overview page cards \

display information for the current
reporting period, it is recommended that
you review prior reporting periods to
verify that they have a Successful status
displayed in the Home page.

To review additional reporting periods
on the Home page, once on the page,
update the Invoice Filter labeled
Reporting Period to “All” and all
reporting periods will display for you to
review.
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Instructions Visuals
4. To review the reports available data ( S o e
. n‘ ministrator.com ontact Us rofile o ut
referenced on the CGDP overview card, CMS ymggmm user1D

select the View Reports button. Overview
5. After clicking the button on the card,

you will be directed to the CGDP Coverage Gap Discount Program: Home e
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.
Home page. For payment functions start by selecting a line item from the list to the left.

Invoice Type Contract Number  Reporting Period  Status
m Al v Al Y w0 M v

Pay an Invoice

Pending Show 10 v entries Bk K
Payments
Invoice Type Contract Number Reporting Period status €) Select
Completed
Payments Quarterly _5 202304 Successful
Receipts Quarterly _3 202304 Incomplete
Reports Showing 1 to 2 of 2 entries First  Previous E Next  Last
Dispute
Dashboard
Dispute Reporting Periods with no invoice line items
Submission

You have now successfully accessed the MPP Overview page and discovered the possible text that may appear on the card along with
their meanings. The next instructions will guide you through the functionality of the Home page.
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CGDP Home Page for Sponsors

After logging into MPP and selecting the overview card for CGDP on the MPP Overview page,
you will be taken to the Home page.

This page allows you to choose your distributed invoices associated with available reporting
periods in the CGDP. The page navigation, located on the left of your screen, will provide access
to the page links shown; however, not all links are available until you select an invoice type and
reporting period to view.

Coverage Gap Discount Program: Home @

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.

Contact Us My Profile Log Out

Logged in as USER ID

TPAdministrator.com

Overview

For payment functions start by selecting a line item from the list to the left.

Invoice Type Contract Number Reporting Pericd status

m All v All v 202304 v All v

Pay an Invoice

— s m .

rending Show 10 ~ entries BEE

Payments

Invoice Type Contract Number Reporting Period status €) Select

Completed

Payments Quarterly —5 202304 Successful

Receipts Quarterly 3 202304 Incomplete

Reports Showing 1 to 2 of 2 entries First Previous E Next Last

Dispute

Dashboard

Dispute Reporting Periods with no invoice line items

Submission

For detailed information about the common features found on each page in the MPP, refer to
Table 1: Common Features on All Pages in the Appendix.

For detailed information about the features available on then the Home page, refer to

Table 2: Home Page.
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To access the MPP, click on the TPAdministrator.com and click on the MPP Login.

If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User
Guide” found on the CGDP User Guides page to access the guide.

Instruction Visuals
1. After successfully logging in
with your user ID password and @s TPAdministrator.com Contact Us My Profile Log Out
! . CIVTEFORAICARL R D stsicrs Loqged inas USERID
system generated multi-factor
authentication (MFA) token, the Coverage Gap Discount

MPP Overview Page will

appear showing all program
modules assigned to your user Manufacturer Payment Portal
ID as cards on the page.

Coverage Gap Discount

Example of a user ID with access to the
CGDP Only. Report(s) Available.

[ [ewneron] |

Disclaimer  Privacy Policy Get Adobe Reader Terms of Use

( ()
0 PALMETTO GBA
\/ A CELERIAN GROUP COMPANY
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Instruction Visuals

2. To review the data referenced on
the CGDP card, select the button at
the bottom of the card that displays

the text View Reports.

Coverage Gap Discount Program

Report(s) Available

View Reports
‘ I ports | ‘

3. After clicking the View Reports
button on the program module TPAdministrator.com Contact Us My Profile Log Out
Logged in as USER ID

overview card, you will be directed -
to the CGDP Home page. N

Coverage Gap Discount Program: Home ©

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.

Invoice Type Contract Number ~ Reporting Period  Status
m Al v A v oon A v

Pay an Invoice

?H'd‘ 9 Show 10 ™ entries ﬁ m; Ew
Payments

Invoice Type Contract Number Reporting Period Status @) Select
Completed
Payments Quarterly =5 202304 Successful
Receipts Quarterly 4 202304 Incomplete

Reports Showing 1 to 2 of 2 entries First Previous Next Last
Dispute
Reporting Periods with no invoice line items

Dashboard
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Instruction

Visuals

4. The Home page defaults to the

current reporting period, as shown Invoice Type Contract Mumber Reporting Period Status
. . N s .
gl thedl?}:?lce Filter’s Reporting Al y All o 500304 v Al o
€rioa riiter.
5. Once you have verified the table
displays your invoices of choice, ) gume fosgrn g
populate the radio button in the
Select column for one invoice line Pending Show 10+ enties BE R
|tem, Feyments Invoice Type Contract Number Reporting Period Status €@ Select
Completed
Payments Quarterly 202304 Successful
Receipts Quarterly 202304 Incomplete IEI |
Reports Showing 1 to 2 of 2 entries First Previous Next Last
Dispute
Dashboard
Reporting Periods with no invoice line items
6. This action will allow the Pay an
Invoice, Pending Payments, | Home Home Home Home Home
Completed Payments, and . ) ‘ . ‘
Receipts page links to be available Pay an Invoice I Pay an Invoice Pay an Invoice Pay an Invoice Pay an Invoice
for selection. Eending Pending Pending Pending Pending
ayments Payments Payments Payments Payments
The R.eports’ DISpUte DaShboa:rd Completed Completed Completed Completed Completed
and Dispute Submission page links Payments Payments Payments Payments Payments
are available for selection anytime. Receipts Receipts Receipts Receipts | Receipts
Reports Reports Reports Reports Reports
. Dispute Dispute Dispute Dispute
g;sg]u;;rd Dashboard Dashboard Dashboard Dashboard
................................................ RevDecember2024Page19UserGu|de
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Instruction Visuals

7. Select the Pay an Invoice link to
Open the Pay an |nVOICB page’ TPAdministrator.com Contact Us My Profile Log Out
Logged in as USERID

shown below. :

Coverage Gap Discount Program: Pay an Invoice ©

Payment Information

Home
$588.71 $0.00 $0.00 $588.71
I Pay an Invoice Total Invoiced Total Pending Total Successful Total Available
pending $0.00 $0.00 $0.00
Payments Total Failed Total Current Deferred Total Previously Deferred
Completed Invoice Period: 202201 Payments Due: 06/08/2022 P Number Contract No
Payments Al v Ho 4w
Receipts
L m N
Show 10 ¥ entries h '-:; E;w
Reports
Invoiced Previs Def d Initiat
i P Number nvelce revious Deterra Payment Date Defer Failed EFT ID nitiate
Dispute Amount Amount Payment
Dashboard
P_7 $188.57 $0.00 08/19/2024 CG21021______ 4
P_1 $9.58 $0.00 08/19/2024 ) CG21021 4
P4 $176.23 $0.00 08/19/2024 cG21021 4
P& $214.33 $0.00 Imvalid Payee Data CG21021 4

Showing 1 to 4 of 4 entries First Previous E Next Last

Update All Dates:

mm/dd/yyyy D Select All Invoices m

You have now discovered the features available on the Home page.
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Payments Process Navigation for Sponsors

The main purpose of the MPP is to serve as a central hub for distributing and paying qualified
PDE invoices by participating sponsors. It offers information and instructions to help you review
due invoices, initiate payments, track payment and receivables statuses, and generate reports.

The Pay an Invoice page offers payment functionalities, similar to an online bill-pay system,
enabling you to select one, some, or all the invoices distributed for payment processing for a
reporting period for one or more P Numbers. Invoices may be available for deferment, if the
Total Available amount of all invoices distributed that are less than the systems deferred
allowable amount of $20.00.

Note: The TPA recommends that invoices are paid prior to the payment due date, not on the due
date. Initiating payment prior to the due date will allow for error-free processing of module-
initiated ACH payments.

Payments that fail on the due date are not recognized as initiated and will require special
handling between the sponsor and the TPA.

The Pending Payments page displays the invoices that you have initiated for payment, with
either current or scheduled/future payment dates. These initiated invoices will be processed for
payment each business day at 9:00 pm ET, based on the payment date you have selected the
invoice to be drafted from your company’s account.

Once this process completes, successfully processed initiated invoiced line items will move to
the Completed Payments page for status tracking.

Prior to the payment processing at 9:00 pm ET, you may choose a stop payment on one, some, or
all initiated line items, so they are not selected for payment by the payment process. These
stopped items will re-appear on the Pay an Invoice page for you to re-initiate before the
payment due date.

The Pending Payments page will be explained in detail, with the Pending Payments Page and
instructions on using the features included in the page, in this user guide.

The Completed Payments page shows the status of payments that have completed the nightly
payment processing. Invoices initiated for payment will remain in a Pending status until the
funds are successfully received in the payee’s bank account. At that time, the status of the
invoiced line item will update to display Successful. The Deferred status appears for invoice line
items that meet the deferral criteria. Deferment of invoices will be explained in the Pay an
Invoice section of this manual.

The Completed Payments page will be explained in detail with the Completed Payments Page
for Sponsors and instructions on using the features included in the page, in this user guide.

The Receipts page provides you a list of invoiced line items that are due to be paid to you by
program-participating sponsors.

¢ Invoice line items that have not been initiated by the sponsor are listed as Outstanding.
e Payments that have been initiated are displayed as a Pending status.
e A Received status notes that funds should be available in your bank account.
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e A Deferred status means that invoices were deferred until the next reporting period.
These invoice items met the system criteria for deferral and have been processed as
such by the sponsor. These deferred items will be available for the sponsor to initiate
payment again on the deferred invoices in the next reporting period.

e A Failed status notes that issues occurred with payment processing.

The Receipts page will be explained in detail with the Receipts Page for Sponsors in this user
guide.

Rev: December 2024 Page 22 User Guide



Centers for Medicare & Medicaid Services
Third Party Administrator (TPA)
CGDP Manufacturer Payment Portal Sponsor User Guide

Pay an Invoice Page Navigation for Sponsors

The Pay an Invoice page allows you to review and process payment information for invoice line
items by sponsor contract number. The information accessible on the Pay an Invoice page varies
between Discount Program Payment Contact role and Third Party Administrator (TPA) Contact
role users.

This difference is defined in these instructions: CGDP Module Discount Program Payment
Contact and Third Party Administrator (TPA) Contact Roles.

The screen below uses the Discount Program Payment Contact role to display what will be
available for you.

@ TPAdministrator.com Contact Us My Profile Log Out
oA S Logged in as USER ID
Overview Coverage Gap Discount

Coverage Gap Discount Program: Pay an Invoice @

Payment Information

Home
- $588.71 $0.00 $0.00 $588.71
I Pay an Invoice Total Invoiced Total Pending Total Successful Total Available
Pending $0.00 $0.00 $0.00
Payments Total Failed Total Current Deferred Total Previously Deferred
Completed Invoice Period: 202201 Payments Due: 06/08,2022 P Number ontract No
Payments Al v Ho 4w
Receipts
N N
Show 10 “ entries h h: EEL-
Reports
Invoiced Previ Deferred Initiat
. P Number mvelce revious Deterre Payment Date Defer Failed EFTID nitiate
Dispute Amount Amount Payment
Dashboard
P_7 $188.57 $0.00 08/19/2024 CG21021 4
P__1 $9.58 $0.00 08/19/2024 CG21021 4
P_4 $176.23 $0.00 08/19/2024 CG21021 4
P& 521433 $0.00 Imvalid Payee Data cG21021 4

Showing 1 to 4 of 4 entries First Previous 1 Next Last

Update All Dates:

mmy/dd/yyyy [ select All Invoices m

For detailed information about the common features found on each page in the MPP, refer to
Table 1: Common Features on All Pages in the Appendix.

For detailed information about the features available on the Pay an Invoice page, refer to Table
3: Pay an Invoice Page.

Refer to the following instructions to guide you through the Pay an Invoice page for the
following functions:

e Select Individual, Multiple or All Invoice Line Items for Payment Initiation Instruction
for Sponsors
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e Set Scheduled Future Dates for Individual Invoices Instruction for Sponsors

o Update All Dates for All Invoice Line Items Payment Initiation Instruction for Sponsors

e Defer Eligible Invoices — Total Available Less Than $20.00 Instruction — Sponsors

e Prior Reporting Period Defer — No Payable Invoices Distributed for Reporting Period
Instruction — Sponsors

e Prior Reporting Period Defer — No Invoices Distributed for Current Reporting Period
Instruction — Sponsors
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Pay an Invoice Instructions for Sponsors

Select Individual, Multiple or All Invoice Line Items for Payment Initiation Instruction for
Sponsors

As a sponsor, you should initiate invoice line-item payments quarterly, within 38 calendar days of receiving distributed invoices, using
the CGDP module in the MPP.

The module allows you to process payments for individual invoice line items with a default payment date of the current calendar day.

The Select All Invoices feature is available to initiate payment for all invoice line items distributed to the CGDP module for a reporting
period.

This feature allows you to select all invoice line items in the Invoice Initiation Table, including those on additional pages that are not
automatically visible, to initiate payment processing on the either the current date or a future scheduled date you select.

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

Note: Completion of this process is limited to sponsor associates assigned the Discount Program Payment Contact role.

To access the MPP, click on the TPAdministrator.com and click on the MPP Login.

If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User
Guide” found on the CGDP User Guides page to access the guide.
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generated multi-factor authentication
(MFA) token, the MPP Overview
page will appear showing all program
modules assigned to your user 1D as
cards on the page.

Select the “Coverage Gap Discount”
card’s View Reports button or the
“Coverage Gap Discount” link in the blue
navigation bar and open the Home page.

Instructions Visuals
1. After successfully logging in with
your user 1D, password and system ( S TPAdministrator.com  ContactUs My Profile  Log Out

Logged in as USERID

Manufacturer Payment Portal

Coverage Gap Discount

Report(s) Available.

[ [ewrerons] |

Disclaimer  Privacy Policy ~Get Adobe Reader Terms of Use

N
() PALMETTO GBA
R A CELERIAN GROUF COMPANY
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Instructions Visuals

2. This is the Home page.

TPAdministrator.com Contact Us My Profile Log Out
Logged in as USER ID

Overview Coverage Gap Discount

Coverage Gap Discount Program: Home @

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.

Invoice Type Contract Number ~ Reporting Period  Status
m Al M Al M 202304 e Al e

Pay an Invoice

Pending Show 10 v entries B E R
Payments

Invoice Type Contract Number Reporting Period Status €@ Select
Completed
Payments Quarterly 5 202304 Successful
Receipts Quarterly —4 202304 Incomplete
Reports Showing 1to 2 of 2 entries First Previous Next Last
Dispute
Dashboard

Reporting Periods with no invoice line items

3. Populate the Select radio button for
the applicable reporting period. Mo e e

- Pay an Invoice .
The remainder of the Page g Show 10 entries BEE R
Navigation Iinks are activated_ Payments Invoice Type Contract Number Reporting Period status @ Select
. . . Completed Quarterly H_ 2 202304 Available
Select the Pay an Invoice link to view Payments o
Quarterly H_3 202304 Available

the invoice line items associated with Receipts B — E
the selected reporting period. Reports

Dispute

Dashboard Reporting Periods with no invoice line items
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Instructions Visuals
4' On the Pay an I nVOICe pagel reVIeW TPAdministrator.com Contact Us My Profile Log Out
the Payment Information (1) and the Logged in 25 USER D
Invoice Initiation Table (2) for Overview
available invoice line items.
Coverage Gap Discount Program: Pay an Invoice @
Payment Information 1)
Home
| Pay an Invoice $217,222.46 $0.00 $0.00
Total Inveiced Total Pending Total Successful
Pending $0.00 $0.00 $0.00
Payments Total Failed Total Current Deferred Total Previously Deferred
Completed
Payments Invoice Period: 202201 Payments Due: 06/08/2022 P Number Contract No
Al v H_4v
Receipts
Reports Show 10 v entries B E R
Dispute Phumper  Inveiced Previous Deferred Payment Date Defer  Falled  EFTID Initiate
Dashboard Amount Amount Payment
7 $55,332.54 $0.00 08/25/2024 B CG2201 4
_ 3 $7,162.09 $0.00 Invalid Payee Data €G220 4
_ $11,757.90 $0.00 08/25/2024 G201 4
g) _0 §4.30 $0.00 08/25/2024 cGa201__ 4
_1 $142,294.30 $0.00 08/25/2024 C€G2201 4
_2 $671.33 $0.00 08/25/2024 B CG2201 4
Showing 110 6 of 6 entries First Previous E Next Last
Update All Dates:
mm/dd/yyyy [ select All Invoices m

Rev: December 2024 Page 28 User Guide



Centers for Medicare & Medicaid Services
Third Party Administrator (TPA)
CGDP Manufacturer Payment Portal Sponsor User Guide

Instructions Visuals
5. To choose individual invoice line
items for payment processing (1), Home Payment Information 1)
select the checkbox in the Initiate $217,222.46 $0.00 $0.00 $217,222.46
Pa ment Column for the applicable — ;c;l\)\l:vo\ced ;3:!)Fc’:ndmg ‘::(\):)u:cessfu\ Total Available
Ilne |tem You can Select one or more Payments Total Failed Total Current Deferred Total Previously Deferred
invoice line items using the o Invoice Period 202201 Payments Due:06/08/2022
checkboxes in the Initiate Payment eceipe i N L
column. Show | 0_]encis BE R
Then, click the Submit button, located Dispute Pumber  Imiciced  PreviousDeferred o Date Defer  Faled  EFTID e
at .the -bOttom right Of the M 7 $55,332.54 $0.00 08/25/2024 2 CG2201 4
Initiation Table, to process the 1 —— S— o )
payme nt _ 9 $11,757.90 $0.00 08/25/2024 €G2201 4
_0 $4.30 $0.00 08/25/2024 CG201— 4
1 $142,294.30 $0.00 08/25/2024 CG2201 4
2 £671.33 $0.00 08/25/2024 B CG2201 4
Showing 1to 6 of 6 entries First Previous E Next Last
Update All Dates:
[ select All Invoices
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Clicking the Select All Invoices checkbox
will populate all invoices on all the pages
displayed in the pagination at the lower
right of the Invoice Initiation Table for
processing. You can use the Show
Entries filter to select the number of
invoice line items to display from 10 to
All.

Even if you do not update the Show
Entries filter to display more invoice line
items than the default, clicking the Select
All Invoices checkbox will activate the
checkboxes in the Initiate Payment
column to allow you to initiate all
available invoices at once.

Showing 1to 6 of 6 entries

Instructions Visuals
6. To choose all the invoice line items for
payment processing (2), click the Select Home Payment Information  2)
All Invoices checkbox to enter a $217,222.46 $0.00 $0.00 $217,222.46
Checkmark. ThlS aCtIOn WIII place a Total Invoiced Total Pending Total Successful Total Available
. . . . . , Pending $0.00 $0.00 $0.00
Checkmark In a” InVOICe Ilne Item S Payments Total Failed Total Current Deferred Total Previcusly Deferred
F:h_e_(:k_t)oxes that are avallable for InVOIce g;;;z:id Invoice Period: 202201 Payments Due: 06/08/2022 P Number Contract No
initiation on all pages of the Pay an _— Mov o ha
InVOICe page' Reports Show 10 v entries BE R
: : P Dispute P Number :‘:::::': :::::: Deferred Payment Date Defer  Falled  EFTID 'P':'i:":m
The invoice line item on row two Dashboard y
displaying “Invalid Payee Data” in the = [ e B e —
Payment Date column, is due to the = Rl S e
sponsor’s, or payee, bank account, not —5 w0 oses/anzt e
being able to accept funds until updates —o s s000 .
are made 1 $142,294.30 $0.00 08/25/2024 CG2201 4
_ 2 $671.33 $0.00 08/25/2024 ] CG2201 4

First Previous Next Last

Update All Dates:

mm/dd/yyyy | Select All Invoices
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Instructions

Visuals

7. If the Submit button is not selected before
navigating away from the Pay an
Invoice page, a warning message will
prompt you to save your work to avoid
losing changes.

This save functionality is the Submit
button.

Confirmed Navigation X

The changes you made will be lost if you navigate away from this
page.

Are you sure you want to leave this page?

Leave this Page Stay on this Page

Rev: December 2024
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Instructions

Visuals

8. To process the submission of the
initiated payment(s), enter the
Payment Initiator role’s four-digit
PIN in the Enter PIN form and select
the Validate button.

Enter PIN

|

4
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Instructions Visuals

9. The Payment Information section
updates the Total Pending field with
the amouns lsted in the Pending no $150.15202

Home Payment Information 1_)

Pending
Payments page. ayments 50.00 $0.00 $0.00
Total Failed Total Current Deferred Total Previously Deferred
This example displays the Pay an Completed
Payments Invoice Period: 202201 Payments Due: 06/08/2022 P Number Contract No

Invoice page’s Total Pending field _— A v ey
and the Invoice Initiation Table’s

T T - - Reports Show 10+ entries [ A

contents after initiating two individual _ , -
. . . . Dispute P Number Invoiced Previous Deferred Payment Date Defer Failed EFTID Initiate
Invo | Ce I Ine Items_ Dashboard Amount Amount Payment

_ 8 §7,162.09 $0.00 Invalid Payee Data CG2201 4

—0 $4.30 $0.00 08/25/2024 G201 4

1 §142,294.30 $0.00 08/25/2024 CG2201 4

2 §671.33 $0.00 08/25/2024 5] CG2201. 4

Showing 1to 4 of 4 entries First Previous E Next Last

Update All Dates:

mm/dd/yyyy [] select All Invoices m
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Instructions Visuals
10. Once the invoice line item has been @s TPAdministrator.com  ContactUs My Profile  Log Out
submitted and the Payment Logged in 25 USER 1D

Information section updates, the R
initiated invoices will move to the

Pending Payments page for payment Coverage Gap Discount Program: Pending Payments @

processing.
Home Pending Payments ])

This example (1) displays the
Pending Payments page after the
initiation of the two individual invoice

Pay an Invoice Stop Payment Available Until Approximately 9:00 PM ET of the current business date.

Pendin Y s
9 Show 10 W entries h m; hv

Payments

P Number Authorization Amt % Date Submitted Payment Date Stop Payment
line items i
. Payments _ $55,332.54 08/19/2024 08/29/2024
RECEiPTS 9 $11,757.90 08/19/2024 08/29/2024
Reports Rt Previous E Newt  Last
Dispute

Dashboard
[ select All Payments SEpliavn
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Instructions Visuals
11 This example displays the Pay an (Ms TPAdministrator.com Contact Us My Profile Log Out

Invoice page Total Pending field and — e

the Invoice Initiation Table s conterts | | K o o

after initiating all available invoice
line items. Coverage Gap Discount Program: Pay an Invoice

The invoice line item displaying the Payment Information 2J

“Invalid Payee Data” remains Home

unprocessed for payment. The sanzzs s0sc0s7

manufacturer (payee) will have to S $0.00 $0.00 $0.00

update bank account information to be Complted ol aled ot currens pefered el Fredously befered

able to allow you to initiate the Payments Invoice Period: 202201  Payments Due 08/08/2022

invoice. Recelpts A v e
Reports . L N

TPA Operations will work with both D;ME e 2 . L ?'”h‘ B

parties to communicate the status of Dashbosrd Plomber et | Amous | PwmemDss  Defw  faded  GTID ayment

the outstanding invoice. _. . T To—— ot 4

Showing 1to 1 of 1 entries First Previous Next Last

Update All Dates:

mm/dd/yyyy [ Select All Invoices
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Instructions

Visuals

12. This example (2) is of the Pending
Payments page after clicking Select
All Invoices to initiate all available
invoice line items.

Note: Instructions for processing stop
payments are explained in the Pending
Payments Page for Sponsors navigation
and review the Processing Stop

Payments for Sponsors in this user guide.

TPAdministrator.com Contact Us My Profile Log Out

.K Logged in as USER ID
Coverage Gap Discount

Coverage Gap Discount Program: Pending Payments ©

Home Pending Payments 2)
Pay an Invoice Stop Payment Available Until Approximately 9:00 PM ET of the current business date.
Pending Show 10 v entries [ k"
Payments
P Number Authorization Amt 4 Date Submitted Payment Date Stop Payment
C leted
ompiete 7 $55.332.54 08/30/2024 08/30/2024
Payments
9 $11,757.90 08/30/2024 08/30/2024
Receipts
—0 $4.30 08/30/2024 08/30/2024
Reports | $142,294.30 08/30/2024 09/03/2024
Dispute 2 $671.33 08/30/2024 09/03/2024
Dashboard
Showing 1 to 5 of 5entries First Previous E Next Last

[ select All Payments Stop Payment

You have now initiated a payment of individual (1) or multiple (2) invoice line items.
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Set Scheduled Future Dates for Individual Invoices Instruction for Sponsors

The MPP allows you to schedule future dated payments for invoice line items by selecting a future date instead of the default date in
the calendar feature.

Please Note:

o Completion of this process is limited to sponsor associates assigned the Discount Program Payment Contact role.

e The calendar feature for each individual invoice line item works in conjunction with submitting selected invoice line items
for payment initiation and processing.

e To save the updated dates in the Payment Date column for any invoices, ensure that the checkboxes in the Initiate Payments
column are selected for the invoice line items to be processed when the Submit button is clicked.

o If you leave the CGDP module without saving (submitting) your selections, you will be required to update the invoice line
items payment dates and select them again for payment initiation.

The following instructions provide direction on the steps needed to select invoice line items for future calendar day invoice payment
processing.

This instruction demonstrates the process for one invoice line item but can be repeated for multiple invoice line items as needed.

To access the MPP, click on the TPAdministrator.com and click on the MPP Login.

If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User
Guide” found on the CGDP User Guides page to access the guide.
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Instructions Visuals

1. After successfully logging in with
your user ID, password and system
generated multi-factor
authentication (MFA) token, the Coverage Gap Discount
MPP Overview page will appear
showing all program modules

TPAdministrator.com Contact Us My Profile Log Out

Logged in as USERID

assigned to your user ID as cards on Manufacturer Payment Portal
the page. This example only shows

CG DP Coverage Gap Discount

Select the “Coverage Gap Discount” Report(s) Available.

card’s View Reports button to access

CGDP or the “Coverage Gap Discount” | \

link in the blue navigation bar and open
the Home page.

Disclaimer  Privacy Policy ~Get Adobe Reader Terms of Use

() PALMETTO GBA
¢
N CELERIAN GROUP COMPANY
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Instructions

2. This is the Home page.

TPAdministrator.com Contact Us My Profile Log Out
Logged in as USERID

Overview Coverage Gap Discount

Coverage Gap Discount Program: Home ©

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.

Pay an Invoice

Pending
Payments

Completed
Payments

Receipts
Reports

Dispute
Dashboard

Invoice Type Contract Number Reporting Period  Status
All A4 All v 202304 v All N
Show 10 ¥ entries li ﬁs ﬁw
Invoice Type Contract Number Reporting Period status € Select
Quarterly —5 202304 Successful
Quarterly _3 202304 Incomplete

Showing 1 to 2 of 2 entries

Reporting Periods with no invoice line items

3. Populate the Select radio button for
the applicable reporting period.

The remainder of the Page
Navigation links are activated.

Select the Pay an Invoice link to
view the invoice line items
associated with the selected
reporting period.

Pay an Invoice

Pending
Payments

Completed
Payments

Receipts
Reports

Dispute
Dashboard

Invoice Type Contract Number Reporting Period  Status
All v All v 202304 v All v
Show 10 ¥ entries !i ﬁs Ew
Invoice Type Contract Number Reporting Period Status @ Select
Quarterly —> 202304 Successful
Quarterly 3 202304 Incomplete |§| |

Showing 1 to 2 of 2 entries

First Previous \I\ Next Last
Reporting Periods with no invoice line items
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Instructions

4. On the Pay an Invoice page, review
the Payment Information (1) on the
top portion of the screen and the
Invoice Initiation Table (2) on the
lower portion of the screen for
available invoice line items.

TPAdministrator.com Contact Us My Profile Log Out
Logged in as USER ID
Coverage Gap Discount
Coverage Gap Discount Program: Pay an Invoice @
Home Payment Information U
| Pay an invoice $5.60 $0.00 $0.00 $25.60
Total Invoiced Total Pending Total Successful Total Available
Pending
Payments $0.00 $0.00 $20.00
Total Failed Total Current Deferred Total Previously Deferred
Completed
Payments Invoice Period: 202201 Payments Due: 06/08/2022 PNumber - Contract No
Al v P 3v
Receipts
Reports Show 10~ entries BE R
Dispute P Number Invoiced Previous Deferred Payment Date Defer Failed EFTID Initiate
Dashboard Amount Amount Payment
7 §1.00 $20.00 07/30/2024 = CG2201 3
_ 8 $0.50 $0.00 Invalid Payee Data €G220 3
g) _9 §1.50 $0.00 07/30/2024 CG2201 3
—0 £0.50 $0.00 07/30/2024 CG2201____ 3
1 $1.00 $0.00 07/30/2024 CG2201 3
2 $1.10 $0.00 07/30/2024 @ CG2201 3
Showing 1to & of & entries First Previous 1 Next Last
Update All Dates:
mm/dd/yyyy [ select All Invoices
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Instructions Visuals
5. To update an invoice line item Payment Information
payment date, select the Calendar Home

. . - $5.60 $0.00 $0.00 $25.60
ICon |0C3.ted on the rlght Of the Total Invoiced Total Pending Total Successful Total Available
Payment Date field for the specific Pending 50.00 $0.00 $20.00

. . . . Payments Total Failed Total Current Deferrad Total Previously Deferred
invoice line item and select the
H Completed Invoice Period: 202304 Payments Due: 07/20/2024 Contract No P Number
applicable date from the calendar. . a v haw
ayments
Receipts BEE
Show 10 v entries por Wesv
Report ; ; -
eports PNumber  'Mveiced Previeus Deferred Payment Date Defer  Failed  EFTID Initiate
Amount Amount Payment
Dispute
Dashboard _7 $1.00 $20.00 I 08/19/2024 l €G22011 3
_8 50.50 $0.00 August 2024 + N CG22011__ 3
_3 $1.50 50.00 Su Mo Tu We Th Fr Sa €G22011 3
2 3
_o $0.50 $0.00 4 5 6 7 8 g 10 CG22011 3
11 12 13 14 15 16 17
_1 $7.50 $0.00 . 20 21 22 23 24 cG22011____ 3
25 26 27 28 29 30 31
_2 $1.20 $0.00 CG01____ 3
1.2 3 4 5 6 7
Showing 1to 6 of 6 entries s Clear Today First Previous E Next Last

Update All Dates:

mm/dd/yyyy [ select All Invoices m
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Instructions Visuals
6. To process a scheduled future-dated Payment Information
invoice line item, check the box in Home
the Initiate Payment column and §5.60 $0.00 $0.00 $25.60
. . Total Invoiced Total Pending Total Successful Total Available
click the Submit button at the Pencing 50.00 $0.00 $20.00
bOttom right Of the I nvoice ayments Total Failed Total Current Deferred Total Previously Deferred
.. . Completed
Initiations Table. Payments Invoice Period: 202201 Payments Due: 06/08/2022 PHumber  Contract No
All v _3v
Receipts
Reports Show 10 ¥ entries BE R
Dispute P Number Invoiced Previous Deferred Payment Date Defer Failed EFTID Initiate
Dashboard Amount Amount Payment
_7 $1.00 $20.00 £G2201 3
—8 $0.50 $0.00 Invalid Payee Data CG2201— 3
] $1.50 $0.00 B €G2201 3
0 $0.50 $0.00 07/30/2024 B G201 3
J— §7.50 $0.00 07/30/2024 CG2201 3
2 $1.20 $0.00 07/30/2024 B CG2201________ 3
Showing 1to 6 of 6 entries First Previous Next Last
Update All Dates:
mm/dd/yyy: D Select All Invoices m
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Instructions Visuals

7. If the Submit button is not selected
before navigating away from the Pay
an Invoice page, a warning message
will prompt you to save your work to
avoid losing changes

This save functionality is the Submit
button Confirmed Navigation X

The changes you made will be lost if you navigate away from this

page.

Avre you sure you want to leave this page?

Leave this Page Stay on this Page
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Instructions

Visuals

8. To process the submission of the
initiated payment, enter the Payment
Initiator role’s four-digit PIN in the
Enter PIN form and select the
Validate button.

Enter PIN

|

4
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Instructions Visuals
9. Once the scheduled future invoice )
. . Payment Information
line item processes, the Payment Home
M SeCtion,S TOtaI Pendin f:;\sltrlwoi(ed fjazls:]ding fot?gu(cessfu\ ?oi;l gva\\ab\e
field will display the updated Pending 50.00 $0.00 $0.00
amounts and the items initiated Wi” Payments Total Failed Total Current Deferred Total Previously Deferred
move from the Pay an InVOice page gomp\eied Invoice Period: 202201 Payments Due: 06/08/2022 ContractNo P Number
. ayments v v
to the Pending Payments page. _ - —
recers show 10~ e BEE
Repc rts Contract Invoiced Previous Deferred . Initiate
Number Amount Amount Payment Date Defer Failed EFTID Payment
Dispute
Dashboard _ 8 $0.50 $0.00 Invalid Payee Data CG2201 3
_0 5050 $0.00 07/30/2024 CG2201_ 3
_n $1.00 $0.00 07/30/2024 CG2201 3
_2 $1.10 $0.00 07/30/2024 B CG2201 3
Showing 1to 6 of & entries First Previous Next Last
Update All Dates:
D Select All Invoices m
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Instructions Visuals
10. The initiated invoice Iine items are TPAdministrator.com Contact Us My Profile Log Out
o : (Cms e
visible on the Pending Payments

page, once you select the link from | | K -

the Page Navigation on the left side
of the screen.

Coverage Gap Discount Program: Pending Payments @

Note: Instructions for navigating the Home Pending Payments
Pending Payments page and S Stop Payment Available Until Approximately 9:00 PM ET of the current business date.
processing stop payments are explained [ revis show| 10 | sies BE R
in the Pending Payments Page for Peyments P Number Authorizaion At + Date Submitted Payment Date Sop Payment
Sponsors. g:;;ﬂ:id — $1.00 07/3012024 08/31/2024
Receipts B IS 07/30/2024 08/31/2024
Reports Showing 1 to 2 of 2 entries o e E -
Dispute
Dashboard

D Select All Payments Stop Payment

You have now completed payment initiation of an invoice line item with a future scheduled payment date.
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Update All Dates for All Invoice Line Items Payment Initiation Instruction for Sponsors

To update all invoice line items from the default current date, use the Update All Dates feature. This allows you to set a future
payment initiation date for all invoice line items ready for processing.

To access the MPP, click on the TPAdministrator.com and click on the MPP Login.

If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User
Guide” found on the CGDP User Guides page to access the guide.

Instructions

Visuals

1. After successfully logging in with
your user ID, password and system
generated multi-factor
authentication (MFA) token, the
MPP Overview page will appear
showing all program modules
assigned to your user ID as cards on
the page.

Select either the “Coverage Gap
Discount” card’s View Reports button
to access CGDP or the “Coverage Gap
Discount” link in the blue navigation
bar and open the Home page.

Manufacturer Payment Portal

Coverage Gap Discount

Report(s) Available.

‘ View Reports ‘

Disclaimer  Privacy Policy  Get Adobe Reader  Terms of Use

-\/O- PALMETTO GBA

TPAdministrator.com Contact Us My Profile Log Out

Logged in as USERID
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Instructions Visuals

2. This is the Home page.

TPAdministrator.com Contact Us My Profile Log Out
Logged in as USERID

Overview Coverage Gap Discount

Coverage Gap Discount Program: Home ©

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.

Invoice Type Contract Number  Reporting Period  Status
m Al v Al v ey Al v

Pay an Invoice

Pending Show 10 entries BEE
Payments

Invoice Type Contract Number Reporting Period status €) Select
Completed
Payments Quarterly 5 202304 Successful
Receipts Quarterly — 202304 Incomplete
Reports Showing 1 to 2 of 2 entries First Previous E Next Last
Dispute
Dashboard

Reporting Periods with no invoice line items

3. Populate the Select radio button for

. . . Invoice Type Contract Number Reporting Period Status
the applicable reporting period. P PR B ¥ YR TR
__Pay an Invoice

The remainder of the Page Pending Show 10~ entres BEE

Navigation links are activated. Fements Invoice Type Contract Number  Reporting Perod Status © Setect
Completed

Select the Pay an Invoice link to Fayment ey — - -

view the invoice line items Receipts Quenery — 202304 neompets @ |

associated with the selected Reports e et s reiows [ 1] ner o

reporting period Detnberd

Reporting Periods with no invoice line items
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Instructions Visuals
4' On the Pa'y a_'n In\_IOICe page SeIeCt @s TPAdministrator.com Contact Us My Profile Log Out
the calendar icon in the Update All = Logged i a5 USER 1D
Dates field where the date shows Overview
MM/DD/YYYY to update all
ayment initiation dates to a future . .
Eczeduled date Coverage Gap Discount Program: Pay an Invoice @
This field is located below the Payment Information
InVOice Initiation Table. ?nstas\sr;zlwced Ecot.a\ol?emd\rg fcct);loguccessm fost:!if:\ab\a
Pending $0.00 $0.00 $0.00
Payments Total Failed Total Current Deferred Total Previously Deferred
NOte The inVOice Ilne Item ?;;?nﬂﬁzid Invoice Period: 202304 Payments Due: 06/08/2022 P Humber LOMTact No
displaying the “Invalid Payee Data” — i B e
will be unavailable for the Update Reports N e BEE
AII feature and payment' The D‘SPUTE Invoiced Previous Deferred Initiate
- Dashboard P Number Amount Amount Payment Date Defer Failed EFT ID Payment

manufacturer (payee) will have to
update bank account information to P 7 $188.57 $0.00 08/19/2024 CG21021 4
be able to allow you to initiate the o o - e e
invoice P4 $176.23 50.00 08/19/2024 cc21021 A

! P 6 $214.33 30.00 Imvalid Payee Data CG21021 4
TPA Operations will work with both Showing 1 10 & of 4 enties s prevous [ 1] mex  Lan
parties to communicate the status of
the outstanding invoice Oseccaiimoies (A
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Instructions Visuals
5. There are five features of the Update
. Update All Dates:
All Dates field and calendar that are pcate ates
available for you to use to select mm/dd/ =1 A
your future scheduled dates if you i 4
do not want to key in the date | Show date picker |

manually in the field.

A. Calendar icon date picker allows
~ariidl October 2024 ~ B
you to access the calendar T B)
associated with the Update All Su Mo Tu We Th Fr ILShow previous month
Dates field.

B. Show Previous Month up arrow is
available for use when you have
first selected the Show Next Month 13 14 15 16 17 18 19
down arrow and would like to
return to a previous month. Not
available if you are on the current 2r 28 29 30 3 1 2
business day. 3 4 5

29 30 1 2 3 4 5

6 7 & 9 10 11 12

20 21 22 23 24 25 28

(=]
[}
w

Future schedule dates available for
selection are displayed in black font in
the calendar.

Clear Today

10/12/2024

The calendar will automatically mark,
in a grey box, the same day in the next
or previous month.
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Instructions Visuals

C. Show Next Month down arrow is
available for you to move November 2024 ~ T
forward in the calendar to view
future scheduled dates in
upcoming months. 27 28 29 30

3 4 5 6 7 8 9

<

rShow next manth
Sa

Su Mo Tu We Th Fr

1 2

4% ]

Future schedule dates in the calendar
available for selection are displayed in
black font. 17 18 19 20 21 22 23

24 25 26 27 28 29 30

0 11|12 |13 14 15 18

The calendar will automatically mark,

in a grey box, the same day in the next S
or previous month. Clear Today

11/12/2024
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Instructions Visuals

6. The Clear link allows you to select
the link and clear the Update All September 2024 ~ N2
Dates field and return you to the
current business date on the calendar Su Mo Tu We Th Fr Sa
popup.
Current date is outlined in black ﬂ 13 14
with grey background.

15 16 17 18 19 20 21
Past dates in the calendar are not

. . : : 22 23 24 25 26 27 28
available for selection and display in a

light grey font. 29 30 1 2 3 4 5
6 7 8 9 10 11 12
D)

mm/dd/yyyy
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Instructions Visuals
7. The Today link allows you to select the
link and return you to the current September 2024 v J
business date on the calendar popup
and in the Update All Dates field. Su Mo Tu We Th Fr Sa

n13 14

15 16 17 18 19 20 21

22 23 24 25 268 27 28

20 30 1 2 3 4 5

B T 8 g 10 11 12
Clear E) |T0day‘

09/12/2024
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Instructions Visuals

8' SeIeCt the Calendal: ICOn in the (75 TPAdministrator.com Contact Us My Profile Log Out
Update All Dates field to select a Logaed in s USER 1D

available payment initiations
applicable date.

Coverage Gap Discount Program: Pay an Invoice @
On the calendar, select the month

and future scheduled date to be Payment Information
Home
updated for the invoices. [ Pay an tnvoice $588.71 50.00 $0.00 $588.71
Total Invoiced Total Pending Total Successful Total Available
Pending $0.00 $0.00 $0.00
Payments Total Failed Total Current Deferred Total Previously Deferred
Completed
Payments Invoice Period: 202304 Payments Due: 06/08/2022 P Number Contract No
All v H_ 4~
Receipts
Reports Show 10 ¥ entries L ﬁ"
Dispute Invoiced Previous Deferred . Initiate
Dashboard P Number Amount Amount Payment Date Defer Failed EFT ID Payment
P_7 5188.57 $0.00 08/19/2024 @ cG21021_____ 4
P__1 §9.58 $0.00 08/19/2024 CG21021 4
P4 $176.23 $0.00 08/19/2024 @ CG21021— 4
P_#6 521433 $0.00 Invalid Payee Data CG21021 4

Showing 1 to 4 of 4 entries First Previous 1 Next Last

Update All Dates:

o —
08/19/2024 D Select All Invoices m

August 2024 v \J/

Su Mo Tu We Th Fr Sa

[l 20 21 2 o
25 26 27 28 29 30
2 03 4 5 6 7

Clear Today
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Instructions Visuals
9. Once the date is selected in the = —
N _ TPAdministrator.com Contact Us My Profile Log Out
calendar associated with the Update All @S
Dates (1) field, the dates of all invoices Overviow
available for initiation will be updated
with the selected date. . )
) Coverage Gap Discount Program: Pay an Invoice @
To complete the update process, verify
that you have selected invoices for Home Payment Information
payment initiation and the Select All $s88.71 $0.00 $0.00 $588.71
H Total Invoiced Total Pending Total Successful Total Available
Invoices (2) checkbox has been berding o 000 w000
Selected for a” available invoices. Payments Tul.a\ Failed Tct.;l Current Deferred Tct::iIPrE\,-\ous\y Deferred
Completed
CIle the Submlt (3) button to process Payments Invoice Period: 202304 Payments Due: 06/08/2022 PA\"IumbE\f’ (:"'fa;tzo
the future scheduled invoice line items. Receipts
. Reports Show 10 ¥ entries BE R
NOte: If you have seIeCted the IncorreCt Dispute Invoiced Previous Deferred Initiate
date1 repeat the Steps to open the Dashboard P Number Amount Amount Payment Date 1) Defer Failed EFT ID %)Payment
Update A” Dates field’s calendar icon 7 18857 $0.00 08/31/2024 €G21021 4
and Select a hew date 1 $9.58 $0.00 08/31/2024 B €G21021 4
. . ) ) . ) ) P 4 $176.23 $0.00 08/31/2024 CG21021 4
To update individual invoice line items, _ o125 00 earo o e ——
uSe the Payment Date ﬁeld,s Calendar Showing 1 te 4 of 4 entries First Previous ‘I’ Next Last
icon to expand the calendar associated Updiate All Dates
with the specific invoice line. 1)[[ os3rrz024 2 JB select All invoices
Reference the Set Scheduled Future

Dates for Individual Invoices
Instruction for Sponsors.
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Instructions Visuals

10. The Pending Payments page will Teadministratorcom  ContactUs  Myprofile  LogOut
display the invoice line items ( S
processed for payment with the Overview
updated payment date.

Logged in as USER ID

_ L Coverage Gap Discount Program: Pending Payments ©
Instructions to learn about navigating

the Pending Payments page is Home Pending Payments
presented in the Pend I nq Payments 5 o Stop Payment Available Until Approximately 9:00 PM ET of the current business date.
ay an Invoice
Page for Sponsors in this user guide. —— srow| 70 < enci BEE
Payments -
P Number Authorization Amt Date Submitted Payment Date Stop Payment
g:;'npe‘?‘:d 7 $188.57 08/19/2024 08/31/2024
Receipts —39 $9.58 08/19/2024 08/31/2024
7 §176.23 08/19/2024 08/31/2024
Reports
Dispute Showing Tto 3 of 3 entries First  Previous \j Next  Last
Dashboard

[ select All Payments Stop Payment

You have now completed processing invoice line items utilizing the Update All Dates feature.

Rev: December 2024 Page 56 User Guide



Centers for Medicare & Medicaid Services
Third Party Administrator (TPA)
CGDP Manufacturer Payment Portal Sponsor User Guide

Processing Deferred Invoices for Sponsors

The module provides the ability to defer payment of distributed invoice line items to a
subsequent reporting period when the following conditions are met:

o The Total Available amount field in the Payment Information section totals less than
the system-default allowable amount of $20.00 USD and
e When a sponsor’s bank’s ACH has a specified minimum amount for using ACH to
process payments and the selected total invoice amount for payment initiation is less
than the bank’s stated specified minimum dollar ACH
The defer process is available via a checkbox visible in the Defer column on the Pay an Invoice
page’s Invoice Initiation Table.

The most important facts to know before deferring an invoice:

o Defer functionality becomes available if the amount listed in the Total Available field
is less than the system-default allowable amount, currently designated as $20.00 USD.

e The payment initiation process used by the MPP initiates a lump sum debit from
sponsor bank accounts for the total amount of payments initiated per day, not
individual line item debits.

e All sponsors are responsible for verifying their banking institution’s specific
threshold for low-dollar ACH amounts permitted for processing.

The following instructions provided present different scenarios for how the defer process
functionality works.
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Defer Eligible Invoices — Total Available Less Than $20.00
Instruction — Sponsors

If the Total Available amount in the Payment Information table is less than the $20.00 USD
threshold, checkboxes will appear in the Defer column for all available invoice line items.

Example:

A sponsor’s banking institution has an ACH specified minimum processing for dollar
amounts greater than $10.00 USD. In this scenario, the Total Available amount of all
invoices is less than the sponsor’s bank ACH minimum threshold, so all invoice line
items are eligible for the sponsor to defer the invoices to the subsequent quarter.

Please Note:

e Sponsors are responsible for verifying with their banking institution the specific
threshold for low-dollar ACH amounts permitted for processing.

e Completion of this process is limited to sponsor associates assigned the Discount
Program Payment Contact role.

When the Defer checkbox is visible and the Total Available for all invoices exceeds your bank’s
minimum processing threshold, you should not use the Defer option. The TPA will draft funds as
a lump sum for all selected invoices, not as individual line items.
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To access the MPP, click on the TPAdministrator.com and click on the MPP Login.

If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User
Guide” found on the CGDP User Guides page to access the guide.

Instructions

Visuals

1. After successfully logging in with

your user 1D, password and system TRAdminisrstorcom - ComactUs My profile  Log Ou
- Logged in as USERID
generated multi-factor -
authentication (M FA) tOken, the Coverage Gap Discount
MPP Overview page will appear
showing all program modules
assigned to your user 1D as cards on Manufacturer Payment Portal
the page.
Select the “Coverage Gap Discount” Coverage Gap Discount
card’s View Reports button to access
CGDP and open the Home page. Report(s) Available.
| |
Disclaimer  Privacy Policy Get Adobe Reader Terms of Use
QP PALMETTO GBA
................................................ o
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Instructions Visuals

2. This is the Home page.

TPAdministrator.com Contact Us My Profile Log Out
Logged in as USERID

Overview Coverage Gap Discount

Coverage Gap Discount Program: Home @

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.

Invoice Type Contract Number ~ Reporting Period  Status
m Al e Al v om0 Al v

Pay an Invoice

. Lo o
Pending Show 10 v entries h hr Ew
Payments

Invoice Type Contract Number Reporting Period Status € Select
Completed
Payments Quarterly ) 202304 Successful
Receipts Quarterly _3 202304 Incomplete
Reports Showing 1 to 2 of 2 entries First Previous Next Last
Dispute
Dashboard

Reporting Periods with no invoice line items
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Instructions

Visuals

3. Populate the Select radio button for
the applicable reporting period.

The remainder of the Page
Navigation links are activated.

Select the Pay an Invoice link to view
the invoice line items associated with
the selected reporting period

Pay an Invoice

Pending
Payments

Completed
Payments

Receipts
Reports

Dispute
Dashboard

Invoice Type Contract Number Reporting Period Status
All v All v 202304 v Al A4
Show 10 ~ entries !i H:iw Ew
Invoice Type Contract Number Reporting Period Status € Select
Quarterly _5 202304 Successful
Quarterly 3 202304 Incomplete |§| |
Showing 1 to 2 of 2 entries First Previous E Next Last

Reporting Periods with no invoice line items
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Instructions Visuals
4. Onthe Pay an Invoicg page, _revjew @S TPAdministrator.com  ContactUs My Profile  Log Out
the Payment Information section’s Logged in as USER ID
Total Available field to note the Overview
total dollar amount of available
INVOICES. Coverage Gap Discount Program: Pay an Invoice @
This example displays the available
Defer column’s checkbox for all Home $4.20 $0.00 $0.00 $4.20
available InVOICe Iine items that are IeSS Total Invoiced Total Pending Total Successful Total Available
than the SyStems_defaUIt al |0W3.b|e I Pay an Invoice '?Dut;?gwled ?CDL;\OEUI’I’EHT Deferred :fcct)‘;cl)l?rea-\sus\y Deferred
amount of $20.00 USD. Pending
. . Payments Invoice Period: 202304 Payments Due: 07/20/2024 P Number Contract No
Note: The Defer column will display i B e it
checkboxes only if the Total Available Completed BE R
. N Payments Show 10 W entries 3 =1
amount in the Payment Information imvoiced previous Deferred Initiate
i . ] PNumber ¢ o Payment Date Failed  EFTID —
section is less than $20.00 USD. Receipts — Y
. . ] 07/20/2024 []
Remember: When the Defer checkbox Reports - o R
is visible and the Total Available for all Dispute = e e — [ coson
invoices exceeds your bank’s minimum Dashboard i $1.00 5000 07/20/2024 O cozs0
processing thresh_old, you should not I w00 - 0 .
use the Defer option. The TPA will
0772072024 &=
draft funds as a lump sum for all — [ o Gl —
Selected invoices’ not as |ndividua| Ilne Showing 1to 5 of 5 entries First Previous E Mext Last
ItemS Update All Dates:
. . . _ﬂm/ddfyyw [ select All Invaices m
Before deferring invoice payments,
ensure you know your bank’s minimum
ACH threshold.
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Instructions Visuals
5. Populate each of the Defer
checkboxes with a checkmark to $4.20 $0.00 $0.00 $4.20
- - - - Home Total Invoiced Total Pending Total Successful Total Available
select the invoice line item(s) you - <0.00 $0.00 6000
plan tO defer and SeIeCt the Submit I Pay an Invoice Total Failed Total Current Deferred Total Previously Deferred
button, located at the bottom right of Pending e . .
. - . Pavments nvoice Period: ayments Due: 07/20/2024 P Number Contract No
the Invoice Initiation Table. Y aov 3w
C leted
PI N P:ymmpeit: Show 10 ~ entries !i m; Ew
ease Note: Receipts P Number :':;'::T ::::’:: Deferred Payment Date Failed  EFTID ::;:‘:M
Invoice line items will no longer be . I ... oo 0772072028 cormo
available for deferment if the invoice P ,
. . . . —_0 $0.50 $0.00 07/20/2024 G23041
line item(s) remains unprocessed for Dispute
payment for a total of 17 reporting Pashboard — s 000 o020z coson
periods (initial reporting period plus 16 2 s $0.00 0772072028 cas081
subsequent reporting periods). In §uch . o o o o
cases, payment arrangements outside of
the MPP and the CG DP module Wi” Showing 1to 5 of 5 entries First Previous E Next Last
need to be made between participating Jrdme AlDmten
mmy/ddfyyyy elec nvoices -
sponsors and manufacturers. [ ssleec
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Instructions Visuals

6. The system will display a
“Warning” message to you after you

select the Submit button. © waning:

Note: Review the message and, if you By selecting the 'OK' button below, you acknowledge that you
agree with its contents, click OK to are unable to pay this amount because it falls below the
continue ’ minimum amount your bank allows for ACH transactions.

If the selected items are incorrect, click You also acknowledge that this amount is still owed to the
Cancel to exit and return to Invoice payee and expected to be paid at such a time when:
Initiation Table on the Pay an Invoice 1} Other small amounts can be combined which exceed your
page. bank's 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.

4

N
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Instructions

Visuals

7. After selecting OK on the warning
message, enter your four-digit PIN
in the Enter PIN field and click the
Validate button to complete the
submission process for deferring
invoices.

Enter PIN

|

4
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Instructions Visuals

8. Once the defer process is complete, K s TPAdministrator.com  ContactUs My Profile  Log Out
review the Payment Information - Logged in as USER ID
section’s Total Current Deferred Overview
and Total Previously Deferred fields

for updated amounts. Coverage Gap Discount Program: Pay an Invoice @
H $4.20 $0.00 $0.00 $0.00
ome Total Invoiced Total Pending Total Successful Total Available
I Pav an Invoice $0.00 $4.20 $0.00
y Total Failed Total Current Deferred Total Previously Deferred
Pending
Invoice Period: 202304 Payments Due: 07/20/2024 P Number Contract No
Payments R
All ~ _ 3w
Completed e o
payments Show 10 v entries h kr ku
P Number Invoiced Previous Deferred Payment Date Defer Failed EFTID Initiate
Receipts Amount Amount Payment
There are no more remaining invoice line items for the quarter.
Reports
. Showing 0 to 0 of 0 entries First Previous E Mext Last
Dispute

Update All Dates:

Dashboard
mm/dd/yyyy [ select All Invoices m
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Instructions

9.

To verify the deferred invoice line
items, select the Completed
Payments page for the current
reporting period, and review the
data listed in the Completed
Payments Table.

This example displays the selected
invoice line items as Deferred in the
Status column. The Payment Date
column displays the defer date of the
invoice line items.

Visuals
éﬂ S TPAdministrator.com  ContactUs My Profile  Log Out
s — Logged in as USER ID
—
Coverage Gap Discount Program: Completed Payments @
Home Payment Information for H
Pay an Invoice $4.20 $0.00 $4.20 $0.00
d Total Invoiced Total Received Total Deferred Total Pending
Pending
Payments SD'O_O_ $0.00 )
Total Failed Total Outstanding
Completed
Payments Invoice Period: 202304 P Number Contract No
Al v 3w
Receipts
Reports Show 10 ¥ entries ﬁ ﬁc &u
P Number 4 Invoiced Amount Payment Date Status ) EFT ID
Dispute
Dashboard s $0.50 08/31/2024 Deferred CG23041___3
—0 $0.50 08/31/2024 Deferred CG23041__3
— $1.00 08/31/2024 Deferred CG23041__3
2 $1.10 08/31/2024 Deferred CG23041_ 3
— $1.10 08/31/2024 Deferred CG23041___3
Showing 1tc 5 of 5 entries First Previous E MNext Last

You have now completed processing deferred invoice line items.

User Guide
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Prior Reporting Period Defer — No Payable Invoices Distributed for Reporting Period
Instruction — Sponsors

Defer Instruction Scenario — No payable invoices distributed:

The Home page displays a status of not available (N/A) for an invoice line item when the current period contains only distributed
invoices for receipt from manufacturers. No payable invoices are available, however invoices deferred from prior reporting period(s)
require additional processing by the sponsor.

The Pay an Invoice page’s Total Available field amount of all invoices for a prior reporting period is less than a sponsor’s bank’s
ACH specified minimum threshold, so all invoice line items are again eligible for deferment.

Please Note:
e Completion of this process is limited to sponsor associates assigned the Discount Program Payment Contact role.

e Sponsors are responsible for verifying with their banking institution the specific threshold for low-dollar ACH amounts
permitted for processing.

The following instructions provide direction on how to process previously deferred items when the current reporting period has no
payable invoice activity available.
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To access the MPP, click on the TPAdministrator.com and click on the MPP Login.

If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User
Guide” found on the CGDP User Guides page to access the guide.

Instructions Visuals

1. After successfully logging in with
your user ID, password and system
generated multi-factor
authentication (MFA) token, the Coverage Gap Discount
MPP Overview page will appear
showing all program modules
assigne?j to )E)oufJ user ID as cards on Manufacturer Payment Portal

the page.

TPAdministrator.com Contact Us My Profile Log Out

Logged in as USERID

Coverage Gap Discount

Select the “Coverage Gap Discount”
card’s View Report(s) button to access Report(s) Available.
CGDP and open the Home page.

‘ View Reports ‘

Disclaimer  Privacy Policy ~ Get Adobe Reader Terms of Use

XO PALMETTO GBA
\Vg
\/ CELERIAN GROUP COMPANY
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Instructions Visuals

2. ThlS iS the Home page' ( TPAdministrator.com Contact U My Profil Log Out
CMS L ontac s y Protile og Ou

Logged in as USER ID
Overview Coverage Gap Discount

Coverage Gap Discount Program: Home

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.

Invoice Type Contract Number Reporting Period Status
All v All v 202304 v All v

Pay an Invoice

. show 10 v entries h h- Ev
Pending
Payments Invoice Type Contract Number Reporting Period Status @ Select
Completed Quarterly P_5 202304 Successful
Payments

Quarterly P4 202304 NFA

Receipts ) .

P showing 1 to 2 of 2 entries First Previous El Next Last
Reports
Dispute

Dashboard Reporting Periods with no invoice line items
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Instructions Visuals
3. Populate the radio button in the _ ) -
Select column for the invoice line e
item with the status of N/A.
ow v entries BEE
The N/A status corresponds to the Pending show[ 10 Yjent
Sponsor nOt recelVing payable Payments Invoice Type Contract Number Reporting Period Status @) Select
invoices for the reporting period. Completed Quarterly P_s 202304 Successiul
Payments | Quarterly b4 202304 @ |
Receipts Showing 1to 2 of 2 entries First Previous E Next Last
The remainder of the Page Reports
Navigation links are activated. Dispute
Select the Pay an |nVOICe Ilnk tO Dashboard Reporting Periods with no invoice line items

view the invoice line items
associated with the selected
reporting period.

Note: When there are no payable
invoices distributed for the current
reporting period, it is necessary that
you verify there are no deferred or
outstanding items that appear on the
Pay an Invoice page for prior periods.
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Instructions
4. On the Pay an Invoice page, review TeAdministratorcom  ContactUs  MyProfile  Log Out
the Payment Information section.
orie
Please Note:
e That the Total Invoiced (A) Coverage Gap Discount Program: Pay an Invoice @
field contains zeros, due to Payment Information
sponsors not receiving ome 5500
. . Rk g A $0.00 $0.00 $10.00 c
payable invoices for the | Pay an Invoice Total Invoiced |) Total Pending Total Successful Total Available
reporting period. ::;::;?t; fa?é?FoaHed fac:;c\)gulrent Deferred iig'ggvicus\y DefelredB
° HOWeVer, the Total Available g:;:np;:d Invoice Period: 202304  Payments Due: 07/20/2024 ’.:Lmber CC"UaE;\C
(B) and (C) Total Previously eceipts -
Deferred fields display the Reports
total dollar amount of Dispute
invoices deferred from the Pashieard
prior period.
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5. Review the invoice line items in the Teadministratorcom  ContactUs My Profile  Log Out
Invoice Initiation Table and notice that
the Defer checkboxes are available Overviow
when the Payment Information
section’s Total Available field displays | | Coverage Gap Discount Program: Pay an Invoice @
an amount less than $20.00. )

This example displays active Defer o e e

checkboxes for the invoice line items Tigﬁrl\)voice? f(ﬁ;?gendmg S e 5 ii:‘ggi\ab\ec

visible in the Previous Deferred Fayments b o o e S o

Amount column that is less than the Complete — — -

system allowable amount of $20.00 e )
and that may be below a sponsor’s oot —— BE R
bank ACH mlnlmum threShOId Dispute P Numb Invaicfd PEviaus Deferred P b E{ Failed EFTID Initiate
amountl Dashboard umaer Amount Amount ayment Date rer are Payment

Please Note: — 100 osa0zs  E cezost____a

8 $0.00 $0.50 08/30/2024 CG23031___ 4
There are no payable Invoiced Amounts - B $150 oaa0/2024 w4
available in this scenario. P os/30/2024 o
Just because the Defer check box is 1| sow ozr0/20as cemm_
available, does not mean it should be o | sem oo s
used. Sponsors are responsible for o e » R o
verifying with their banking institution
the specific threshold for low-dollar i e B —
ACH amounts permitted for processing. — | e s E et
If the sponsor’s banking institution can — | 5000 0m/3072024 comas___a
process the amount displayed for the Shoving 110 10 110 e e preioss | 1] New L
Total Available field, the sponsor Update All Dates:
should not utilize the Defer process. Qs I
Initiated invoices are processed as a
lump sum debit, not individual line
items.
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Instructions Visuals
6. Populate the Defer column’s ) Payment Information
checkboxes with checkmarks to
SeIeCt a” inVOice Iine item(s) for Tilc:\c\)l?m\ced fﬂ?é?gendmg f:g.la?gu:cessfu\ Tiltj.gg\\ab\e
deferment and select the Submit e $0.00 50.00 $10.00
N Total Failed Total Current Deferred Total Previously Deferred
button, located at the bottom right of Completed
the |nVOICE |n|t|at|on Table Payments Invoice Period: 202304 Payments Due: 07/20/2024 ;-‘\,Lmbé, Comtract no
Receipts e —
. Reports Show 10~ entries BEE
Note: The Select All Invoices . . y
. Dispute PNumber  VOIced Previous Deferred Payment Date Defer  Falled  EFTID Initiate
feature will not populate the Defer Dashboard Amount - Amount Payment
checkboxes, only the Initiate —7 o0 5100 002024 ooz 4
Payment column’s checkboxes. _=s 50.00 5050 08/30/2024 comos_____ 4
NOte Selectlng Defer |S Onl" 9 $0.00 $1.50 08/30/2024 CG23031___ 4
applicable when the Total Available —o s 050 os0/2024 oot
field’s total is less than $20.00 and _a 5000 $1.00 083072024 ces00n .
the tbotal selecteg by th(ij _sponsorr] WI|| I .. o . o
nOt ,e proces.se accor Ing to t elr 2 $0.00 $1.10 08/30/2024 CG23031 4
bank’s specific threshold for low-
dollar ACH amounts permitted for 7 e s1e e R
processing. 2w $110 ooz @ comon____a
4 $0.00 £1.10 08/30/2024 CG23031, 4
Showing 1 to 10 of 10 entries First Previous Next Last
Update All Dates:
[ select All Invoices
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Instructions

Visuals

7. To complete the submission process
for the invoice deferment, enter the
Payment Initiator role’s four-digit
PIN in the Enter PIN form and
select the Validate button.

Enter PIN

4
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Instructions Visuals

8. The system displays a “Warning”
message to you after you select the

Submit button. © wanming:

Note: Selecting the OK button to By selecting the 'OK' button below, you acknowledge that you
defer the invoice Iinﬁem to the are unable to pay this amount because it falls below the
subsequent period creates an minimum amount your bank allows for ACH transactions.

irreversible event. You also acknowledge that this amount is still owed to the

If it is determined that the selected line payee and expected to be paid at such a time when:

is not the correct deferrable invoice to 1) Other small amounts can be combined which exceed your
process, utilize the Cancel button to bank's minimum payment restrictions or

exit the message screen and update the 2) The amount has been deferred for 16 quarters and the

deferred amount must be made by other means, mutually

invoice line item. agreeable to both parties.

1

KN |
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Instructions Visuals
9. Select OK to defer the selected Payment Information
Home

invoice line item.
. $0.00 $0.00 $0.00 $0.00
I Pay an Invoice ] ) ;
Total Invoiced Total Pending Total Successful Total Available

Once the defer process is complete, — $0.00 5000
Total Previously Deferred

reVieW the Payment InfOI’mation Payments Total Failed Total Current Deferred
. N .
SeCtlon S TOtal PI’eVIOUS|V Deferred Completed Invoice Period: 202304 Payments Due: 07/20/2024 PNumber  Contract No
. - Payments All ~ 4w
and Total Available fields for . -
Receipts .
updated amounts. Show[ 10~ enties BEE
Reports . . "
P Number tnvoiced Previous Deferred Payment Date Defer Failed EFT ID Initiate
Dispute Amount Amount Payment
Dashboard There are no more remaining invoice line items for the quarter.
Showing 0 to 0 of 0 entries First Previous Next Last

Update All Dates:

mm/dd/yyyy [ select All Invoices m
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Instructions Visuals

TPAdministrator.com Contact Us My Profile Log Out
Logged in as USERID

10. Because the deferred items were
associated to a prior reporting @s
period, you will want to review that Errt
quarter’s Completed Payments
page to verify the deferred invoice Coverage Gap Discount Program: Home ©
Ilne items Return to the Home page 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.
and Select the prior quarter in the For payment functions start by selecting a line item from the list to the left.

Reporting Period|  Status

Reporting Period filter and populate invoice Type :
the Select button for the applicable ay an Invoice

invoice line item. Pending show| 10 enties

Payments Inveice Type Contract Number Reporting Period Status @ Select
Completed Quarterly 5 202303 Successful
Payments

| Quarterly 4 202303 Successful @] |
Receipts

Showing 1 to 2 of 2 entries First Previous E Next Last
Reports
Dispute

Dashboard . . N . T
Reporting Periods with no invoice line items
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Instructions Visuals
11 SeIECt the Completed Payments (MS TPAdministrator.com Contact Us My Profile Log Out
page and review the data listed in Logged in as USERID
This example displays the selected , o
invoice line items as Deferred in the Coverage Gap Discount Program: Completed Payments
m column. Payment Information for H___
Home
$10.00 ) $10.00 $0.00
Pay an Invoice Total Invoiced ?cota?ge:ewed Total Pending
Note: The Payment Date column pending $0.00 $0.00
displays the most recent deferred date. Payments e o e
. Completed
The Completed Payments page W|“ | Payn:)ems Invoice Period: 202303 ContractNe ¢ Number
- - - All v 4w
be presented later in this user guide for Receipts
Sponsors. Reports Show 10 v entries BE R
Dispute P Number 4 Invoiced Amount Payment Date| status € EFTID
Dashboard 7 $1.00 08/30/2024 Deferred cGa303____ 4
_ 8 50.50 08/30/2024 Deferred 62303 4
_ 9 $1.50 08/30/2024 Deferred CE2303__ 4
_0 50.50 08/30/2024 Deferred €G2303 4
_ 1 $1.00 08/30/2024 Deferred CG2303__ 4
2 $1.10 08/30/2024 Deferred CG2303 4
) $1.10 08/30/2024 Deferred CG2303_ 4
_ 6 $1.10 08/30/2024 Deferred CG2303__ 4
_ 2 £1.10 08/30/2024 Deferred CG2303 4
_ 4 £1.10 08/30/2024 Deferred CG2303 4
Showing 1 to 10 of 10 entries First Previous E Next Last

You have now completed processing a previously deferred invoice line item in the following reporting period that received no payable
invoice line items.
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Prior Reporting Period Defer — No Invoices Distributed for Current Reporting Period
Instruction — Sponsors

This instruction provides direction on how to process previously deferred items when the current reporting period has no invoice
activity available.

Defer Instruction Scenario — No Invoices Distributed:

The current reporting period did not receive distributed invoices available for payment or receipt, however invoices deferred from a
prior reporting period require additional processing.

The CGDP module updates the prior reporting period status to Available. Users are required to review any reporting periods with
statuses other than Successful and perform processing as necessary to remain in program compliance.

In this scenario, the prior period’s deferred items require processing, even though the current period has no invoices distributed for
payment or receipt. The Total Available amount of all invoices is less than this sponsor’s bank’s ACH minimum threshold of $15.00
USD, so all invoice line items are eligible for deferment.

Remember: Sponsors are responsible for verifying with their banking institution the specific threshold for low-dollar ACH amounts
permitted for processing.

Note: Completion of this process is limited to sponsor associates assigned the Discount Program Payment Contact role.
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To access the MPP, click on the TPAdministrator.com and click on the MPP Login.

If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User
Guide” found on the CGDP User Guides page to access the guide.

Instructions Visuals

1. After successfully logging in with
your user 1D, password and system
generated multi-factor
authentication (MFA) token, the Coverage Gap Discount
MPP Overview page will appear
showing all program modules
assigneg to }E)ou?user ID as cards on Manufacturer Payment Portal

the page.

TPAdministrator.com Contact Us My Profile Log Out

Logged in as USER ID

Coverage Gap Discount

Select the “Coverage Gap Discount”

card’s View Home Page button to Report(s) Available.
access CGDP and open the Home
page. | |

Disclaimer  Privacy Policy ~ Get Adobe Reader Terms of Use

XC PALMETTO GBA
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Instructions Visuals

2. This is the Home page.

TPAdministrator.com Contact Us My Profile Log Out
Logged in as USERID

When the current reporting period T
- - - verview Coverage Gap Discount
has received no invoices (payable or ° —
receivable), the Reporting Periods
Wlth no INVoICe Ilne Items SeCtlon Welcome to Coverage Gap Discount Portal where you can initiate a payment, check the status of payments and receipt of payments as well as
ocated a e pottom o e ome view your reports. For payment functions start by selecting a line item from the list
located at the bott f the H
page will list reporting periods that

Coverage Gap Discount Program: Home ©

have not received payable and . o
. - - ay an Invoice
recelvable INVOICES. Pending Show 10 v entries N
. Payments . " .

Select the “Vlew” button tO open the S Invoice Type Contract Number Reporting Period Status @) Select

Reporting Periods with no invoice Payments B

m. Receipts Showing 0 to 0 of 0 entries First Previous Next Last
Reports
Dispute

Dashboard [Reporting Periods with no invoice line items || View
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Instructions Visuals

3. The pop up window that appears,
after selecting the View button,
provides a view of the data for
specific Contract Numbers and
reportl ng perlOdS Reporting Period with no invoice line items

[Contract Number] [Reporting Period |
Show 10 v entries
ED | [Em v

Contract Number *  Reporting Period

H_ 4 202303

Ho1 202303

Showing 1 to 2 of 2 entries Previous E Next
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Instructions Visuals
4. We recommend that you return to the
1 TPAdministrator.com Contact Us My Profile Log Out
Home page and update the Reportin (Ccms e logo

Period filter to “All” to display all _ .
reporting periods for any items that o

may require your review and action. _
) ) Coverage Gap Discount Program: Home
ReVIEW the StatUS COI umn fOI’ any I Ine 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.

H H For payment functions start by selecting a line item from the list to the left.
items that do not appear with
Invoice Type Contract No Reporting Period Status

Successful listed.
All v All v All v All v

These line items should be selected and Pay an Invoice AR R
reviewed for additional action, as you Pending houll el B
- . e - Payments Invoice Type Contract Number Reporting Period status @) Select
are responsible for initiating successful
- - Completed Quarterly _5 202304 Successful
payments to sponsors for all invoiced et
Quarterly _a 202303 Available M |
amOUHtS. Re(eipts Quarterly _3 202303 Successful
R . Showing 1to 3 of 3 entries First Previous E Next Last
eports
Dispute

Dashhoard Reporting Periods with no invoice line items
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Instructions Visuals

TPAdministrator.com Contact Us My Profile Log Out

5. On the Pay an Invoice page, review
the Payment Information section’s _

Available (B) fields to note the total
dollar amount of available invoices. Coverage Gap Discount Program: Pay an Invoice ®

Payment Information

Home

- $10.00 A $0.00 $0.00 $10.00 B
| Pay an Invoice . . :
Total Inveiced Total Pending Total Successful Total Available

Pending $0.00 $0.00 $0.00

Payments Total Failed Total Current Deferred Total Previously Deferred

Completed

Payments Invoice Period: 202303  Payments Due: 10/09/2024 P Number Contract No
Al v _av

Receipts

Reports

Dispute

Dashboard
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Instructions Visuals
6. Review the invoice line items in the Payment Information
Invoice Initiation Table and note Home B
: ay an Invoice $1000 A $0.00 $0.00 $10.00
that the Defer Column,s Check bOX 1S I Payanl Total InvoicedTJ Total Pending Total Successful Total Available
Only avai.lable When the Pa’ ment :::I;Vc\ilgﬂgt‘; fc?;?l?aﬂed fuot;?gulrent Deferred fo?a.?gevmusly Deferred
Information section’s Total Completed —
Available field displays an amount Payments Invoice Period: 202303  Payments Due: 10/09/2024 ?_Jm‘bi Cc”t_rai;‘:’.
less than $20.00 USD. Receipts
Reports Show 10 ~ entries ‘ﬁl E/ ﬁ ﬁ‘ EW

b Thls example dl_spla_ys a(-:tlve- —Defer Dispute P Number :‘:1:::’ ::‘:::: Deferred Payment Date Defer  Failed  EFTID ::;:‘:m

checkboxes for invoice line items Dashboard

that fa” beIOW the SyStemS 7 $1.00 §0.00 08/30/2024 B CG23031 4

allowable amount of $20.00 and el b 3000 - B —

fa”S beIOW thIS SpOl’lSOI”S bank _9 $1.50 30.00 08/30/2024 CG23031 4

ACH minimum threshold amount. 0 50,50 5000 08/30/2024 G303 4
Remember: Just because the Defer —1 |swo 000 o30/2024 comm____4
checkbox is available does not mean it o suo 5000 w0 B comost s
should be used. As a sponsor, you are - $000 o8/072024 o
responSIt_)Ie for \_Ierlfylng Wlth your _6 $1.10 $0.00 08/30/2024 CG23031, 4
banking institution the specific

_2 $1.10 $0.00 08/30/2024 ] CG23031 4
threshold for low-dollar ACH amounts —
permitted for processing. Initiated = 3000 o8R0/2024 cozost ¢
invoices are processed as a lump sum Showing 1to 10,010 entres it peious | 1] Nea lam
debit, not individual line items. Update All Dates
|:| Select All Invoices m

If your banking institution can process
the amount displayed for the Total
Available field, then you should not
utilize the Defer process.
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Instructions Visuals
7. Populate the Defer checkboxes with K Toadministrator.com  ContactUs  MyProfile  Log Out
a check mark to select all invoice CMS
the Submit button, located at the
_?_Otg:)m right of the Invoice Initiation Coverage Gap Discount Program: Pay an Invoice @
aple.
- Payment Information
Home
Note: Selecting Defer is only
. T . | Pay an Invoice $10.00 $0.00 $0.00 $10.00
appl ICabIe When the Total Aval Iable Total Invoiced Total Pending Total Successful Total Available
. . ending
ﬁeld S tOtal 18 ICSS than $20'00 m Payments fc?é?FoaHed ftg;?gu\rent Deferred 'S;?al\ogevicusly‘ Deferred
the total selected by the sponsor will Completed
H H Payments nvoice Period: ayments Due: PNumber  Contract No
be processed according to their " el PO 007 Frymenta pue 10 ] [
bank’s specific threshold for low- e m—
dollar ACH amounts permitted for epers Showl 7 Jemies
- ispute Invoiced Previous Deferred . Initiate
proCeSS I ng . gasphbtoa,-d P Number Amount Amount Payment Date Defer Failed EFTID Payment
— $1.00 $0.00 08/30/2024 B CG23031 4
J $0.50 $0.00 08/30/2024 CG23031__ 4
_ 9 $1.50 $0.00 08/30/2024 CG23031 4
_ 0 $0.50 $0.00 08/30/2024 CG23031, 4
1 $1.00 $0.00 08/30/2024 CG23031, 4
2 $1.10 $0.00 08/30/2024 B G303 a4
2 $1.10 $0.00 08/30/2024 CG23031, 4
—6 $1.10 $0.00 08/30/2024 CG23031___ 4
_ 51.10 50,00 08302024 ce23031 4
4 $1.10 $0.00 08/30/2024 G203 4
Showing 1 to 10 of 10 entries First Previous Next Last
Update All Dates:
[ select All Invoices
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Instructions

Visuals

8. To complete the submission process
for the invoice deferment, enter the
Payment Initiator role’s four-digit
PIN in the Enter PIN form and
select the Validate button.

Enter PIN

4
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Instructions Visuals

9. The system displays a “Warning”
message to you after you select the _
Submit button. © wamning:

Note: SeI?Ctm_g th? % button to By selecting the 'OK' button below, you acknowledge that you
defer the invoice line item to the are unable to pay this amount because it falls below the
subsequent period creates an minimum amount your bank allows for ACH transactions.
irreversible event.
You also acknowledge that this amount is still owed to the
payee and expected to be paid at such a time when:

1) Other small amounts can be combined which exceed your

If it is determined that the selected line
is not the correct deferrable invoice to
pI’C_)CGSS, utilize the Cancel button to bank's minimum payment restrictions or

exit Fhe message screen and update the 2) The amount has been deferred for 16 quarters and the
invoice line item. deferred amount must be made by other means, mutually
Select OK to defer the selected sipizzels o bl [l

invoice line item.
4

KN
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Instructions Visuals

10. Once the defer process is complete, Payment Information

review the Payment Information rome T
- s1000 A) . ! . B
Section,s Total Cu rrent Deferred Total Invoiced ‘fcotalogending fo?a?guccessfu\ %ai\ab\e J

. |: C)
Pendi $0.00 $10.00 $0.00
fleld for updated amounts' P:;m:r?ts Total Failed Total Current Deferred Total Previously Deferred

Completed Invoice Period: 202302 Payments Due: 10/09/2024 PNumber  Contract No
Payments Al v 4w
Receipts e

Show 10 ~ entries h h: kv
Reports . ) -

Invoiced Previous Deferred . Initiate
P Number Payment Date Defer Failed EFTID
. Amount Amount Payment

Dispute
Dashboard There are no more remaining invoice line items for the quarter,

Showing 0 to 0 of 0 entries First Previous Next Last

Update All Dates:

mm/dd/yyyy [ select All Invoices
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Instructions Visuals
11. Select the Completed Payments M TeAdministratorcom  ContactUs My Profile  Log Out
page and review the data listed in CMS Loggedin s USIRID
the Completed Transactions Table. m Coverage Gap Discount _
This example displays the selected , o
invoice line items as Deferred in the Coverage Gap Discount Program: Completed Payments
m COIumn' Payment Information for H___
Note: The Payment Date column e $10.00 000 5000
dISp|ayS the most recent deferred date Pay an Invoice Total Invoiced Total Received Total Deferred Total Pending
Pending $0.00 $0.00
Payments Total Failed Total QOutstanding
Completed
Payments ’m‘ contractNo P Number
All v —
Receipts
REPOHS Show 10 W entries E ﬁ: k;w
D\spute P Number 4 Invoiced Amount Payment Date| Status o EFTID
Dashboard 7 $1.00 08/30/2024 Deferred CG2303_____ 4
_ 8 $0.50 08/30/2024 Deferred CG2303__ 4
_ 9 $1.50 08/30/2024 Deferred CG2303____ 4
_ 0 $0.50 08/30/2024 Deferred CG2303__ 4
1 $1.00 08/30/2024 Deferred CG2303__ 4
_ 2 $1.10 08/30/2024 Deferred CG2303___ 4
_ 2 $1.10 08/30/2024 Deferred CG2303__ 4
_ 6 $1.10 08/30/2024 Deferred CG2303____ 4
_ 2 $1.10 08/30/2024 Deferred CG2303___ 4
4 $1.10 08/30/2024 Deferred cG2303___ 4
Showing 1 to 10 of 10 entries Fist  Previous E Next  Last
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Instructions Visuals

12. To verify the status of the reporting
period, return to the Home page to

view the Status column. Overview

TPAdministrator.com Contact Us My Profile Log Out
Logged in as USER ID

Coverage Gap Discount Program: Home
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.

Invoice Type Contract No Reporting Period Status
Pay an Invoice
N T
. Show 10 ~ entries b hs Ew
Pending
Payments Invoice Type Contract Number Reporting Period Status Select
yp P 9
Completed Quarterly 5 202304 Successful
Payments
Y Quarterly 4 202303 [Successful]
Receipts Quarterly _3 202303 Successful
Showing 1to3 of 3 entries First Previous \I\ Next Last
Reports
Dispute

Dashboard Reporting Periods with no invoice line items

You have now completed processing a previously deferred invoice line item when the current reporting period received no invoice
line items.
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Pending Payments Page for Sponsors

Pending Payments Page

The Pending Payments page displays the initiated invoices pending payment processing that
were selected from the Invoice Initiation Table, located on the Pay an Invoice page. The
Pending Payments page provides you with the ability to review those invoices pending payment
processing and, if needed, perform a stop payment in the module, so that invoices will not be
included in the nightly payment cycle.

This page contains eight fields used to display invoice line items pending payment processing.

( S TPAdministrator.com Contact Us My Profile Log Out

Logged in as USERID

m bbb i _

Coverage Gap Discount Program: Pending Payments

Home Pending Payments

Pay an Invoice Stop Payment Available Until Approximately 9:00 PM ET of the current business date.

Pending Show 10 ¥ entries ﬁ m' &“
Payments
P Number Authorization Amt *  Date Submitted Payment Date Stop Payment
Completed 08/30/2024 09/03/2024
Payments — s //
. 7 $1.25 08/30/2024 09/03/2024

Receipts

4 §1.25 08/30/2024 09/03/2024
Reports

7 $1.25 08/30/2024 09/03/2024
Dispute Showing 1 to 4 of 4 entries First Previous \j Next Last
Dashboard

|:| Select All Payments = B

Disclaimer  Privacy Policy ~Get Adobe Reader Terms of Use

QP PALMETTO GBA
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Pending Payments Page Instructions for Sponsors
Reviewing Invoices

To access the MPP, click on the TPAdministrator.com and click on the MPP Login.

If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User
Guide” found on the CGDP User Guides page to access the guide.

Instructions Visuals

1. After successfully logging in with
your user |D, password and System @s TPAdministrator.com Contact Us My Pr:)filed. LoUg:EoRLI;I:
generated multi-factor authentication
(MFA) token, the MPP Overview Coverage Gap Discount

page will appear showing all program
modules assigned to your user ID as

cards on the page. Manufacturer Payment Portal

Select the “Coverage Gap Discount” Coverage Gap Discount
card’s View Reports button to access
CGDP and open the Home page. Report(s) Available.

| |

Disclaimer  Privacy Policy. Get Adobe Reader  Terms of Use

QO PALMETTO GBA
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Instructions Visuals

2. This is the Home page.

TPAdministrator.com Contact Us My Profile Log Out
Logged in as USER ID

Overview Coverage Gap Discount

Coverage Gap Discount Program: Home @

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

Invoice Type Contract Number  Reporting Period  Status
m Al ~ Al v 202304 > Al v

Pay an Invoice

Pending Show 10 ~ entries B E R
Payments

Invoice Type Contract Number Reporting Period status € Select
Completed
Payments Quarterly 5 202304 Successful
Receipts Quarterly _3 202304 Incomplete
Reports Showing 1to 2 of 2 entries First  Previous E Next  Last
Dispute
Dashboard

Reporting Periods with no invoice line items

3. Select the invoice line item for
review on the Home page, then select | ] (] fame ] m
the Pending Payments page link. e
The Pending Payments page’s Payments

Show 10 v entries < A

. T Invoice Type ontract Number Reporting Period status € Select
content relies on payment initiation Completed "’ - e
- - Payments Quarter! =5 202304 Successful
of invoices located on the Pay an ’ = Iy — o O
H Receipts uarterly -3 ncomplete
Invoice page Reports Showing 1 ta 2 of 2 entries First  Previous E’ Next  Last
Dispute
Dashboard
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Instructions

4. If you have initiated invoices for
payment processing, they will appear
on the Pending Payments Table until
the date displayed in the Payment
Date column equals the current
business date.

TPAdministrator.com Contact Us

Overview Coverage Gap Discount

Coverage Gap Discount Program: Pending Payments e

Home Pending Payments

Pay an Invoice Stop Payment Available Until Approximately 9:00 PM ET of the current business date.

Pending

Payments

Show 10 v entries

My Profile Log Out

Logged in as USER ID

BER

payment processing, the Pending
Payments page will appear with the
message “There are no pending
transactions at this time.”

Stop Payment Available Until Approximately 9:00 PM ET of the current business date.
Pay an Invoice

Show 10 v entries

Pending

Payments P Number 4 Date Submitted

Authorization Amt Payment Date

[There are no pending transactions at this time.]

Completed
Payments

Receipts

Reports [ select All Payments

Dispute
Dashboard

P Number Authorization Amt *  Date Submitted Payment Date Stop Payment
Completed
Payments _4 $1.25 08/30/2024 08/30/2024
7 $1.25 08/30/2024 08/30/2024
Receipts
_ 4 $1.25 08/30/2024 06/03/2024
Reports
7 §1.25 08/30/2024 09/03/2024
Dispute Showing 1 to 4 of 4 entries First  Previous \I\ Next  Last
Dashboard
D Select All Payments
5. If you have not initiated invoice for )
Haima Pending Payments

Stop Payment

Showing 0 to 0 of 0 entries First  Previous  Next Last

Stop Payment
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6. Review the Payment Date column’s
date. If the date is the same as the rome Pending Payments
current business date, yOU have Until Pay an Invoice | Stop Payment Available Until Approximately 9:00 PM ET of the current business date.
approximately 9:00 PM ET to - Show 10, v entes HEE
perform a StOp payment on any or a” N P Number Authorization Amt 4 Date Submitted Payment Date| Stop Payment
invoices with the same date as the Payments — e - B
current business date. Receipts - o o ;’:ZZZZ:‘
Once the Payment Date is equal to e — 083072024 0310372024
the current business date, then they Deshboard s s [ 1] en o
will be processed for payment
withdrawal from your bank account O] select All ayments
as a lump sum for the total amount
initiated.

When working with current business
dated initiated invoices, it is imperative
that if you wish to stop selected invoices
from processing, that you do so prior to
the 9:00 PM ET time. Once the invoices
are no longer visible on the Pending
Payments Table the stop payment
feature in the module is no longer
available for those specific invoices.

When reviewing the Payment Date
column, if the date is a future calendar
date scheduled for payment initiation,
you can also stop payment any invoices
with future dates.

The Processing Stop Payments for for
the Pending Payments page is provided
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Instructions Visuals
next.
7. Once either payment processing or - bending Fayments
Stop payment has been Com p I eted for . Stop Payment Available Until Approximately 9:00 PM ET of the current business date.
all invoices displayed in the Pending A
. s how 10 v entries & E K
Payments Table, this screen message | Randifig S . i .
n . Payments P Number Authorization Amt Date Submitted Payment Date Stop Payment
wi I I appear' Completed [There are no pending transactions at this time.]
Payments Showing 0 to 0 of 0 entries Firt  Previous  Next  Last
Receipts
Reports [ select All Payments
Disput
Dasspthard

You have now completed reviewing pending invoices on the Pending Payments page.
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Processing Stop Payments for Sponsors
The CGDP module allows you to stop the processing of both current and future schedule dated initiated invoice line items prior to the
completion of the payment process, which commences at approximately 9:00 PM ET on the scheduled Payment Date.

The Stop Payment feature is available for any initiated invoice that appears on the Pending Payment page. Selecting a pending
invoice line item for stop payment will reassign the stopped invoice line item to the Invoice Initiation Table on the Pay an Invoice
page for reprocessing.

The following instructions provide you information on the steps needed to process stop payments for pending invoice line-item
payments.

Please Note:

e Completion of this process is limited to sponsor associates assigned the Discount Program Payment Contact role.
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Stop Payments for Individual and Multiple Invoices Instructions — Sponsors
To access the MPP, click on the TPAdministrator.com and click on the MPP Login.

If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User
Guide” found on the CGDP User Guides page to access the guide.

Instructions Visuals

1. After successfully logging in with
your user ID, password and system i

generated multi-factor
authentication (VFA) oken

MPP Overview page will appear
showing all program modules

TPAdministrator.com Contact Us My Profile Log Out

assigned to your user ID as cards on Manufacturer Payment Portal
the page.
Select the “Coverage Gap Discount” Coverage Gap Discount
card’s View Reports button to access _
CGDP and open the Home page. Reportis) Available.
| )

Disclaimer  Privacy Policy.  Get Adobe Reader Terms of Use

(XO PALMETTO GBA
V4
\" CELERIAN GROU! TMPANY
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Instructions Visuals

2. This is the Home page.

TPAdministrator.com Contact Us My Profile Log Out
Logged in as USER ID

Coverage Gap Discount

Coverage Gap Discount Program: Home @

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 fram the list to the left.

Invaice Type Contract Number  Reporting Period  Status
m All v Al v 202304 v All e

Pay an Invoice

Pending Show 10 v entries h h‘ E"
Payments

Invoice Type Contract Number Reporting Period Status €) Select
Completed
Payments Quarterly _s 202304 Successful
Receipts Quarterly 3 202304 Incomplete
Reports Showing 1 to 2 of 2 entries First Previous E Next Last
Dispute
Dashboard

Reporting Periods with no invoice line items

3. Select the invoice line item for 7
review on the Home page, then _ w v [ v] [ v] [~
select the Pending Payments page e

1 Show 10 ¥ entries E Hs Ev
link.

Invoice Type Contract Number Reporting Period status € Select
Completed
Payments Quarterly _5 202304 Successful
Receipts Quarterly —3 202304 Incomplete O] |
Reports Showing 1 to 2 of 2 entries First Previous E Next Last
Dispute
Dashboard

Reporting Periods with no invoice line items
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Instructions Visuals

4. Review the Pending Payments
page to verify invoice line items
have been either initiated for Overview
payment processing or scheduled for
a future processing date and are still Coverage Gap Discount Program: Pending Payments e
displayed in the region. Invoice line
items available for stop payment
processing will display in the
Pending Payments Table.

CMS TPAdministrator.com Contact Us My Profile Log Out
s —————" Logged in as USER ID

Home Pending Payments

Pay an Invoice Stop Payment Available Until Approximately 9:00 PM ET of the current business date.

Pending BEE

Show 10 v entries

Payments
P Number Authorization Amt 4 Date Submitted Payment Date Stop Payment

Completed 08/30/2024 08/30/2024
Payments 4 $1.25 /307, .

7 $1.25 08/30/2024 08/30/2024
Receipts

4 §1.25 08/30/2024 09/03/2024
Reports

7 $1.25 08/30/2024 09/03/2024
Dispute Showing 1 to 4 of 4 entries First  Previous \I\ Next  Last
Dashboard

[ select All Payments Stop Payment
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Instructions Visuals

5. To process a stop payment for

individual invoice line items, ""g fa_f:"jj“;p ———
populate the Checkbox in the Sto Pay an ‘nvoi(e (o] aymen wallable Unti roximate M o) ne curren usiness date.
Payment column with a checkmark Pending Show 10~ entries BEE
and Select the Stop Payment button, Payments P Number Authorization Amt 4 Date Submitted Payment Date Stop Payment
located at the bottom rlght of the 'E:;:ﬂpg:‘;d _4 $1.25 08/30/2024 08/30/2024
Pen dlng Paymen ts page. . _ 7 $1.25 08/30/2024 08/30/2024
_ 4 $1.25 08/30/2024 SRR
Reports _ 7 $1.25 08/30/2024 09/03/2024

Dispute Showing 1to 4 of 4 entries First  Previous Next  Last

Dashboard
[ select All Payments
6. Now if all the invoice line items perding p .
appearing on the Pending Home endingFayments _
Payments page need tO be Stopped Pay an Invoice Stop Payment Available Until Approximately 9:00 PM ET of the current business date.
you can use the Select All Payments Pending Stow[10_v]erties BEE
ChECkbOX to pODUIate a” the Payments P Number Authorization Amt Date Submitted Payment Date Stop Payment
H « leted _ 4 $1.25 08/30/2024 |
checkboxes in the Stop Payment Popmaente s
column with a checkmark in the ! e e osrRorz
Pending P ts Tabl e — e SR 09/03/2024
e€nding Fayments Table. Reports 7 51.25 08/30/2024 09/02/2024
DISpUtE Showing 1 to 4 of 4 entries First Previous E Next Last

Dashboard

Select All Payments Stop Payment
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Instructions Visuals
7. To process stop payments, select the g
Home Pending Payments
Stop Payment button, located at the gray
- - . Stop Payment Available Until Approximately 9:00 PM ET of the current business date.
bottom right of the Pending Pay an Invoice
- Show 10 ~ entries ﬁ ﬁ; ﬁv
Payments page. Pending
Payments P Number Authorization Amt 4 Date Submitted Payment Date Stop Payment
Completed _4 51.25 08/30/2024 08/30/2024-
Payments 7 5125 08/30/2024 08/30/2024
Receipts 4 $125 08/30/2024 09/03/2024
Reports 7 5125 08/30/2024 09/03/2024
Dispute Showing 1 to 4 of 4 entries First Previous Next Last
Dashboard
Se\ect All Payments
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Instructions Visuals

8. The system will display a message
requesting additional action after

selecting the Stop Payment button. O Warning:
Select the OK button to process the Are you sure you want to stop this payment?
ant ; o i Please click "OK" to acknowledge and continue.
§top payment for the invoice line Please click "Cancel" to return to the prior page.
item.
If it is determined that the selected ¢ g

invoice line is not the correct

invoice to process for stop payment, n
select the Cancel button to exit the
message screen and choose the

correct line item.

Note: Selecting the OK button to
stop pay the invoice line item
creates an irreversible event. If the
OK button is selected in error, re-
process the invoice line item this
instruction:

Select Individual, Multiple or All
Invoice Line Items for Payment
Initiation Instruction for Sponsors.
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Instructions

Visuals

9. For individual stop payments, the
Pending Payments page will no
longer contain the individual invoice

Home

Pay an Invoice

Pending Payments

Stop Payment Available Until Approximately 9:00 PM ET of the current business date.

All Payments, the Pending
Payments page will display this
message after processing the
request.

Message states: “There are no
pending transactions at this time.”

Pay an Invoice

Pending
Payments

Completed
Payments

Receipts
Reports

Dispute
Dashboard

line item(s) previously selected once Pending Srow| T Yo BEE
. ayments P Number Autherization Amt +  Date Submitted Payment Date Stop Payment
the StOp payment request IS
rocessed g:iﬂiid ¢ 5125 08/30/2024 ST 008

P : g 7 5125 08/30/2024 09/03/2024
Receipts Showing 1 to 2 of 2 entries First Previous \j Next Last
Reports
Dampeard 0 e s

10. For stop payments using the Select -~ berding Paymants

Stop Payment Available Until Approximately 9:00 PM ET of the current business date.

Stop Payment

Show 10 v entries

P Number Authorization Amt 4 Date Submitted Payment Date

[There are no pending transactions at this time.]

Showing 0 to 0 of 0 entries First Previous Next Last

[ select all Payments Stop Payment
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Instructions Visuals
11. For individual stop payment @ s TPAdministrator.com  ContactUs My Profile  Log Out

requests, select the Pay an Invoice

page link in the navigation, and Overview
verify that the invoices stopped now

Logged in as USER ID

appear in the Invoice Initiation Coverage Gap Discount Program: Pay an Invoice ©
Table and the Total Available field
and in the Payment Information e Payment Information
section. $5.00 250 $0.00 2%
Total Invoiced Total Pending Total Successful Total Available
Pending $0.00 $0.00 $0.00
Payments Total Failed Total Current Deferred Total Previously Deferred
ﬁﬂmplete‘j Invoice Period: 202304 Payments Due: 03/10/2024 PNumeer - Contract o
ayments A o 3
Receipts
Show 10 ~ entries ﬁ ﬁ; Esw
Reports
. P Number Invoiced Previous Deferred Payment Date Defer Failed EFTID Initiate
Dispute Amount Amount Payment
Dashboard
4 51.25 50.00 08/30/2024 €G23041
7 $1.25 $0.00 08/30/2024 CG23041

Showing 1 to 2 of 2 entries First Previous E Next Last
Update All Dates:

mmy/dd/yyyy [ select All Invoices m
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Instructions Visuals
12. For stop payments using the Select @ s TPAdministrator.com  ContactUs  MyProfile  Log Out

Logged in as USER ID

All Payments, the Pay an Invoice

page link in the navigation, and F—
verify that the invoices stopped now

appear in the Invoice Initiation. Coverage Gap Discount Program: Pay an Invoice @
Table and the Total Available field
and in the Payment Information e Payment Information
section. R o 0%
Pending $0.00 $0.00 $0.00
To re-process the invoice line items e e A e
refer to this instruction: Select Payments. i e 262304 PaymentsDu: 03102024 s ottt
Individual, Multiple or All Invoice . S
Line Items for Payment Initiation ot Show 10 ents EEE
Instruction for Sponsors. e Pumber  moiced PrevousDeferted iOme  Deter  Faled  EFTID e
Dashboard . 5125 $0.00 08/30/2024 G230
Submission ’ 25 o R B
4 $1.25 $0.00 09/03/2024 CG23041
_ 7 $1.25 $0.00 09/03/2024 CG23041

Showing 1 to 4 of 4 entries First Previous E Next Last
Update All Dates:

mm/dd/yyyy [ select All Invoices m

You have now completed stop payments of individual invoice line items and all invoice line items using the Select All Payments
checkmark.
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Completed Payments Page for Sponsors

The Completed Payments page allows you to review completed payment information for
invoice line items by contract number and status.

TPAdministrator.com Contact Us My Profile Log Out
Logged in as USER ID
Overview Coverage Gap Discount
Coverage Gap Discount Program: Completed Payments
Payment Information for 2
Home
Pay an Invoice $11,613.86 $2,469.37 $0.00 $9,144.49
Total Invoiced Total Received Total Deferred Total Pending
Pending $0.00 $0.00
Payments Total Failed Total Outstanding
Completed
Payments
Invoice Period: 202402 P Mumber  Contract No
Receipts Al _ 2w~
Reports o
Show 10 v entries b mp k;\r
Dispute .
P Number - Invoiced Amount Payment Date Status @ EFTID
Dashboard
4 $42.30 08/30/2024 Successful CG24021 2
_38 $1,731.73 08/30/2024 Successful CG24021 2
4 $439.80 08/30/2024 Successful CG24021 2
_ 8 $873.53 09/03/2024 Pending €G24021 2
4 $255.54 08/30/2024 Successful CG24021 2
_ 7 $37.90 09/03/2024 Pending €G24021 2
1 $6.15 09/03/2024 pending CG24021 2
—4 $7,671.33 09/03/2024 Pending CGa4021_ 2
_ 4 $48.49 09/03/2024 Pending CG24021 2
1 $507.09 09/03/2024 Pending CG24021 2
Showing 1 to 10 of 10 entries First Previous E Next Last

The Completed Payments page has 15 fields, forms and columns for your use. Refer to Table 5:
Completed Payments to review the features available.
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Completed Payment Page Instructions for Sponsors

Reviewing Invoices

Sponsors can utilize the CGDP module to view the status of invoice line items that have completed processing. The Completed
Payments page provides sponsors with the capability to view the status of Quarterly invoices, such as Deferred, Pending, or
Successful quarterly invoice payments. The following instructions provide direction on accessing and reviewing the Completed
Payments and its contents in reference to Quarterly invoices.

To access the MPP, click on the TPAdministrator.com and click on the MPP Login.

If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User
Guide” found on the CGDP User Guides page to access the guide.
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Instructions Visuals
1. After successfully logging in with
your user 1D, password and system ( TPAdministrator.com  ContactUs My Profile  Log Out

Logged in as USERID

generated multi-factor
authentication (MFA) token, the Coverage Gap Discount
MPP Overview page will appear
showing all program modules

assigned to your user ID as cards Manufacturer Payment Portal

on the page.
Coverage Gap Discount
Select the “Coverage Gap Discount”
card’s View Reports button to access Report(s) Available.
CGDP and open the Home page.

[ [evreros] |

Disclaimer  Privacy Policy ~Get Adobe Reader Terms of Use

N
( PALMETTO GBA
R \ CELERIAN GROUF COMPANY
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Instructions

Visuals

2. This is the Home page.

=

Coverage Gap ount

For payment functions start by selecting a line item from the list to the left.

TPAdministrator.com Contact Us My Profile Log Out
Loaaed in as USERID

Coverage Gap Discount Program: Home @

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.

Invoice Type Contract No Reporting Period Status
All v All v 202402 Vv All ~
Pay an Invoice
Pendmg Show 10 ¥ entries !i ﬁs Ev
Payments Invoice Type Contract Number Reporting Period status € Select
Completed Quarterly —5 202402 Successful
Payments
Quarterly _2 202402 Successful
Receipts Showing 1 to 2 of 2 entries First Previous D Next Last
Reports
Dispute Reporting Periods with no invoice line items
Dashboard
3. Select the invoice line item for ,
. Invoice Type Contract No Reporting Period Status
review on the Home page, then W v] [m v] [aewe v| [w v
P, Invoi
select the Completed Payments ay an Invoice —
. Show 10 ™ entries h hr Ev
page link. Pending
Payments Invoice Type Contract Number Reporting Period status @) Select
Completed Quarterly _5 202402 Successful
Payments @ |
Quarterly _2 202402 Successful
Receipts Showing 1 to 2 of 2 entries First Previous E Next Last
Reports
Dispute Reporting Periods with no invoice line items
Dashboard P 9
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Instructions Visuals
4. On the Completed Payments page ( TPAministratorcom  ComtactUs My Profile  Log Out
and view the Completed Payments Logged in a5 USER D
Table for invoice line item data Overview
displaying on the page.
Coverage Gap Discount Program: Completed Payments ©
Payment Information for 2
Home
Pay an Invoice $11,613.86 $2,469.37 $0.00 $9,144.49
Total Invoiced Total Received Total Deferred Total Pending
Pending $0.00 $0.00
Payments Total Failed Total Outstanding
Completed
Payments
Invoice Period: 202402 P Number Contract No
Receipts Al v 2w~
Reports i . .
Show 10 v entries EI &; 'r!u-
B:SXL;:Sa\d P Number ¢ Invoiced Amount Payment Date Status @ EFTID
_ 4 $42.30 08/30/2024 Successful CG24021 2
_ 8 $1,731.73 08/30/2024 Successful CG24021 2
4 $439.80 08/30/2024 Successful CG24021 2
_ 8 $873.53 09/03/2024 Pending CG24021 2
4 $255.54 08/30/2024 Successful €G24021 2
.7 $37.90 09/03/2024 Pending CG24021 2
_ 1 $6.15 09/03/2024 Pending CG24021 2
__4 $7,67133 09/03/2024 pending cGa4021__ 2
4 $48.49 09/02/2024 Pending €G24021 z
o $507.09 09/03/2024 Pending CG24021 2
Showing 1 to 10 of 10 entries First Previous E Next Last
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Instructions Visuals
5. Onthe Completed Payments page o ¢ Information § R
review the Payment Information Home ymem mormRr ™ —
section for Pending and Successful Poimoke || $1101538 s
(Received) invoice line items. pending $0.00 $0.00
Payments Total Failed Total Outstanding
Note: Defer for invoice line items Completed
are Only avallable When the Pay an Fayments Invoice Period: 202402 PNumber  Contract No
Invoice page’s Total Available Receipe 2=
field’s total is less than $20.00 Reports
USD and the sponsor’s bank ACH Dispute
process prevents processing total

amounts selected for payment
initiation that fall below their
bank’s specified minimum ACH
processing amount.
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Instructions Visuals
6. Review the invoice line items in p .
Home ayment Information for 2
the Completed Payments Table and
Iocate an inVOice Iine item With the Fayan invoice fu‘::l’sn‘f:: '%czt.;f‘:egzj?ed 6) Titua.loDc‘lferrEc fo?;:::ig
1 Pending ! )
Staus column populeted with — | 822,
uccessiu .
_— | Completed
. . . . Payments nvoice Period: P Number Contract No
A successful invoice line item — e e W] [z
represents that funds should be ’ —
. . N Reports Show 10 % entries B E kw
available in the payee’s account. - R N e s
Dispute umber nvoiced Amoun ayment Date us

Totals for successfully processed pestibond . 4230 0873012024 B—y >
payments will appear in the Total _s $1,731.73 08/30/2024 Successiul cG22021 2 A
Received (A) f|e|d in the Payment _ 4 $439.80 08/30/2024 Successful €G24021 2
Information table at the top of the — 67252 0910312024 Feneine Coon 2
p ag e 4 $255.54 08/30/2024 Successful CG24021 2 A)

_ 7 $37.90 08/03/2024 Pending CG24021 2

1 $6.15 09/03/2024 Pending CG24021 2

—4 $7.671.33 09/03/2024 Pending CG24021__ 2

4 348.49 09/03/2024 Pending CG24021 2

_ 1 $507.09 09/03/2024 Pending CG24021 2

Showing 1 to 10 of 10 entries First Previous E Next Last
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Instructions Visuals
7. Review the invoice line items in ( : TPAdministratorcom  ContactUs  MyProfile  Log Out
the Completed Payments Table and Logged in o5 USERID
locate an invoice line item with the Overview
Status column populated with
Pending. Coverage Gap Discount Program: Completed Payments ©
A Pending status represents that . Payment Information for 2
_payment is |n|t|at_e_d for the line S e ersas 42.460.37 <000 s B)
Total Invoiced Total Received Total Deferred Total Pending
item, but the debiting process,
H H H Pending
holding period and crediting Payments s o g
processes remain to be completed. Compt
Payments Invoice Period: 202402 P Number Contract No
Al v 2w~
Receipts
Reports Show 10 ™ entries ﬁ ﬁ; Eu
Dispute P Number Invoiced Amount Payment Date Status @ EFTID
Dashboard
_a $42.30 08/30/2024 Successful €G24021 2
| $1,731.73 08/30/2024 Successful €G24021 2
4 $439.80 08/30/2024 Successful CG24021 2
_ =8 $87353 09/03/2024 Pending CG24021 2 ?J
__ 4 $255.54 08/30/2024 Successful CG24021 2
_ 7 $37.90 09/03/2024 Pending CG24021 2
_ 1 $6.15 09/03/2024 Pending CG24021 2
—4 $7,671.33 09/03/2024 pending G021 2 ?)
4 $48.49 09/03/2024 Pending CG24021 2
1 $507.09 09/03/2024 Pending CG24021 2
Showing 1 to 10 of 10 entries First Previous m Next Last
................................................ L



Centers for Medicare & Medicaid Services
Third Party Administrator (TPA)
CGDP Manufacturer Payment Portal Sponsor User Guide

Instructions Visuals
8 In reportmg perIOd.S where the Home Payment Information for ___ 2
amount displayed in Total
H H Pay an Invoice $4.20 $4.20 $0.00
Avall_able fleld On the !:)ay_ an . Total Invoiced ?cot.;?ge:emad (-:) Total Pending
Invoice page for the distributed . $0.00 $0.00
invoices equals Iess than $20.00 - — Total Failed Total Qutstanding
and the inVOICeS have been Payn:]ents ,m P Number Contract No
deferred, the Status column in the Receipts 2 v =
Completed Payments Table will Reports Show 10~ enties EEE
display Defe rred_ Dispute P Number 4 Invoiced Amount Payment Date Status ) EFTID
. Dashboard \ Deferred L
Example of a sponsor with deferred i s e
invoice Iine items. — 1 $1i00 08/31/2024 Deferred CstoMia (_:)
Please Note: Defer is applicable only —2 $110 08/31/2024 Deferred cazz0s__3
if the amount in the Total Available —2 $1.10 08/31/2024 Deferred CG23041___3
field for a” invoices distributed |S Iess Showing 1to 5 of 5 entries First  Previous \I\ Mext  Last
than $20.00 USD and your bank ACH
process prevents processing of invoice
line items that fall below your banking
institution’s minimum ACH
processing amount.

You have now completed reviewing completed invoice line items.
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Receipts Page for Sponsors

The Receipts page allows you to review your Quarterly invoice line item amounts due from
manufacturers. Invoice receipt information is displayed by P Number in the Receipts Table.

The invoice line item selected on the Home page drives the information displayed on the
Receipts page. However, you can use the Contract Number filter field to choose other Contract
Numbers assigned to your User ID.

For detailed information about the fields on the Receipts page, refer to Table 6: Receipts in the
Appendix.

TPAdministrator.com Contact Us My Profile Log Out

K Logged in as USER ID
Coverage Gap Discount

Coverage Gap Discount Program: Receipts @

Receipt Information for 3

Home
Pay an Invoice $4,919.10 $3.115.56 $0.00 $1,803.54
. Total Owed Total Received Total Deferred Total Pending
Pending
Payments $0.00
Total Outstanding
Completed
Payments
P Number Contract No
| Receipts Al v H_3 v
Invoice Period: 202304
Reports
" N
. Show 10 ™ entries h hc E:u
Dispute
Dashboard P Number “  Invoiced Amount Payment Date Status €@ EFTID
_ 6 $1,802.02 10/28/2024 Received CG23041_6H__3
3 $1,803.54 Pending CG23041_3H__3
3 $1,313.54 10/30/2024 Received CG23041_3H_3

Showing 1 to 3 of 3 entries First Previous \j Mext Last
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High Dollar Invoice Line Item ($100M+) Receipts Information for

Sponsors

Sponsors may receive multiple invoice payments from manufacturers that total more than
$100,000,000 ($100M+) in a reporting period. This occurs when the invoice line items are too
large to process, due to National Automated Clearing House Association (Nacha) size limits of
no more than $99,999,999.99 for a single ACH transaction. Any invoice line item that is equal
to or exceeds $100M+ is considered a high-dollar invoice line item and will be split to process
and pay. These line items may appear to be duplicate invoice line items that have been paid to
the same sponsor in a specific quarter, but they are not. The original invoice line item over
$100M+ will be split into smaller invoice line items and will be formatted in bold to stand out
from other line items, as seen in the screenshot below.

The split line items will appear to be a duplicate amount if the $100M+ high dollar invoice line
item was an even dollar amount or will have a $0.01 difference in totals if the $100M+ high
dollar invoice line item was an odd dollar amount. If after the initial split, the new invoices
remain over the $100M+ amount, they will be split again, creating additional invoice line items
that will be payable to the same sponsor.

TPAdministrator.com Contact Us My Profile Log Out
Logged in as USERID

Coverage Gap Discount Program: Receipts

Receipt Information forH___6

Home
Pay an Invoice $106,122,574.10 $0.00 $0.00 $0.00
) Total Owed Total Received Total Deferred Total Pending
Pending
Payments $106,122,574.10
Total Outstanding
Completed
Payments
Invoice Period: 202303 P Number Contract No
Al v H_sv
Reports
Show 10 v entries b hF kv
Dispute
Dashboard P Number 4 Invoiced Amount Payment Date Status @ EFT ID
P1_0 $1,384.13 Outstanding CG23031_4H__ 6
PI_1 $53,060,594.98 Outstanding €G23031__1H__ 6
P11 $53,060,594.99 OQutstanding C€G23031_1H__ 6
Showing 1to 3 of 3 entries First Previous Next Last

Disclaimer  Privacy Policy ~Get Adobe Reader  Terms of Use

%O PALMETTO GBA

The Receipts page will display the split invoice line items due from manufacturers to sponsors
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as Outstanding until the manufacturer initiates payment for the invoices based on the payment
date. The status of the invoices will be updated based payment processing with a Pending
status for tracking, until the processing distribution of funds to the sponsor’s bank account is
completed. Once the invoice line item processes successfully, the Receipts page will display
an updated status on the applicable invoice line item of Successful.

The Data report available on the Reports page will contain the original invoice showing the
single high-dollar invoice line-item amount, not the split dollar amounts. The Invoice report
will not have any changes to its format and is available to download via the Reports page.
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Reviewing Receipts Instruction for Sponsors

To access the MPP, click on the TPAdministrator.com and click on the MPP Login.

If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User
Guide” found on the CGDP User Guides page to access the guide.

Instructions Visuals

1. After successfully logging in with
your user 1D, password and system
generated multi-factor
authentication (MFA) token, the Coverage Gap Discount
MPP Overview page will appear
showing all program modules
assigned to your user ID as cards on
the page.

TPAdministrator.com Contact Us My Profile Log Out

Logged in as USERID

Manufacturer Payment Portal

Coverage Gap Discount

Select the “Coverage Gap Discount”
card’s View Reports button to access

CGDP and open the Home page. |' “

Report(s) Available.

Disclaimer Privacy Policy ~GetAdobe Reader Terms of Use

XQ PALMETTO GBA
\"d
\/ CELERIAN GROUP COMPANY
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Instructions Visuals

2. This is the Home page.

TPAdministrator.com Contact Us My Profile Log Out
Loaaed in as USER ID

Overview

Coverage Gap Discount Program: Home @

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

Invoice Type Contract No Reporting Period Status

Pay an Invoice

eing Show| 10 +]entic BE B
Payments Invoice Type Contract Number Reporting Period Status €@ Select
Completed Quarterly 5 202402 Successful
Payments

Quarterly 2 202402 Successful
Receipts Showing 1 to 2 of 2 entries First Previous E Next Last
Reports

Dispute Reporting Periods with no invoice line items
Dashboard

3. Select the invoice line item for e o
review on the Home page, then M v A v e v Al v

select the Receipts page link. Pay an Invoice .
Pendi Show 10 ™ entries h k; kv
ending
Payments Invoice Type Contract Number Reporting Period status @) Select
Completed Quarterly —> 202402 Successful
Payments |§| |
Quarterly —2 202402 Successful
Showing 1 to 2 of 2 entries First Previous \I\ Next Last

Reports

g:sphubtza d Reporting Periods with no invoice line items
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Instructions Visuals

4. On the Receipts page, view the
Receipts Table for invoice line item Logged in as USERID

Coverage Gap Discount Program: Receipts @

TPAdministrator.com Contact Us My Profile Log Out

Receipt Information for ___3

Home

Pay an Invoice $4,919.10 $3,115.56 $0.00 $1,803.54
Total Owed Total Received Total Deferred Total Pending

Pending

Payments $0.00
Total Outstanding

Completed

Payments

P Number Contract No
| Receipts Al v H_3~

Invoice Period: 202304

Reports
. .
. Show 10 v entries h k; &lr
Dispute
Dashboard P Number “ " Invoiced Amount Payment Date Status €} EFT ID
__6 $1,802.02 10/28/2024 Received CG23041_6H _
_ 3 $1,803.54 Pending CG23041_3H__3
3 $1,313.54 10/30/2024 Received CG23041_3H__3

Showing 1 to 3 of 3 entries First Previous \j Next Last
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Instructions Visuals
5. To Export the data that is visible in . Receipt Information for 3
the table, select one of the three
H . Pay an Invaice $4,919.10 $3115.56 $0.00 $1,803.54
ICOnS. EXCEI’ PDF Or CSV Pendi Total Owed Total Received Total Deferred Total Pending
3 3 b :n\ﬂlgr? s $0.00
h EF hu Fay ‘ Total Outstanding
Completed
; . ) Payments
. P Number Contract No
Note: This action W|Il_only export o unber | Conmci
the columns that are displayed in the - invelce pero: 202304
Receipts Table. e Show 10 v entres
Dashboard P Number “  Invoiced Amount Payment Date Status @ EFTID
—6 $1.802.02 10/28/2024 Received CG23041_6H__3
3 $1,803.54 Pending CG23041_3H__ 3
3 $1,31354 10/30/2024 Received CG23041_3H__3
Showing 1 to 3 of 3 entries First Previous E Next Last
6. You can review your Quarterly . Receipt Information for ___3
receipts by comparing the Receipt
. - - Pay an Invoice
Information section to the Receipt - e o, s NN g
Table contents. et $0.00
Total Qutstanding
Completed
Payments
P Number Contract No
A v H_ 3w
Invoice Period: 202304
Reports
Dispute
Dashboard
.................................................. L
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Instructions Visuals
7. Inthis example, there are two - Receipt Information for 3
received invoice line items and one
; : ; Pay an Invoice $4,919.10 $3,115.56 $0.00 $1,803.54
pend I ng Ilne Item . Total Owed Total Received o Total Deferred Total Pending e
Pending
Payments $0.00
Total Outstanding
Completed
Payments
P Number Contract No
Invoice Period: 202304
Reports
. Show 10 V¥ entries BEE
Dispute
Dashboard P Number % Invoiced Amount Payment Date Status €) EFT ID
_5 s1.80202 € 10/28/2024 Received ) CG23041_6H__3
_ 3 © sis0se © rencing CG23041_3H__3
_3 5131354 Q) 10/30/2024 Received ) CG23041_3H__3
Showing 1 to 3 of 3 entries First Previous \j Next Last
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Instructions Visuals
8. Review the Status column’s
. . . Deferred: Payer has determined that
Information icon to view the the amount owed is below their bank’s
statuses that may be visible in the ACH minimurms.
ReceiQtS Table. Failed: Debiting of the Payer's account
. . or crediting of your account was
To review the statuses and their unsuccessiul.
definitions, refer to Table 6:
R - tS Qutstanding: Payer has not yet initiated
ECel ) payment.

Pending: Payer has initiated payment.
The debiting process, holding period
and crediting process still remain.

Received: Funds should now be
available in your account.

| Status (@]

You have now completed reviewing Quarterly invoice line item receipts.
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Reports for Sponsors

The Reports page in the CGDP module allows sponsors to view and select Invoice, Data, and
Tracking reports based on Contract Numbers assigned to their User 1D for both Quarterly and
BY Closeout Invoice Reports.

The following instructions will demonstrate how to review and download reports available on
the Reports page:

Invoice

Data

Tracking

Manufacturer 1099 Information (covered in a separate instruction)

The Invoice and Data reports are provided in their original file format on the MPP available to
download as a text file. Refer to the Manufacturer Quarterly Invoice Reports Layouts topic on
the TPAdministrator.com website for assistance with reading and understanding the format.
The Tracking reports layouts are located under the_Manufacturer Benefit Year (BY Closeout
Invoice Report Layouts) topic on the TPAdministrator.com website.

The Reports page is available for both Third Party Administrator (TPA) Contact and Discount
Program Payment Contact roles.
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@s TPAdministrator.com  ContactUs My Profile  Log Out

...... Logged in as USERID

Overview Coverage Gap Discount

Coverage Gap Discount Program: Reports ©

Important Dates (Quarter 202402)

Home
Pay an Invoice 08/31/2024 12/31/2024 10/31/2024 12/30/2024
Invoice Distribution Invoice Payment Deadline Dispute Submission Deadline Dispute Disposition Distribution
Pending
Payments
Reporting Type Contract Number Reporting Period Invaice Type
Completed Manufacturer 1099 Information
Payments Invoice v Al v oAl v oAl v
Receipts BEE
Show 10+ entries i -
Invoice Type 4 Contract Number Reporting Period Date Loaded Download
Dispute BY Closeout H_1 2022 08/29/2022 B
Dashboard
BY Closeout H2 2022 04/26/2022 B
Quarterly 2 202301 0472772023 B
Quarterly 2 202203 10/25/2022 B
Quarterly o1 202204 01/26/2023 B
Quarterly Ho 2 202204 01/26/2023 B
Quarterly Ho2 202202 08/29/2022 B
Quarterly Ho 2 202302 11/06/2023 ®
Quarterly M2 202304 03/13/2024 B
Quarterly H_1 202304 1141172024 B
Showing 1 to 10 of 15 entries First  Previous | 1 | 2 Next Last

Disclaimer Privacy Policy ~ Get Adobe Reader Terms of Use

%O PALMETTO GBA

For detailed information about the fields on the Reports page, refer to Table 7: Reports in the
Appendix.
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To access the MPP, click on the TPAdministrator.com and click on the MPP Login.

If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User
Guide” found on the CGDP User Guides page to access the guide.

Instructions Visuals

1. After successfully logging in with
your user 1D, password and system Logged inas USERID

authentcation (MFA)
authentication (MFA) token, the overass bep piseont

MPP Overview page will appear
showing all program modules Manufacturer Payment Portal
assigned to your user ID as cards on
the page.

TPAdministrator.com Contact Us My Profile Log Out

Coverage Gap Discount

Select the “Coverage Gap Discount” Report(s) Available.
card’s View Reports button to access , ‘
CGDP and open the Home page. |, ,\

Disclaimer  Privacy Policy ~Get Adobe Reader Terms of Use

YO PALMETTO GBA
@
\’ CELERIAN GROUP COMPANY
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Instructions

2. The Home page will be displayed.

TPAdministrator.com Contact Us My Profile Log Out
Logaed in as USERID

Coverage Gap Discount Program: Home @

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

Invoice Type Contract No Reporting Period Status
All v Al v 202402 v Al v

Pay an Invoice

Pendmg Show 10 + entries h k; kv
Payments Invoice Type Contract Number Reporting Period status @ Select
Completed Quarterly —3 202402 Successful
Payments

Quarterly 2 202402 Successful
Receipts Showing 1 to 2 of 2 entries Fist  Previous D Next  Last
Reports
Dispute Reporting Periods with no invoice line items
Dashboard
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Instructions Visuals
3' SeIeCt the Reports Ilnk to VIeW the TPAdministrator.com Contact Us My Profile Log Out
Reports page and the report types Logged in as USERID
available to view for the selected Overview
reporting period. .
Coverage Gap Discount Program: Reports @
Home Important Dates (Quarter 202402)
Pay an Invoice 08/31/2024 12/31/2024 10/31/2024 12/30/2024
Invoice Distribution Invoice Payment Deadline Dispute Submission Deadline Dispute Disposition Distribution
Pending
Payments
Reporting Type Contract Number Reporting Period Invoice Type
E:y’?npe‘i:d Invoice v All v Al v oAl o Manufacturer 1099 Information
Receipts Show 10 v entries ﬁ ﬁ; Esv
Inveoice Type 4 Contract Number Reporting Period Date Loaded Downlead
Dispute BY Closeout H__1 2022 08/29/2022 B
Dashboard
BY Closeout H_2 2022 04/26/2022 [:\,
Quarterly H_2 202301 04/27/2023 &
Quarterly H_2 202203 10/25/2022 B
Quarterly H__1 202204 01/26/2023 &
Quarterly H_ 2 202204 01/26/2023 [:\,
Quarterly H_2 202202 08/29/2022 &
Quarterly H 2 202302 11/06/2023 &
Quarterly H_2 202304 03/13/2024 (B3
Quarterly H__1 202304 11/11/2024 [:\,
Showing 1 to 10 of 15 entries First Previous E 2 Next Last
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Instructions Visuals
4. On the Reports page the Reporting
Type filter field defaults to Invoice Home Important Dates (Quarter 202402)
113 9 P Invoi 08/31/2024 12/31/2024 10/31/2024 12/30/2024
a‘nd all Other ﬁlters default tO All . Ay an nvoiee Invoice Distribution Invoice Payment Deadline Dispute Submission Deadline Dispute Disposition Distribution
Pending
Payments
Reporting Type Contract Number Reporting Period Invoice Type
Eomp\eied Al v Al v Al v Manufacturer 1099 Information
ayments
Receipts
Dispute
Dashboard
5. To export the data that you see in
Home Important Dates (Quarter 202402)
the table, select one of the three
B f 08/31/2024 12/31/2024 10/31/2024 12/30/2024
. P |
ICOnS . EXCEI y P D F, Or CSV ayan fnvoice Invoice Distribution Invoice Payment Deadline Dispute Submission Deadline Dispute Disposition Distribution
i W - Pending
h F F Payments
POF CEY .
Reporting Type Contract Number Reporting Period Invoice Type
Ig::yr:]npe‘izd Invoice v All v oAl v Al v Manufacturer 1099 Information
Receipts Show 10 v entries
Invoice Type #  Contract Number Reporting Period Date Loaded Download
Dispute BY Closeout M1 2022 08/29/2022 B
Dashboard
BY Closeout Ho 2 2022 04/26/2022 B
Quarterly H_ 2 202301 04/27/2023 B
Quarterly H_2 202203 10/25/2022 a
Quarterly H__1 202204 01/26/2023 e
Quarterly H 2 202204 01/26/2023 e
Quarterly H_2 202202 08/29/2022 e
Quarterly H 2 202302 11/06/2023 e
Quarterly H_2 202304 03/13/2024 e
Quarterly H__1 202304 11/11/2024 e
Showing 1 to 10 of 15 entries First Previous m 2 Next Last
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Instructions Visuals
Example of an exported Excel file CEDP-Reports- mvaice-121 12 xlsy
I’epOI’t. e [l MVaICe- 12| 125 X ISK
File Home Insert Page Layout Formulas Data Reviey
[ B AutoSave B E-X 90 ¢ x [@ .
A . B . C D E

1 Invoice Type Contract Number Reporting Period Date Loaded

2 BYCloseout [H__ 1 2022 8/29/2022

3 BY Closeout |H__ 2 2022 4/26/2022

4 Quarterly H_ 2 202301 4/27/2023

5 Quarterly H__ 2 202203 10/25/2022

6 Quarterly H__ 1 202204 1/26/2023

7 Quarterly H_ 2 202204 1/26/2023

8 Quarterly H__ 2 202202 8/29/2022

9 Quarterly H__ 2 202302 11/6/2023

10 Quarterly H__ 2 202304 3/13/2024

11 Quarterly H_ 1 202304 11/11/2024

12 Quarterly H__ 1 202204 1/26/2023

13 Quarterly H__ 1 202202 8/29/2022

14 Quarterly H_ 1 202302 11/6/2023

15 Quarterly H__1 202304 3/13/2024

16 Quarterly H_ 1 202202 11/11/2022

17

CGDP-Reports-Invoice_12112024 |
.................................................. L
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Instructions Visuals

Example of an exported .pdf file report.

CGDP Reports Page

CGDP Reports Invoice Data

Invoice Type Contract Number Reporting Period Date Loaded

BY Closeout 1 2022 8/29/2022
BY Closeout 2 2022 4/26/2022
Quarterly 2 202301 4/27/2023
Quarterly 2 202203 10/25/2022
Quarterly 1 202204 1/26/2023
Quarterly 2 202204 1/26/2023
Quarterly 2 202202 8/29/2022
Quarterly 2 202302 11/6/2023
Quarterly 2 202304 3/13/2024
Quarterly 1 202304 11/11/2024
Quarterly 1 202204 1/26/2023
Quarterly 1 202202 8/29/2022
Quarterly £l 202302 11/6/2023
Quarterly 1 202304 3/13/2024
Quarterly 1 202202 11/11/2022
Page 1 of 1
MPP
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Instructions Visuals
Example of an exported .csv file report. CGDP-Reports-Invoice-12112024.csy
. File Home Insert Page Layout Formulas Data Review
Note: When using the Export feature,
all line items for the selected Reporting [N B AutoSave (= Y D) G- x @ X f
Type will be displayed on the report.
A , B C D E
1 | Invoice Type Contract Number Reporting Period Date Loaded
2 | BY Closeout 1 2022 8/29/2022
3 BY Closeout 2 2022 4/26/2022
4 |Quarterly 2 202301 4/27/2023
5 Quarterly 2 202203 10/25/2022
6 Quarterly 1 202204 1/26/2023
7 |Quarterly 2 202204 1/26/2023
8 |Quarterly 2 202202 8/20/2022
9 Quarterly 2 202302 11/6/2023
10 |Quarterly 2 202304 3/13/2024
11 Quarterly 1 202304 11/11/2024
12 Quarterly 1 202204 1/26/2023
13 | Quarterly 1 202202 8/29/2022
14 | Quarterly 1 202302 11/6/2023
15 | Quarterly 1 202304 3/13/2024
16 Quarterly 1 202202 11/11/2022
17
: CGDP-Reports-Invoice_12112024
6. You can also apply additional filters
to narrow down your search.
For example, you can filter by the
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Instructions Visuals
Invoice Type such as Quarterly or Home Important Dates (Quarter 202402)
w' Pay an Invoice 08/31/2024 12/31/2024 10/31/2024 12/30/2024
Invoice Distribution Invoice Payment Deadline Dispute Submission Deadline Dispute Disposition Distribution

Pending
Payments
Completed “ontract Number Reporting Period
Paympents All v Al > Manufacturer 1099 Information
Receipts [ - Esu

Show 10 v entries

Invoice Type +  Contract Number Reporting Period Date Loaded Download
Dispute Quarterly Ho2 202301 04/27/2023 (2
Dashboard
Quarterly H_2 202203 10/25/2022 &
Quarterly H__1 202204 01/26/2023 &
Quarterly H 2 202204 01/26/2023 (&Y
Quarterly H__2 202202 08/29/2022 &
Quarterly H_2 202302 11/06/2023 &
Quarterly H__2 202304 03/13/2024 &
Quarterly H__1 202304 11/11/2024 &Y
Quarterly H_ 2 202204 01/26/2023 B
Quarterly Ho_ 1 202202 08/29/2022 &
Showing 1 to 10 of 13 entries First Previous \I’ 2 Next Last
———
Home Important Dates (Quarter 202402)
Pay an Invoice 08/31/2024 12/31/2024 10/31/2024 12/30/2024
Invoice Distribution Invoice Payment Deadline Dispute Submission Deadline Dispute Disposition Distribution
Pending
Payments

Reporting Type| Contract Number Reporting Perio

Completed .
i Manufacturer 1099 Information
Payments v Al v oAl M Manufacturer 1099 Information

Receipt . o
ecelpts Show 10 v entries h h; ksv
Invoice Type 4" Contract Number Reporting Period Date Loaded Download
Dispute BY Closeout M1 2022 08/29/2022 Y
Dashboard
BY Closeout H_2 2022 04/26/2022 B
Showing 1to 2 of 2 entries First Previous m Next Last
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Instructions Visuals

7. To download the entire selected

report, click on the blue icon in
the Download column.

Download column icon s used to

download a report from the data

table for a selected row. Available

When you hover over the blue icon download format options: .bxt
, @ message displays:

“Download column icon is used to @
download a report from the data table
for a selected row. Available download

format options: (report options of .txt
and/or .csv displayed.)

8. On the Download Report popup, select
the desired format from the Download Report X
available options.
p Download Report X |E]Te:{t File
¢ |nvoice and Tracking download
options: .txt @m File [x]csv
e Data and 1099 Information

download options: .txt and .csv

9. To choose a different Reporting

T q load he R . Reporting g Contract Number Reporting Pericd Invoice Type
ype to download, use the Reporting -

: - Dat All v Al v Al v
Type filter and select the desired -

type, such as Data or Tracking. Invoice

Tracking
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Instructions Visuals

10. To choose a different Invoice Type
for download, use the Invoice Type
filter and select the desired type, Invoice v All v Al v [ All v ]
such as Quarterly or BY Closeout.

Reporting Type Contract Number Reporting Period Invoice Type

All
Quarterly
BY Closeout

11. If no reports are available to
download, the Reports Table will
display a message:

Show 10 v entries !i ﬁs 'cisu

A

Invoice Type Contract Number Reporting Period Date Loaded Download

There are no more invoice report data.

“There are no more anOICe I‘epOI‘t Showing 0 to 0 of 0 entries First Previous Next Last
data.”

12. Sponsors can access the
Manufacturer 1099 Information
Reports to assist with 1099
reporting for payments made to
sponsors. Both the Third Party
Administrator (TPA) Contact and
Discount Program Payment
Contact roles have access to
download this report.

Reporting Type Contract Number Reporting Period Invoice Type
Invoice v All v Al v Al v Manufacturer 1099 Information
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Instructions Visuals

13. Choose the desired file format from
the available options in the
Download Report popup. Download Report

Example of the Manufacturer 1099 FRpSE— x D
Information report in .txt format: -
P Number;Deug Menufacturer Name;IRS NamesIRS Street Address 1;IRS Street Address 2;IRS City;IBS State;IBS Zir;Revised Datesfor Future Use; |

Example of the Manufacturer 1099 e e

Ne AmsmCD B E-Z920 x@ymOox =

Information report in .csv format: a— _ ‘ - E —

1 Contract Number Contract Name. 175 Name 5 Street Address 1 RS Sireet Address 2
=
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Instructions Visuals

14. Save your downloaded report to a

: . . 30
desired location on your computer. R O Q RX

@l What do you want to do with _1099_report.csv?

Open Save as '

You have now learned about how to export and download reports on the Reports page.
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Dispute Dashboard for Sponsors

The Dispute Dashboard functionality allows sponsors participating in the CGDP to download
and review the Dispute Resolution reports for prescription drug event (PDE) line items disputed
by program-participating manufacturers and upheld by CMS. The Dispute Dashboard contains
dispute determination files for both the current period and prior period’s dispute reports.

Manufacturers are required to pay all PDE line items by the Invoice Payment Deadline,
even if it is disputed. The Invoice Payment Deadline is the 38" calendar day after receipt,
as specified in the Medicare Part D Coverage Gap Discount Program (CGDP) and
Manufacturer Discount Program (MDP) Calendar on the TPAdministrator.com website.

A Part D Sponsor who initially submits a PDE that has been disputed and upheld by CMS has 90
days after the Dispute Resolution Report is distributed to submit a corrected PDE to CMS. The
distribution date is listed as the CGDP Calendar’s “Dispute Resolution Deadline”. The Dispute
Resolution report in the Dispute Dashboard contains a listing of all Disputes that passed initial and
final dispute edits and obtained decisions of Upheld or Denied from CMS.

(MS TPAdministrator.com Contact Us My Profile Log Out
m—n—"—— Logged in as USERID
Overview Coverage Gap Discount

Coverage Gap Discount Program: Dispute Dashboard e

Important Dates (Quarter 202403)

Home
Pay an Invoice 10/31/2024 12/09/2024 12/31/2024 03/01/2025
Invoice Distribution Invoice Payment Deadline Dispute Submission Deadline Dispute Disposition Distribution
Pending
Payments
~ Contract Number Reporting Period
Completed Invoice Type: Quarterly
Payments e ‘ v Al ™
Receipts . m .
Show 10  entries h h; 'c?u
Reports
R ti Numb Numb
Resolution File 4  Download Download Date ep.or ng Contract Number umber [i] un‘.| = [i] Total
. Period Upheld Denied
Dispute
Dashboard
Dispute_resolution_R20241125 |:=": 202304 E_4 10 4 14
Showing 1 to 1 of 1 entries First Previous E Next Last

The following instructions will guide you on how to access and review the Dispute Dashboard
page and the resolution reports available for download and review.

For detailed information about the fields on the Dispute Dashboard, refer to Table 8: Dispute
Dashboard in the Appendix.
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To access the MPP, click on the TPAdministrator.com and click on the MPP Login.

If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User
Guide” found on the CGDP User Guides page to access the guide.

Instructions

Visuals

1. After successfully logging in with
your user ID, password and system
generated multi-factor
authentication (MFA) token, the
MPP Overview page will appear
showing all program modules
assigned to your user ID as cards on
the page.

Select the “Coverage Gap Discount”
card’s View Reports button to access
CGDP and open the Home page.

TPAdministrator.com Contact Us My Profile Log Out

(7 Logged in as USERID

Manufacturer Payment Portal

Coverage Gap Discount

Report(s) Available.

| [Vewrepors] |

Disclaimer  Privacy Policy ~ Get Adobe Reader  Terms of Use

XO PALMETTO GBA
\Vg
\/ CELERIAN GROUP COMPANY
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Instructions Visuals

2. The Home page will be displayed.

TPAdministrator.com Contact Us My Profile Log Out
Loaaed in as USER ID

Overview Coverage Gap Discount

Coverage Gap Discount Program: Home ©

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.

Invoice Type ContractNo Reporting Period Status
-W All v Al v 202402 v Al M

Pay an Invoice
Show 10 entries A

Pending
Payments Invoice Type Contract Number Reporting Period Status @ Select
Completed Quarterly 5 202402 Successful
Payments

Quarterly 2 202402 Successful
Receipts Showing 1 to 2 of 2 entries Firt  Previous E Next  Last
Reports

Dispute Reporting Periods with no invoice line items
Dashboard

3. Click on the Dispute Dashboard
link in the left navigation menu to Ireme I LTI B = R

view and download available encing ol o BE R
dispute return and resolution reports. reyments Stus @ select

Invoice Type Contract Number Reporting Period
Completed
Payments Quarterly -5 202304 Successful
Receipts Quarterly _2 202304 Incomplete
Reports Showing 1 to 2 of 2 entries First Previous D Next Last

spute
Dashboar
Reporting Periods with no invoice line items
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Instructions

Visuals

4. Click on the Resolution Files tab to
review dispute files that have been
reviewed by CMS.

Overview

Coverage Gap Discount

Important Dates (Quarter 202403)

Home

Coverage Gap Discount Program: Dispute Dashboard e

Contact Us My Profile

Logged in =5 USER ID

TPAdministrator.com Log Out

Pay an Invoice 10/31/2024 12/09/2024 12/31/2024 03/01/2025
Pendi Invoice Distribution Invoice Payment Deadline Dispute Submission Deadline Dispute Disposition Distribution
Payme#ts
Contract Number Reporting Period
:;“l’e‘::" Invoice Type: Quarterly v AT‘ ’ v
e Showr 10 v entres BEE
repere Resolution File 4 Download DownloadDate  "POTMI oo vactNumber  UMPer Number o Total
| Dispute Period Upheld Denied
Dashboard Dispute_resolution_R20241_5 & 202304 E_4 10 4 14
Showing 1to 1 of 1 entries First Previous Next Last
5. Review the data on the Resolution
Files Table to verify that your
submitted dispute file’s return report == = °
R . file  Home Insert  Pagelayout  Formulas  Data  Review  View  Automate  Help | @ comments | [ % share |
is displayed. Do @ BB E- T 9 O x B & GO x -
- . - A B C D E F G H 1 J
To export what is listed in the table, 5 fonile Toownioad Date ReportingPeriod  ContractNumbar  Number Upheld  Number Denied  Total ﬂ
I t fth th t - ; Dispute_resolution_R2024 12/31/2024 @ 02:34 PM 202304 E 10 4 14
selectone o . € tnree export Icons :
to download in Excel, PDF or CSV. : ]
Sheet1 (@) Kl |
s i L Ready Scrolllock 1% Accessibility: Good to go & Display Settings ] M -————+ 100%
G E R
Example of the Excel download for the
Resolution Files_Table content.
................................................................................................................................................................................................................................................................................. UserGUIde
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Instructions Visuals

Example of the .pfd download for the
Resolution Files Table content.

CGDP Disputes Resolution Page

CGDP Disputes Resolution Data

Resolution File Download Reporting Contract Number Number Total
Date Period Number Upheld Denied
Dispute_resolution_R20241125 | 12/31/2024 | 202304 E3014 10 4 14
@ 02:34 PM
Page 1 of 1
MPP
Examp|e of the .CSV download for the SPN-Dispuites-Resolutions- 12312024.csv IO Mseh = - O
- - Flle ~ Home  Insert  Pagelayout  Formulas  Data  Review  View  Automate  Help | © comments | [ & share |
Resolution Files Table content. R -
A | ] | © | D | E | F e | H J K L M N
17Resolutmn File Download Date REpDI‘tingPEribd Contract Number Numberupheld Number Denied Total H
27Disputeiresalutinn7R20241125 12]31]2024@02:34 PM 202304 E3014 10 4 14
i,
5] g
SPN-Disputes-Resolutions-123120 @ [«I | [
Ready Scrolllock T Accessibility: Unavailable & Display Settings H M -—a—+ 10m%
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Instructions Visuals
6. Click the Download icon next to the
report you want to download into a rome Important Dates (Quarter 202403)
H H™H H Pay an Invoice
text file for additional review. N e en e e nosine oo oo bt
Paymerfts
g;;:f;::id Ivoice Type: Qurtery Contract F\um\h’E\ Qijlunmg Per\\’ad
Recelpts Show 10 entries EF 'c-;v
eperts ion File 4  Download Download Date :::::ing Contract Number :::::r [i] :::i\::r [i] Total
Dispute
| Dashboard Dispute._resolution R20241_5 |E| 202304 E_4 10 4 14
Showing 11to 1 of 1 entries First Previous \j Next Last
7. Save the downloaded report to a -
desired location on your computer. Downloads B Qa - R X

Note: Your download message may
appear different than the examp|e What do you want to do with E_4_ECE3:1¢_diE|:LI... :}{:
displayed here. Follow your on-
screen instructions for downloading
your reports.

Open Save as V
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Instructions

Visuals

8. Open the downloaded text file.

You can refer to the “Dispute
Resolution File [Effective
1/1/2025]” on the
TPAdministrator.com under the
“Coverage Gap Discount Program”
page, in the “Disputes” subtopic, for
assistance with reading this .txt
format.

Coverage Gap
Discount Program

Benefit Year (BY) Closeout
Invoice Layouts

Calendar
[m
EFT Information
FAQs
Listservs
Onboarding
Quarterly Invoice Layouts
References
User Guides
Webinars

CGDP Reconciliation

stiod 03/19/2024

‘This page provides for both P
Discount Program (CGDP) and disputes.

and Part D Plan Sponsors related to the Coverage Gap

These reports are available for review and download in the CGDP module in the Manufacturer Payment Portal after submission of a
dispute has occurred.

Manufacturers can create disputes within 60 days of the Quarterly Invoice Receipt Date using the CGDP module's Dispute Builder or
they can electronically submit any disputes created manually using the Manufacturer Dispute Submission File format provided by
the TPA.

Once the Dispute Submission deadline has passed and a dispute has been upheld, the Part D Plan Sponsor that submitted the
successfully disputed Prescription Drug Event (PDE) has 9o days upon discovery (the date the Dispute Disposition Report is received)
to submit a corrected PDE to CMS.

For more information on how to submit a dispute please refer to the CGDP MPP Manufacturer User Guide and the CGDP MPP
Sponsor User Guide.

Dispute File Names and D tions

Name of DISPU(E | pescription of Dispute File

Contract Dispute

Disposition Report Report for Sponsors detailing the number of CMS reviewed upheld or denied records for a dispute file.

Dispute Resolution Report for Manufacturers detailing the number of records within a dispute file that were either
File upheld or denied after CMS review.

Report for Manufacturers detailing the number of accepted or rejected records after validation in a

Dispute Return File
P dispute file submitted for CMS review.

Report for Manufacturers detailing itemized line items submitted in a dispute for an applicable P
Number. This report also details any line items that were marked invalid or failed, based on required
information for correlating dispute codes

Dispute Submission
File

Coverage Gap Discount Program Appeals Portal

Clear

919/2024  CGDP Contract Dispute File [Effective 1/1/2025]

Dispute Resolution Report File [Effective 1/1/202:

Dispute Return File [Effective 1/1/2025]

Dispute Submission File [Effective 1/1/2¢

vza/2015  Dispute Edits [Effective 2/8/2015)

Dispute Reasons [Effective

15

3na/zo2  Manufacturer Dispute Submission and Attachment Overview
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Summary
This CGDP MPP Sponsor User Guide introduced you to the module’s features.

The primary function of the CGDP module is to provide a central repository for CGDP-qualified
PDE invoices to be distributed and paid by CGDP participating sponsors with the ability to
initiate bank to bank ACH transfers, like the way online banking customers pay monthly bills.

You have learned that the module houses invoices for Quarterly and BY Closeout invoices and
has two different roles for users to access distributed invoices and reports: The Discount
Program Payment Contact role and the Third Party Administrator (TPA) Contact role.

This user guide also introduced the following functionality available to authorized sponsor users:

e The Pay an Invoice page provides payment capabilities to allow the selection of one,
some, or all the invoices distributed for payment processing. Invoice payments can be
scheduled (future dated) and stop payments can be processed if certain criteria are
met. Payments may also be available for deferment if the Total Available invoice
amount due is less than the systems deferred allowable amount of $20.00 USD.

Please Note:

The TPA recommends that invoices are paid prior to the payment due date, not on
the due date. Initiating payment prior to the due date will allow for error-free
processing of module-initiated ACH payments.

Payments that error out on the due date are not considered as initiated and will
require special handling between the sponsor, the manufacturer and the TPA.

e The Pending Payments page provides stop payment functionality to stop payment
processing on initiated invoices, prior to the payment process beginning each evening
around 9:00 PM ET.

e The Completed Payment page provides status information of previously initiated
payments that have completed the nightly status update process.

e Receipts: The Receipts page lists invoiced line items due to be paid to sponsors by
manufacturers. It shows the amounts, payment status, and originating manufacturer, so
you can verify when funds post to your bank account.

e Reports: The CGDP module provides reporting period data in both invoice and flat file
formats. Reports are distributed on the “Quarterly Invoice Receipt Date” as defined in the
Medicare Part D Coverage Gap Discount Program (CGDP) and Manufacturer
Discount Program (MDP) Calendar. The guide covers four types of reports: Invoice,
Data, Tracking, and Manufacturer 1099 Information, available for review and retrieval.

e Dispute Dashboard: The Dispute Dashboard lists resolution reports containing CMS-
upheld disputes.

Please Note:
Report formats are available under the Disputes page on the TPAdministrator.com
website to help read the text file formats of the Resolution Dispute file.
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Finally, you discovered that all payments should be completed in the module on or before the
payment date listed in the Payments Due field, as listed on the Pay an Invoice page and as noted
in the “Invoice Paid By 38" Calendar Day After Receipt” date as defined in the Medicare Part D
Coverage Gap Discount Program (CGDP) and Manufacturer Discount Program (MDP)

Calendar.
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References
Appendix A: Acronym L.ist
Acronym Description
ACH Automated Clearing House
BY Closeout | Benefit Year Closeout
CGDP Coverage Gap Discount Program
CMP Civil Money Penalty
CMS Centers for Medicare & Medicaid Services
DC Document Cloud
EFT Electronic Funds Transfer
EFT ID Electronic Funds Transfer Identification
ET Eastern Time Zone
HPMS Health Plan Management System
ID Identifier or Identification
IRA Inflationary Reduction Act of 2022
IRS Internal Revenue Service
MFA Multi-factor Authentication
MPP Manufacturer Payment Portal application
Nacha National Automated Clearing House Association
PIN Personal Identification Number
PDE Prescription Drug Event
POS Point of Sale
0S Operating System
TLS Transport Security Layer
TPA Third Party Administrators
uUSsD United States Dollar
YYYYQQ 4-digit calendar year and 2-digit quarter (01, 02, 03, 04) (ex: 202401)
YYQQ Reporting Period designator in the EFT ID.
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Appendix B: Error Message Descriptions
Payment Reporting Error Codes — Pay an Invoice Page

Payment Reporting Error Codes Code Description

RO1 Insufficient Funds

R02 Account Closed

R0O3 Unable to Locate Account

R04 Invalid Account Number

R05 Unauthorized Corporate Debit
R0O6 Returned per ODFI’s Request
R0O7 Authorization Revoked by Customer
R08 Payment Stopped

R09 Uncollected Funds

R10 Customer Advises Not Authorized
R11 Check Truncation Entry Return
R12 Branch Sold to Another DFI

R13 RDFI Not Qualified for ACH

R14 Payee Deceased

R15 Beneficiary Deceased

R16 Account Frozen

R17 File Record Field Errors RDFI
R20 Non-Transaction Account

R23 Credit Entry Refused by Receiver
R24 Duplicate Entry

R29 Debit Block

R31 Permissible Return Entry

R33 Return of XCK Entry

R37 Source Document Previously Paid
R38 Source Document Stop Paid

R39 Improper Source Document

R50 State Law Affecting RCK Acceptance
R51 Ineligible Item

R52 Stop Payment ADJ

R53 Check and ACH Presented

R61 Misrouted Return

R67 Duplicate Return

R68 Untimely Return

R69 Transaction Field Error

R70 Permissible Return Entry Declined
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Glossary

Term Definition

Authorization Displays the amount authorized for payment processing, including

Amount amounts located in the Invoice Amount and Previous Deferred
Amount fields.

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

Contact Us Provides contact information for requesting assistance from the TPA
Operations team.

Contract Pending contract number assigned by CMS which allows

Number participation in the Coverage Gap Discount Program.

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 Displays the invoice distribution date. This date corresponds to the

Loaded end of month after the reporting period closing. Date format is
DD/MM/YYYY.

Date Displays the calendar date, in MM/DD/YYYY format, the invoice

Submitted line item was processed for payment initiation.

Defer Provides a check box available for selection when the Invoiced
Amount or the combination of the Invoiced Amount and the Previous
Deferred Amount total less than the system-defaulted allowable
amount ($20.00 USD). Invoice line items can only be deferred if the
manufacturer or sponsor banking ACH process prevents payment of
invoice line items that fall below the minimum ACH processing
amount.

Deferred Status designation of an invoice that represents that invoice amount is
less than the system-defaulted allowable amount ($20.00 USD)
minimum. Invoice line items can only be deferred if the manufacturer
or sponsor banking ACH process prevents payment of invoice line
items that fall below their bank’s minimum ACH processing amount.

Dispute Report type that provides the ability to enter dispute requests and
review the status of entered requests.

Dispute Field that displays the date Dispute disposition reports are due to be

Disposition loaded to the module.

Distribution Dispute Disposition Distribution date, also listed as the “Dispute
Resolution Deadline” column, is located on the Medicare Part D
Coverage Gap Discount Program (CGDP) and Manufacturer Discount
Program (MDP) Calendar on the TPAdministrator.com website.

Dispute Field that displays the date Dispute submissions are due to be entered

Submission in the module.

Deadline Dispute Submission Deadline date is located in the Medicare Part D
Coverage Gap Discount Program (CGDP) and Manufacturer
Discount Program (MDP) Calendar on the TPAdministrator.com
website.

Download Displays a radio button to allow downloading of distributed invoice
summary information loaded to the system.
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Term

Definition

EFTID

Displays EFT identifying information in the specified format of CG
for Coverage Gap; YYQQ for the reporting period; 9999 for the P
number and Z9999 for the contract number. Example:
CG1403999929999.

Failed (Status)

Status designation of an invoice that represents that one or more
items have an unsuccessful payment attempt.

Failed (Code)

Provides an informational message when an invoice line item does
not successfully process payments to manufacturers or sponsors.

Incomplete Status designation of an invoice that represents that one or more
items have not been paid.

Initiate Provides a check box to allow the payment process to begin for an

Payment individual invoice line item.

Invoice Report type that displays the summary information of distributed
invoices and provides the ability to download files for review.

Invoice Field that displays the date distributed invoices were posted to the

Distribution module.
The Invoice Distribution date, also known as the Medicare Part D
Coverage Gap Discount Program (CGDP) and Manufacturer
Discount Program (MDP) Calendar “Quarterly Invoice Distribution”,
is located on the TPAdministrator.com website.

Invoice Field that displays the final due date all invoice line items are to be

Payment Deadline

processed for payment.

The Invoice Paid By date, also known as the Medicare Part D
Coverage Gap Discount Program (CGDP) and Manufacturer
Discount Program (MDP) Calendar “Invoice Paid By 38" Calendar
Day After Receipt” is located on the TPAdministrator.com website.

Invoiced Displays the invoice line item amounts due to either the

Amount Manufacturer or Sponsor.

Invoiced Region of the active tab that provides the reporting period of the

Reporting invoice line items displayed.

Period

Last Displays the last date and time distributed invoice summary data was

Download retrieved from the MPP. Date format is MM/DD/YYYY. Time format
is HH:MM AM/PM.

Logout Provides one-click access for logging out of the system.

Manufacturer Any entity which is engaged in the production, preparation,

propagation, compounding, conversion or processing of prescription
drug products, either directly or indirectly, by extraction from
substances of natural origin, or independently by means of chemical
synthesis or by a combination of extraction and chemical synthesis.
Such term does not include a wholesale distributor of drugs, or a retail
pharmacy licensed under State law, but includes entities otherwise
engaged in repackaging or changing the container, wrapper, or
labeling of any applicable drug product in furtherance of the
distribution of the applicable drug from the original place of
manufacture to the person who makes the final delivery or sale to the
ultimate consumer or user. From 42 CFR § 423.2305.
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Term

Definition

My Profile

Provides ability to enter and review business contact information for
manufacturers or sponsors.

Outstanding

Status designation of an invoice that represents no payment activity
has taken place.

P Number Unigue number assigned to the manufacturer by CMS.

Payment Displays current date of a generated invoice line item payment in
Date MM/DD/YYYY format.

Payments Region of the active tab that provides the final date invoice line item
Due payment initiations due to complete initiation.

Payment/Failed
Date

Displays the date a specific invoice line item payment initiation
successfully processed or where payment initiation failed the payment
initiation process.

Pending

Status designation of an invoice that represents that all line items have
been initiated successfully.

Previous Deferred
Amount

Displays amounts that qualified for deferment from the prior reporting
period(s).

Received Status designation of an invoice that represents payment is in the
applicable bank account.

Reporting Quarter and Calendar year, in YYYYQQ format, prescription drug

Period event data distributed to manufacturers or sponsors.
BY Closeout reimbursement period, in YYYYY format, for quarter 17
upheld disputes not offset in prior quarter invoice distributions.

Sponsor A Part D Plan (PDP) Sponsor, Medicare Advantage (MA)
organization offering a MA-prescription drug (PD) plan, a Program of
All-Inclusive Care for the Elderly (PACE) organization offering a
PACE plan including qualified prescription drug coverage, and a cost
plan offering qualified prescription drug coverage. From42 CFR §
423.4

Status The current designation of an invoice line item within the system.

Stop Provides a check box with the ability to stop payment processing prior

Payment to actual payment for future dated payments.

Successful Status designation of an invoice that represents that all line items have
been paid successfully.

Total Displays the total dollar amount of remaining invoice line items

Available requiring payment.

Total Displays the total dollar amount of deferred invoice line items to the

Deferred subsequent reporting period.

Total Displays the total dollar amount of invoice line items selected for

Failed payment that contained errors and did not complete the payment
process for the reporting period.

Total Displays the total dollar amount of invoice line items that require

Invoiced payment for the reporting period.

Total Outstanding

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

Total Owed For sponsors: Displays the total dollar amount of invoice line items
due from manufacturers.
T T
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Term Definition

Total Displays the total dollar amount of invoice line items selected for

Pending payment for the reporting period.

Total For sponsor: Displays the total dollar amount of invoice line items

Received received from manufacturers.

Total Displays the total dollar amount of invoice line items that have

Successful successfully paid and are no longer visible in the Payment Initiation
or Pending Transaction regions of the Payments tab.

User 1D Credential information provided by TPA to Sponsor for access to
system.
User ID is the Parent Organization ID for Sponsor or a randomly
generated User ID.
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Table 1: Common Features on All Pages

For payment functions start by selecting a line item from the list to the left.

Coverage Gap Discount

Coverage Gap Discount Program: Home Y

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.

TPAdministrator.com Contact Us My Profile Log Out

Logged in =s USER 1D

Q PALMETTO GBA
(@]
\/ CELERIAN GROUP COMPANY

2 Invaice Type Contract Number Reporting Period status
I Home
All v All v 202304 v All v
Pay an Invoice
I L N
Payments
Invoice Type Contract Number Reporting Period status €@ Select
Completed
Payments Quarterly 5 202304 Successful
Receipts Quarterly _3 202304 N/A
Reports Showing 1to 2 of 2 entries ?) First Previous \I\ Next Last ‘
Dispute
Dashboard
Reporting Periods with no invoice line items
Disclaimer  Privacy Policy ~ Get Adobe Reader Terms of Use

Number | Feature Description
1. Information Provides informational messages.
Icon
2. Page Is on the left side of the page and highlights the page that is currently
Navigation active. It allows you to select different activities to perform while
accessing the system. It is available on All pages of the MPP.
3. Show Entries Allows selection of the number of entries that are visible in any given
Filter table.
The drop-down defaults to 10 entries per page, but you can also
choose from 25, 50, 100 or All.
This feature is available on all pages in the module.
4. Export Allows you to download information in te formats that are displayed.
5. Pagination Use the pagination controls at the bottom of the page to navigate
through multiple pages of data. Click the the “Next” and “Previous”
buttons to move between pages. This helps you view and manage
large sets of data efficiently.
B T
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Table 2: Home Page

TPAdministrator.com Contact Us My Profile Log Out

Logged in as USERID

Coverage Gap Discount

Coverage Gap Discount Program: Home ©

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.

1) [inveice Type | 2 Jlcontract number] 3 *Regcmrg period| 4 Exsu.s ]
-

Al v All v 202304~ Al v

Pay an Invoice
—— . om .
rending Show 10 “ entries 8 h h; Ew
Payments 5 6 7

Invoice Type | |Cuntra:t Number | |Repor|ing Period | | Status 9) | |Se|ect | 1[)J
Completed
Payments Quarterly _5 202304 Successful
Receipts Quarterly _3 202304 N/A
Reports Showing 1to 2 of 2 entries First Previous E Next Last
Dispute

12

Dashboard 1) >

Reporting Periods with no invoice line items I‘”il

Number | Field Name Description
1 Invoice Filter: | Contains a drop-down function that allows selection of
' Invoice Type “Quarterly” and “BY Closeout” invoice types. Field defaults to
All.

Note: Only one selection can be chosen from the drop-down
menu at a time.

5 Invoice Filter: | Contains a drop-down function that allows selection of Contract
' Contract Numbers associated with your user ID. Field defaults to All.
Number

Based on authorization, access to more than one Contract
Number may be available in the filter drop-down.

3 Invoice Filter: | Provides a list of the past reporting periods for an authorized
' Reporting user can view. Defaults to the current reporting period loaded to
Period the MPP.

Quarterly reporting periods display as (YYYYQQ format) and
benefit year (BY) closeout (YYYY format).
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Number | Field Name Description
4 Invoice Filter: | Contains a drop-down function that displays the available
' Status statuses for you to select from. Filter defaults to All.
Statuses are:
e Available: Invoice is ready for payment initiations.
e Successful: All line items have been paid successfully.
e Failed: One or more items has an unsuccessful payment
attempt.
e Incomplete: One or more items have not been paid.
e Pending: All line items have been initiated successfully.
Invoice Table: . L
5. . Displays the type of invoice either BY Closeout or Quarterly.
Invoice Type Play yp Q y
It can be sorted in ascending or descending order by clicking on
the up and down arrows.
6. Iélvotlce 'tl'able: Displays a specific Contract Number, or all Contract Numbers
ontrac associated with your User ID.
Number
It can be sorted in ascending or descending order by clicking on
the up and down arrows.
7. IRnVO'Cf. Table: Displays the distributed invoice information by reporting period
Pep_o rdlng in YYYYQQ format for quarterly reports and YYYY for BY
erio Closeout reports.
It can be sorted in ascending or descending order by clicking on
the up and down arrows.
8 Invoice Table: | Displays the six statuses that can be assigned to an invoice:
Status e Auvailable: Invoice is ready for payment initiations
e Failed: One or more items have an unsuccessful
payment attempt.
e Incomplete: One or more items have not been paid.
e N/A: No invoice due for payment. Receipt of funds
due from Manufacturer or Sponsor.
e Pending: All line items have been initiated
successfully.
e Successful: All line items have been paid
successfully.
9 Invoice Table: ] o |Q| ] _
- Status A hover over information icon, =¥, provides a popup with the
Information definition of the statuses available to be displayed for each
lcon invoice line item.
Invoice Table: | Populate a radio button for a specific line item to activate the
10. . .
Select Pay an Invoice, Pending Payments, Completed Payments, or
Receipts pages in the Page Navigation on the left of the screen.
S T
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Number | Field Name Description
11 Reporting Provides information when no payable or receivable invoices
' Period with no | are distributed for a specific reporting period. Home page
invoice line displays “No data available in table”.
items section
12 Reporting Select the View button to view the listing for your P Numbers
' Period with no | for the applicable period(s) with no invoice line items.
invoice line
items View
button
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Table 3: Pay an Invoice Page

Total Invoiced

TPAdministrator.com Contact Us My Profile Log Out
Loggsd in =5 USER ID
Coverage Gap Discount
Coverage Gap Discount Program: Pay an Invoice @
Payment Information
Home
$12.20 $0.00 $0.00 $32.20
3 2 3 9
Pending $0.00 $0.00 $20.00
Payments 5J Total Current Deferred GJ Total Previously Deferred TJ
Completed
Payments Invoice Period:{202201 | Payments Duei 06/08/2022 1 ‘H
8) 9) All v -5y
Receipts
Reports Show 10 ~ entries ﬁ ﬁr Ev
3) o) D) DR R
Dispute Invoiced Previous Deferred - Initiate
12J P Number | Payment Dalel | Defer | |Fa||ed | |EFT D | 19J
Dashboard Amount Amount Payment
7 $1.00 $20.00 07/30/2024 = CG2201 3
—8 50.50 $0.00 Invalid Payee Data G220 3
—9 $1.50 $0.00 07/30/2024 CG2201 3
—0 50.50 $0.00 07/30/2024 CG2201 3
— $1.00 $0.00 07/30/2024 CG2201 3
2 §1.10 $0.00 07/30/2024 = CG2201 3
. $1.10 $0.00 07/30/2024 CG2201___ 3
—6 $1.10 $0.00 07/30/2024 CG2201 3
2 $1.10 $0.00 07/30/2024 ] CG2201 3
J— §1.10 $0.00 07/30/2024 cG2201___ 3
Showing 1 to 10 of 12 entries First Previous 2 Next Last
20) Update All Dates: 22 2
| mm/dd/yyyy “ElSe\ect All Invoices m
Disclaimer  Privacy Policy ~Get Adobe Reader  Terms of Use
\/O PALMETTO GBA
Number | Field Name Description
1 Payment Displays total dollar amount of invoice line items that require
Information: payment for the reporting period
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Number | Field Name Description
2 Payment Displays the total dollar amount of invoice line items submitted
' Information: for payment initiation for the reporting period.
Total Pending
3 Payment Displays the total dollar amount of invoice line items, for the
' Information: selected reporting period, that have successfully paid and are
Total Successful | now available on the Completed Payments page and no longer
visible in the Invoice Initiations Table of the Pay an Invoice
page or the Pending Payments page.
4 Payment Displays the total dollar amount of remaining outstanding
' Information: invoice line items requiring payment.
Total Available
5 Payment Displays the total dollar amount of invoice line items selected
' Information: for payment that contained errors and did not complete the
Total Failed payment process for the reporting period.
6 Payment Displays the total dollar amount of deferred invoice line items
' Information: postponed from the current reporting period to the subsequent
Total Current reporting period.
Deferred
v Payment Displays the total dollar amount of previously deferred invoice
' Information: line items postponed from prior reporting periods.
Total
Previously
Deferred
8 Invoice Period | Displays the specified reporting quarter in YYYYQQ format,

' field where YYYY represents the calendar year and QQ represents
the quarter (01, 02, 03, 04), based on the reporting period
selected in the Invoice Filter on the Home page.

9 Payments Due | Displays the final due date for all invoice line items for a

' field specified reporting period, based on the calculation of
distributed invoice receipt date plus 38 calendar days provided
in the Medicare Part D Coverage Gap Discount Program
(CGDP) and Manufacturer Discount Program (MDP) Calendar
on the TPAdministrator.com website.

10 Invoice Provides the ability to select a single P Number with an invoice
' Initiations line item within the same reporting period. The field defaults to
Filter: P “ALL”, which displays all P Numbers with invoices for
Number initiation in the selected reporting period.
11 Invoice Displays the Contract Number. This field defaults based on the
' Initiations distributed invoice selected on the Home page.
Filter: Contract
No
T T
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Number | Field Name Description
12 Invoice Displays the manufacturer P Number to whom the invoice
' Initiations payment should be paid.
Table: P
Number
13 Invoice Displays the invoice line item amounts due to the sponsor.
' Initiations It can be sorted in ascending or descending order by clicking on
Table: Invoiced | the up and down arrows.
Amount
Note: The payment initiation process used by the module
initiates a lump sum debit from your bank account for the total
amount of payments initiated per day, not individual line-item
debits.
14 Invoice Displays deferred amounts from prior reporting period(s), when
' Initiations available.
Table: Previous
Deferred
Amount
15 Invoice Defaults to the current date for an invoice line item payment, in
' Initiations MM/DD/YYYY format.
Table: Payment | Includes a Calendar icon to change individual payment dates to
Date a future scheduled payment date that can be manually entered
or selected using the Calendar icon.
Field may display a message of “Invalid Payee Data” or
“Invalid Payer Data” instead of data in the Payment Date,
Defer, and Initiate Payment columns.
Examples of why “Invalid Payee Data” or “Invalid Payer Data”
may display:
e Invalid banking information on file for payee or the
payer.
e Manufacturer is classified in Receivership status.
e Debit Blocks on sponsor bank accounts.
For assistance with processing these invoice line items, please
contact TPA Operations by calling 877-534-2772, Option 1 or
emailing tpaoperations@tpadministrator.com.
16 Invoice Provides checkboxes available for selection when the Total
' Initiations Available field in the Payment Information section is less than
Table: Defer $20.00 United States Dollars (USD).
For more details on the Defer process, refer to the Processing
Deferred Invoices for Sponsors instructions.
S T
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Number | Field Name Description
17 Invoice Displays failed code when an invoice line item does not
' Initiations successfully process payments to the manufacturer. The error
Table: Failed codes visible in the Failed column have a cursor hover-over
feature that will display the definition of the error code.
A complete list of error codes and their descriptions are in the
Appendix B: Error Message Description table labeled Payment
Reporting Error Codes — Pay an Invoice Page.
18 Invoice Displays the descriptive identifier for invoice payments and
' Initiations appears on bank statements.
Table: EFT ID The format of the EET ID for a quarterly invoice is:
CGYYQQL1l 3H__ 6.
o CG: Coverage Gap payment
e YYQQ: Current Reporting Period
o YY is last two digits of the calendar year;
QQis 01, 02, 03, or 04.
e 1 3:manufacturer P Number displayed without
the “P”.
e H__6: sponsor Contract Number
The format of the EFT ID for a BY Closeout invoice is:
UDYYQQ1l_3H__ 6.
e UD: Upheld Dispute payment
e YYYY:BY Closeout Reporting Period
o YYYY is the Calendar Year
e 1 3:manufacturer P Number displayed without
the “P”.
e H_6:sponsor Contract Number
19 Invoice Provides the ability to select one, multiple or all checkboxes to
' Initiations include that invoice line item in the payment process.
Table: Initiate
Payment
20 Update All Allows the ability to set a future scheduled date for all invoice
' Dates: line items available for payment initiation.
Calendar Field Enter the future scheduled date directly into the field or select
the Calendar icon to pick the future scheduled date.
Note: The Update All Dates field and the Calendar icon will
allow selection of the current date and future dates in the future.
No selection of a past date in this feature.
S T
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Number | Field Name Description
21 Update All Provides four features to assist with selecting a date in the
' Dates: future.

Calendar Icon e Show Previous Month up arrow (available after

selecting Show Next Month arrow).
e Show Next Month down arrow.
e Clear link to clear calendar and return to current date.
e Today link to return to the current date.

29 Select All Populates a checkmark in all checkboxes in the Initiate
' Invoices Payment column to initiate payment for all invoices across all
Checkbox pages of the Invoice Initiation Table.

Unchecking the Select All Invoices checkbox will remove all
checkmarks in the Initiate Payment column.

Once all invoices are submitted for payment, the Invoice
Initiation Table will display: “There are no more remaining
invoice line items for the quarter.”

23 Submit button Provides a one-click function to submit all invoice line items
' with either a Defer checkmark, when applicable, or an Initiate
Payment checkmark for payment processing.

Items on the Pay an Invoice page must be saved before
navigating away from the page.

This save functionality is the Submit button.

If not submitted, the selected invoice line items for initiation or
deferment and updated payment dates will be discarded.
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Table 4: Pending Payments

TPAdministrator.com Contact Us My Profile Log Out
@S Logged in 25 USERID
Coverage Gap Discount Program: Pending Payments @
Pending Payments
Home | Stop Payment Available Until Approximately 9:00 PM ET of the current business date. | D
Pay an Invoice
Pending Show 10 ¥ entries h ﬁ; Ev
Payments ZJ |Au|horization Amt 3) ‘”DateSuhmitled 4;‘ |Paymen1 Date Si |Stnp Payment Szl
Completed __ 4 $1.25 08/30/2024 09/03/2024
Payments 7 $1.25 08/30/2024 08/03/2024
Receipts 4 $1.25 08/30/2024 09/03/2024
Reports 7 $1.25 08/30/2024 08/03/2024
g:;:;;;-ard Showing 1 to 4 of 4 entries First Previous \j Next Last
D ElSelectAH Payments SJ
Disclaimer  Privacy Polic Get Adobe Reader Terms of Use
-\}C .F'tO‘LM-E(TVTOWGI?:i-A
Number | Field Name Description
1 Stop Payments | Message providing information on the stop payment process.
' Message Messages states “Stop Payment Available Until Approximately
9:00 PM ET of the current business date.”
5 Pending Displays the manufacturer P Number to whom the invoice
' Payment Table: | payment should be paid.
P Number
3 Pending Displays the amount of the initiated invoice authorized to be
' Payment Table: | processed for payment to the Sponsor
Authorization
Amt
4 Pending Displays the calendar date the invoice line item(s) were
' Payment Table: | submitted for payment processing from the Pay an Invoice
Date Submitted | page’s Invoice Initiation Table.
Displays in MM/DD/YYY'Y format.
5 Pending Displays the calendar date that the payment process will occur
' Payment Table: | to request withdrawal of funds from your bank account.
Payment Date Displays in MM/DD/YYYY format.
S T
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Number | Field Name Description

6 Pending Provides checkboxes for each pending invoice line item allow
' Payment Table: | selection of initiated invoices for stop payment prior to payment
Stop Payment processing.

7 Select All Provides a checkbox to allow selection of all invoices visible on
' Payments the Pending Payment Table for stop payment.
checkbox The Select All Payments checkbox will populate all checkboxes
for all available invoices appearing on all pages of the Pending
Payments Table.
8 Stop Payment Provides a one-click function to process the selected invoices

button for stop payment.
This function will remove selected invoice line item(s) from the

Pending Payments page and reassign them to the Pay an
Invoice page’s Invoice Initiation Table for re-initiation.
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Table 5: Completed Payments

TPAdministrator.com Contact Us My Profile Log Out
Logged in as USER ID
overew
Coverage Gap Discount Program: Completed Payments @
Home Payment Information for __ 2
Pay an Invoice $5,433.14 $0.00 $0.00 $5,433.14
1) 2 3 4
s 5 5
Completed
e
Dispute Show 10+ entres ; BE R
Dashboard |PNumber 1) ‘| |Invciced Amount 1) ||Payment Date 12) ||s:acus|o14) ||EFTID 15) |
p_0 $5,433.14 11/19/2024 Pending CG23041_0H__ 2
Showing 1to 1 of 1 entries First Previous E Next Last
P paLmeTTo cea
Number | Field Name Description
1 Payment Displays total dollar amount of distributed invoice line items
' Information: for the reporting period.
Total Invoiced
5 Payment Displays the total dollar amount of invoice line items that have
' Information: successfully processed. The status of Successful displays in the
Total Received | Completed Payments Table in the Status field.
3 Payment Displays the total dollar amount of invoice line items deferred
' Information: to the subsequent reporting period.
Total Deferred
4 Payment Displays the total dollar amount of invoice line items selected
' Information: for payment for the reporting period
Total Pending
5 Payment Displays the total dollar amount of invoice line items selected
' Information: for payment that contained errors and did not complete the
Total Failed payment process for the reporting period.
Failed invoice line items will reappear on the Pay an Invoice
page in the Invoice Initiation Table with a failed reason code
displayed in the Failed column for the applicable line item.
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Number | Field Name Description
6 Payment Displays the total dollar amount of remaining invoice line items
' Information: requiring processing
Total
Outstanding
7. Invoice Period Displays the specified reporting quarter, in YYYYQQ format,
based on the reporting period selected on the Home page.
These line items are associated with the reporting period listed
in the Invoice Period field.
The Information Icon provides this message for
instructions for reviewing different reporting periods.
“To view complete payments for a different period, return to
the Home tab and select the radio button line item that contains
the desired reporting period.”
8 Completed Displays the P Number for completed invoice line items.
' Payments This field defaults based on the distributed invoice selected on

Filter: P the Home page.

Number
Note: If the logged in user has access to multiple P Numbers,
the drop-down menu can allow selection of another P Number
from those assigned to the user ID for the same reporting
period.

9 Completed Filter allows selection of specific Contract Numbers for
' Payments completed invoice line items.

Filter: Contract | Drop down field defaults to “All”.

Number Note: The drop-down menu will only display Contract
Numbers with invoice line items due for the selected reporting
period.

The field defaults to “All”.
10 Completed Displays the manufacturer P Number to whom the invoice
' Payments payment has been initiated.

Table: P

Number It can be sorted in ascending or descending order by clicking on
the up and down arrows.

11 Completed Displays the invoice line item amounts due to the sponsor. \
' Payments It can be sorted in ascending or descending order by clicking on

Table: Invoiced | the up and down arrows.

Amount
Note: The payment initiation process used by the MPP initiates
a lump sum debit from your bank account for the total amount
of payments initiated per day, not individual line-item debits.

S T
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Number | Field Name Description
12 Completed Displays the date an invoice line item payment was selected for
' Payments payment processing, in MM/DD/YYYY format.
Table: Payment
Date It can be sorted in ascending or descending order by clicking on
the up and down arrows.
13 Completed Displays the applicable status, there are three, that can be
' Payments assigned to an invoice.

Table: Status
It can be sorted in ascending or descending order by clicking on
the up and down arrows.

14 Completed Displays the definitions of statuses that can be assigned to
' Payments invoice line items in the Completed Payments Table.
Table: Status The statuses and their definitions are:
:Sg?]rmatlon e Deferred: Payer has determined that the amount

owed is below their bank’s ACH minimums. (Equal
to or less than $20 USD)

e Pending: Payer initiation was successful. The
debiting process, holding period and crediting
process still remain.

e Successful: Funds should not be available in the
payee’s account.

15 Completed Displays the descriptive identifier for invoice payments and
' Payments appears on bank statements.
Table: EFT ID

The format of the EFT ID for a quarterly invoice is:
CGYYQQ1l 3H__ 6.

e CG: Coverage Gap payment

e YYQQ: Current Reporting Period
o YY is last two digits of the calendar year;
QQis 01, 02, 03, or 04.

e 1 3: manufacturer P Number displayed without

the “P”.

e H_ 6:sponsor Contract Number
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Table 6:

Receipts

Home

Pay an Invoice

Contact Us My Profile Log Out

Logged in as USER ID

TPAdministrator.com

Coverage Gap Discount Program: Receipts @
Receipt Informationfor 3

$4.919.10

Total Owed 1J

$0.00

Total Deferred ?J

$1,803.54

Total Pending D

$3,115.56

Total Received ?J

Pending $0.00
Completed
Payments Dl P Number | 'Byl Contract No
] Al v H_ 3w
| Receipts Invoice Period: 202304 | 6 )
Reports T .
Show 10 ~ entries 9 19) 1 12 13 14 !’ h: ku
Dispute
Dasphboard |P Number "l | Invoiced Amount | | Payment Date | Status € EFTID
—b $1,802.02 10/28/2024 Received CG23041_6H__3
3 $1,803.54 Pending CG23041_3H__3
—3 $1.31354 10/30/2024 Received CG23041_3H__3
Showing 1 to 2 of 2 entries First Previous E Next Last

Disclaimer  Privacy Policy ~Get Adobe Reader Terms of Use

(NO PALMETTO GBA
e
\" CELERIAN GROUP COMPANY

Number | Field Name Description
1. Total Owed Displays the total amount of money due for payment from the
sponsor invoice line items.
2. Total Displays the total amount of money from the sponsor invoice
Received line items that have been successfully processed and received.
The status of Successful is displayed in the Status field in the
Receipts Table.
3. Total Displays the total amount of money from the sponsor invoice
Deferred line item(s) that have been deferred to the next reporting period.
4. Total Displays the total amount of money from the sponsor invoice
Pending line items that are due for payment.
5. Total Displays the total amount of money from the remaining invoice
Outstanding line items that still need to be processed by sponsors.
T T
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Number | Field Name Description
6. Invoice Displays the specified quarterly or BY closeout reporting period
Period for the quarterly negative invoice line items or upheld dispute

invoice line items.

e The quarterly Invoice Period is displayed in the YYYYQQ
format.
o YYYY is the calendar year
o QQis01, 02,03, or 04.

e The BY Closeout Invoice Period is displayed in the YYYY
format.
o YYYY is the calendar year.

7. Receipts This filter field allows you to select individual P Numbers for
Filter: P Receipts.
Number Drop down field defaults to “All”.

- This filter field displays the default Contract Number based on

8. Receipts - o
Filter: the distributed invoice selected on the Home page.
Contract The drop-down menu allows you to select other Contract
Number Numbers, if available, that are assigned to your user ID for

the same reporting period.

9. Receipts Displays the P Number(s) and can be sorted in ascending or
Table: P descending order by clicking on the up and down arrows.
Number

10. Receipts Displays the amount due to the sponsor for each invoice line
Table: item and can be sorted in ascending or descending order by
Invoiced clicking on the up and down arrows.
Amount

11. Receipts Displays information regarding the payment status sorted in
Table: ascending or descending order by clicking on the up and down
Payment arrows.
Date It displays the payment date in MM/DD/YYYY format,

indicating when the manufacturer initiated payment.

12. Receipts Displays the statuses assigned to the invoice line items visible
Table: on the Receipts page. It can be sorted in ascending or
Status descending order by clicking on the up and down arrows.
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Number

Field Name

Description

13.

Receipts
Table:
Status
Information
Icon

Displays the 5 statuses that may be visible in the Receipts
Table. Statuses and their definitions are:

o Deferred: Payer has determined that the amount owed is
below their bank’s ACH minimums.

e Failed: Debiting of the Payer’s account or crediting of
your account was unsuccessful.

¢ Outstanding: Payer has not yet initiated payment.

e Pending: Payer has initiated payment. The debiting
process, holding period and crediting process still
remain.

e Received: Funds should now be acailable in your
account.

14.

Receipts
Table: EFT
ID

Displays the descriptive identifier for invoice payments and
appears on bank statements.

The format of the EFT ID for a quarterly invoice is:
CGYYQQ1l 3H__ 6.

e CG: Coverage Gap payment

e YYQQ: Current Reporting Period
o YY is last two digits of the calendar year;
QQis 01, 02, 03, or 04.

e 1 3: manufacturer P Number displayed without

the “P”

e H__6: sponsor Contract Number

The format of the EFT ID for a BY Closeout invoice is:
UDYYQQ1l_ 3H__ 6.
e UD: Upheld Dispute payment
e YYYY:BY Closeout Reporting Period
o YYYY is the Calendar Year
e« 1 3:manufacturer P Number displayed without
the “P”
e H__6: sponsor Contract Number

User Guide
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Table 7: Reports

TPAdministrator.com Contact Us My Profile Log Out
Logged in as USER ID

Overview Coverage Gap Discount

Coverage Gap Discount Program: Reports

Important Dates (Quarter 202402)| 1)

Home
Pay an Invoice 08/31/2024 12/31/2024 10/31/2024 12/30/2024
2) [nvoice Payment Deadline| 3) [Dispute Submission Deadline| 4) [Dispute Disposition Distribution] 5)
Pending
Payments 6 7 8 9
[Reporting Type][Contract Number][Reporting Period][invoice Type |
Completed Invoice v All v Al v Al v 19 Manufacturer 1099 Information
Payments
R i 1t 0 n I
ecepts Show 10~ entries h H'w osv
I Reports Invoice Type 1) * | |Contract Number 12) | |Reporting Period 13) | |Da1e Loaded  14) | |Duwn|oad 15) |
Dispute BY Closeout H__1 2022 08/29/2022 ®
Dashboard
BY Closeout H_ 2 2022 04/26/2022 a
Quarterly H 2 202301 04/27/2023 E\‘
Quarterly H__2 202203 10/25/2022 &
Quarterly H__1 202204 01/26/2023 &
Quarterly H 2 202204 01/26/2023 e
Quarterly H__2 202202 08/29/2022 [}
Quarterly H_2 202302 11/06/2023 a
Quarterly H_2 202304 03/13/2024 E\‘
Quarterly H__1 202304 11/11/2024 &
Showing 1 to 10 of 15 entries First Previous m 2 Next Last

Disclaimer  Privacy Policy ~ Get Adobe Reader  Terms of Use

QO PALMETTO GBA

ERIAN GROUR

Number | Field Name Description
1. Important Provides key program dates to ensure proper processing of
Dates (Quarter distributed invoices and the specific quarter that the
YYYYQQ) information is applicable to Quarter dates are in YYYY for
calendar year and QQ for quarter (01, 02, 03 or 04) format.
2. Invoice This is the date when the quarterly invoices are uploaded to
Distribution the MPP for reviewing the invoice reports and amounts due

to sponsors.

This occurs 30 calendar days after the end of the PDE
Invoice Reporting Period.
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Number | Field Name Description

3. Invoice This is the deadline for submitting invoice payments for the
Payment reporting period. It occurs 38 days after the Invoice Receipt
Deadline Date.

4, Dispute This is the deadline for submitting disputes for the current
Submission quarter. It occurs 60 days after the Invoice Receipt Date.
Deadline Submissions must be error-free to proceed through the

review and approval process by CMS.

5. Dispute This is the date when the outcomes of disputes submitted in
Disposition the previous quarter are released to the MPP for
Distribution Manufacturers and Sponsors to review the Upheld and

Denied invoices. This occurs 60 days after the Dispute
Submission Deadline.

6 Reports Filter: This ﬁlter defa_ults to “Invoic§:” and contains a drop_down
Reporting functl_on that displays the avallgble report types available for
T selection. The type of reports listed in the drop down are:

ype .
e Invoice
e Data
e Tracking

7. Reports This filter allows you to select one or more Contract
Filter: Numbers associated with your user ID.

Contract e The field defaults to “All”.
Number

8 Reports Filter: ;Ir']hls fl|t1(:9r defatults tott.he curr_er:jt Irepdorélr:g tp;]en'\c;Icli:;lg/vhlch 5
Reporting e most recent reporting period loaded to the :

Period
In addition to the current reporting period, the filter will
provide a list of the past reporting periods your user ID has
authorization to view.

9 Reports Filter: This fllter defaults to ”All” and cc:fltams a dr,(’)p-doc\{vn

. function that allows you to select “Quarterly” and “BY
Invoice Type N
Closeout” invoices.
S T
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Number | Field Name Description

10. Manufacturer Provides the ability to review Manufacturer 1099 related
1099 information for entities receiving payments from you via the
Information MPP.

To view the Manufacturer 1099 Information report, click the
text link to generate and open the 1099 report.

The 1099 information report will provide relevant
information for sponsors, such as business name, tax
identification number/employer identification number
(TIN/EIN), and mailing address to assist with remitting a
1099 to the sponsors receiving funds from your company.

11. Reports Displays the type of invoice either BY Closeout or
Results Table: Quarterly.

Invoice Type It can be sorted in ascending or descending order by clicking
on the up and down arrows.

12. Reports Displays a specific Contract Number, or all Contract
Results Table: Numbers associated with your User ID.

CN:onttr)act It can be sorted in ascending or descending order by clicking
Umber on the up and down arrows.

13. Reports Displays the distributed invoice information by reporting
Results Table: period in YYYYQQ format for quarterly reports and YYYY
Reporting for BY Closeout reports.

Period It can be sorted in ascending or descending order by clicking
on the up and down arrows.

14. Reports Displays the date the distributed invoice summary files load
Results Table: to the MPP. Date format is DD/MM/YYYY.

Date Loaded It can be sorted in ascending or descending order by clicking
on the up and down arrows.

15. Reports Provides you with an icon to select to download the specific
Results Table: report in either .txt. or .csv file format.

Download
T T
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Table 8: Dispute Dashboard

Overview

Coverage Gap Discount

TPAdministrator.com Contact Us My Profile

Logged in 35 USER ID

Log Qut

Coverage Gap Discount Program: Dispute Dashboard e

Home

Pay an Invoice

[Important Dates (Quarter 202403)| 1)

10/31/2024

Invoice Distribution ?J

12/09/2024
[Invoice Payment Deadline] ?.’J

12/31/2024
|D\spute Submission Je;:ﬂu'e| b |D\sp.\te Disposition Dwstrlbutlcnl 5J

03/01/2025

Pending
Payments
g:‘:iif? Ej) D |Ccntract|\tlm\l:/e\| |?_:m1mg Perfdl 2-3J
e Show 10 entries 1) 15) B EE
Reports Repnrtlng Number Number
p— Resoclution File ||ann|uar.| ||Dawn|nad Date | m W Upheld Denied [i] 1_GJ
Dashboard
Dispute_resolution_R20241_5 D 202304 - 10 4 14
Number | Field Name Description
1. Important Provides key program dates to ensure proper processing of
Dates distributed invoices and the specific quarter that the
(Quarter information is applicable to Quarter dates are in YYY'Y for
YYYYQQ) calendar year and QQ for quarter (01, 02, 03 or 04) format.
2. Invoice This is the date when the quarterly invoices are uploaded to
Distribution the MPP for reviewing the invoice reports and amounts due to
sponsors.
This occurs 30 calendar days after the end of the PDE Invoice
Reporting Period.
3. Invoice Payments must be made in the MPP within 38 calendar days
Payment after the Invoice Receipt Date.
Deadline
4. Dispute This is the deadline for submitting disputes for the current
Submission quarter. It occurs 60 days after the Invoice Receipt Date.
Deadline Submissions must be error-free to proceed through the review
and approval process by CMS.
S T
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Number | Field Name Description
5. Dispute This is the date when the outcomes of disputes submitted in
Disposition the previous quarter are released to the MPP for
Distribution Manufacturers and Sponsors to review the Upheld and Denied
invoices. This occurs 60 days after the Dispute Submission
Deadline.
6. Invoice Type Displays Quarterly invoice types for which disputes can be
submitted.
7. Dispute This filter allows you to select one or more Contract Numbers
Filters: associated with your User ID.
Contract The field defaults to “All”,
Number
8. Dispute This filter provides a list of past reporting periods that your
Filters: user ID is authorized to view, formatted as YYYYQQ.
Reporting This field defaults to “All”,
Period
9. Table This column displays a unique file name for each dispute
Column: resolution file report.
IF:Q_eIsqutlon These columns can be sorted in ascending or descending
e order by clicking on the up and down arrows.
To download the detailed report, click on the blue icon in the
10. Table . . .
Column: Dpwnload column. 'I_'he Ret_urn File and the Resolution File
Download will be downloaded in .txt file format.
11. Table This column displays the last date the Return or Resolution
Column: file was downloaded.
Download
Date
12. Table This column displays the dispute Return or Resolution file
Column: reports by reporting period in YYYYQQ format for quarterly
Reporting reports.
Period It can be sorted in ascending or descending order by clicking
on the up and down arrows.
13. Table This column displays a specific Contract Number, or all
Column: Contract Numbers associated with your User ID.
CN:ontgact It can be sorted in ascending or descending order by clicking
Umber on the up and down arrows.
S T
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Number | Field Name Description
This column displays the number of dispute records within
14. Table . . i . .
Column: a_dlspute file upheld during CMS review on the Resolution
Number Files tab.
Upheld Number Upheld message states: “The number of dispute
records within a dispute file upheld during CMS review.”
15. Table This column displays the number of dispute records that were
Column: denied during CMS review on the Resolution Files tab.
Igum_bgr Number Denied message states: “The number of dispute
enie records within a dispute file denied during CMS review.
16. Table This column displays on the Resolution Files tabs.
?otlulmn: The Resolution Files tab’s Total column is the sum of the
ota Number Upheld_and the Number Denied columns
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	Introduction 
	Welcome to the Coverage Gap Discount Program (CGDP) Manufacturer Payment Portal (MPP) Sponsor User Guide. This guide provides information for Medicare Part D plan sponsors (sponsors) on how to use the CGDP module in the MPP. It covers how to review invoices, initiate and track payments, review and access dispute resolution reports and various quarterly and benefit year (BY) closeout reports.  
	The CGDP makes manufacturer discounts available at the point of sale (POS) to Part D enrollees receiving applicable drugs while in the coverage gap phase of the Part D benefit through December 31, 2024. The Inflation Reduction Act of 2022 (IRA) sunsets the CGDP as of January 1, 2025. It also terminates all CGDP Agreements as of January 1, 2025, but stipulates that all responsibilities and duties under such agreements continue to apply with respect to applicable drugs under the CGDP dispensed prior to Januar
	1 See section 30 of the 
	1 See section 30 of the 
	1 See section 30 of the 
	Manufacturer Discount Program Final Guidance
	Manufacturer Discount Program Final Guidance

	 available at: 
	https://www.cms.gov/medicare/coverage/prescription-drug-coverage/part-d-information-pharmaceutical-manufacturers
	https://www.cms.gov/medicare/coverage/prescription-drug-coverage/part-d-information-pharmaceutical-manufacturers

	.   


	As a sponsor participating in the CGDP, you have agreed to advance coverage gap discount amounts on behalf of Part D enrollees who received applicable drugs while in the coverage gap phase of the Part D benefit and receive reimbursement from or submit adjusted reimbursements to pharmaceutical manufacturers (manufacturers) participating in the CGDP. 
	The primary function of the CGDP module is to provide a central repository for program qualified prescription drug event (PDE) invoices to be distributed and paid by program participants. The MPP offers manufacturers and sponsors the capability to manage CGDP invoicing and payment processing, allowing users to view and perform the following based on their roles and permissions: 
	• Home Page 
	• Home Page 
	• Home Page 

	• Pay an Invoice 
	• Pay an Invoice 
	• Pay an Invoice 
	• Invoice selection for payment initiation  
	• Invoice selection for payment initiation  
	• Invoice selection for payment initiation  

	• Invoice payment deferment  
	• Invoice payment deferment  




	• Pending Payments  
	• Pending Payments  
	• Pending Payments  
	• Stop Payment of invoices  
	• Stop Payment of invoices  
	• Stop Payment of invoices  




	• Completed Payments  
	• Completed Payments  

	• Receipts  
	• Receipts  

	• Disputes  
	• Disputes  
	• Disputes  
	• Dispute Resolution Reports 
	• Dispute Resolution Reports 
	• Dispute Resolution Reports 




	• Reports  
	• Reports  
	• Reports  
	• Invoice  
	• Invoice  
	• Invoice  

	• Data  
	• Data  

	• Tracking  
	• Tracking  

	• Ad Hoc  
	• Ad Hoc  

	• 1099 Information  
	• 1099 Information  





	The MPP enables sponsors to examine invoice line items owed to manufacturers and payments 
	expected from manufacturers. Likewise, it allows manufacturers to review invoice line items owed to sponsors and payments due from sponsors to manufacturers. 
	To assist with invoice payment initiation processing, the MPP provides the ability to initiate bank-to-bank automated clearing house (ACH) transfers for invoice line-item payments due between participating program participants, like the way an online banking customer pays their monthly bills.  
	The Third Party Administrator (TPA) will manage the MPP, and the program modules housed within, including the CGDP. 
	Note: All invoice payments must be processed in the MPP. 
	The CGDP Manufacturer Payment Portal Sponsors User Guide will provide information on the full functionality of the MPP, including task-based instructions for scenarios that may occur during reporting period review and processing of invoices.  
	This user guide contains instructions for sponsors.  
	  
	Recommended System Requirements 
	 
	The following system functionality is required to access the MPP.  
	Operating System (OS):  
	• Windows 10 or later 
	• Windows 10 or later 
	• Windows 10 or later 

	• Mac OS X 11.x  
	• Mac OS X 11.x  
	• Mac OS X 11.x  
	• Microsoft Edge: Version 128.x 
	• Microsoft Edge: Version 128.x 
	• Microsoft Edge: Version 128.x 

	• Google Chrome: Version 128.0.x 
	• Google Chrome: Version 128.0.x 





	Supported Internet Browsers*: 
	Recommended Screen Resolution:  
	• 1024 x 768 
	• 1024 x 768 
	• 1024 x 768 
	• 1024 x 768 
	• Adobe Acrobat Reader Version Document Cloud (DC) or Adobe Acrobat Pro Version DC 
	• Adobe Acrobat Reader Version Document Cloud (DC) or Adobe Acrobat Pro Version DC 
	• Adobe Acrobat Reader Version Document Cloud (DC) or Adobe Acrobat Pro Version DC 

	• JavaScript enabled 
	• JavaScript enabled 

	• Compatibility view disabled 
	• Compatibility view disabled 

	• Pop-up blocker disabled 
	• Pop-up blocker disabled 

	• MPP Location and Access 
	• MPP Location and Access 

	• MPP System Requirements 
	• MPP System Requirements 

	• Update HPMS Contact Information 
	• Update HPMS Contact Information 

	• MPP Portal Login 
	• MPP Portal Login 

	• MPP-My Profile Instructions 
	• MPP-My Profile Instructions 
	• MPP-My Profile Instructions 
	Figure


	• A Discount Program Payment Contact role allows: 
	• A Discount Program Payment Contact role allows: 
	• A Discount Program Payment Contact role allows: 
	• Full functionality of the CGDP module, including initiating payment of distributed invoices, download dispute resolution and reports and ability to request updates to bank account information.  
	• Full functionality of the CGDP module, including initiating payment of distributed invoices, download dispute resolution and reports and ability to request updates to bank account information.  
	• Full functionality of the CGDP module, including initiating payment of distributed invoices, download dispute resolution and reports and ability to request updates to bank account information.  




	• The Third Party Administrator (TPA) Contact role allows: 
	• The Third Party Administrator (TPA) Contact role allows: 
	• The Third Party Administrator (TPA) Contact role allows: 
	• View Only functionality for invoices in the CGDP module.  
	• View Only functionality for invoices in the CGDP module.  
	• View Only functionality for invoices in the CGDP module.  

	• Access and ability to request updates to bank account information and download reports.  
	• Access and ability to request updates to bank account information and download reports.  








	Additional Requirements: 
	Note: Although the MPP may be accessible without meeting these requirements, only the options above are supported. Failure to meet these requirements may adversely affect the functionality and layout of the MPP. 
	*We recommend always using the most current browser version available. 
	  
	Access to the CGDP module via MPP 
	The MPP is a Federal information system. To access CGDP data, you must be authorized to access to both the MPP and the CGDP module. Authorized users of the MPP, and all program modules housed within, must adhere to CMS information security policies, standards, and procedures. 
	Detailed login instructions are located on the 
	Detailed login instructions are located on the 
	TPAdministrator.com 
	TPAdministrator.com 

	website under “
	User Guides” 
	User Guides” 

	in the Manufacturer Payment Portal (MPP) Introduction and Login Users Guide. Instructions contained within the guide include: 

	Note: You will not have the ability to view other program participant’s data.  
	The TPA website (
	The TPA website (
	https://tpadministrator.com
	https://tpadministrator.com

	) contains two links titled “MPP Login.” Either link will redirect you to the MPP Login page. 

	 
	To access the MPP, enter your User ID provided by the TPA Operations Team. Information available to you is limited to the authorized data associated by roles and permissions assigned to your user ID. 
	  
	CGDP User Roles 
	CGDP Module Discount Program Payment Contact and Third Party Administrator (TPA) Contact Roles 
	The CGDP module has two roles that allow access to distributed invoices and reports. These roles assist with assigning authorized access to the CGDP module in the MPP. Information regarding the functionality of the Discount Program Payment Contact and Third Party Administrator (TPA) Contact roles is also provided to assist with understanding each.  
	The CGDP Part D plan sponsor payment initiation role is the “Discount Program Payment Contact”.  
	 
	Sponsors have a Third Party Administrator (TPA) Contact role for a view only role. 
	 
	Attention: The HPMS “Discount Program Payment Contact” field and the “Third Party Administrator (TPA) Contact” field must be completed in HPMS. The same user can be assigned both roles. If a different user is assigned the “Discount Program Payment Contact” role in HPMS, the assigned “Third Party Administrator (TPA) Contact” role user in HPMS, will remain in that role only. Once HPMS is updated, the new authorized “Discount Program Payment Contact” will contact the TPA Operations to receive their MPP user cr
	Important Note:  
	• Assigned MPP user credentials, User ID and temporary password, are specific to individuals and must not be shared. The person granted MPP access is authorized by CMS and the TPA to access data within the MPP.  
	• Assigned MPP user credentials, User ID and temporary password, are specific to individuals and must not be shared. The person granted MPP access is authorized by CMS and the TPA to access data within the MPP.  
	• Assigned MPP user credentials, User ID and temporary password, are specific to individuals and must not be shared. The person granted MPP access is authorized by CMS and the TPA to access data within the MPP.  

	• If you are no longer the authorized user for the MPP and its program modules, HPMS must be updated, and the new authorized user must contact the TPA to obtain their authorized access credentials. If you need assistance with HPMS, please contact HPMS Help Desk at 
	• If you are no longer the authorized user for the MPP and its program modules, HPMS must be updated, and the new authorized user must contact the TPA to obtain their authorized access credentials. If you need assistance with HPMS, please contact HPMS Help Desk at 
	• If you are no longer the authorized user for the MPP and its program modules, HPMS must be updated, and the new authorized user must contact the TPA to obtain their authorized access credentials. If you need assistance with HPMS, please contact HPMS Help Desk at 
	hpms@cms.hhs.gov
	hpms@cms.hhs.gov

	 or call 1-800-220-2028.  



	  
	Discount Program Payment Contact Role – Pay an Invoice & Pending Payments Pages View 
	Six functions are available to the MPP Discount Program Payment Contact role.  
	The Pay an Invoice page below will display to users with the MPP Discount Program Payment Contact role. 
	 
	Figure
	Three functions are located at the bottom of the Pay an Invoice page: 
	The (1) Update All Dates calendar icon and field provides the ability to select and set a future date for any, or all, individual invoice line items if they are eligible for payment initiation. 
	The (2) Select All Invoices checkbox allows you to choose the invoices available for payment by populating the checkbox with a check mark. This action selects all invoice line items eligible for payment initiation.  
	Note: Items not eligible for payment initiation appear in the Failed column on the data table. These are invoice line items without an Initiate Payment check box and contain a payment failure code. 
	The (3) Submit button provides one-click functionality to process selected invoice line items for payment. 
	After clicking the Submit button, the (4) Enter PIN code validation field pop up displays. This field requires entering a four-digit numeric PIN to complete any payment initiation process and to move invoices from the Pay an Invoice page to the Pending Payments page. 
	 
	Figure
	You can set the four-digit numeric PIN by following the instructions located on the 
	You can set the four-digit numeric PIN by following the instructions located on the 
	TPAdministrator.com
	TPAdministrator.com

	 website. For more detailed instructions please access the “My Profile – Update PIN” instruction in the Manufacturer Payment Portal (MPP) Introduction and Login User Guide located in the 
	User Guides
	User Guides

	.  

	The final two Discount Program Payment Contact functionalities are located on the Pending Payments page. 
	 
	Figure
	The (5) Select All Payments check box allows you to populate all available Stop Payment checkboxes at one time. This action selects only pending invoice line items displayed on the page. If invoice line items are no longer visible on the Pending Payments page, they have been already begun the payment process. 
	The (6) Stop Payment button provides you with one-click functionality to Stop Payment on all invoices selected.  
	Instructions for creating or updating banking data is on the 
	Instructions for creating or updating banking data is on the 
	TPAdministrator.com
	TPAdministrator.com

	 website. The “Banking Information” instructions are found in the Manufacturer Payment Portal (MPP) Introduction and Login User Guide located in the 
	User Guides
	User Guides

	. 

	This user guide uses a Discount Program Payment Contact role perspective to thoroughly explain the functionalities of each page. Users with the Third Party Administrator (TPA) Contact role can also find these instructions beneficial for understanding all features available for the CGDP in the MPP. 
	  
	Third Party Administrator (TPA) Contact – Pay an Invoice & Pending Payments Pages View 
	The Third Party Administrator (TPA) Contact role is view reports only role. You will not be able to change any data on the screens or submit or stop payments. The Pay an Invoice page displays the interface you will observe as a user with the Third Party Administrator (TPA) Contact role. 
	 
	Figure
	The Third Party Administrator (TPA) Contact role will have some of the same features visible on the Pay An Invoice screen but will not have a Submit button.  
	(1) Update All Dates calendar will be visible and can be updated to change the payment date for all eligible invoices. However, it will not execute those changes.  
	(1) Update All Dates calendar will be visible and can be updated to change the payment date for all eligible invoices. However, it will not execute those changes.  
	(1) Update All Dates calendar will be visible and can be updated to change the payment date for all eligible invoices. However, it will not execute those changes.  

	(2) Select All Invoices checkbox will be visible and can populate all checkboxes in the “Initiate Payment” column for eligible invoices, allowing for the payment date to be updated for all eligible invoices. However, it will not execute those changes. 
	(2) Select All Invoices checkbox will be visible and can populate all checkboxes in the “Initiate Payment” column for eligible invoices, allowing for the payment date to be updated for all eligible invoices. However, it will not execute those changes. 

	(3) Submit button will not be visible.  
	(3) Submit button will not be visible.  


	The remaining Third Party Administrator (TPA) Contact role differences in functionality are located on the Pending Payments page. 
	 
	Figure
	(4) Select All Payments checkbox will be visible and can be checked for line items that are available to be stopped. However, it will not execute those changes.  
	(4) Select All Payments checkbox will be visible and can be checked for line items that are available to be stopped. However, it will not execute those changes.  
	(4) Select All Payments checkbox will be visible and can be checked for line items that are available to be stopped. However, it will not execute those changes.  

	(5) Stop Payment button will not be visible. 
	(5) Stop Payment button will not be visible. 


	 
	Associates assigned the Third Party Administrator (TPA) Contact role can review distributed invoices, confirm completed payment of invoices, track receipts for quarterly distributed invoice line items, and review and download reports.  
	Both the Discount Program Payment Contact role and the Third Party Administrator (TPA) Contact role can create or update bank account information for their organization. 
	For more detailed instructions to create or update banking data, please review the “Banking Information” instructions in the Manufacturer Payment Portal (MPP) Introduction and Login User Guide located in the 
	For more detailed instructions to create or update banking data, please review the “Banking Information” instructions in the Manufacturer Payment Portal (MPP) Introduction and Login User Guide located in the 
	User Guides
	User Guides

	. 

	  
	CGDP Sponsor User Guide 
	MPP Overview Page – CGDP for Sponsor 
	As a CGDP sponsor, you can access the program module via the MPP. After successful login to the MPP, you will see the overview cards for the program modules(s) your user ID is authorized to access.  
	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	1. To access the MPP, click on the 
	1. To access the MPP, click on the 
	1. To access the MPP, click on the 
	1. To access the MPP, click on the 
	1. To access the MPP, click on the 
	1. To access the MPP, click on the 
	1. To access the MPP, click on the 
	TPAdministrator.com
	TPAdministrator.com

	 and click on the MPP Login.  



	If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User Guide” found on the CGDP 
	If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User Guide” found on the CGDP 
	User Guides 
	User Guides 

	page to access the guide. 

	• Select the “New User Setup and Login Instructions” if you are a first time user to the MPP. 
	• Select the “New User Setup and Login Instructions” if you are a first time user to the MPP. 
	• Select the “New User Setup and Login Instructions” if you are a first time user to the MPP. 

	• Select the “Existing User Login Instructions” if you have completed new user setup. 
	• Select the “Existing User Login Instructions” if you have completed new user setup. 



	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	2. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview Page will appear showing all program modules assigned to your user ID as cards on the page. 
	2. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview Page will appear showing all program modules assigned to your user ID as cards on the page. 
	2. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview Page will appear showing all program modules assigned to your user ID as cards on the page. 
	2. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview Page will appear showing all program modules assigned to your user ID as cards on the page. 
	2. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview Page will appear showing all program modules assigned to your user ID as cards on the page. 
	2. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview Page will appear showing all program modules assigned to your user ID as cards on the page. 


	 
	• Example of a user ID with access to the CGDP only. 
	• Example of a user ID with access to the CGDP only. 
	• Example of a user ID with access to the CGDP only. 



	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	3. The cards displayed for the CGDP will contain data that provides information about quarterly and Benefit Year (BY) closeout invoices. 
	3. The cards displayed for the CGDP will contain data that provides information about quarterly and Benefit Year (BY) closeout invoices. 
	3. The cards displayed for the CGDP will contain data that provides information about quarterly and Benefit Year (BY) closeout invoices. 
	3. The cards displayed for the CGDP will contain data that provides information about quarterly and Benefit Year (BY) closeout invoices. 
	3. The cards displayed for the CGDP will contain data that provides information about quarterly and Benefit Year (BY) closeout invoices. 
	3. The cards displayed for the CGDP will contain data that provides information about quarterly and Benefit Year (BY) closeout invoices. 


	Scenarios for when “View Reports” displays on the card: 
	• Invoices have been distributed for the current reporting period and invoices are available for payment initiation. 
	• Invoices have been distributed for the current reporting period and invoices are available for payment initiation. 
	• Invoices have been distributed for the current reporting period and invoices are available for payment initiation. 

	• Invoice initiation on all invoices has not been completed for current reporting period. 
	• Invoice initiation on all invoices has not been completed for current reporting period. 

	• Some action has been performed on Invoices, but more action needs to be performed before the due date.  
	• Some action has been performed on Invoices, but more action needs to be performed before the due date.  

	• Specific scenarios:  
	• Specific scenarios:  
	• Specific scenarios:  
	• Invoice line items have failed payment processing.  
	• Invoice line items have failed payment processing.  
	• Invoice line items have failed payment processing.  

	• Invalid Payee / Payer Data error messages have been corrected and invoices are now available for initiation. 
	• Invalid Payee / Payer Data error messages have been corrected and invoices are now available for initiation. 






	 
	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	Scenarios for when the message “No Report(s) Available.” displays on the card: 
	Scenarios for when the message “No Report(s) Available.” displays on the card: 
	Scenarios for when the message “No Report(s) Available.” displays on the card: 
	Scenarios for when the message “No Report(s) Available.” displays on the card: 
	• No payable or receivable invoices are available for you in the current reporting period after the invoices for the current reporting period have been distributed. 
	• No payable or receivable invoices are available for you in the current reporting period after the invoices for the current reporting period have been distributed. 
	• No payable or receivable invoices are available for you in the current reporting period after the invoices for the current reporting period have been distributed. 


	Note: As part of the agreement with CMS, you are required to submit payment on all invoices for all reporting periods. While the Overview page cards display information for the current reporting period, it is recommended that you review prior reporting periods to verify that they have a Successful status displayed in the Home page.  
	To review additional reporting periods on the Home page, once on the page, update the Invoice Filter labeled Reporting Period to “All” and all reporting periods will display for you to review. 

	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 
	Figure
	Figure
	Figure
	Figure



	4. To review the reports available data referenced on the CGDP overview card, select the View Reports button. 
	4. To review the reports available data referenced on the CGDP overview card, select the View Reports button. 
	4. To review the reports available data referenced on the CGDP overview card, select the View Reports button. 
	4. To review the reports available data referenced on the CGDP overview card, select the View Reports button. 
	4. To review the reports available data referenced on the CGDP overview card, select the View Reports button. 
	4. To review the reports available data referenced on the CGDP overview card, select the View Reports button. 

	5. After clicking the button on the card, you will be directed to the CGDP Home page. 
	5. After clicking the button on the card, you will be directed to the CGDP Home page. 



	 
	 
	Figure




	You have now successfully accessed the MPP Overview page and discovered the possible text that may appear on the card along with their meanings. The next instructions will guide you through the functionality of the Home page. 
	 
	CGDP Home Page for Sponsors 
	After logging into MPP and selecting the overview card for CGDP on the MPP Overview page, you will be taken to the Home page.  
	This page allows you to choose your distributed invoices associated with available reporting periods in the CGDP. The page navigation, located on the left of your screen, will provide access to the page links shown; however, not all links are available until you select an invoice type and reporting period to view. 
	 
	Figure
	For detailed information about the common features found on each page in the MPP, refer to 
	For detailed information about the common features found on each page in the MPP, refer to 
	Table 1: Common Features on All Pages
	Table 1: Common Features on All Pages

	 in the Appendix.  

	For detailed information about the features available on then the Home page, refer to 
	For detailed information about the features available on then the Home page, refer to 
	 
	 


	Table 2: Home Page
	Table 2: Home Page
	. 

	 
	To access the MPP, click on the 
	To access the MPP, click on the 
	TPAdministrator.com
	TPAdministrator.com

	 and click on the MPP Login.  

	If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User Guide” found on the CGDP 
	If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User Guide” found on the CGDP 
	User Guides 
	User Guides 

	page to access the guide. 

	Instruction 
	Instruction 
	Instruction 
	Instruction 
	Instruction 

	Visuals 
	Visuals 



	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview Page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview Page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview Page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview Page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview Page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview Page will appear showing all program modules assigned to your user ID as cards on the page. 


	 
	Example of a user ID with access to the CGDP only. 

	 
	 




	Instruction 
	Instruction 
	Instruction 
	Instruction 
	Instruction 

	Visuals 
	Visuals 



	2. To review the data referenced on the CGDP card, select the button at the bottom of the card that displays the text View Reports. 
	2. To review the data referenced on the CGDP card, select the button at the bottom of the card that displays the text View Reports. 
	2. To review the data referenced on the CGDP card, select the button at the bottom of the card that displays the text View Reports. 
	2. To review the data referenced on the CGDP card, select the button at the bottom of the card that displays the text View Reports. 
	2. To review the data referenced on the CGDP card, select the button at the bottom of the card that displays the text View Reports. 
	2. To review the data referenced on the CGDP card, select the button at the bottom of the card that displays the text View Reports. 



	 
	 


	3. After clicking the View Reports button on the program module overview card, you will be directed to the CGDP Home page. 
	3. After clicking the View Reports button on the program module overview card, you will be directed to the CGDP Home page. 
	3. After clicking the View Reports button on the program module overview card, you will be directed to the CGDP Home page. 
	3. After clicking the View Reports button on the program module overview card, you will be directed to the CGDP Home page. 
	3. After clicking the View Reports button on the program module overview card, you will be directed to the CGDP Home page. 



	 
	 




	Instruction 
	Instruction 
	Instruction 
	Instruction 
	Instruction 

	Visuals 
	Visuals 



	4. The Home page defaults to the current reporting period, as shown in the Invoice Filter’s Reporting Period filter. 
	4. The Home page defaults to the current reporting period, as shown in the Invoice Filter’s Reporting Period filter. 
	4. The Home page defaults to the current reporting period, as shown in the Invoice Filter’s Reporting Period filter. 
	4. The Home page defaults to the current reporting period, as shown in the Invoice Filter’s Reporting Period filter. 
	4. The Home page defaults to the current reporting period, as shown in the Invoice Filter’s Reporting Period filter. 
	4. The Home page defaults to the current reporting period, as shown in the Invoice Filter’s Reporting Period filter. 



	 
	 


	5. Once you have verified the table displays your invoices of choice, populate the radio button in the Select column for one invoice line item. 
	5. Once you have verified the table displays your invoices of choice, populate the radio button in the Select column for one invoice line item. 
	5. Once you have verified the table displays your invoices of choice, populate the radio button in the Select column for one invoice line item. 
	5. Once you have verified the table displays your invoices of choice, populate the radio button in the Select column for one invoice line item. 
	5. Once you have verified the table displays your invoices of choice, populate the radio button in the Select column for one invoice line item. 



	 
	 


	6. This action will allow the Pay an Invoice, Pending Payments, Completed Payments, and Receipts page links to be available for selection. 
	6. This action will allow the Pay an Invoice, Pending Payments, Completed Payments, and Receipts page links to be available for selection. 
	6. This action will allow the Pay an Invoice, Pending Payments, Completed Payments, and Receipts page links to be available for selection. 
	6. This action will allow the Pay an Invoice, Pending Payments, Completed Payments, and Receipts page links to be available for selection. 
	6. This action will allow the Pay an Invoice, Pending Payments, Completed Payments, and Receipts page links to be available for selection. 


	The Reports, Dispute Dashboard and Dispute Submission page links are available for selection anytime. 

	 
	 




	Instruction 
	Instruction 
	Instruction 
	Instruction 
	Instruction 

	Visuals 
	Visuals 
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure



	7. Select the Pay an Invoice link to open the Pay an Invoice page, shown below. 
	7. Select the Pay an Invoice link to open the Pay an Invoice page, shown below. 
	7. Select the Pay an Invoice link to open the Pay an Invoice page, shown below. 
	7. Select the Pay an Invoice link to open the Pay an Invoice page, shown below. 
	7. Select the Pay an Invoice link to open the Pay an Invoice page, shown below. 
	7. Select the Pay an Invoice link to open the Pay an Invoice page, shown below. 



	 
	 
	Figure




	 
	You have now discovered the features available on the Home page.
	Payments Process Navigation for Sponsors  
	The main purpose of the MPP is to serve as a central hub for distributing and paying qualified PDE invoices by participating sponsors. It offers information and instructions to help you review due invoices, initiate payments, track payment and receivables statuses, and generate reports. 
	The Pay an Invoice page offers payment functionalities, similar to an online bill-pay system, enabling you to select one, some, or all the invoices distributed for payment processing for a reporting period for one or more P Numbers. Invoices may be available for deferment, if the Total Available amount of all invoices distributed that are less than the systems deferred allowable amount of $20.00. 
	Note: The TPA recommends that invoices are paid prior to the payment due date, not on the due date. Initiating payment prior to the due date will allow for error-free processing of module-initiated ACH payments. 
	Payments that fail on the due date are not recognized as initiated and will require special handling between the sponsor and the TPA. 
	The Pending Payments page displays the invoices that you have initiated for payment, with either current or scheduled/future payment dates. These initiated invoices will be processed for payment each business day at 9:00 pm ET, based on the payment date you have selected the invoice to be drafted from your company’s account.  
	Once this process completes, successfully processed initiated invoiced line items will move to the Completed Payments page for status tracking. 
	Prior to the payment processing at 9:00 pm ET, you may choose a stop payment on one, some, or all initiated line items, so they are not selected for payment by the payment process. These stopped items will re-appear on the Pay an Invoice page for you to re-initiate before the payment due date.  
	The Pending Payments page will be explained in detail, with the 
	The Pending Payments page will be explained in detail, with the 
	Pending Payments Page
	Pending Payments Page

	 and instructions on using the features included in the page, in this user guide. 

	The Completed Payments page shows the status of payments that have completed the nightly payment processing. Invoices initiated for payment will remain in a Pending status until the funds are successfully received in the payee’s bank account. At that time, the status of the invoiced line item will update to display Successful. The Deferred status appears for invoice line items that meet the deferral criteria. Deferment of invoices will be explained in the Pay an Invoice section of this manual. 
	The Completed Payments page will be explained in detail with the 
	The Completed Payments page will be explained in detail with the 
	Completed Payments Page for Sponsors
	Completed Payments Page for Sponsors

	 and instructions on using the features included in the page, in this user guide. 

	The Receipts page provides you a list of invoiced line items that are due to be paid to you by program-participating sponsors.  
	• Invoice line items that have not been initiated by the sponsor are listed as Outstanding.  
	• Invoice line items that have not been initiated by the sponsor are listed as Outstanding.  
	• Invoice line items that have not been initiated by the sponsor are listed as Outstanding.  

	• Payments that have been initiated are displayed as a Pending status.  
	• Payments that have been initiated are displayed as a Pending status.  

	• A Received status notes that funds should be available in your bank account.  
	• A Received status notes that funds should be available in your bank account.  


	• A Deferred status means that invoices were deferred until the next reporting period. These invoice items met the system criteria for deferral and have been processed as such by the sponsor. These deferred items will be available for the sponsor to initiate payment again on the deferred invoices in the next reporting period.  
	• A Deferred status means that invoices were deferred until the next reporting period. These invoice items met the system criteria for deferral and have been processed as such by the sponsor. These deferred items will be available for the sponsor to initiate payment again on the deferred invoices in the next reporting period.  
	• A Deferred status means that invoices were deferred until the next reporting period. These invoice items met the system criteria for deferral and have been processed as such by the sponsor. These deferred items will be available for the sponsor to initiate payment again on the deferred invoices in the next reporting period.  

	• A Failed status notes that issues occurred with payment processing. 
	• A Failed status notes that issues occurred with payment processing. 


	The Receipts page will be explained in detail with the 
	The Receipts page will be explained in detail with the 
	Receipts Page for Sponsors
	Receipts Page for Sponsors

	 in this user guide. 

	  
	Pay an Invoice Page Navigation for Sponsors 
	The Pay an Invoice page allows you to review and process payment information for invoice line items by sponsor contract number. The information accessible on the Pay an Invoice page varies between Discount Program Payment Contact role and Third Party Administrator (TPA) Contact role users. 
	This difference is defined in these instructions: 
	This difference is defined in these instructions: 
	CGDP Module Discount Program Payment Contact and Third Party Administrator (TPA) Contact Roles
	CGDP Module Discount Program Payment Contact and Third Party Administrator (TPA) Contact Roles

	. 

	The screen below uses the Discount Program Payment Contact role to display what will be available for you. 
	 
	Figure
	For detailed information about the common features found on each page in the MPP, refer to 
	For detailed information about the common features found on each page in the MPP, refer to 
	Table 1: Common Features on All Pages
	Table 1: Common Features on All Pages

	 in the Appendix.  

	For detailed information about the features available on the Pay an Invoice page, refer to 
	For detailed information about the features available on the Pay an Invoice page, refer to 
	Table 3: Pay an Invoice Page
	Table 3: Pay an Invoice Page

	. 

	Refer to the following instructions to guide you through the Pay an Invoice page for the following functions: 
	• Select Individual, Multiple or All Invoice Line Items for Payment Initiation Instruction for Sponsors
	• Select Individual, Multiple or All Invoice Line Items for Payment Initiation Instruction for Sponsors
	• Select Individual, Multiple or All Invoice Line Items for Payment Initiation Instruction for Sponsors
	• Select Individual, Multiple or All Invoice Line Items for Payment Initiation Instruction for Sponsors
	• Select Individual, Multiple or All Invoice Line Items for Payment Initiation Instruction for Sponsors

	  



	• Set Scheduled Future Dates for Individual Invoices Instruction for Sponsors
	• Set Scheduled Future Dates for Individual Invoices Instruction for Sponsors
	• Set Scheduled Future Dates for Individual Invoices Instruction for Sponsors
	• Set Scheduled Future Dates for Individual Invoices Instruction for Sponsors
	• Set Scheduled Future Dates for Individual Invoices Instruction for Sponsors

	  


	• Update All Dates for All Invoice Line Items Payment Initiation Instruction for Sponsors
	• Update All Dates for All Invoice Line Items Payment Initiation Instruction for Sponsors
	• Update All Dates for All Invoice Line Items Payment Initiation Instruction for Sponsors
	• Update All Dates for All Invoice Line Items Payment Initiation Instruction for Sponsors

	 


	• Defer Eligible Invoices – Total Available Less Than $20.00 Instruction – Sponsors
	• Defer Eligible Invoices – Total Available Less Than $20.00 Instruction – Sponsors
	• Defer Eligible Invoices – Total Available Less Than $20.00 Instruction – Sponsors
	• Defer Eligible Invoices – Total Available Less Than $20.00 Instruction – Sponsors

	  


	• Prior Reporting Period Defer – No Payable Invoices Distributed for Reporting Period Instruction – Sponsors
	• Prior Reporting Period Defer – No Payable Invoices Distributed for Reporting Period Instruction – Sponsors
	• Prior Reporting Period Defer – No Payable Invoices Distributed for Reporting Period Instruction – Sponsors
	• Prior Reporting Period Defer – No Payable Invoices Distributed for Reporting Period Instruction – Sponsors

	  


	• Prior Reporting Period Defer – No Invoices Distributed for Current Reporting Period Instruction – Sponsors
	• Prior Reporting Period Defer – No Invoices Distributed for Current Reporting Period Instruction – Sponsors
	• Prior Reporting Period Defer – No Invoices Distributed for Current Reporting Period Instruction – Sponsors
	• Prior Reporting Period Defer – No Invoices Distributed for Current Reporting Period Instruction – Sponsors

	 



	 
	Pay an Invoice Instructions for Sponsors 
	Select Individual, Multiple or All Invoice Line Items for Payment Initiation Instruction for Sponsors 
	As a sponsor, you should initiate invoice line-item payments quarterly, within 38 calendar days of receiving distributed invoices, using the CGDP module in the MPP.  
	The module allows you to process payments for individual invoice line items with a default payment date of the current calendar day. 
	The Select All Invoices feature is available to initiate payment for all invoice line items distributed to the CGDP module for a reporting period. 
	This feature allows you to select all invoice line items in the Invoice Initiation Table, including those on additional pages that are not automatically visible, to initiate payment processing on the either the current date or a future scheduled date you select.  
	This instruction provides direction on the steps needed to process payments for individual, multiple or all invoice line items utilizing the current calendar day as the payment initiation date. 
	Note: Completion of this process is limited to sponsor associates assigned the Discount Program Payment Contact role. 
	 
	To access the MPP, click on the 
	To access the MPP, click on the 
	TPAdministrator.com
	TPAdministrator.com

	 and click on the MPP Login.  

	If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User Guide” found on the CGDP 
	If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User Guide” found on the CGDP 
	User Guides 
	User Guides 

	page to access the guide. 

	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 


	 
	Select the “Coverage Gap Discount” card’s View Reports button or the “Coverage Gap Discount” link in the blue navigation bar and open the Home page. 

	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	2. This is the Home page. 
	2. This is the Home page. 
	2. This is the Home page. 
	2. This is the Home page. 
	2. This is the Home page. 
	2. This is the Home page. 



	 
	 


	3. Populate the Select radio button for the applicable reporting period. 
	3. Populate the Select radio button for the applicable reporting period. 
	3. Populate the Select radio button for the applicable reporting period. 
	3. Populate the Select radio button for the applicable reporting period. 
	3. Populate the Select radio button for the applicable reporting period. 


	The remainder of the Page Navigation links are activated.  
	Select the Pay an Invoice link to view the invoice line items associated with the selected reporting period. 

	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	4. On the Pay an Invoice page, review the Payment Information (1) and the Invoice Initiation Table (2) for available invoice line items. 
	4. On the Pay an Invoice page, review the Payment Information (1) and the Invoice Initiation Table (2) for available invoice line items. 
	4. On the Pay an Invoice page, review the Payment Information (1) and the Invoice Initiation Table (2) for available invoice line items. 
	4. On the Pay an Invoice page, review the Payment Information (1) and the Invoice Initiation Table (2) for available invoice line items. 
	4. On the Pay an Invoice page, review the Payment Information (1) and the Invoice Initiation Table (2) for available invoice line items. 
	4. On the Pay an Invoice page, review the Payment Information (1) and the Invoice Initiation Table (2) for available invoice line items. 



	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	5. To choose individual invoice line items for payment processing (1), select the checkbox in the Initiate Payment column for the applicable line item. You can select one or more invoice line items using the checkboxes in the Initiate Payment column.  
	5. To choose individual invoice line items for payment processing (1), select the checkbox in the Initiate Payment column for the applicable line item. You can select one or more invoice line items using the checkboxes in the Initiate Payment column.  
	5. To choose individual invoice line items for payment processing (1), select the checkbox in the Initiate Payment column for the applicable line item. You can select one or more invoice line items using the checkboxes in the Initiate Payment column.  
	5. To choose individual invoice line items for payment processing (1), select the checkbox in the Initiate Payment column for the applicable line item. You can select one or more invoice line items using the checkboxes in the Initiate Payment column.  
	5. To choose individual invoice line items for payment processing (1), select the checkbox in the Initiate Payment column for the applicable line item. You can select one or more invoice line items using the checkboxes in the Initiate Payment column.  
	5. To choose individual invoice line items for payment processing (1), select the checkbox in the Initiate Payment column for the applicable line item. You can select one or more invoice line items using the checkboxes in the Initiate Payment column.  


	Then, click the Submit button, located at the bottom right of the Invoice Initiation Table, to process the payment.  

	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	6. To choose all the invoice line items for payment processing (2), click the Select All Invoices checkbox to enter a checkmark. This action will place a checkmark in all invoice line item’s checkboxes that are available for invoice initiation on all pages of the Pay an Invoice page.  
	6. To choose all the invoice line items for payment processing (2), click the Select All Invoices checkbox to enter a checkmark. This action will place a checkmark in all invoice line item’s checkboxes that are available for invoice initiation on all pages of the Pay an Invoice page.  
	6. To choose all the invoice line items for payment processing (2), click the Select All Invoices checkbox to enter a checkmark. This action will place a checkmark in all invoice line item’s checkboxes that are available for invoice initiation on all pages of the Pay an Invoice page.  
	6. To choose all the invoice line items for payment processing (2), click the Select All Invoices checkbox to enter a checkmark. This action will place a checkmark in all invoice line item’s checkboxes that are available for invoice initiation on all pages of the Pay an Invoice page.  
	6. To choose all the invoice line items for payment processing (2), click the Select All Invoices checkbox to enter a checkmark. This action will place a checkmark in all invoice line item’s checkboxes that are available for invoice initiation on all pages of the Pay an Invoice page.  
	6. To choose all the invoice line items for payment processing (2), click the Select All Invoices checkbox to enter a checkmark. This action will place a checkmark in all invoice line item’s checkboxes that are available for invoice initiation on all pages of the Pay an Invoice page.  


	 
	The invoice line item on row two displaying “Invalid Payee Data” in the Payment Date column, is due to the sponsor’s, or payee, bank account, not being able to accept funds until updates are made. 
	 
	Clicking the Select All Invoices checkbox will populate all invoices on all the pages displayed in the pagination at the lower right of the Invoice Initiation Table for processing. You can use the Show Entries filter to select the number of invoice line items to display from 10 to All. 
	 
	Even if you do not update the Show Entries filter to display more invoice line items than the default, clicking the Select All Invoices checkbox will activate the checkboxes in the Initiate Payment column to allow you to initiate all available invoices at once. 

	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	7. If the Submit button is not selected before navigating away from the Pay an Invoice page, a warning message will prompt you to save your work to avoid losing changes. 
	7. If the Submit button is not selected before navigating away from the Pay an Invoice page, a warning message will prompt you to save your work to avoid losing changes. 
	7. If the Submit button is not selected before navigating away from the Pay an Invoice page, a warning message will prompt you to save your work to avoid losing changes. 
	7. If the Submit button is not selected before navigating away from the Pay an Invoice page, a warning message will prompt you to save your work to avoid losing changes. 
	7. If the Submit button is not selected before navigating away from the Pay an Invoice page, a warning message will prompt you to save your work to avoid losing changes. 
	7. If the Submit button is not selected before navigating away from the Pay an Invoice page, a warning message will prompt you to save your work to avoid losing changes. 


	This save functionality is the Submit button. 

	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	8. To process the submission of the initiated payment(s), enter the Payment Initiator role’s four-digit PIN in the Enter PIN form and select the Validate button. 
	8. To process the submission of the initiated payment(s), enter the Payment Initiator role’s four-digit PIN in the Enter PIN form and select the Validate button. 
	8. To process the submission of the initiated payment(s), enter the Payment Initiator role’s four-digit PIN in the Enter PIN form and select the Validate button. 
	8. To process the submission of the initiated payment(s), enter the Payment Initiator role’s four-digit PIN in the Enter PIN form and select the Validate button. 
	8. To process the submission of the initiated payment(s), enter the Payment Initiator role’s four-digit PIN in the Enter PIN form and select the Validate button. 
	8. To process the submission of the initiated payment(s), enter the Payment Initiator role’s four-digit PIN in the Enter PIN form and select the Validate button. 



	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	9. The Payment Information section updates the Total Pending field with the amounts listed in the Pending Payments page. 
	9. The Payment Information section updates the Total Pending field with the amounts listed in the Pending Payments page. 
	9. The Payment Information section updates the Total Pending field with the amounts listed in the Pending Payments page. 
	9. The Payment Information section updates the Total Pending field with the amounts listed in the Pending Payments page. 
	9. The Payment Information section updates the Total Pending field with the amounts listed in the Pending Payments page. 
	9. The Payment Information section updates the Total Pending field with the amounts listed in the Pending Payments page. 


	This example displays the Pay an Invoice page’s Total Pending field and the Invoice Initiation Table’s contents after initiating two individual invoice line items. 
	 

	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	10. Once the invoice line item has been submitted and the Payment Information section updates, the initiated invoices will move to the Pending Payments page for payment processing. 
	10. Once the invoice line item has been submitted and the Payment Information section updates, the initiated invoices will move to the Pending Payments page for payment processing. 
	10. Once the invoice line item has been submitted and the Payment Information section updates, the initiated invoices will move to the Pending Payments page for payment processing. 
	10. Once the invoice line item has been submitted and the Payment Information section updates, the initiated invoices will move to the Pending Payments page for payment processing. 
	10. Once the invoice line item has been submitted and the Payment Information section updates, the initiated invoices will move to the Pending Payments page for payment processing. 
	10. Once the invoice line item has been submitted and the Payment Information section updates, the initiated invoices will move to the Pending Payments page for payment processing. 


	This example (1) displays the Pending Payments page after the initiation of the two individual invoice line items. 

	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	11. This example displays the Pay an Invoice page Total Pending field and the Invoice Initiation Table’s contents after initiating all available invoice line items. 
	11. This example displays the Pay an Invoice page Total Pending field and the Invoice Initiation Table’s contents after initiating all available invoice line items. 
	11. This example displays the Pay an Invoice page Total Pending field and the Invoice Initiation Table’s contents after initiating all available invoice line items. 
	11. This example displays the Pay an Invoice page Total Pending field and the Invoice Initiation Table’s contents after initiating all available invoice line items. 
	11. This example displays the Pay an Invoice page Total Pending field and the Invoice Initiation Table’s contents after initiating all available invoice line items. 
	11. This example displays the Pay an Invoice page Total Pending field and the Invoice Initiation Table’s contents after initiating all available invoice line items. 


	The invoice line item displaying the “Invalid Payee Data” remains unprocessed for payment. The manufacturer (payee) will have to update bank account information to be able to allow you to initiate the invoice. 
	TPA Operations will work with both parties to communicate the status of the outstanding invoice. 

	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure



	12. This example (2) is of the Pending Payments page after clicking Select All Invoices to initiate all available invoice line items. 
	12. This example (2) is of the Pending Payments page after clicking Select All Invoices to initiate all available invoice line items. 
	12. This example (2) is of the Pending Payments page after clicking Select All Invoices to initiate all available invoice line items. 
	12. This example (2) is of the Pending Payments page after clicking Select All Invoices to initiate all available invoice line items. 
	12. This example (2) is of the Pending Payments page after clicking Select All Invoices to initiate all available invoice line items. 
	12. This example (2) is of the Pending Payments page after clicking Select All Invoices to initiate all available invoice line items. 


	 
	Note: Instructions for processing stop payments are explained in the 
	Note: Instructions for processing stop payments are explained in the 
	Pending Payments Page for Sponsors
	Pending Payments Page for Sponsors

	 navigation and review the 
	Processing Stop Payments for Sponsors
	Processing Stop Payments for Sponsors

	 in this user guide. 


	 
	 
	Figure




	 
	You have now initiated a payment of individual (1) or multiple (2) invoice line items. 
	Set Scheduled Future Dates for Individual Invoices Instruction for Sponsors 
	The MPP allows you to schedule future dated payments for invoice line items by selecting a future date instead of the default date in the calendar feature.  
	Please Note:  
	• Completion of this process is limited to sponsor associates assigned the Discount Program Payment Contact role.  
	• Completion of this process is limited to sponsor associates assigned the Discount Program Payment Contact role.  
	• Completion of this process is limited to sponsor associates assigned the Discount Program Payment Contact role.  

	• The calendar feature for each individual invoice line item works in conjunction with submitting selected invoice line items for payment initiation and processing.  
	• The calendar feature for each individual invoice line item works in conjunction with submitting selected invoice line items for payment initiation and processing.  

	• To save the updated dates in the Payment Date column for any invoices, ensure that the checkboxes in the Initiate Payments column are selected for the invoice line items to be processed when the Submit button is clicked. 
	• To save the updated dates in the Payment Date column for any invoices, ensure that the checkboxes in the Initiate Payments column are selected for the invoice line items to be processed when the Submit button is clicked. 

	• If you leave the CGDP module without saving (submitting) your selections, you will be required to update the invoice line items payment dates and select them again for payment initiation. 
	• If you leave the CGDP module without saving (submitting) your selections, you will be required to update the invoice line items payment dates and select them again for payment initiation. 


	The following instructions provide direction on the steps needed to select invoice line items for future calendar day invoice payment processing.  
	This instruction demonstrates the process for one invoice line item but can be repeated for multiple invoice line items as needed.  
	 
	To access the MPP, click on the 
	To access the MPP, click on the 
	TPAdministrator.com
	TPAdministrator.com

	 and click on the MPP Login.  

	If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User Guide” found on the CGDP 
	If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User Guide” found on the CGDP 
	User Guides 
	User Guides 

	page to access the guide. 

	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. This example only shows CGDP.  
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. This example only shows CGDP.  
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. This example only shows CGDP.  
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. This example only shows CGDP.  
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. This example only shows CGDP.  
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. This example only shows CGDP.  


	 
	Select the “Coverage Gap Discount” card’s View Reports button to access CGDP or the “Coverage Gap Discount” link in the blue navigation bar and open the Home page. 

	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	2. This is the Home page. 
	2. This is the Home page. 
	2. This is the Home page. 
	2. This is the Home page. 
	2. This is the Home page. 
	2. This is the Home page. 



	 
	 


	3. Populate the Select radio button for the applicable reporting period. 
	3. Populate the Select radio button for the applicable reporting period. 
	3. Populate the Select radio button for the applicable reporting period. 
	3. Populate the Select radio button for the applicable reporting period. 
	3. Populate the Select radio button for the applicable reporting period. 


	The remainder of the Page Navigation links are activated.  
	Select the Pay an Invoice link to view the invoice line items associated with the selected reporting period. 

	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	4. On the Pay an Invoice page, review the Payment Information (1) on the top portion of the screen and the Invoice Initiation Table (2) on the lower portion of the screen for available invoice line items. 
	4. On the Pay an Invoice page, review the Payment Information (1) on the top portion of the screen and the Invoice Initiation Table (2) on the lower portion of the screen for available invoice line items. 
	4. On the Pay an Invoice page, review the Payment Information (1) on the top portion of the screen and the Invoice Initiation Table (2) on the lower portion of the screen for available invoice line items. 
	4. On the Pay an Invoice page, review the Payment Information (1) on the top portion of the screen and the Invoice Initiation Table (2) on the lower portion of the screen for available invoice line items. 
	4. On the Pay an Invoice page, review the Payment Information (1) on the top portion of the screen and the Invoice Initiation Table (2) on the lower portion of the screen for available invoice line items. 
	4. On the Pay an Invoice page, review the Payment Information (1) on the top portion of the screen and the Invoice Initiation Table (2) on the lower portion of the screen for available invoice line items. 



	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	5. To update an invoice line item payment date, select the Calendar icon located on the right of the Payment Date field for the specific invoice line item and select the applicable date from the calendar. 
	5. To update an invoice line item payment date, select the Calendar icon located on the right of the Payment Date field for the specific invoice line item and select the applicable date from the calendar. 
	5. To update an invoice line item payment date, select the Calendar icon located on the right of the Payment Date field for the specific invoice line item and select the applicable date from the calendar. 
	5. To update an invoice line item payment date, select the Calendar icon located on the right of the Payment Date field for the specific invoice line item and select the applicable date from the calendar. 
	5. To update an invoice line item payment date, select the Calendar icon located on the right of the Payment Date field for the specific invoice line item and select the applicable date from the calendar. 
	5. To update an invoice line item payment date, select the Calendar icon located on the right of the Payment Date field for the specific invoice line item and select the applicable date from the calendar. 



	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	6. To process a scheduled future-dated invoice line item, check the box in the Initiate Payment column and click the Submit button at the bottom right of the Invoice Initiations Table. 
	6. To process a scheduled future-dated invoice line item, check the box in the Initiate Payment column and click the Submit button at the bottom right of the Invoice Initiations Table. 
	6. To process a scheduled future-dated invoice line item, check the box in the Initiate Payment column and click the Submit button at the bottom right of the Invoice Initiations Table. 
	6. To process a scheduled future-dated invoice line item, check the box in the Initiate Payment column and click the Submit button at the bottom right of the Invoice Initiations Table. 
	6. To process a scheduled future-dated invoice line item, check the box in the Initiate Payment column and click the Submit button at the bottom right of the Invoice Initiations Table. 
	6. To process a scheduled future-dated invoice line item, check the box in the Initiate Payment column and click the Submit button at the bottom right of the Invoice Initiations Table. 



	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	7. If the Submit button is not selected before navigating away from the Pay an Invoice page, a warning message will prompt you to save your work to avoid losing changes  
	7. If the Submit button is not selected before navigating away from the Pay an Invoice page, a warning message will prompt you to save your work to avoid losing changes  
	7. If the Submit button is not selected before navigating away from the Pay an Invoice page, a warning message will prompt you to save your work to avoid losing changes  
	7. If the Submit button is not selected before navigating away from the Pay an Invoice page, a warning message will prompt you to save your work to avoid losing changes  
	7. If the Submit button is not selected before navigating away from the Pay an Invoice page, a warning message will prompt you to save your work to avoid losing changes  
	7. If the Submit button is not selected before navigating away from the Pay an Invoice page, a warning message will prompt you to save your work to avoid losing changes  


	This save functionality is the Submit button. 

	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	8. To process the submission of the initiated payment, enter the Payment Initiator role’s four-digit PIN in the Enter PIN form and select the Validate button. 
	8. To process the submission of the initiated payment, enter the Payment Initiator role’s four-digit PIN in the Enter PIN form and select the Validate button. 
	8. To process the submission of the initiated payment, enter the Payment Initiator role’s four-digit PIN in the Enter PIN form and select the Validate button. 
	8. To process the submission of the initiated payment, enter the Payment Initiator role’s four-digit PIN in the Enter PIN form and select the Validate button. 
	8. To process the submission of the initiated payment, enter the Payment Initiator role’s four-digit PIN in the Enter PIN form and select the Validate button. 
	8. To process the submission of the initiated payment, enter the Payment Initiator role’s four-digit PIN in the Enter PIN form and select the Validate button. 



	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	9. Once the scheduled future invoice line item processes, the Payment Information section’s Total Pending field will display the updated amounts and the items initiated will move from the Pay an Invoice page to the Pending Payments page. 
	9. Once the scheduled future invoice line item processes, the Payment Information section’s Total Pending field will display the updated amounts and the items initiated will move from the Pay an Invoice page to the Pending Payments page. 
	9. Once the scheduled future invoice line item processes, the Payment Information section’s Total Pending field will display the updated amounts and the items initiated will move from the Pay an Invoice page to the Pending Payments page. 
	9. Once the scheduled future invoice line item processes, the Payment Information section’s Total Pending field will display the updated amounts and the items initiated will move from the Pay an Invoice page to the Pending Payments page. 
	9. Once the scheduled future invoice line item processes, the Payment Information section’s Total Pending field will display the updated amounts and the items initiated will move from the Pay an Invoice page to the Pending Payments page. 
	9. Once the scheduled future invoice line item processes, the Payment Information section’s Total Pending field will display the updated amounts and the items initiated will move from the Pay an Invoice page to the Pending Payments page. 
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	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure



	10. The initiated invoice line items are visible on the Pending Payments page, once you select the link from the Page Navigation on the left side of the screen. 
	10. The initiated invoice line items are visible on the Pending Payments page, once you select the link from the Page Navigation on the left side of the screen. 
	10. The initiated invoice line items are visible on the Pending Payments page, once you select the link from the Page Navigation on the left side of the screen. 
	10. The initiated invoice line items are visible on the Pending Payments page, once you select the link from the Page Navigation on the left side of the screen. 
	10. The initiated invoice line items are visible on the Pending Payments page, once you select the link from the Page Navigation on the left side of the screen. 
	10. The initiated invoice line items are visible on the Pending Payments page, once you select the link from the Page Navigation on the left side of the screen. 


	 
	Note: Instructions for navigating the Pending Payments page and processing stop payments are explained in the 
	Note: Instructions for navigating the Pending Payments page and processing stop payments are explained in the 
	Pending Payments Page for Sponsors
	Pending Payments Page for Sponsors

	. 


	 
	 
	Figure




	 
	You have now completed payment initiation of an invoice line item with a future scheduled payment date. 
	 
	Update All Dates for All Invoice Line Items Payment Initiation Instruction for Sponsors 
	To update all invoice line items from the default current date, use the Update All Dates feature. This allows you to set a future payment initiation date for all invoice line items ready for processing. 
	 
	To access the MPP, click on the 
	To access the MPP, click on the 
	TPAdministrator.com
	TPAdministrator.com

	 and click on the MPP Login.  

	If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User Guide” found on the CGDP 
	If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User Guide” found on the CGDP 
	User Guides 
	User Guides 

	page to access the guide. 

	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 


	 
	Select either the “Coverage Gap Discount” card’s View Reports button to access CGDP or the “Coverage Gap Discount” link in the blue navigation bar and open the Home page. 
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	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
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	2. This is the Home page. 
	2. This is the Home page. 
	2. This is the Home page. 
	2. This is the Home page. 
	2. This is the Home page. 
	2. This is the Home page. 



	 
	 


	3. Populate the Select radio button for the applicable reporting period. 
	3. Populate the Select radio button for the applicable reporting period. 
	3. Populate the Select radio button for the applicable reporting period. 
	3. Populate the Select radio button for the applicable reporting period. 
	3. Populate the Select radio button for the applicable reporting period. 


	The remainder of the Page Navigation links are activated.  
	Select the Pay an Invoice link to view the invoice line items associated with the selected reporting period 

	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	4. On the Pay an Invoice page select the calendar icon in the Update All Dates field where the date shows MM/DD/YYYY to update all payment initiation dates to a future scheduled date.  
	4. On the Pay an Invoice page select the calendar icon in the Update All Dates field where the date shows MM/DD/YYYY to update all payment initiation dates to a future scheduled date.  
	4. On the Pay an Invoice page select the calendar icon in the Update All Dates field where the date shows MM/DD/YYYY to update all payment initiation dates to a future scheduled date.  
	4. On the Pay an Invoice page select the calendar icon in the Update All Dates field where the date shows MM/DD/YYYY to update all payment initiation dates to a future scheduled date.  
	4. On the Pay an Invoice page select the calendar icon in the Update All Dates field where the date shows MM/DD/YYYY to update all payment initiation dates to a future scheduled date.  
	4. On the Pay an Invoice page select the calendar icon in the Update All Dates field where the date shows MM/DD/YYYY to update all payment initiation dates to a future scheduled date.  


	This field is located below the Invoice Initiation Table.  
	 
	Note: The invoice line item displaying the “Invalid Payee Data” will be unavailable for the Update All feature and payment. The manufacturer (payee) will have to update bank account information to be able to allow you to initiate the invoice. 
	TPA Operations will work with both parties to communicate the status of the outstanding invoice 

	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	5. There are five features of the Update All Dates field and calendar that are available for you to use to select your future scheduled dates if you do not want to key in the date manually in the field. 
	5. There are five features of the Update All Dates field and calendar that are available for you to use to select your future scheduled dates if you do not want to key in the date manually in the field. 
	5. There are five features of the Update All Dates field and calendar that are available for you to use to select your future scheduled dates if you do not want to key in the date manually in the field. 
	5. There are five features of the Update All Dates field and calendar that are available for you to use to select your future scheduled dates if you do not want to key in the date manually in the field. 
	5. There are five features of the Update All Dates field and calendar that are available for you to use to select your future scheduled dates if you do not want to key in the date manually in the field. 
	5. There are five features of the Update All Dates field and calendar that are available for you to use to select your future scheduled dates if you do not want to key in the date manually in the field. 

	A. Calendar icon date picker allows you to access the calendar associated with the Update All Dates field. 
	A. Calendar icon date picker allows you to access the calendar associated with the Update All Dates field. 

	B. Show Previous Month up arrow is available for use when you have first selected the Show Next Month down arrow and would like to return to a previous month. Not available if you are on the current business day.  
	B. Show Previous Month up arrow is available for use when you have first selected the Show Next Month down arrow and would like to return to a previous month. Not available if you are on the current business day.  


	Future schedule dates available for selection are displayed in black font in the calendar.  
	The calendar will automatically mark, in a grey box, the same day in the next or previous month. 
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	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	C. Show Next Month down arrow is available for you to move forward in the calendar to view future scheduled dates in upcoming months.  
	C. Show Next Month down arrow is available for you to move forward in the calendar to view future scheduled dates in upcoming months.  
	C. Show Next Month down arrow is available for you to move forward in the calendar to view future scheduled dates in upcoming months.  
	C. Show Next Month down arrow is available for you to move forward in the calendar to view future scheduled dates in upcoming months.  
	C. Show Next Month down arrow is available for you to move forward in the calendar to view future scheduled dates in upcoming months.  
	C. Show Next Month down arrow is available for you to move forward in the calendar to view future scheduled dates in upcoming months.  


	 
	Future schedule dates in the calendar available for selection are displayed in black font.  
	 
	The calendar will automatically mark, in a grey box, the same day in the next or previous month. 
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	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	6. The Clear link allows you to select the link and clear the Update All Dates field and return you to the current business date on the calendar popup.  
	6. The Clear link allows you to select the link and clear the Update All Dates field and return you to the current business date on the calendar popup.  
	6. The Clear link allows you to select the link and clear the Update All Dates field and return you to the current business date on the calendar popup.  
	6. The Clear link allows you to select the link and clear the Update All Dates field and return you to the current business date on the calendar popup.  
	6. The Clear link allows you to select the link and clear the Update All Dates field and return you to the current business date on the calendar popup.  
	6. The Clear link allows you to select the link and clear the Update All Dates field and return you to the current business date on the calendar popup.  


	Current date is outlined in black with grey background. 
	Past dates in the calendar are not available for selection and display in a light grey font. 

	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 
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	7. The Today link allows you to select the link and return you to the current business date on the calendar popup and in the Update All Dates field. 
	7. The Today link allows you to select the link and return you to the current business date on the calendar popup and in the Update All Dates field. 
	7. The Today link allows you to select the link and return you to the current business date on the calendar popup and in the Update All Dates field. 
	7. The Today link allows you to select the link and return you to the current business date on the calendar popup and in the Update All Dates field. 
	7. The Today link allows you to select the link and return you to the current business date on the calendar popup and in the Update All Dates field. 
	7. The Today link allows you to select the link and return you to the current business date on the calendar popup and in the Update All Dates field. 
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	Instructions 
	Instructions 
	Instructions 
	Instructions 
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	8.  Select the calendar icon in the Update All Dates field to select a future scheduled date for all the available payment initiations applicable date.  
	8.  Select the calendar icon in the Update All Dates field to select a future scheduled date for all the available payment initiations applicable date.  
	8.  Select the calendar icon in the Update All Dates field to select a future scheduled date for all the available payment initiations applicable date.  
	8.  Select the calendar icon in the Update All Dates field to select a future scheduled date for all the available payment initiations applicable date.  
	8.  Select the calendar icon in the Update All Dates field to select a future scheduled date for all the available payment initiations applicable date.  
	8.  Select the calendar icon in the Update All Dates field to select a future scheduled date for all the available payment initiations applicable date.  


	On the calendar, select the month and future scheduled date to be updated for the invoices.  
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	Instructions 
	Instructions 
	Instructions 

	Visuals 
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	9. Once the date is selected in the calendar associated with the Update All Dates (1) field, the dates of all invoices available for initiation will be updated with the selected date.  
	9. Once the date is selected in the calendar associated with the Update All Dates (1) field, the dates of all invoices available for initiation will be updated with the selected date.  
	9. Once the date is selected in the calendar associated with the Update All Dates (1) field, the dates of all invoices available for initiation will be updated with the selected date.  
	9. Once the date is selected in the calendar associated with the Update All Dates (1) field, the dates of all invoices available for initiation will be updated with the selected date.  
	9. Once the date is selected in the calendar associated with the Update All Dates (1) field, the dates of all invoices available for initiation will be updated with the selected date.  
	9. Once the date is selected in the calendar associated with the Update All Dates (1) field, the dates of all invoices available for initiation will be updated with the selected date.  


	To complete the update process, verify that you have selected invoices for payment initiation and the Select All Invoices (2) checkbox has been selected for all available invoices.  
	Click the Submit (3) button to process the future scheduled invoice line items. 
	Note: If you have selected the incorrect date, repeat the steps to open the Update All Dates field’s calendar icon and select a new date. 
	To update individual invoice line items, use the Payment Date field’s calendar icon to expand the calendar associated with the specific invoice line. Reference the 
	To update individual invoice line items, use the Payment Date field’s calendar icon to expand the calendar associated with the specific invoice line. Reference the 
	Set Scheduled Future Dates for Individual Invoices Instruction for Sponsors
	Set Scheduled Future Dates for Individual Invoices Instruction for Sponsors

	. 
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	Instructions 

	Visuals 
	Visuals 
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure



	10. The Pending Payments page will display the invoice line items processed for payment with the updated payment date.  
	10. The Pending Payments page will display the invoice line items processed for payment with the updated payment date.  
	10. The Pending Payments page will display the invoice line items processed for payment with the updated payment date.  
	10. The Pending Payments page will display the invoice line items processed for payment with the updated payment date.  
	10. The Pending Payments page will display the invoice line items processed for payment with the updated payment date.  
	10. The Pending Payments page will display the invoice line items processed for payment with the updated payment date.  
	10. The Pending Payments page will display the invoice line items processed for payment with the updated payment date.  
	• The Total Available amount field in the Payment Information section totals less than the system-default allowable amount of $20.00 USD and 
	• The Total Available amount field in the Payment Information section totals less than the system-default allowable amount of $20.00 USD and 
	• The Total Available amount field in the Payment Information section totals less than the system-default allowable amount of $20.00 USD and 

	• When a sponsor’s bank’s ACH has a specified minimum amount for using ACH to process payments and the selected total invoice amount for payment initiation is less than the bank’s stated specified minimum dollar ACH 
	• When a sponsor’s bank’s ACH has a specified minimum amount for using ACH to process payments and the selected total invoice amount for payment initiation is less than the bank’s stated specified minimum dollar ACH 

	• Defer functionality becomes available if the amount listed in the Total Available field is less than the system-default allowable amount, currently designated as $20.00 USD. 
	• Defer functionality becomes available if the amount listed in the Total Available field is less than the system-default allowable amount, currently designated as $20.00 USD. 

	• The payment initiation process used by the MPP initiates a lump sum debit from sponsor bank accounts for the total amount of payments initiated per day, not individual line item debits. 
	• The payment initiation process used by the MPP initiates a lump sum debit from sponsor bank accounts for the total amount of payments initiated per day, not individual line item debits. 

	• All sponsors are responsible for verifying their banking institution’s specific threshold for low-dollar ACH amounts permitted for processing. 
	• All sponsors are responsible for verifying their banking institution’s specific threshold for low-dollar ACH amounts permitted for processing. 





	 
	Instructions to learn about navigating the Pending Payments page is presented in the 
	Instructions to learn about navigating the Pending Payments page is presented in the 
	Pending Payments Page for Sponsors
	Pending Payments Page for Sponsors

	 in this user guide. 


	 
	 
	Figure




	 
	You have now completed processing invoice line items utilizing the Update All Dates feature.
	Processing Deferred Invoices for Sponsors 
	The module provides the ability to defer payment of distributed invoice line items to a subsequent reporting period when the following conditions are met: 
	The defer process is available via a checkbox visible in the Defer column on the Pay an Invoice page’s Invoice Initiation Table.  
	 
	The most important facts to know before deferring an invoice: 
	 
	The following instructions provided present different scenarios for how the defer process functionality works.  
	  
	Defer Eligible Invoices – Total Available Less Than $20.00 Instruction – Sponsors 
	 
	If the Total Available amount in the Payment Information table is less than the $20.00 USD threshold, checkboxes will appear in the Defer column for all available invoice line items.  
	Example:  
	A sponsor’s banking institution has an ACH specified minimum processing for dollar amounts greater than $10.00 USD. In this scenario, the Total Available amount of all invoices is less than the sponsor’s bank ACH minimum threshold, so all invoice line items are eligible for the sponsor to defer the invoices to the subsequent quarter. 
	Please Note:  
	• Sponsors are responsible for verifying with their banking institution the specific threshold for low-dollar ACH amounts permitted for processing. 
	• Sponsors are responsible for verifying with their banking institution the specific threshold for low-dollar ACH amounts permitted for processing. 
	• Sponsors are responsible for verifying with their banking institution the specific threshold for low-dollar ACH amounts permitted for processing. 

	• Completion of this process is limited to sponsor associates assigned the Discount Program Payment Contact role. 
	• Completion of this process is limited to sponsor associates assigned the Discount Program Payment Contact role. 


	When the Defer checkbox is visible and the Total Available for all invoices exceeds your bank’s minimum processing threshold, you should not use the Defer option. The TPA will draft funds as a lump sum for all selected invoices, not as individual line items.  
	 
	To access the MPP, click on the 
	To access the MPP, click on the 
	TPAdministrator.com
	TPAdministrator.com

	 and click on the MPP Login.  

	If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User Guide” found on the CGDP 
	If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User Guide” found on the CGDP 
	User Guides 
	User Guides 

	page to access the guide. 

	 
	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 


	 
	Select the “Coverage Gap Discount” card’s View Reports button to access CGDP and open the Home page. 
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	2. This is the Home page. 
	2. This is the Home page. 
	2. This is the Home page. 
	2. This is the Home page. 
	2. This is the Home page. 
	2. This is the Home page. 
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	3. Populate the Select radio button for the applicable reporting period. 
	3. Populate the Select radio button for the applicable reporting period. 
	3. Populate the Select radio button for the applicable reporting period. 
	3. Populate the Select radio button for the applicable reporting period. 
	3. Populate the Select radio button for the applicable reporting period. 
	3. Populate the Select radio button for the applicable reporting period. 


	The remainder of the Page Navigation links are activated.  
	 
	Select the Pay an Invoice link to view the invoice line items associated with the selected reporting period 

	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	4. On the Pay an Invoice page, review the Payment Information section’s Total Available field to note the total dollar amount of available invoices. 
	4. On the Pay an Invoice page, review the Payment Information section’s Total Available field to note the total dollar amount of available invoices. 
	4. On the Pay an Invoice page, review the Payment Information section’s Total Available field to note the total dollar amount of available invoices. 
	4. On the Pay an Invoice page, review the Payment Information section’s Total Available field to note the total dollar amount of available invoices. 
	4. On the Pay an Invoice page, review the Payment Information section’s Total Available field to note the total dollar amount of available invoices. 
	4. On the Pay an Invoice page, review the Payment Information section’s Total Available field to note the total dollar amount of available invoices. 


	This example displays the available Defer column’s checkbox for all available invoice line items that are less than the systems-default allowable amount of $20.00 USD.  
	Note: The Defer column will display checkboxes only if the Total Available amount in the Payment Information section is less than $20.00 USD. 
	Remember: When the Defer checkbox is visible and the Total Available for all invoices exceeds your bank’s minimum processing threshold, you should not use the Defer option. The TPA will draft funds as a lump sum for all selected invoices, not as individual line items.  
	Before deferring invoice payments, ensure you know your bank’s minimum ACH threshold. 

	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 
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	5. Populate each of the Defer checkboxes with a checkmark to select the invoice line item(s) you plan to defer and select the Submit button, located at the bottom right of the Invoice Initiation Table. 
	5. Populate each of the Defer checkboxes with a checkmark to select the invoice line item(s) you plan to defer and select the Submit button, located at the bottom right of the Invoice Initiation Table. 
	5. Populate each of the Defer checkboxes with a checkmark to select the invoice line item(s) you plan to defer and select the Submit button, located at the bottom right of the Invoice Initiation Table. 
	5. Populate each of the Defer checkboxes with a checkmark to select the invoice line item(s) you plan to defer and select the Submit button, located at the bottom right of the Invoice Initiation Table. 
	5. Populate each of the Defer checkboxes with a checkmark to select the invoice line item(s) you plan to defer and select the Submit button, located at the bottom right of the Invoice Initiation Table. 
	5. Populate each of the Defer checkboxes with a checkmark to select the invoice line item(s) you plan to defer and select the Submit button, located at the bottom right of the Invoice Initiation Table. 


	 
	Please Note:  
	Invoice line items will no longer be available for deferment if the invoice line item(s) remains unprocessed for payment for a total of 17 reporting periods (initial reporting period plus 16 subsequent reporting periods). In such cases, payment arrangements outside of the MPP and the CGDP module will need to be made between participating sponsors and manufacturers. 
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	Instructions 
	Instructions 
	Instructions 
	Instructions 
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	6. The system will display a “Warning” message to you after you select the Submit button. 
	6. The system will display a “Warning” message to you after you select the Submit button. 
	6. The system will display a “Warning” message to you after you select the Submit button. 
	6. The system will display a “Warning” message to you after you select the Submit button. 
	6. The system will display a “Warning” message to you after you select the Submit button. 
	6. The system will display a “Warning” message to you after you select the Submit button. 


	 
	Note: Review the message and, if you agree with its contents, click OK to continue.   
	If the selected items are incorrect, click Cancel to exit and return to Invoice Initiation Table on the Pay an Invoice page. 

	  
	  




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
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	7. After selecting OK on the warning message, enter your four-digit PIN in the Enter PIN field and click the Validate button to complete the submission process for deferring invoices. 
	7. After selecting OK on the warning message, enter your four-digit PIN in the Enter PIN field and click the Validate button to complete the submission process for deferring invoices. 
	7. After selecting OK on the warning message, enter your four-digit PIN in the Enter PIN field and click the Validate button to complete the submission process for deferring invoices. 
	7. After selecting OK on the warning message, enter your four-digit PIN in the Enter PIN field and click the Validate button to complete the submission process for deferring invoices. 
	7. After selecting OK on the warning message, enter your four-digit PIN in the Enter PIN field and click the Validate button to complete the submission process for deferring invoices. 
	7. After selecting OK on the warning message, enter your four-digit PIN in the Enter PIN field and click the Validate button to complete the submission process for deferring invoices. 
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	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	8. Once the defer process is complete, review the Payment Information section’s Total Current Deferred and Total Previously Deferred fields for updated amounts. 
	8. Once the defer process is complete, review the Payment Information section’s Total Current Deferred and Total Previously Deferred fields for updated amounts. 
	8. Once the defer process is complete, review the Payment Information section’s Total Current Deferred and Total Previously Deferred fields for updated amounts. 
	8. Once the defer process is complete, review the Payment Information section’s Total Current Deferred and Total Previously Deferred fields for updated amounts. 
	8. Once the defer process is complete, review the Payment Information section’s Total Current Deferred and Total Previously Deferred fields for updated amounts. 
	8. Once the defer process is complete, review the Payment Information section’s Total Current Deferred and Total Previously Deferred fields for updated amounts. 
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	Instructions 
	Instructions 
	Instructions 
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	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure



	9. To verify the deferred invoice line items, select the Completed Payments page for the current reporting period, and review the data listed in the Completed Payments Table. 
	9. To verify the deferred invoice line items, select the Completed Payments page for the current reporting period, and review the data listed in the Completed Payments Table. 
	9. To verify the deferred invoice line items, select the Completed Payments page for the current reporting period, and review the data listed in the Completed Payments Table. 
	9. To verify the deferred invoice line items, select the Completed Payments page for the current reporting period, and review the data listed in the Completed Payments Table. 
	9. To verify the deferred invoice line items, select the Completed Payments page for the current reporting period, and review the data listed in the Completed Payments Table. 
	9. To verify the deferred invoice line items, select the Completed Payments page for the current reporting period, and review the data listed in the Completed Payments Table. 


	 
	This example displays the selected invoice line items as Deferred in the Status column. The Payment Date column displays the defer date of the invoice line items. 

	 
	 
	Figure




	 
	You have now completed processing deferred invoice line items. 
	  
	Prior Reporting Period Defer – No Payable Invoices Distributed for Reporting Period Instruction – Sponsors 
	 
	Defer Instruction Scenario – No payable invoices distributed:  
	The Home page displays a status of not available (N/A) for an invoice line item when the current period contains only distributed invoices for receipt from manufacturers. No payable invoices are available, however invoices deferred from prior reporting period(s) require additional processing by the sponsor.  
	The Pay an Invoice page’s Total Available field amount of all invoices for a prior reporting period is less than a sponsor’s bank’s ACH specified minimum threshold, so all invoice line items are again eligible for deferment. 
	 
	Please Note:  
	• Completion of this process is limited to sponsor associates assigned the Discount Program Payment Contact role. 
	• Completion of this process is limited to sponsor associates assigned the Discount Program Payment Contact role. 
	• Completion of this process is limited to sponsor associates assigned the Discount Program Payment Contact role. 

	• Sponsors are responsible for verifying with their banking institution the specific threshold for low-dollar ACH amounts permitted for processing. 
	• Sponsors are responsible for verifying with their banking institution the specific threshold for low-dollar ACH amounts permitted for processing. 


	 
	The following instructions provide direction on how to process previously deferred items when the current reporting period has no payable invoice activity available. 
	  
	To access the MPP, click on the 
	To access the MPP, click on the 
	TPAdministrator.com
	TPAdministrator.com

	 and click on the MPP Login.  

	If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User Guide” found on the CGDP 
	If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User Guide” found on the CGDP 
	User Guides 
	User Guides 

	page to access the guide. 

	 
	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 


	 
	Select the “Coverage Gap Discount” card’s View Report(s) button to access CGDP and open the Home page. 
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	Instructions 
	Instructions 
	Instructions 
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	2. This is the Home page. 
	2. This is the Home page. 
	2. This is the Home page. 
	2. This is the Home page. 
	2. This is the Home page. 
	2. This is the Home page. 
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	Instructions 
	Instructions 
	Instructions 
	Instructions 
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	3. Populate the radio button in the Select column for the invoice line item with the status of N/A. 
	3. Populate the radio button in the Select column for the invoice line item with the status of N/A. 
	3. Populate the radio button in the Select column for the invoice line item with the status of N/A. 
	3. Populate the radio button in the Select column for the invoice line item with the status of N/A. 
	3. Populate the radio button in the Select column for the invoice line item with the status of N/A. 
	3. Populate the radio button in the Select column for the invoice line item with the status of N/A. 


	The N/A status corresponds to the sponsor not receiving payable invoices for the reporting period.  
	 
	The remainder of the Page Navigation links are activated.  
	Select the Pay an Invoice link to view the invoice line items associated with the selected reporting period. 
	Note: When there are no payable invoices distributed for the current reporting period, it is necessary that you verify there are no deferred or outstanding items that appear on the Pay an Invoice page for prior periods. 

	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 
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	4. On the Pay an Invoice page, review the Payment Information section.  
	4. On the Pay an Invoice page, review the Payment Information section.  
	4. On the Pay an Invoice page, review the Payment Information section.  
	4. On the Pay an Invoice page, review the Payment Information section.  
	4. On the Pay an Invoice page, review the Payment Information section.  
	4. On the Pay an Invoice page, review the Payment Information section.  


	Please Note:  
	• That the Total Invoiced (A) field contains zeros, due to sponsors not receiving payable invoices for the reporting period.  
	• That the Total Invoiced (A) field contains zeros, due to sponsors not receiving payable invoices for the reporting period.  
	• That the Total Invoiced (A) field contains zeros, due to sponsors not receiving payable invoices for the reporting period.  

	• However, the Total Available (B) and (C) Total Previously Deferred fields display the total dollar amount of invoices deferred from the prior period. 
	• However, the Total Available (B) and (C) Total Previously Deferred fields display the total dollar amount of invoices deferred from the prior period. 
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	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	6. Populate the Defer column’s checkboxes with checkmarks to select all invoice line item(s) for deferment and select the Submit button, located at the bottom right of the Invoice Initiation Table.  
	6. Populate the Defer column’s checkboxes with checkmarks to select all invoice line item(s) for deferment and select the Submit button, located at the bottom right of the Invoice Initiation Table.  
	6. Populate the Defer column’s checkboxes with checkmarks to select all invoice line item(s) for deferment and select the Submit button, located at the bottom right of the Invoice Initiation Table.  
	6. Populate the Defer column’s checkboxes with checkmarks to select all invoice line item(s) for deferment and select the Submit button, located at the bottom right of the Invoice Initiation Table.  
	6. Populate the Defer column’s checkboxes with checkmarks to select all invoice line item(s) for deferment and select the Submit button, located at the bottom right of the Invoice Initiation Table.  
	6. Populate the Defer column’s checkboxes with checkmarks to select all invoice line item(s) for deferment and select the Submit button, located at the bottom right of the Invoice Initiation Table.  


	 
	Note: The Select All Invoices feature will not populate the Defer checkboxes, only the Initiate Payment column’s checkboxes. 
	Note: Selecting Defer is only applicable when the Total Available field’s total is less than $20.00 and the total selected by the sponsor will not be processed according to their bank’s specific threshold for low-dollar ACH amounts permitted for processing.  
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	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	7. To complete the submission process for the invoice deferment, enter the Payment Initiator role’s four-digit PIN in the Enter PIN form and select the Validate button. 
	7. To complete the submission process for the invoice deferment, enter the Payment Initiator role’s four-digit PIN in the Enter PIN form and select the Validate button. 
	7. To complete the submission process for the invoice deferment, enter the Payment Initiator role’s four-digit PIN in the Enter PIN form and select the Validate button. 
	7. To complete the submission process for the invoice deferment, enter the Payment Initiator role’s four-digit PIN in the Enter PIN form and select the Validate button. 
	7. To complete the submission process for the invoice deferment, enter the Payment Initiator role’s four-digit PIN in the Enter PIN form and select the Validate button. 
	7. To complete the submission process for the invoice deferment, enter the Payment Initiator role’s four-digit PIN in the Enter PIN form and select the Validate button. 
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	Instructions 
	Instructions 
	Instructions 
	Instructions 
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	8. The system displays a “Warning” message to you after you select the Submit button. 
	8. The system displays a “Warning” message to you after you select the Submit button. 
	8. The system displays a “Warning” message to you after you select the Submit button. 
	8. The system displays a “Warning” message to you after you select the Submit button. 
	8. The system displays a “Warning” message to you after you select the Submit button. 
	8. The system displays a “Warning” message to you after you select the Submit button. 


	 
	Note: Selecting the OK button to defer the invoice line item to the subsequent period creates an irreversible 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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	Instructions 
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	9. Select OK to defer the selected invoice line item. 
	9. Select OK to defer the selected invoice line item. 
	9. Select OK to defer the selected invoice line item. 
	9. Select OK to defer the selected invoice line item. 
	9. Select OK to defer the selected invoice line item. 
	9. Select OK to defer the selected invoice line item. 


	Once the defer process is complete, review the Payment Information section’s Total Previously Deferred and Total Available fields for updated amounts. 

	 
	 




	Instructions 
	Instructions 
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	10. Because the deferred items were associated to a prior reporting period, you will want to review that quarter’s Completed Payments page to verify the deferred invoice line items. Return to the Home page and select the prior quarter in the Reporting Period filter and populate the Select button for the applicable invoice line item. 
	10. Because the deferred items were associated to a prior reporting period, you will want to review that quarter’s Completed Payments page to verify the deferred invoice line items. Return to the Home page and select the prior quarter in the Reporting Period filter and populate the Select button for the applicable invoice line item. 
	10. Because the deferred items were associated to a prior reporting period, you will want to review that quarter’s Completed Payments page to verify the deferred invoice line items. Return to the Home page and select the prior quarter in the Reporting Period filter and populate the Select button for the applicable invoice line item. 
	10. Because the deferred items were associated to a prior reporting period, you will want to review that quarter’s Completed Payments page to verify the deferred invoice line items. Return to the Home page and select the prior quarter in the Reporting Period filter and populate the Select button for the applicable invoice line item. 
	10. Because the deferred items were associated to a prior reporting period, you will want to review that quarter’s Completed Payments page to verify the deferred invoice line items. Return to the Home page and select the prior quarter in the Reporting Period filter and populate the Select button for the applicable invoice line item. 
	10. Because the deferred items were associated to a prior reporting period, you will want to review that quarter’s Completed Payments page to verify the deferred invoice line items. Return to the Home page and select the prior quarter in the Reporting Period filter and populate the Select button for the applicable invoice line item. 
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	Figure



	11. Select the Completed Payments page and review the data listed in the Completed Transactions Table. 
	11. Select the Completed Payments page and review the data listed in the Completed Transactions Table. 
	11. Select the Completed Payments page and review the data listed in the Completed Transactions Table. 
	11. Select the Completed Payments page and review the data listed in the Completed Transactions Table. 
	11. Select the Completed Payments page and review the data listed in the Completed Transactions Table. 
	11. Select the Completed Payments page and review the data listed in the Completed Transactions Table. 


	This example displays the selected invoice line items as Deferred in the Status column. 
	 
	Note: The Payment Date column displays the most recent deferred date. 
	The Completed Payments page will be presented later in this user guide for sponsors. 

	 
	 




	5. Review the invoice line items in the Invoice Initiation Table and notice that the Defer checkboxes are available when the Payment Information section’s Total Available field displays an amount less than $20.00. 
	5. Review the invoice line items in the Invoice Initiation Table and notice that the Defer checkboxes are available when the Payment Information section’s Total Available field displays an amount less than $20.00. 
	5. Review the invoice line items in the Invoice Initiation Table and notice that the Defer checkboxes are available when the Payment Information section’s Total Available field displays an amount less than $20.00. 
	5. Review the invoice line items in the Invoice Initiation Table and notice that the Defer checkboxes are available when the Payment Information section’s Total Available field displays an amount less than $20.00. 
	5. Review the invoice line items in the Invoice Initiation Table and notice that the Defer checkboxes are available when the Payment Information section’s Total Available field displays an amount less than $20.00. 
	5. Review the invoice line items in the Invoice Initiation Table and notice that the Defer checkboxes are available when the Payment Information section’s Total Available field displays an amount less than $20.00. 
	5. Review the invoice line items in the Invoice Initiation Table and notice that the Defer checkboxes are available when the Payment Information section’s Total Available field displays an amount less than $20.00. 


	This example displays active Defer checkboxes for the invoice line items visible in the Previous Deferred Amount column that is less than the system allowable amount of $20.00 and that may be below a sponsor’s bank ACH minimum threshold amount.  
	Please Note:  
	There are no payable Invoiced Amounts available in this scenario. 
	Just because the Defer check box is available, does not mean it should be used. Sponsors are responsible for verifying with their banking institution the specific threshold for low-dollar ACH amounts permitted for processing. If the sponsor’s banking institution can process the amount displayed for the Total Available field, the sponsor should not utilize the Defer process. 
	Initiated invoices are processed as a lump sum debit, not individual line items.  

	 
	 
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure




	 
	You have now completed processing a previously deferred invoice line item in the following reporting period that received no payable invoice line items. 
	Prior Reporting Period Defer – No Invoices Distributed for Current Reporting Period Instruction – Sponsors 
	This instruction provides direction on how to process previously deferred items when the current reporting period has no invoice activity available. 
	Defer Instruction Scenario – No Invoices Distributed: 
	The current reporting period did not receive distributed invoices available for payment or receipt, however invoices deferred from a prior reporting period require additional processing.  
	The CGDP module updates the prior reporting period status to Available. Users are required to review any reporting periods with statuses other than Successful and perform processing as necessary to remain in program compliance. 
	In this scenario, the prior period’s deferred items require processing, even though the current period has no invoices distributed for payment or receipt. The Total Available amount of all invoices is less than this sponsor’s bank’s ACH minimum threshold of $15.00 USD, so all invoice line items are eligible for deferment. 
	Remember: Sponsors are responsible for verifying with their banking institution the specific threshold for low-dollar ACH amounts permitted for processing. 
	Note: Completion of this process is limited to sponsor associates assigned the Discount Program Payment Contact role. 
	  
	To access the MPP, click on the 
	To access the MPP, click on the 
	TPAdministrator.com
	TPAdministrator.com

	 and click on the MPP Login.  

	If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User Guide” found on the CGDP 
	If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User Guide” found on the CGDP 
	User Guides 
	User Guides 

	page to access the guide. 

	 
	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 


	 
	Select the “Coverage Gap Discount” card’s View Home Page button to access CGDP and open the Home page.  
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	Instructions 
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	2. This is the Home page.  
	2. This is the Home page.  
	2. This is the Home page.  
	2. This is the Home page.  
	2. This is the Home page.  
	2. This is the Home page.  


	When the current reporting period has received no invoices (payable or receivable), the Reporting Periods with no invoice line items section located at the bottom of the Home page will list reporting periods that have not received payable and receivable invoices.  
	Select the “View” button to open the Reporting Periods with no invoice line items. 
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	Instructions 
	Instructions 
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	3. The pop up window that appears, after selecting the View button, provides a view of the data for specific Contract Numbers and reporting periods. 
	3. The pop up window that appears, after selecting the View button, provides a view of the data for specific Contract Numbers and reporting periods. 
	3. The pop up window that appears, after selecting the View button, provides a view of the data for specific Contract Numbers and reporting periods. 
	3. The pop up window that appears, after selecting the View button, provides a view of the data for specific Contract Numbers and reporting periods. 
	3. The pop up window that appears, after selecting the View button, provides a view of the data for specific Contract Numbers and reporting periods. 
	3. The pop up window that appears, after selecting the View button, provides a view of the data for specific Contract Numbers and reporting periods. 
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	Instructions 
	Instructions 
	Instructions 
	Instructions 
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	4. We recommend that you return to the Home page and update the Reporting Period filter to “All” to display all reporting periods for any items that may require your review and action.  
	4. We recommend that you return to the Home page and update the Reporting Period filter to “All” to display all reporting periods for any items that may require your review and action.  
	4. We recommend that you return to the Home page and update the Reporting Period filter to “All” to display all reporting periods for any items that may require your review and action.  
	4. We recommend that you return to the Home page and update the Reporting Period filter to “All” to display all reporting periods for any items that may require your review and action.  
	4. We recommend that you return to the Home page and update the Reporting Period filter to “All” to display all reporting periods for any items that may require your review and action.  
	4. We recommend that you return to the Home page and update the Reporting Period filter to “All” to display all reporting periods for any items that may require your review and action.  


	Review the Status column for any line items that do not appear with Successful listed.  
	These line items should be selected and reviewed for additional action, as you are responsible for initiating successful payments to sponsors for all invoiced amounts. 
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	5. On the Pay an Invoice page, review the Payment Information section’s  Total Invoiced (A) and Total Available (B) fields to note the total dollar amount of available invoices. 
	5. On the Pay an Invoice page, review the Payment Information section’s  Total Invoiced (A) and Total Available (B) fields to note the total dollar amount of available invoices. 
	5. On the Pay an Invoice page, review the Payment Information section’s  Total Invoiced (A) and Total Available (B) fields to note the total dollar amount of available invoices. 
	5. On the Pay an Invoice page, review the Payment Information section’s  Total Invoiced (A) and Total Available (B) fields to note the total dollar amount of available invoices. 
	5. On the Pay an Invoice page, review the Payment Information section’s  Total Invoiced (A) and Total Available (B) fields to note the total dollar amount of available invoices. 
	5. On the Pay an Invoice page, review the Payment Information section’s  Total Invoiced (A) and Total Available (B) fields to note the total dollar amount of available invoices. 
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	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	6. Review the invoice line items in the Invoice Initiation Table and note that the Defer column’s check box is only available when the Payment Information section’s Total Available field displays an amount less than $20.00 USD. 
	6. Review the invoice line items in the Invoice Initiation Table and note that the Defer column’s check box is only available when the Payment Information section’s Total Available field displays an amount less than $20.00 USD. 
	6. Review the invoice line items in the Invoice Initiation Table and note that the Defer column’s check box is only available when the Payment Information section’s Total Available field displays an amount less than $20.00 USD. 
	6. Review the invoice line items in the Invoice Initiation Table and note that the Defer column’s check box is only available when the Payment Information section’s Total Available field displays an amount less than $20.00 USD. 
	6. Review the invoice line items in the Invoice Initiation Table and note that the Defer column’s check box is only available when the Payment Information section’s Total Available field displays an amount less than $20.00 USD. 
	6. Review the invoice line items in the Invoice Initiation Table and note that the Defer column’s check box is only available when the Payment Information section’s Total Available field displays an amount less than $20.00 USD. 

	• This example displays active Defer checkboxes for invoice line items that fall below the systems allowable amount of $20.00 and falls below this sponsor’s bank ACH minimum threshold amount. 
	• This example displays active Defer checkboxes for invoice line items that fall below the systems allowable amount of $20.00 and falls below this sponsor’s bank ACH minimum threshold amount. 


	Remember: Just because the Defer checkbox is available does not mean it should be used. As a sponsor, you are responsible for verifying with your banking institution the specific threshold for low-dollar ACH amounts permitted for processing. Initiated invoices are processed as a lump sum debit, not individual line items.  
	If your banking institution can process the amount displayed for the Total Available field, then you should not utilize the Defer process. 

	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	7. Populate the Defer checkboxes with a check mark to select all invoice line item(s) for deferment and select the Submit button, located at the bottom right of the Invoice Initiation Table. 
	7. Populate the Defer checkboxes with a check mark to select all invoice line item(s) for deferment and select the Submit button, located at the bottom right of the Invoice Initiation Table. 
	7. Populate the Defer checkboxes with a check mark to select all invoice line item(s) for deferment and select the Submit button, located at the bottom right of the Invoice Initiation Table. 
	7. Populate the Defer checkboxes with a check mark to select all invoice line item(s) for deferment and select the Submit button, located at the bottom right of the Invoice Initiation Table. 
	7. Populate the Defer checkboxes with a check mark to select all invoice line item(s) for deferment and select the Submit button, located at the bottom right of the Invoice Initiation Table. 
	7. Populate the Defer checkboxes with a check mark to select all invoice line item(s) for deferment and select the Submit button, located at the bottom right of the Invoice Initiation Table. 


	Note: Selecting Defer is only applicable when the Total Available field’s total is less than $20.00 and the total selected by the sponsor will be processed according to their bank’s specific threshold for low-dollar ACH amounts permitted for processing.  

	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
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	8. To complete the submission process for the invoice deferment, enter the Payment Initiator role’s four-digit PIN in the Enter PIN form and select the Validate button. 
	8. To complete the submission process for the invoice deferment, enter the Payment Initiator role’s four-digit PIN in the Enter PIN form and select the Validate button. 
	8. To complete the submission process for the invoice deferment, enter the Payment Initiator role’s four-digit PIN in the Enter PIN form and select the Validate button. 
	8. To complete the submission process for the invoice deferment, enter the Payment Initiator role’s four-digit PIN in the Enter PIN form and select the Validate button. 
	8. To complete the submission process for the invoice deferment, enter the Payment Initiator role’s four-digit PIN in the Enter PIN form and select the Validate button. 
	8. To complete the submission process for the invoice deferment, enter the Payment Initiator role’s four-digit PIN in the Enter PIN form and select the Validate button. 



	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	9. The system displays a “Warning” message to you after you select the Submit button. 
	9. The system displays a “Warning” message to you after you select the Submit button. 
	9. The system displays a “Warning” message to you after you select the Submit button. 
	9. The system displays a “Warning” message to you after you select the Submit button. 
	9. The system displays a “Warning” message to you after you select the Submit button. 
	9. The system displays a “Warning” message to you after you select the Submit button. 


	Note: Selecting the OK button to defer the invoice line item to the subsequent period creates an irreversible 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. 
	Select OK to defer the selected invoice line item. 

	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
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	10. Once the defer process is complete, review the Payment Information section’s Total Current Deferred field for updated amounts. 
	10. Once the defer process is complete, review the Payment Information section’s Total Current Deferred field for updated amounts. 
	10. Once the defer process is complete, review the Payment Information section’s Total Current Deferred field for updated amounts. 
	10. Once the defer process is complete, review the Payment Information section’s Total Current Deferred field for updated amounts. 
	10. Once the defer process is complete, review the Payment Information section’s Total Current Deferred field for updated amounts. 
	10. Once the defer process is complete, review the Payment Information section’s Total Current Deferred field for updated amounts. 



	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	11. Select the Completed Payments page and review the data listed in the Completed Transactions Table. 
	11. Select the Completed Payments page and review the data listed in the Completed Transactions Table. 
	11. Select the Completed Payments page and review the data listed in the Completed Transactions Table. 
	11. Select the Completed Payments page and review the data listed in the Completed Transactions Table. 
	11. Select the Completed Payments page and review the data listed in the Completed Transactions Table. 
	11. Select the Completed Payments page and review the data listed in the Completed Transactions Table. 


	This example displays the selected invoice line items as Deferred in the Status column. 
	Note: The Payment Date column displays the most recent deferred date. 
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	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
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	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure



	12. To verify the status of the reporting period, return to the Home page to view the Status column. 
	12. To verify the status of the reporting period, return to the Home page to view the Status column. 
	12. To verify the status of the reporting period, return to the Home page to view the Status column. 
	12. To verify the status of the reporting period, return to the Home page to view the Status column. 
	12. To verify the status of the reporting period, return to the Home page to view the Status column. 
	12. To verify the status of the reporting period, return to the Home page to view the Status column. 



	 
	 
	Figure




	 
	You have now completed processing a previously deferred invoice line item when the current reporting period received no invoice line items.  
	Pending Payments Page for Sponsors 
	Pending Payments Page 
	The Pending Payments page displays the initiated invoices pending payment processing that were selected from the Invoice Initiation Table, located on the Pay an Invoice page. The Pending Payments page provides you with the ability to review those invoices pending payment processing and, if needed, perform a stop payment in the module, so that invoices will not be included in the nightly payment cycle. 
	This page contains eight fields used to display invoice line items pending payment processing. 
	 
	 
	Figure
	  
	Pending Payments Page Instructions for Sponsors 
	Reviewing Invoices  
	 
	To access the MPP, click on the 
	To access the MPP, click on the 
	TPAdministrator.com
	TPAdministrator.com

	 and click on the MPP Login.  

	If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User Guide” found on the CGDP 
	If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User Guide” found on the CGDP 
	User Guides 
	User Guides 

	page to access the guide. 

	 
	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 


	 
	Select the “Coverage Gap Discount” card’s View Reports button to access CGDP and open the Home page. 

	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	2. This is the Home page. 
	2. This is the Home page. 
	2. This is the Home page. 
	2. This is the Home page. 
	2. This is the Home page. 
	2. This is the Home page. 



	 
	 


	3. Select the invoice line item for review on the Home page, then select the Pending Payments page link. The Pending Payments page’s content relies on payment initiation of invoices located on the Pay an Invoice page.  
	3. Select the invoice line item for review on the Home page, then select the Pending Payments page link. The Pending Payments page’s content relies on payment initiation of invoices located on the Pay an Invoice page.  
	3. Select the invoice line item for review on the Home page, then select the Pending Payments page link. The Pending Payments page’s content relies on payment initiation of invoices located on the Pay an Invoice page.  
	3. Select the invoice line item for review on the Home page, then select the Pending Payments page link. The Pending Payments page’s content relies on payment initiation of invoices located on the Pay an Invoice page.  
	3. Select the invoice line item for review on the Home page, then select the Pending Payments page link. The Pending Payments page’s content relies on payment initiation of invoices located on the Pay an Invoice page.  



	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	4. If you have initiated invoices for payment processing, they will appear on the Pending Payments Table until the date displayed in the Payment Date column equals the current business date.  
	4. If you have initiated invoices for payment processing, they will appear on the Pending Payments Table until the date displayed in the Payment Date column equals the current business date.  
	4. If you have initiated invoices for payment processing, they will appear on the Pending Payments Table until the date displayed in the Payment Date column equals the current business date.  
	4. If you have initiated invoices for payment processing, they will appear on the Pending Payments Table until the date displayed in the Payment Date column equals the current business date.  
	4. If you have initiated invoices for payment processing, they will appear on the Pending Payments Table until the date displayed in the Payment Date column equals the current business date.  
	4. If you have initiated invoices for payment processing, they will appear on the Pending Payments Table until the date displayed in the Payment Date column equals the current business date.  



	 
	 


	5. If you have not initiated invoice for payment processing, the Pending Payments page will appear with the message “There are no pending transactions at this time.” 
	5. If you have not initiated invoice for payment processing, the Pending Payments page will appear with the message “There are no pending transactions at this time.” 
	5. If you have not initiated invoice for payment processing, the Pending Payments page will appear with the message “There are no pending transactions at this time.” 
	5. If you have not initiated invoice for payment processing, the Pending Payments page will appear with the message “There are no pending transactions at this time.” 
	5. If you have not initiated invoice for payment processing, the Pending Payments page will appear with the message “There are no pending transactions at this time.” 
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	Instructions 
	Instructions 
	Instructions 
	Instructions 
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	7. Once either payment processing or stop payment has been completed for all invoices displayed in the Pending Payments Table, this screen message will appear: 
	7. Once either payment processing or stop payment has been completed for all invoices displayed in the Pending Payments Table, this screen message will appear: 
	7. Once either payment processing or stop payment has been completed for all invoices displayed in the Pending Payments Table, this screen message will appear: 
	7. Once either payment processing or stop payment has been completed for all invoices displayed in the Pending Payments Table, this screen message will appear: 
	7. Once either payment processing or stop payment has been completed for all invoices displayed in the Pending Payments Table, this screen message will appear: 



	 
	 




	6. Review the Payment Date column’s date. If the date is the same as the current business date, you have until approximately 9:00 PM ET to perform a stop payment on any or all invoices with the same date as the current business date.  
	6. Review the Payment Date column’s date. If the date is the same as the current business date, you have until approximately 9:00 PM ET to perform a stop payment on any or all invoices with the same date as the current business date.  
	6. Review the Payment Date column’s date. If the date is the same as the current business date, you have until approximately 9:00 PM ET to perform a stop payment on any or all invoices with the same date as the current business date.  
	6. Review the Payment Date column’s date. If the date is the same as the current business date, you have until approximately 9:00 PM ET to perform a stop payment on any or all invoices with the same date as the current business date.  
	6. Review the Payment Date column’s date. If the date is the same as the current business date, you have until approximately 9:00 PM ET to perform a stop payment on any or all invoices with the same date as the current business date.  
	6. Review the Payment Date column’s date. If the date is the same as the current business date, you have until approximately 9:00 PM ET to perform a stop payment on any or all invoices with the same date as the current business date.  
	6. Review the Payment Date column’s date. If the date is the same as the current business date, you have until approximately 9:00 PM ET to perform a stop payment on any or all invoices with the same date as the current business date.  


	Once the Payment Date is equal to the current business date, then they will be processed for payment withdrawal from your bank account as a lump sum for the total amount initiated. 
	When working with current business dated initiated invoices, it is imperative that if you wish to stop selected invoices from processing, that you do so prior to the 9:00 PM ET time. Once the invoices are no longer visible on the Pending Payments Table the stop payment feature in the module is no longer available for those specific invoices. 
	When reviewing the Payment Date column, if the date is a future calendar date scheduled for payment initiation, you can also stop payment any invoices with future dates.  
	The 
	The 
	Processing Stop Payments for 
	Processing Stop Payments for 

	 for the Pending Payments page is provided 


	 
	 
	Figure
	Figure




	 
	You have now completed reviewing pending invoices on the Pending Payments page. 
	  
	Processing Stop Payments for Sponsors 
	The CGDP module allows you to stop the processing of both current and future schedule dated initiated invoice line items prior to the completion of the payment process, which commences at approximately 9:00 PM ET on the scheduled Payment Date. 
	The Stop Payment feature is available for any initiated invoice that appears on the Pending Payment page. Selecting a pending invoice line item for stop payment will reassign the stopped invoice line item to the Invoice Initiation Table on the Pay an Invoice page for reprocessing. 
	The following instructions provide you information on the steps needed to process stop payments for pending invoice line-item payments. 
	Please Note:  
	• Completion of this process is limited to sponsor associates assigned the Discount Program Payment Contact role. 
	• Completion of this process is limited to sponsor associates assigned the Discount Program Payment Contact role. 
	• Completion of this process is limited to sponsor associates assigned the Discount Program Payment Contact role. 


	  
	Stop Payments for Individual and Multiple Invoices Instructions – Sponsors 
	To access the MPP, click on the 
	To access the MPP, click on the 
	TPAdministrator.com
	TPAdministrator.com

	 and click on the MPP Login.  

	If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User Guide” found on the CGDP 
	If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User Guide” found on the CGDP 
	User Guides 
	User Guides 

	page to access the guide. 

	 
	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 


	Select the “Coverage Gap Discount” card’s View Reports button to access CGDP and open the Home page.  
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	Instructions 
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	2. This is the Home page.  
	2. This is the Home page.  
	2. This is the Home page.  
	2. This is the Home page.  
	2. This is the Home page.  
	2. This is the Home page.  



	 
	 


	3. Select the invoice line item for review on the Home page, then select the Pending Payments page link.  
	3. Select the invoice line item for review on the Home page, then select the Pending Payments page link.  
	3. Select the invoice line item for review on the Home page, then select the Pending Payments page link.  
	3. Select the invoice line item for review on the Home page, then select the Pending Payments page link.  
	3. Select the invoice line item for review on the Home page, then select the Pending Payments page link.  



	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	4. Review the Pending Payments page to verify invoice line items have been either initiated for payment processing or scheduled for a future processing date and are still displayed in the region. Invoice line items available for stop payment processing will display in the Pending Payments Table. 
	4. Review the Pending Payments page to verify invoice line items have been either initiated for payment processing or scheduled for a future processing date and are still displayed in the region. Invoice line items available for stop payment processing will display in the Pending Payments Table. 
	4. Review the Pending Payments page to verify invoice line items have been either initiated for payment processing or scheduled for a future processing date and are still displayed in the region. Invoice line items available for stop payment processing will display in the Pending Payments Table. 
	4. Review the Pending Payments page to verify invoice line items have been either initiated for payment processing or scheduled for a future processing date and are still displayed in the region. Invoice line items available for stop payment processing will display in the Pending Payments Table. 
	4. Review the Pending Payments page to verify invoice line items have been either initiated for payment processing or scheduled for a future processing date and are still displayed in the region. Invoice line items available for stop payment processing will display in the Pending Payments Table. 
	4. Review the Pending Payments page to verify invoice line items have been either initiated for payment processing or scheduled for a future processing date and are still displayed in the region. Invoice line items available for stop payment processing will display in the Pending Payments Table. 



	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	5. To process a stop payment for individual invoice line items, populate the checkbox in the Stop Payment column with a checkmark and select the Stop Payment button, located at the bottom right of the Pending Payments page. 
	5. To process a stop payment for individual invoice line items, populate the checkbox in the Stop Payment column with a checkmark and select the Stop Payment button, located at the bottom right of the Pending Payments page. 
	5. To process a stop payment for individual invoice line items, populate the checkbox in the Stop Payment column with a checkmark and select the Stop Payment button, located at the bottom right of the Pending Payments page. 
	5. To process a stop payment for individual invoice line items, populate the checkbox in the Stop Payment column with a checkmark and select the Stop Payment button, located at the bottom right of the Pending Payments page. 
	5. To process a stop payment for individual invoice line items, populate the checkbox in the Stop Payment column with a checkmark and select the Stop Payment button, located at the bottom right of the Pending Payments page. 
	5. To process a stop payment for individual invoice line items, populate the checkbox in the Stop Payment column with a checkmark and select the Stop Payment button, located at the bottom right of the Pending Payments page. 



	 
	 


	6. Now if all the invoice line items appearing on the Pending Payments page need to be stopped, you can use the Select All Payments checkbox to populate all the checkboxes in the Stop Payment column with a checkmark in the Pending Payments Table.  
	6. Now if all the invoice line items appearing on the Pending Payments page need to be stopped, you can use the Select All Payments checkbox to populate all the checkboxes in the Stop Payment column with a checkmark in the Pending Payments Table.  
	6. Now if all the invoice line items appearing on the Pending Payments page need to be stopped, you can use the Select All Payments checkbox to populate all the checkboxes in the Stop Payment column with a checkmark in the Pending Payments Table.  
	6. Now if all the invoice line items appearing on the Pending Payments page need to be stopped, you can use the Select All Payments checkbox to populate all the checkboxes in the Stop Payment column with a checkmark in the Pending Payments Table.  
	6. Now if all the invoice line items appearing on the Pending Payments page need to be stopped, you can use the Select All Payments checkbox to populate all the checkboxes in the Stop Payment column with a checkmark in the Pending Payments Table.  
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	7. To process stop payments, select the Stop Payment button, located at the bottom right of the Pending Payments page. 
	7. To process stop payments, select the Stop Payment button, located at the bottom right of the Pending Payments page. 
	7. To process stop payments, select the Stop Payment button, located at the bottom right of the Pending Payments page. 
	7. To process stop payments, select the Stop Payment button, located at the bottom right of the Pending Payments page. 
	7. To process stop payments, select the Stop Payment button, located at the bottom right of the Pending Payments page. 
	7. To process stop payments, select the Stop Payment button, located at the bottom right of the Pending Payments page. 



	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
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	8. The system will display a message requesting additional action after selecting the Stop Payment button. Select the OK button to process the stop payment for the invoice line item. 
	8. The system will display a message requesting additional action after selecting the Stop Payment button. Select the OK button to process the stop payment for the invoice line item. 
	8. The system will display a message requesting additional action after selecting the Stop Payment button. Select the OK button to process the stop payment for the invoice line item. 
	8. The system will display a message requesting additional action after selecting the Stop Payment button. Select the OK button to process the stop payment for the invoice line item. 
	8. The system will display a message requesting additional action after selecting the Stop Payment button. Select the OK button to process the stop payment for the invoice line item. 
	8. The system will display a message requesting additional action after selecting the Stop Payment button. Select the OK button to process the stop payment for the invoice line item. 


	If it is determined that the selected invoice line is not the correct invoice to process for stop payment, select the Cancel button to exit the message screen and choose the correct line item. 
	Note: Selecting the OK button to stop pay the invoice line item creates an irreversible event. If the OK button is selected in error, re-process the invoice line item this instruction: 
	Select Individual, Multiple or All Invoice Line Items for Payment Initiation Instruction for Sponsors
	Select Individual, Multiple or All Invoice Line Items for Payment Initiation Instruction for Sponsors
	Select Individual, Multiple or All Invoice Line Items for Payment Initiation Instruction for Sponsors

	. 
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	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
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	9. For individual stop payments, the Pending Payments page will no longer contain the individual invoice line item(s) previously selected once the stop payment request is processed. 
	9. For individual stop payments, the Pending Payments page will no longer contain the individual invoice line item(s) previously selected once the stop payment request is processed. 
	9. For individual stop payments, the Pending Payments page will no longer contain the individual invoice line item(s) previously selected once the stop payment request is processed. 
	9. For individual stop payments, the Pending Payments page will no longer contain the individual invoice line item(s) previously selected once the stop payment request is processed. 
	9. For individual stop payments, the Pending Payments page will no longer contain the individual invoice line item(s) previously selected once the stop payment request is processed. 
	9. For individual stop payments, the Pending Payments page will no longer contain the individual invoice line item(s) previously selected once the stop payment request is processed. 



	 
	 


	10. For stop payments using the Select All Payments, the Pending Payments page will display this message after processing the request. 
	10. For stop payments using the Select All Payments, the Pending Payments page will display this message after processing the request. 
	10. For stop payments using the Select All Payments, the Pending Payments page will display this message after processing the request. 
	10. For stop payments using the Select All Payments, the Pending Payments page will display this message after processing the request. 
	10. For stop payments using the Select All Payments, the Pending Payments page will display this message after processing the request. 


	Message states: “There are no pending transactions at this time.”  
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	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
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	11. For individual stop payment requests, select the Pay an Invoice page link in the navigation, and verify that the invoices stopped now appear in the Invoice Initiation Table and the Total Available field and in the Payment Information section. 
	11. For individual stop payment requests, select the Pay an Invoice page link in the navigation, and verify that the invoices stopped now appear in the Invoice Initiation Table and the Total Available field and in the Payment Information section. 
	11. For individual stop payment requests, select the Pay an Invoice page link in the navigation, and verify that the invoices stopped now appear in the Invoice Initiation Table and the Total Available field and in the Payment Information section. 
	11. For individual stop payment requests, select the Pay an Invoice page link in the navigation, and verify that the invoices stopped now appear in the Invoice Initiation Table and the Total Available field and in the Payment Information section. 
	11. For individual stop payment requests, select the Pay an Invoice page link in the navigation, and verify that the invoices stopped now appear in the Invoice Initiation Table and the Total Available field and in the Payment Information section. 
	11. For individual stop payment requests, select the Pay an Invoice page link in the navigation, and verify that the invoices stopped now appear in the Invoice Initiation Table and the Total Available field and in the Payment Information section. 
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	Figure
	Figure
	Figure
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	Figure
	Figure
	Figure
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	12. For stop payments using the Select All Payments, the Pay an Invoice page link in the navigation, and verify that the invoices stopped now appear in the Invoice Initiation Table and the Total Available field and in the Payment Information section. 
	12. For stop payments using the Select All Payments, the Pay an Invoice page link in the navigation, and verify that the invoices stopped now appear in the Invoice Initiation Table and the Total Available field and in the Payment Information section. 
	12. For stop payments using the Select All Payments, the Pay an Invoice page link in the navigation, and verify that the invoices stopped now appear in the Invoice Initiation Table and the Total Available field and in the Payment Information section. 
	12. For stop payments using the Select All Payments, the Pay an Invoice page link in the navigation, and verify that the invoices stopped now appear in the Invoice Initiation Table and the Total Available field and in the Payment Information section. 
	12. For stop payments using the Select All Payments, the Pay an Invoice page link in the navigation, and verify that the invoices stopped now appear in the Invoice Initiation Table and the Total Available field and in the Payment Information section. 
	12. For stop payments using the Select All Payments, the Pay an Invoice page link in the navigation, and verify that the invoices stopped now appear in the Invoice Initiation Table and the Total Available field and in the Payment Information section. 


	 
	To re-process the invoice line items refer to this instruction: 
	To re-process the invoice line items refer to this instruction: 
	Select Individual, Multiple or All Invoice Line Items for Payment Initiation Instruction for Sponsors
	Select Individual, Multiple or All Invoice Line Items for Payment Initiation Instruction for Sponsors

	. 


	 
	 
	Figure




	You have now completed stop payments of individual invoice line items and all invoice line items using the Select All Payments checkmark. 
	 
	Completed Payments Page for Sponsors 
	The Completed Payments page allows you to review completed payment information for invoice line items by contract number and status. 
	 
	Figure
	 
	The Completed Payments page has 15 fields, forms and columns for your use. Refer to 
	The Completed Payments page has 15 fields, forms and columns for your use. Refer to 
	Table 5: Completed Payments
	Table 5: Completed Payments

	 to review the features available.  

	 
	Completed Payment Page Instructions for Sponsors 
	Reviewing Invoices  
	Sponsors can utilize the CGDP module to view the status of invoice line items that have completed processing. The Completed Payments page provides sponsors with the capability to view the status of Quarterly invoices, such as Deferred, Pending, or Successful quarterly invoice payments. The following instructions provide direction on accessing and reviewing the Completed Payments and its contents in reference to Quarterly invoices. 
	To access the MPP, click on the 
	To access the MPP, click on the 
	TPAdministrator.com
	TPAdministrator.com

	 and click on the MPP Login.  

	If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User Guide” found on the CGDP 
	If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User Guide” found on the CGDP 
	User Guides 
	User Guides 

	page to access the guide. 

	 
	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 


	 
	Select the “Coverage Gap Discount” card’s View Reports button to access CGDP and open the Home page.  

	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	2. This is the Home page.  
	2. This is the Home page.  
	2. This is the Home page.  
	2. This is the Home page.  
	2. This is the Home page.  
	2. This is the Home page.  



	 
	 


	3. Select the invoice line item for review on the Home page, then select the Completed Payments page link.  
	3. Select the invoice line item for review on the Home page, then select the Completed Payments page link.  
	3. Select the invoice line item for review on the Home page, then select the Completed Payments page link.  
	3. Select the invoice line item for review on the Home page, then select the Completed Payments page link.  
	3. Select the invoice line item for review on the Home page, then select the Completed Payments page link.  



	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	4. On the Completed Payments page and view the Completed Payments Table for invoice line item data displaying on the page. 
	4. On the Completed Payments page and view the Completed Payments Table for invoice line item data displaying on the page. 
	4. On the Completed Payments page and view the Completed Payments Table for invoice line item data displaying on the page. 
	4. On the Completed Payments page and view the Completed Payments Table for invoice line item data displaying on the page. 
	4. On the Completed Payments page and view the Completed Payments Table for invoice line item data displaying on the page. 
	4. On the Completed Payments page and view the Completed Payments Table for invoice line item data displaying on the page. 



	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	5. On the Completed Payments page review the Payment Information section for Pending and Successful (Received) invoice line items. 
	5. On the Completed Payments page review the Payment Information section for Pending and Successful (Received) invoice line items. 
	5. On the Completed Payments page review the Payment Information section for Pending and Successful (Received) invoice line items. 
	5. On the Completed Payments page review the Payment Information section for Pending and Successful (Received) invoice line items. 
	5. On the Completed Payments page review the Payment Information section for Pending and Successful (Received) invoice line items. 
	5. On the Completed Payments page review the Payment Information section for Pending and Successful (Received) invoice line items. 


	Note: Defer for invoice line items are only available when the Pay an Invoice page’s Total Available field’s total is less than $20.00 USD and the sponsor’s bank ACH process prevents processing total amounts selected for payment initiation that fall below their bank’s specified minimum ACH processing amount. 
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	Instructions 
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	6. Review the invoice line items in the Completed Payments Table and locate an invoice line item with the Status column populated with Successful (A).  
	6. Review the invoice line items in the Completed Payments Table and locate an invoice line item with the Status column populated with Successful (A).  
	6. Review the invoice line items in the Completed Payments Table and locate an invoice line item with the Status column populated with Successful (A).  
	6. Review the invoice line items in the Completed Payments Table and locate an invoice line item with the Status column populated with Successful (A).  
	6. Review the invoice line items in the Completed Payments Table and locate an invoice line item with the Status column populated with Successful (A).  
	6. Review the invoice line items in the Completed Payments Table and locate an invoice line item with the Status column populated with Successful (A).  


	A successful invoice line item represents that funds should be available in the payee’s account.  
	Totals for successfully processed payments will appear in the Total Received (A) field in the Payment Information table at the top of the page. 

	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
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	7. Review the invoice line items in the Completed Payments Table and locate an invoice line item with the Status column populated with Pending.  
	7. Review the invoice line items in the Completed Payments Table and locate an invoice line item with the Status column populated with Pending.  
	7. Review the invoice line items in the Completed Payments Table and locate an invoice line item with the Status column populated with Pending.  
	7. Review the invoice line items in the Completed Payments Table and locate an invoice line item with the Status column populated with Pending.  
	7. Review the invoice line items in the Completed Payments Table and locate an invoice line item with the Status column populated with Pending.  
	7. Review the invoice line items in the Completed Payments Table and locate an invoice line item with the Status column populated with Pending.  


	A Pending status represents that payment is initiated for the line item, but the debiting process, holding period and crediting processes remain to be completed. 
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	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
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	Figure
	Figure
	Figure
	Figure
	Figure
	Figure
	Figure



	8. In reporting periods where the amount displayed in Total Available field on the Pay an Invoice page for the distributed invoices equals less than $20.00 and the invoices have been deferred, the Status column in the Completed Payments Table will display Deferred. 
	8. In reporting periods where the amount displayed in Total Available field on the Pay an Invoice page for the distributed invoices equals less than $20.00 and the invoices have been deferred, the Status column in the Completed Payments Table will display Deferred. 
	8. In reporting periods where the amount displayed in Total Available field on the Pay an Invoice page for the distributed invoices equals less than $20.00 and the invoices have been deferred, the Status column in the Completed Payments Table will display Deferred. 
	8. In reporting periods where the amount displayed in Total Available field on the Pay an Invoice page for the distributed invoices equals less than $20.00 and the invoices have been deferred, the Status column in the Completed Payments Table will display Deferred. 
	8. In reporting periods where the amount displayed in Total Available field on the Pay an Invoice page for the distributed invoices equals less than $20.00 and the invoices have been deferred, the Status column in the Completed Payments Table will display Deferred. 
	8. In reporting periods where the amount displayed in Total Available field on the Pay an Invoice page for the distributed invoices equals less than $20.00 and the invoices have been deferred, the Status column in the Completed Payments Table will display Deferred. 


	Example of a sponsor with deferred invoice line items. 
	Please Note: Defer is applicable only if the amount in the Total Available field for all invoices distributed is less than $20.00 USD and your bank ACH process prevents processing of invoice line items that fall below your banking institution’s minimum ACH processing amount. 

	 
	 
	Figure




	 
	You have now completed reviewing completed invoice line items. 
	Receipts Page for Sponsors 
	The Receipts page allows you to review your Quarterly invoice line item amounts due from manufacturers. Invoice receipt information is displayed by P Number in the Receipts Table.  
	 
	The invoice line item selected on the Home page drives the information displayed on the Receipts page. However, you can use the Contract Number filter field to choose other Contract Numbers assigned to your User ID. 
	 
	For detailed information about the fields on the Receipts page, refer to 
	For detailed information about the fields on the Receipts page, refer to 
	Table 6: Receipts
	Table 6: Receipts

	 in the Appendix.  

	 
	 
	Figure
	 
	  
	High Dollar Invoice Line Item ($100M+) Receipts Information for Sponsors 
	Sponsors may receive multiple invoice payments from manufacturers that total more than $100,000,000 ($100M+) in a reporting period. This occurs when the invoice line items are too large to process, due to National Automated Clearing House Association (Nacha) size limits of no more than $99,999,999.99 for a single ACH transaction. Any invoice line item that is equal to or exceeds $100M+ is considered a high-dollar invoice line item and will be split to process and pay. These line items may appear to be dupli
	The split line items will appear to be a duplicate amount if the $100M+ high dollar invoice line item was an even dollar amount or will have a $0.01 difference in totals if the $100M+ high dollar invoice line item was an odd dollar amount. If after the initial split, the new invoices remain over the $100M+ amount, they will be split again, creating additional invoice line items that will be payable to the same sponsor. 
	 
	Figure
	The Receipts page will display the split invoice line items due from manufacturers to sponsors 
	as Outstanding until the manufacturer initiates payment for the invoices based on the payment date. The status of the invoices will be updated based payment processing with a Pending status for tracking, until the processing distribution of funds to the sponsor’s bank account is completed. Once the invoice line item processes successfully, the Receipts page will display an updated status on the applicable invoice line item of Successful.  
	 
	The Data report available on the Reports page will contain the original invoice showing the single high-dollar invoice line-item amount, not the split dollar amounts. The Invoice report will not have any changes to its format and is available to download via the Reports page.  
	 
	 
	Reviewing Receipts Instruction for Sponsors 
	 
	To access the MPP, click on the 
	To access the MPP, click on the 
	TPAdministrator.com
	TPAdministrator.com

	 and click on the MPP Login.  

	If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User Guide” found on the CGDP 
	If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User Guide” found on the CGDP 
	User Guides 
	User Guides 

	page to access the guide. 

	 
	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 


	 
	Select the “Coverage Gap Discount” card’s View Reports button to access CGDP and open the Home page.  
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	2. This is the Home page.  
	2. This is the Home page.  
	2. This is the Home page.  
	2. This is the Home page.  
	2. This is the Home page.  
	2. This is the Home page.  



	 
	 


	3. Select the invoice line item for review on the Home page, then select the Receipts page link.  
	3. Select the invoice line item for review on the Home page, then select the Receipts page link.  
	3. Select the invoice line item for review on the Home page, then select the Receipts page link.  
	3. Select the invoice line item for review on the Home page, then select the Receipts page link.  
	3. Select the invoice line item for review on the Home page, then select the Receipts page link.  
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	Instructions 
	Instructions 
	Instructions 
	Instructions 
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	4. On the Receipts page, view the Receipts Table for invoice line item data displaying on the page. 
	4. On the Receipts page, view the Receipts Table for invoice line item data displaying on the page. 
	4. On the Receipts page, view the Receipts Table for invoice line item data displaying on the page. 
	4. On the Receipts page, view the Receipts Table for invoice line item data displaying on the page. 
	4. On the Receipts page, view the Receipts Table for invoice line item data displaying on the page. 
	4. On the Receipts page, view the Receipts Table for invoice line item data displaying on the page. 
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	Instructions 
	Instructions 
	Instructions 
	Instructions 
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	5. To Export the data that is visible in the table, select one of the three icons: Excel, PDF or CSV . 
	5. To Export the data that is visible in the table, select one of the three icons: Excel, PDF or CSV . 
	5. To Export the data that is visible in the table, select one of the three icons: Excel, PDF or CSV . 
	5. To Export the data that is visible in the table, select one of the three icons: Excel, PDF or CSV . 
	5. To Export the data that is visible in the table, select one of the three icons: Excel, PDF or CSV . 
	5. To Export the data that is visible in the table, select one of the three icons: Excel, PDF or CSV . 


	Note: This action will only export the columns that are displayed in the Receipts Table. 

	 
	 


	6. You can review your Quarterly receipts by comparing the Receipt Information section to the Receipt Table contents. 
	6. You can review your Quarterly receipts by comparing the Receipt Information section to the Receipt Table contents. 
	6. You can review your Quarterly receipts by comparing the Receipt Information section to the Receipt Table contents. 
	6. You can review your Quarterly receipts by comparing the Receipt Information section to the Receipt Table contents. 
	6. You can review your Quarterly receipts by comparing the Receipt Information section to the Receipt Table contents. 



	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
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	7. In this example, there are two received invoice line items and one pending line item. 
	7. In this example, there are two received invoice line items and one pending line item. 
	7. In this example, there are two received invoice line items and one pending line item. 
	7. In this example, there are two received invoice line items and one pending line item. 
	7. In this example, there are two received invoice line items and one pending line item. 
	7. In this example, there are two received invoice line items and one pending line item. 
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	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
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	Figure
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	8. Review the Status column’s Information icon  to view the statuses that may be visible in the Receipts Table. 
	8. Review the Status column’s Information icon  to view the statuses that may be visible in the Receipts Table. 
	8. Review the Status column’s Information icon  to view the statuses that may be visible in the Receipts Table. 
	8. Review the Status column’s Information icon  to view the statuses that may be visible in the Receipts Table. 
	8. Review the Status column’s Information icon  to view the statuses that may be visible in the Receipts Table. 
	8. Review the Status column’s Information icon  to view the statuses that may be visible in the Receipts Table. 
	8. Review the Status column’s Information icon  to view the statuses that may be visible in the Receipts Table. 
	Figure



	To review the statuses and their definitions, refer to 
	To review the statuses and their definitions, refer to 
	Table 6: Receipts
	Table 6: Receipts

	. 


	 
	 
	Figure




	 
	You have now completed reviewing Quarterly invoice line item receipts. 
	 
	Reports for Sponsors 
	The Reports page in the CGDP module allows sponsors to view and select Invoice, Data, and Tracking reports based on Contract Numbers assigned to their User ID for both Quarterly and BY Closeout Invoice Reports.  
	The following instructions will demonstrate how to review and download reports available on the Reports page:  
	• Invoice 
	• Invoice 
	• Invoice 

	• Data 
	• Data 

	• Tracking 
	• Tracking 

	• Manufacturer 1099 Information (covered in a separate instruction) 
	• Manufacturer 1099 Information (covered in a separate instruction) 


	The Invoice and Data reports are provided in their original file format on the MPP available to download as a text file. Refer to the 
	The Invoice and Data reports are provided in their original file format on the MPP available to download as a text file. Refer to the 
	Manufacturer Quarterly Invoice Reports Layouts
	Manufacturer Quarterly Invoice Reports Layouts

	 topic on the 
	TPAdministrator.com
	TPAdministrator.com

	 website for assistance with reading and understanding the format. The Tracking reports layouts are located under the
	 Manufacturer Benefit Year (BY Closeout Invoice Report Layouts
	 Manufacturer Benefit Year (BY Closeout Invoice Report Layouts

	) topic on the 
	TPAdministrator.com
	TPAdministrator.com

	 website.  

	 
	The Reports page is available for both Third Party Administrator (TPA) Contact and Discount Program Payment Contact roles.  
	 
	Figure
	For detailed information about the fields on the Reports page, refer to 
	For detailed information about the fields on the Reports page, refer to 
	Table 7: Reports
	Table 7: Reports

	 in the Appendix.  

	 
	 

	To access the MPP, click on the 
	To access the MPP, click on the 
	TPAdministrator.com
	TPAdministrator.com

	 and click on the MPP Login.  

	If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User Guide” found on the CGDP 
	If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User Guide” found on the CGDP 
	User Guides 
	User Guides 

	page to access the guide. 
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	Instructions 
	Instructions 
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	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 


	 
	Select the “Coverage Gap Discount” card’s View Reports button to access CGDP and open the Home page.  
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	Instructions 
	Instructions 
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	2. The Home page will be displayed. 
	2. The Home page will be displayed. 
	2. The Home page will be displayed. 
	2. The Home page will be displayed. 
	2. The Home page will be displayed. 
	2. The Home page will be displayed. 



	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 
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	3. Select the Reports link to view the Reports page and the report types available to view for the selected reporting period. 
	3. Select the Reports link to view the Reports page and the report types available to view for the selected reporting period. 
	3. Select the Reports link to view the Reports page and the report types available to view for the selected reporting period. 
	3. Select the Reports link to view the Reports page and the report types available to view for the selected reporting period. 
	3. Select the Reports link to view the Reports page and the report types available to view for the selected reporting period. 
	3. Select the Reports link to view the Reports page and the report types available to view for the selected reporting period. 
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	Instructions 
	Instructions 
	Instructions 
	Instructions 
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	4. On the Reports page the Reporting Type filter field defaults to Invoice and all other filters default to “All”. 
	4. On the Reports page the Reporting Type filter field defaults to Invoice and all other filters default to “All”. 
	4. On the Reports page the Reporting Type filter field defaults to Invoice and all other filters default to “All”. 
	4. On the Reports page the Reporting Type filter field defaults to Invoice and all other filters default to “All”. 
	4. On the Reports page the Reporting Type filter field defaults to Invoice and all other filters default to “All”. 
	4. On the Reports page the Reporting Type filter field defaults to Invoice and all other filters default to “All”. 



	 
	 


	5. To export the data that you see in the table, select one of the three icons: Excel, PDF, or CSV . 
	5. To export the data that you see in the table, select one of the three icons: Excel, PDF, or CSV . 
	5. To export the data that you see in the table, select one of the three icons: Excel, PDF, or CSV . 
	5. To export the data that you see in the table, select one of the three icons: Excel, PDF, or CSV . 
	5. To export the data that you see in the table, select one of the three icons: Excel, PDF, or CSV . 



	 
	 




	Instructions 
	Instructions 
	Instructions 
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	Example of an exported Excel file report. 
	Example of an exported Excel file report. 
	Example of an exported Excel file report. 
	Example of an exported Excel file report. 

	 
	 




	Instructions 
	Instructions 
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	Example of an exported .pdf file report. 
	Example of an exported .pdf file report. 
	Example of an exported .pdf file report. 
	Example of an exported .pdf file report. 
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	Instructions 
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	Example of an exported .csv file report. 
	Example of an exported .csv file report. 
	Example of an exported .csv file report. 
	Example of an exported .csv file report. 
	 
	Note: When using the Export feature, all line items for the selected Reporting Type will be displayed on the report. 

	 
	 


	6. You can also apply additional filters to narrow down your search.  
	6. You can also apply additional filters to narrow down your search.  
	6. You can also apply additional filters to narrow down your search.  
	6. You can also apply additional filters to narrow down your search.  
	6. You can also apply additional filters to narrow down your search.  


	For example, you can filter by the 
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	Invoice Type such as Quarterly or BY Closeout. 
	Invoice Type such as Quarterly or BY Closeout. 
	Invoice Type such as Quarterly or BY Closeout. 
	Invoice Type such as Quarterly or BY Closeout. 
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	Instructions 
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	7. To download the entire selected report, click on the blue icon  in the Download column. 
	7. To download the entire selected report, click on the blue icon  in the Download column. 
	7. To download the entire selected report, click on the blue icon  in the Download column. 
	7. To download the entire selected report, click on the blue icon  in the Download column. 
	7. To download the entire selected report, click on the blue icon  in the Download column. 
	7. To download the entire selected report, click on the blue icon  in the Download column. 


	When you hover over the blue icon , a message displays:  
	“Download column icon is used to download a report from the data table for a selected row. Available download format options: (report options of .txt and/or .csv displayed.) 

	 
	 


	8. On the Download Report popup, select the desired format from the available options. 
	8. On the Download Report popup, select the desired format from the available options. 
	8. On the Download Report popup, select the desired format from the available options. 
	8. On the Download Report popup, select the desired format from the available options. 
	8. On the Download Report popup, select the desired format from the available options. 


	 
	• Invoice and Tracking download options: .txt 
	• Invoice and Tracking download options: .txt 
	• Invoice and Tracking download options: .txt 

	• Data and 1099 Information download options: .txt and .csv 
	• Data and 1099 Information download options: .txt and .csv 



	      
	      


	9. To choose a different Reporting Type to download, use the Reporting Type filter and select the desired type, such as Data or Tracking.  
	9. To choose a different Reporting Type to download, use the Reporting Type filter and select the desired type, such as Data or Tracking.  
	9. To choose a different Reporting Type to download, use the Reporting Type filter and select the desired type, such as Data or Tracking.  
	9. To choose a different Reporting Type to download, use the Reporting Type filter and select the desired type, such as Data or Tracking.  
	9. To choose a different Reporting Type to download, use the Reporting Type filter and select the desired type, such as Data or Tracking.  
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	10. To choose a different Invoice Type for download, use the Invoice Type filter and select the desired type, such as Quarterly or BY Closeout. 
	10. To choose a different Invoice Type for download, use the Invoice Type filter and select the desired type, such as Quarterly or BY Closeout. 
	10. To choose a different Invoice Type for download, use the Invoice Type filter and select the desired type, such as Quarterly or BY Closeout. 
	10. To choose a different Invoice Type for download, use the Invoice Type filter and select the desired type, such as Quarterly or BY Closeout. 
	10. To choose a different Invoice Type for download, use the Invoice Type filter and select the desired type, such as Quarterly or BY Closeout. 
	10. To choose a different Invoice Type for download, use the Invoice Type filter and select the desired type, such as Quarterly or BY Closeout. 



	 
	 


	11. If no reports are available to download, the Reports Table will display a message: 
	11. If no reports are available to download, the Reports Table will display a message: 
	11. If no reports are available to download, the Reports Table will display a message: 
	11. If no reports are available to download, the Reports Table will display a message: 
	11. If no reports are available to download, the Reports Table will display a message: 


	 “There are no more invoice report data.”  

	 
	 


	12. Sponsors can access the Manufacturer 1099 Information Reports to assist with 1099 reporting for payments made to sponsors. Both the Third Party Administrator (TPA) Contact and Discount Program Payment Contact roles have access to download this report. 
	12. Sponsors can access the Manufacturer 1099 Information Reports to assist with 1099 reporting for payments made to sponsors. Both the Third Party Administrator (TPA) Contact and Discount Program Payment Contact roles have access to download this report. 
	12. Sponsors can access the Manufacturer 1099 Information Reports to assist with 1099 reporting for payments made to sponsors. Both the Third Party Administrator (TPA) Contact and Discount Program Payment Contact roles have access to download this report. 
	12. Sponsors can access the Manufacturer 1099 Information Reports to assist with 1099 reporting for payments made to sponsors. Both the Third Party Administrator (TPA) Contact and Discount Program Payment Contact roles have access to download this report. 
	12. Sponsors can access the Manufacturer 1099 Information Reports to assist with 1099 reporting for payments made to sponsors. Both the Third Party Administrator (TPA) Contact and Discount Program Payment Contact roles have access to download this report. 
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	13. Choose the desired file format from the available options in the Download Report popup. 
	13. Choose the desired file format from the available options in the Download Report popup. 
	13. Choose the desired file format from the available options in the Download Report popup. 
	13. Choose the desired file format from the available options in the Download Report popup. 
	13. Choose the desired file format from the available options in the Download Report popup. 
	13. Choose the desired file format from the available options in the Download Report popup. 



	 
	 


	Example of the Manufacturer 1099 Information report in .txt format: 
	Example of the Manufacturer 1099 Information report in .txt format: 
	Example of the Manufacturer 1099 Information report in .txt format: 

	 
	 


	Example of the Manufacturer 1099 Information report in .csv format: 
	Example of the Manufacturer 1099 Information report in .csv format: 
	Example of the Manufacturer 1099 Information report in .csv format: 
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	14. Save your downloaded report to a desired location on your computer. 
	14. Save your downloaded report to a desired location on your computer. 
	14. Save your downloaded report to a desired location on your computer. 
	14. Save your downloaded report to a desired location on your computer. 
	14. Save your downloaded report to a desired location on your computer. 
	14. Save your downloaded report to a desired location on your computer. 
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	You have now learned about how to export and download reports on the Reports page. 
	Dispute Dashboard for Sponsors 
	The Dispute Dashboard functionality allows sponsors participating in the CGDP to download and review the Dispute Resolution reports for prescription drug event (PDE) line items disputed by program-participating manufacturers and upheld by CMS. The Dispute Dashboard contains dispute determination files for both the current period and prior period’s dispute reports. 
	 
	Manufacturers are required to pay all PDE line items by the Invoice Payment Deadline, even if it is disputed. The Invoice Payment Deadline is the 38th calendar day after receipt, as specified in the 
	Manufacturers are required to pay all PDE line items by the Invoice Payment Deadline, even if it is disputed. The Invoice Payment Deadline is the 38th calendar day after receipt, as specified in the 
	Medicare Part D Coverage Gap Discount Program (CGDP) and Manufacturer Discount Program (MDP) Calendar
	Medicare Part D Coverage Gap Discount Program (CGDP) and Manufacturer Discount Program (MDP) Calendar

	 on the 
	TPAdministrator.com
	TPAdministrator.com

	 website. 

	 
	A Part D Sponsor who initially submits a PDE that has been disputed and upheld by CMS has 90 days after the Dispute Resolution Report is distributed to submit a corrected PDE to CMS. The distribution date is listed as the CGDP Calendar’s “Dispute Resolution Deadline”. The Dispute Resolution report in the Dispute Dashboard contains a listing of all Disputes that passed initial and final dispute edits and obtained decisions of Upheld or Denied from CMS. 
	 
	 
	Figure
	The following instructions will guide you on how to access and review the Dispute Dashboard page and the resolution reports available for download and review.  
	 
	For detailed information about the fields on the Dispute Dashboard, refer to 
	For detailed information about the fields on the Dispute Dashboard, refer to 
	Table 8: Dispute Dashboard
	Table 8: Dispute Dashboard

	 in the Appendix.  

	 
	To access the MPP, click on the 
	To access the MPP, click on the 
	TPAdministrator.com
	TPAdministrator.com

	 and click on the MPP Login.  

	If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User Guide” found on the CGDP 
	If you need further instructions on logging in, choose the “Manufacturer Payment Portal (MPP) Introduction and Login User Guide” found on the CGDP 
	User Guides 
	User Guides 

	page to access the guide. 

	 
	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 
	1. After successfully logging in with your user ID, password and system generated multi-factor authentication (MFA) token, the MPP Overview page will appear showing all program modules assigned to your user ID as cards on the page. 


	 
	Select the “Coverage Gap Discount” card’s View Reports button to access CGDP and open the Home page.  

	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	2. The Home page will be displayed. 
	2. The Home page will be displayed. 
	2. The Home page will be displayed. 
	2. The Home page will be displayed. 
	2. The Home page will be displayed. 
	2. The Home page will be displayed. 



	 
	 


	3. Click on the Dispute Dashboard link in the left navigation menu to view and download available dispute return and resolution reports. 
	3. Click on the Dispute Dashboard link in the left navigation menu to view and download available dispute return and resolution reports. 
	3. Click on the Dispute Dashboard link in the left navigation menu to view and download available dispute return and resolution reports. 
	3. Click on the Dispute Dashboard link in the left navigation menu to view and download available dispute return and resolution reports. 
	3. Click on the Dispute Dashboard link in the left navigation menu to view and download available dispute return and resolution reports. 



	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	4. Click on the Resolution Files tab to review dispute files that have been reviewed by CMS.  
	4. Click on the Resolution Files tab to review dispute files that have been reviewed by CMS.  
	4. Click on the Resolution Files tab to review dispute files that have been reviewed by CMS.  
	4. Click on the Resolution Files tab to review dispute files that have been reviewed by CMS.  
	4. Click on the Resolution Files tab to review dispute files that have been reviewed by CMS.  
	4. Click on the Resolution Files tab to review dispute files that have been reviewed by CMS.  



	 
	 


	5. Review the data on the Resolution Files Table to verify that your submitted dispute file’s return report is displayed.  
	5. Review the data on the Resolution Files Table to verify that your submitted dispute file’s return report is displayed.  
	5. Review the data on the Resolution Files Table to verify that your submitted dispute file’s return report is displayed.  
	5. Review the data on the Resolution Files Table to verify that your submitted dispute file’s return report is displayed.  
	5. Review the data on the Resolution Files Table to verify that your submitted dispute file’s return report is displayed.  


	To export what is listed in the table, select one of the three export icons to download in Excel, PDF or CSV.  
	 
	 
	Example of the Excel download for the Resolution Files Table content. 

	 
	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	Example of the .pfd download for the Resolution Files Table content. 
	Example of the .pfd download for the Resolution Files Table content. 
	Example of the .pfd download for the Resolution Files Table content. 
	Example of the .pfd download for the Resolution Files Table content. 

	 
	 


	Example of the .csv download for the Resolution Files Table content. 
	Example of the .csv download for the Resolution Files Table content. 
	Example of the .csv download for the Resolution Files Table content. 

	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 



	6. Click the Download icon next to the report you want to download into a text file for additional review. 
	6. Click the Download icon next to the report you want to download into a text file for additional review. 
	6. Click the Download icon next to the report you want to download into a text file for additional review. 
	6. Click the Download icon next to the report you want to download into a text file for additional review. 
	6. Click the Download icon next to the report you want to download into a text file for additional review. 
	6. Click the Download icon next to the report you want to download into a text file for additional review. 



	 
	 


	7. Save the downloaded report to a desired location on your computer. 
	7. Save the downloaded report to a desired location on your computer. 
	7. Save the downloaded report to a desired location on your computer. 
	7. Save the downloaded report to a desired location on your computer. 
	7. Save the downloaded report to a desired location on your computer. 


	Note: Your download message may appear different than the example displayed here. Follow your on-screen instructions for downloading your reports. 

	 
	 




	Instructions 
	Instructions 
	Instructions 
	Instructions 
	Instructions 

	Visuals 
	Visuals 
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	8. Open the downloaded text file. 
	8. Open the downloaded text file. 
	8. Open the downloaded text file. 
	8. Open the downloaded text file. 
	8. Open the downloaded text file. 
	8. Open the downloaded text file. 


	You can refer to the “Dispute Resolution File [Effective 1/1/2025]” on the 
	You can refer to the “Dispute Resolution File [Effective 1/1/2025]” on the 
	TPAdministrator.com
	TPAdministrator.com

	 under the “Coverage Gap Discount Program” page, in the “Disputes” subtopic, for assistance with reading this .txt format.  


	 
	 
	Figure




	 
	Summary 
	This CGDP MPP Sponsor User Guide introduced you to the module’s features. 
	The primary function of the CGDP module is to provide a central repository for CGDP-qualified PDE invoices to be distributed and paid by CGDP participating sponsors with the ability to initiate bank to bank ACH transfers, like the way online banking customers pay monthly bills. 
	You have learned that the module houses invoices for Quarterly and BY Closeout invoices and has two different roles for users to access distributed invoices and reports: The Discount Program Payment Contact role and the Third Party Administrator (TPA) Contact role. 
	This user guide also introduced the following functionality available to authorized sponsor users: 
	• The Pay an Invoice page provides payment capabilities to allow the selection of one, some, or all the invoices distributed for payment processing. Invoice payments can be scheduled (future dated) and stop payments can be processed if certain criteria are met. Payments may also be available for deferment if the Total Available invoice amount due is less than the systems deferred allowable amount of $20.00 USD. 
	• The Pay an Invoice page provides payment capabilities to allow the selection of one, some, or all the invoices distributed for payment processing. Invoice payments can be scheduled (future dated) and stop payments can be processed if certain criteria are met. Payments may also be available for deferment if the Total Available invoice amount due is less than the systems deferred allowable amount of $20.00 USD. 
	• The Pay an Invoice page provides payment capabilities to allow the selection of one, some, or all the invoices distributed for payment processing. Invoice payments can be scheduled (future dated) and stop payments can be processed if certain criteria are met. Payments may also be available for deferment if the Total Available invoice amount due is less than the systems deferred allowable amount of $20.00 USD. 


	 
	Please Note:  
	The TPA recommends that invoices are paid prior to the payment due date, not on the due date. Initiating payment prior to the due date will allow for error-free processing of module-initiated ACH payments. 
	Payments that error out on the due date are not considered as initiated and will require special handling between the sponsor, the manufacturer and the TPA. 
	• The Pending Payments page provides stop payment functionality to stop payment processing on initiated invoices, prior to the payment process beginning each evening around 9:00 PM ET. 
	• The Pending Payments page provides stop payment functionality to stop payment processing on initiated invoices, prior to the payment process beginning each evening around 9:00 PM ET. 
	• The Pending Payments page provides stop payment functionality to stop payment processing on initiated invoices, prior to the payment process beginning each evening around 9:00 PM ET. 

	• The Completed Payment page provides status information of previously initiated payments that have completed the nightly status update process. 
	• The Completed Payment page provides status information of previously initiated payments that have completed the nightly status update process. 

	• Receipts: The Receipts page lists invoiced line items due to be paid to sponsors by manufacturers. It shows the amounts, payment status, and originating manufacturer, so you can verify when funds post to your bank account. 
	• Receipts: The Receipts page lists invoiced line items due to be paid to sponsors by manufacturers. It shows the amounts, payment status, and originating manufacturer, so you can verify when funds post to your bank account. 
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	• Reports: The CGDP module provides reporting period data in both invoice and flat file formats. Reports are distributed on the “Quarterly Invoice Receipt Date” as defined in the 
	Medicare Part D Coverage Gap Discount Program (CGDP) and Manufacturer Discount Program (MDP) Calendar
	Medicare Part D Coverage Gap Discount Program (CGDP) and Manufacturer Discount Program (MDP) Calendar

	. The guide covers four types of reports: Invoice, Data, Tracking, and Manufacturer 1099 Information, available for review and retrieval. 


	• Dispute Dashboard: The Dispute Dashboard lists resolution reports containing CMS-upheld disputes.  
	• Dispute Dashboard: The Dispute Dashboard lists resolution reports containing CMS-upheld disputes.  


	Please Note:  
	P
	Span
	Report formats are available under the 
	Disputes
	Disputes

	 page on the 
	TPAdministrator.com
	TPAdministrator.com

	 website to help read the text file formats of the Resolution Dispute file. 

	Finally, you discovered that all payments should be completed in the module on or before the payment date listed in the Payments Due field, as listed on the Pay an Invoice page and as noted in the “Invoice Paid By 38th Calendar Day After Receipt” date as defined in the 
	Finally, you discovered that all payments should be completed in the module on or before the payment date listed in the Payments Due field, as listed on the Pay an Invoice page and as noted in the “Invoice Paid By 38th Calendar Day After Receipt” date as defined in the 
	Medicare Part D Coverage Gap Discount Program (CGDP) and Manufacturer Discount Program (MDP) Calendar
	Medicare Part D Coverage Gap Discount Program (CGDP) and Manufacturer Discount Program (MDP) Calendar

	. 
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	Appendix A: Acronym List 
	Acronym 
	Acronym 
	Acronym 
	Acronym 
	Acronym 

	Description 
	Description 



	ACH 
	ACH 
	ACH 
	ACH 

	Automated Clearing House 
	Automated Clearing House 


	BY Closeout 
	BY Closeout 
	BY Closeout 

	Benefit Year Closeout 
	Benefit Year Closeout 


	CGDP 
	CGDP 
	CGDP 

	Coverage Gap Discount Program 
	Coverage Gap Discount Program 


	CMP 
	CMP 
	CMP 

	Civil Money Penalty 
	Civil Money Penalty 


	CMS 
	CMS 
	CMS 

	Centers for Medicare & Medicaid Services 
	Centers for Medicare & Medicaid Services 


	DC 
	DC 
	DC 

	Document Cloud 
	Document Cloud 


	EFT 
	EFT 
	EFT 

	Electronic Funds Transfer 
	Electronic Funds Transfer 


	EFT ID 
	EFT ID 
	EFT ID 

	Electronic Funds Transfer Identification 
	Electronic Funds Transfer Identification 


	ET 
	ET 
	ET 

	Eastern Time Zone 
	Eastern Time Zone 


	HPMS 
	HPMS 
	HPMS 

	Health Plan Management System 
	Health Plan Management System 


	ID 
	ID 
	ID 

	Identifier or Identification 
	Identifier or Identification 


	IRA 
	IRA 
	IRA 

	Inflationary Reduction Act of 2022 
	Inflationary Reduction Act of 2022 


	IRS 
	IRS 
	IRS 

	Internal Revenue Service 
	Internal Revenue Service 


	MFA 
	MFA 
	MFA 

	Multi-factor Authentication 
	Multi-factor Authentication 


	MPP 
	MPP 
	MPP 

	Manufacturer Payment Portal application 
	Manufacturer Payment Portal application 


	Nacha 
	Nacha 
	Nacha 

	National Automated Clearing House Association 
	National Automated Clearing House Association 


	PIN 
	PIN 
	PIN 

	Personal Identification Number 
	Personal Identification Number 


	PDE 
	PDE 
	PDE 

	Prescription Drug Event 
	Prescription Drug Event 


	POS 
	POS 
	POS 

	Point of Sale 
	Point of Sale 


	OS 
	OS 
	OS 

	Operating System 
	Operating System 


	TLS 
	TLS 
	TLS 

	Transport Security Layer 
	Transport Security Layer 


	TPA 
	TPA 
	TPA 

	Third Party Administrators 
	Third Party Administrators 


	USD 
	USD 
	USD 

	United States Dollar 
	United States Dollar 


	YYYYQQ 
	YYYYQQ 
	YYYYQQ 

	4-digit calendar year and 2-digit quarter (01, 02, 03, 04) (ex: 202401) 
	4-digit calendar year and 2-digit quarter (01, 02, 03, 04) (ex: 202401) 


	YYQQ 
	YYQQ 
	YYQQ 

	Reporting Period designator in the EFT ID.  
	Reporting Period designator in the EFT ID.  




	 
	  
	Appendix B: Error Message Descriptions 
	Payment Reporting Error Codes – Pay an Invoice Page 
	Payment Reporting Error Codes 
	Payment Reporting Error Codes 
	Payment Reporting Error Codes 
	Payment Reporting Error Codes 
	Payment Reporting Error Codes 

	Code Description 
	Code Description 



	R01 
	R01 
	R01 
	R01 

	Insufficient Funds 
	Insufficient Funds 


	R02 
	R02 
	R02 

	Account Closed 
	Account Closed 


	R03 
	R03 
	R03 

	Unable to Locate Account 
	Unable to Locate Account 


	R04 
	R04 
	R04 

	Invalid Account Number 
	Invalid Account Number 


	R05 
	R05 
	R05 

	Unauthorized Corporate Debit 
	Unauthorized Corporate Debit 


	R06 
	R06 
	R06 

	Returned per ODFI’s Request 
	Returned per ODFI’s Request 


	R07 
	R07 
	R07 

	Authorization Revoked by Customer 
	Authorization Revoked by Customer 


	R08 
	R08 
	R08 

	Payment Stopped 
	Payment Stopped 


	R09 
	R09 
	R09 

	Uncollected Funds 
	Uncollected Funds 


	R10 
	R10 
	R10 

	Customer Advises Not Authorized 
	Customer Advises Not Authorized 


	R11 
	R11 
	R11 

	Check Truncation Entry Return 
	Check Truncation Entry Return 


	R12 
	R12 
	R12 

	Branch Sold to Another DFI 
	Branch Sold to Another DFI 


	R13 
	R13 
	R13 

	RDFI Not Qualified for ACH 
	RDFI Not Qualified for ACH 


	R14 
	R14 
	R14 

	Payee Deceased 
	Payee Deceased 


	R15 
	R15 
	R15 

	Beneficiary Deceased 
	Beneficiary Deceased 


	R16 
	R16 
	R16 

	Account Frozen 
	Account Frozen 


	R17 
	R17 
	R17 

	File Record Field Errors RDFI 
	File Record Field Errors RDFI 


	R20 
	R20 
	R20 

	Non-Transaction Account 
	Non-Transaction Account 


	R23 
	R23 
	R23 

	Credit Entry Refused by Receiver 
	Credit Entry Refused by Receiver 


	R24 
	R24 
	R24 

	Duplicate Entry 
	Duplicate Entry 


	R29 
	R29 
	R29 

	Debit Block 
	Debit Block 


	R31 
	R31 
	R31 

	Permissible Return Entry 
	Permissible Return Entry 


	R33 
	R33 
	R33 

	Return of XCK Entry 
	Return of XCK Entry 


	R37 
	R37 
	R37 

	Source Document Previously Paid 
	Source Document Previously Paid 


	R38 
	R38 
	R38 

	Source Document Stop Paid 
	Source Document Stop Paid 


	R39 
	R39 
	R39 

	Improper Source Document 
	Improper Source Document 


	R50 
	R50 
	R50 

	State Law Affecting RCK Acceptance 
	State Law Affecting RCK Acceptance 


	R51 
	R51 
	R51 

	Ineligible Item 
	Ineligible Item 


	R52 
	R52 
	R52 

	Stop Payment ADJ 
	Stop Payment ADJ 


	R53 
	R53 
	R53 

	Check and ACH Presented 
	Check and ACH Presented 


	R61 
	R61 
	R61 

	Misrouted Return 
	Misrouted Return 


	R67 
	R67 
	R67 

	Duplicate Return 
	Duplicate Return 


	R68 
	R68 
	R68 

	Untimely Return 
	Untimely Return 


	R69 
	R69 
	R69 

	Transaction Field Error 
	Transaction Field Error 


	R70 
	R70 
	R70 

	Permissible Return Entry Declined 
	Permissible Return Entry Declined 




	 
	  
	Glossary 
	Term 
	Term 
	Term 
	Term 
	Term 

	Definition 
	Definition 



	Authorization Amount 
	Authorization Amount 
	Authorization Amount 
	Authorization Amount 

	Displays the amount authorized for payment processing, including amounts located in the Invoice Amount and Previous Deferred Amount fields. 
	Displays the amount authorized for payment processing, including amounts located in the Invoice Amount and Previous Deferred Amount fields. 


	Available 
	Available 
	Available 

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


	Contact Us 
	Contact Us 
	Contact Us 

	Provides contact information for requesting assistance from the TPA Operations team. 
	Provides contact information for requesting assistance from the TPA Operations team. 


	Contract Number 
	Contract Number 
	Contract Number 

	Pending contract number assigned by CMS which allows participation in the Coverage Gap Discount Program. 
	Pending contract number assigned by CMS which allows participation in the Coverage Gap Discount Program. 


	Data 
	Data 
	Data 

	Report type that displays the detail information of distributed invoices and invoice line items and provides the ability to download files for review. 
	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 
	Date  Loaded 
	Date  Loaded 

	Displays the invoice distribution date. This date corresponds to the end of month after the reporting period closing. Date format is DD/MM/YYYY. 
	Displays the invoice distribution date. This date corresponds to the end of month after the reporting period closing. Date format is DD/MM/YYYY. 


	Date  Submitted 
	Date  Submitted 
	Date  Submitted 

	Displays the calendar date, in MM/DD/YYYY format, the invoice line item was processed for payment initiation. 
	Displays the calendar date, in MM/DD/YYYY format, the invoice line item was processed for payment initiation. 


	Defer 
	Defer 
	Defer 

	Provides a check box available for selection when the Invoiced Amount or the combination of the Invoiced Amount and the Previous Deferred Amount total less than the system-defaulted allowable amount ($20.00 USD). Invoice line items can only be deferred if the manufacturer or sponsor banking ACH process prevents payment of invoice line items that fall below the minimum ACH processing amount. 
	Provides a check box available for selection when the Invoiced Amount or the combination of the Invoiced Amount and the Previous Deferred Amount total less than the system-defaulted allowable amount ($20.00 USD). Invoice line items can only be deferred if the manufacturer or sponsor banking ACH process prevents payment of invoice line items that fall below the minimum ACH processing amount. 


	Deferred 
	Deferred 
	Deferred 

	Status designation of an invoice that represents that invoice amount is less than the system-defaulted allowable amount ($20.00 USD) minimum. Invoice line items can only be deferred if the manufacturer or sponsor banking ACH process prevents payment of invoice line items that fall below their bank’s minimum ACH processing amount. 
	Status designation of an invoice that represents that invoice amount is less than the system-defaulted allowable amount ($20.00 USD) minimum. Invoice line items can only be deferred if the manufacturer or sponsor banking ACH process prevents payment of invoice line items that fall below their bank’s minimum ACH processing amount. 


	Dispute 
	Dispute 
	Dispute 

	Report type that provides the ability to enter dispute requests and review the status of entered requests. 
	Report type that provides the ability to enter dispute requests and review the status of entered requests. 


	Dispute Disposition Distribution 
	Dispute Disposition Distribution 
	Dispute Disposition Distribution 

	Field that displays the date Dispute disposition reports are due to be loaded to the module. 
	Field that displays the date Dispute disposition reports are due to be loaded to the module. 
	 Dispute Disposition Distribution date, also listed as the “Dispute Resolution Deadline” column, is located on the 
	 Dispute Disposition Distribution date, also listed as the “Dispute Resolution Deadline” column, is located on the 
	Medicare Part D Coverage Gap Discount Program (CGDP) and Manufacturer Discount Program (MDP) Calendar
	Medicare Part D Coverage Gap Discount Program (CGDP) and Manufacturer Discount Program (MDP) Calendar

	 on the 
	TPAdministrator.com
	TPAdministrator.com

	 website. 



	Dispute Submission Deadline 
	Dispute Submission Deadline 
	Dispute Submission Deadline 

	Field that displays the date Dispute submissions are due to be entered in the module. 
	Field that displays the date Dispute submissions are due to be entered in the module. 
	 Dispute Submission Deadline date is located in the 
	 Dispute Submission Deadline date is located in the 
	Medicare Part D Coverage Gap Discount Program (CGDP) and Manufacturer Discount Program (MDP) Calendar
	Medicare Part D Coverage Gap Discount Program (CGDP) and Manufacturer Discount Program (MDP) Calendar

	 on the 
	TPAdministrator.com
	TPAdministrator.com

	 website. 



	Download 
	Download 
	Download 

	Displays a radio button to allow downloading of distributed invoice summary information loaded to the system. 
	Displays a radio button to allow downloading of distributed invoice summary information loaded to the system. 




	Term 
	Term 
	Term 
	Term 
	Term 

	Definition 
	Definition 



	EFTID 
	EFTID 
	EFTID 
	EFTID 

	Displays EFT identifying information in the specified format of CG for Coverage Gap; YYQQ for the reporting period; 9999 for the P number and Z9999 for the contract number. Example: CG14039999Z9999. 
	Displays EFT identifying information in the specified format of CG for Coverage Gap; YYQQ for the reporting period; 9999 for the P number and Z9999 for the contract number. Example: CG14039999Z9999. 


	Failed (Status) 
	Failed (Status) 
	Failed (Status) 

	Status designation of an invoice that represents that one or more items have an unsuccessful payment attempt. 
	Status designation of an invoice that represents that one or more items have an unsuccessful payment attempt. 


	Failed (Code) 
	Failed (Code) 
	Failed (Code) 

	Provides an informational message when an invoice line item does not successfully process payments to manufacturers or sponsors. 
	Provides an informational message when an invoice line item does not successfully process payments to manufacturers or sponsors. 


	Incomplete 
	Incomplete 
	Incomplete 

	Status designation of an invoice that represents that one or more items have not been paid. 
	Status designation of an invoice that represents that one or more items have not been paid. 


	Initiate  
	Initiate  
	Initiate  
	Payment 

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


	Invoice 
	Invoice 
	Invoice 

	Report type that displays the summary information of distributed invoices and provides the ability to download files for review. 
	Report type that displays the summary information of distributed invoices and provides the ability to download files for review. 


	Invoice Distribution 
	Invoice Distribution 
	Invoice Distribution 

	Field that displays the date distributed invoices were posted to the module.  The Invoice Distribution date, also known as the 
	Field that displays the date distributed invoices were posted to the module.  The Invoice Distribution date, also known as the 
	Field that displays the date distributed invoices were posted to the module.  The Invoice Distribution date, also known as the 
	Medicare Part D Coverage Gap Discount Program (CGDP) and Manufacturer Discount Program (MDP) Calendar
	Medicare Part D Coverage Gap Discount Program (CGDP) and Manufacturer Discount Program (MDP) Calendar

	 “Quarterly Invoice Distribution”, is located on the 
	TPAdministrator.com
	TPAdministrator.com

	 website. 



	Invoice  
	Invoice  
	Invoice  
	Payment Deadline 

	Field that displays the final due date all invoice line items are to be processed for payment.  The Invoice Paid By date, also known as the 
	Field that displays the final due date all invoice line items are to be processed for payment.  The Invoice Paid By date, also known as the 
	Field that displays the final due date all invoice line items are to be processed for payment.  The Invoice Paid By date, also known as the 
	Medicare Part D Coverage Gap Discount Program (CGDP) and Manufacturer Discount Program (MDP) Calendar
	Medicare Part D Coverage Gap Discount Program (CGDP) and Manufacturer Discount Program (MDP) Calendar

	 “Invoice Paid By 38th Calendar Day After Receipt” is located on the 
	TPAdministrator.com
	TPAdministrator.com

	 website. 



	Invoiced  
	Invoiced  
	Invoiced  
	Amount 

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


	Invoiced Reporting  
	Invoiced Reporting  
	Invoiced Reporting  
	Period 

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


	Last  
	Last  
	Last  
	Download 

	Displays the last date and time distributed invoice summary data was retrieved from the MPP. Date format is MM/DD/YYYY. Time format is HH:MM AM/PM. 
	Displays the last date and time distributed invoice summary data was retrieved from the MPP. Date format is MM/DD/YYYY. Time format is HH:MM AM/PM. 


	Logout 
	Logout 
	Logout 

	Provides one-click access for logging out of the system. 
	Provides one-click access for logging out of the system. 


	Manufacturer 
	Manufacturer 
	Manufacturer 

	Any entity which is engaged in the production, preparation, propagation, compounding, conversion or processing of prescription drug products, either directly or indirectly, by extraction from substances of natural origin, or independently by means of chemical synthesis or by a combination of extraction and chemical synthesis. Such term does not include a wholesale distributor of drugs, or a retail pharmacy licensed under State law, but includes entities otherwise engaged in repackaging or changing the conta
	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 a wholesale distributor of drugs, or a retail pharmacy licensed under State law, but includes entities otherwise engaged in repackaging or changing the conta




	Term 
	Term 
	Term 
	Term 
	Term 

	Definition 
	Definition 



	My Profile 
	My Profile 
	My Profile 
	My Profile 

	Provides ability to enter and review business contact information for manufacturers or sponsors. 
	Provides ability to enter and review business contact information for manufacturers or sponsors. 


	Outstanding 
	Outstanding 
	Outstanding 

	Status designation of an invoice that represents no payment activity has taken place. 
	Status designation of an invoice that represents no payment activity has taken place. 


	P Number 
	P Number 
	P Number 

	Unique number assigned to the manufacturer by CMS. 
	Unique number assigned to the manufacturer by CMS. 


	Payment  
	Payment  
	Payment  
	Date 

	Displays current date of a generated invoice line item payment in MM/DD/YYYY format. 
	Displays current date of a generated invoice line item payment in MM/DD/YYYY format. 


	Payments  
	Payments  
	Payments  
	Due 

	Region of the active tab that provides the final date invoice line item payment initiations due to complete initiation. 
	Region of the active tab that provides the final date invoice line item payment initiations due to complete initiation. 


	Payment/Failed Date 
	Payment/Failed Date 
	Payment/Failed Date 

	Displays the date a specific invoice line item payment initiation successfully processed or where payment initiation failed the payment initiation process. 
	Displays the date a specific invoice line item payment initiation successfully processed or where payment initiation failed the payment initiation process. 


	Pending 
	Pending 
	Pending 

	Status designation of an invoice that represents that all line items have been initiated successfully. 
	Status designation of an invoice that represents that all line items have been initiated successfully. 


	Previous Deferred  
	Previous Deferred  
	Previous Deferred  
	Amount 

	Displays amounts that qualified for deferment from the prior reporting period(s). 
	Displays amounts that qualified for deferment from the prior reporting period(s). 


	Received 
	Received 
	Received 

	Status designation of an invoice that represents payment is in the applicable bank account. 
	Status designation of an invoice that represents payment is in the applicable bank account. 


	Reporting  
	Reporting  
	Reporting  
	Period 

	Quarter and Calendar year, in YYYYQQ format, prescription drug event data distributed to manufacturers or sponsors. 
	Quarter and Calendar year, in YYYYQQ format, prescription drug event data distributed to manufacturers or sponsors. 
	BY Closeout reimbursement period, in YYYY format, for quarter 17 upheld disputes not offset in prior quarter invoice distributions. 


	Sponsor 
	Sponsor 
	Sponsor 

	A Part D Plan (PDP) Sponsor, Medicare Advantage (MA) organization offering a MA-prescription drug (PD) plan, a Program of All-Inclusive Care for the Elderly (PACE) organization offering a PACE plan including qualified prescription drug coverage, and a cost plan offering qualified prescription drug coverage. From42 CFR § 423.4 
	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. From42 CFR § 423.4 


	Status 
	Status 
	Status 

	The current designation of an invoice line item within the system. 
	The current designation of an invoice line item within the system. 


	Stop  
	Stop  
	Stop  
	Payment 

	Provides a check box with the ability to stop payment processing prior to actual payment for future dated payments. 
	Provides a check box with the ability to stop payment processing prior to actual payment for future dated payments. 


	Successful 
	Successful 
	Successful 

	Status designation of an invoice that represents that all line items have been paid successfully. 
	Status designation of an invoice that represents that all line items have been paid successfully. 


	Total  
	Total  
	Total  
	Available 

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


	Total  
	Total  
	Total  
	Deferred 

	Displays the total dollar amount of deferred invoice line items to the subsequent reporting period. 
	Displays the total dollar amount of deferred invoice line items to the subsequent reporting period. 


	Total  
	Total  
	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. 
	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  
	Total  
	Total  
	Invoiced 

	Displays the total dollar amount of invoice line items that require payment for the reporting period. 
	Displays the total dollar amount of invoice line items that require payment for the reporting period. 


	Total Outstanding 
	Total Outstanding 
	Total Outstanding 

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


	Total Owed 
	Total Owed 
	Total Owed 

	For sponsors: Displays the total dollar amount of invoice line items due from manufacturers. 
	For sponsors: Displays the total dollar amount of invoice line items due from manufacturers. 




	Term 
	Term 
	Term 
	Term 
	Term 

	Definition 
	Definition 



	Total  
	Total  
	Total  
	Total  
	Pending 

	Displays the total dollar amount of invoice line items selected for payment for the reporting period. 
	Displays the total dollar amount of invoice line items selected for payment for the reporting period. 


	Total  
	Total  
	Total  
	Received 

	For sponsor: Displays the total dollar amount of invoice line items received from manufacturers. 
	For sponsor: Displays the total dollar amount of invoice line items received from manufacturers. 


	Total  
	Total  
	Total  
	Successful 

	Displays the total dollar amount of invoice line items that have successfully paid and are no longer visible in the Payment Initiation or Pending Transaction regions of the Payments tab. 
	Displays the total dollar amount of invoice line items that have successfully paid and are no longer visible in the Payment Initiation or Pending Transaction regions of the Payments tab. 


	User ID 
	User ID 
	User ID 

	Credential information provided by TPA to Sponsor for access to system. 
	Credential information provided by TPA to Sponsor for access to system. 
	User ID is the Parent Organization ID for Sponsor or a randomly generated User ID. 




	 
	  
	Table 1: Common Features on All Pages 
	 
	Figure
	 
	Number 
	Number 
	Number 
	Number 
	Number 

	Feature 
	Feature 

	Description 
	Description 



	1.  
	1.  
	1.  
	1.  
	1.  
	1.  



	Information Icon 
	Information Icon 

	Provides informational messages.  
	Provides informational messages.  


	2.  
	2.  
	2.  
	2.  
	2.  



	Page Navigation 
	Page Navigation 

	Is on the left side of the page and highlights the page that is currently active. It allows you to select different activities to perform while accessing the system. It is available on All pages of the MPP.  
	Is on the left side of the page and highlights the page that is currently active. It allows you to select different activities to perform while accessing the system. It is available on All pages of the MPP.  


	3.  
	3.  
	3.  
	3.  
	3.  



	Show Entries Filter 
	Show Entries Filter 

	Allows selection of the number of entries that are visible in any given table.  
	Allows selection of the number of entries that are visible in any given table.  
	The drop-down defaults to 10 entries per page, but you can also choose from 25, 50, 100 or All.  
	This feature is available on all pages in the module. 


	4.  
	4.  
	4.  
	4.  
	4.  



	Export 
	Export 

	Allows you to download information in te formats that are displayed.  
	Allows you to download information in te formats that are displayed.  


	5.  
	5.  
	5.  
	5.  
	5.  



	Pagination 
	Pagination 

	Use the pagination controls at the bottom of the page to navigate through multiple pages of data. Click the the “Next” and “Previous” buttons to move between pages. This helps you view and manage large sets of data efficiently. 
	Use the pagination controls at the bottom of the page to navigate through multiple pages of data. Click the the “Next” and “Previous” buttons to move between pages. This helps you view and manage large sets of data efficiently. 




	 
	Table 2: Home Page 
	 
	Figure
	 
	Number 
	Number 
	Number 
	Number 
	Number 

	Field Name 
	Field Name 

	Description 
	Description 



	1.  
	1.  
	1.  
	1.  
	1.  
	1.  



	Invoice Filter: Invoice Type 
	Invoice Filter: Invoice Type 

	Contains a drop-down function that allows selection of “Quarterly” and “BY Closeout” invoice types. Field defaults to All. 
	Contains a drop-down function that allows selection of “Quarterly” and “BY Closeout” invoice types. Field defaults to All. 
	Note: Only one selection can be chosen from the drop-down menu at a time. 


	2.  
	2.  
	2.  
	2.  
	2.  



	Invoice Filter: Contract Number 
	Invoice Filter: Contract Number 

	Contains a drop-down function that allows selection of Contract Numbers associated with your user ID. Field defaults to All. 
	Contains a drop-down function that allows selection of Contract Numbers associated with your user ID. Field defaults to All. 
	Based on authorization, access to more than one Contract Number may be available in the filter drop-down. 


	3.  
	3.  
	3.  
	3.  
	3.  



	Invoice Filter: Reporting Period 
	Invoice Filter: Reporting Period 

	Provides a list of the past reporting periods for an authorized user can view. Defaults to the current reporting period loaded to the MPP.  
	Provides a list of the past reporting periods for an authorized user can view. Defaults to the current reporting period loaded to the MPP.  
	Quarterly reporting periods display as (YYYYQQ format) and benefit year (BY) closeout (YYYY format). 




	Number 
	Number 
	Number 
	Number 
	Number 

	Field Name 
	Field Name 

	Description 
	Description 



	4.  
	4.  
	4.  
	4.  
	4.  
	4.  



	Invoice Filter: Status 
	Invoice Filter: Status 

	Contains a drop-down function that displays the available statuses for you to select from. Filter defaults to All. 
	Contains a drop-down function that displays the available statuses for you to select from. Filter defaults to All. 
	Statuses are: 
	• Available: Invoice is ready for payment initiations. 
	• Available: Invoice is ready for payment initiations. 
	• Available: Invoice is ready for payment initiations. 

	• Successful: All line items have been paid successfully. 
	• Successful: All line items have been paid successfully. 

	• Failed: One or more items has an unsuccessful payment attempt. 
	• Failed: One or more items has an unsuccessful payment attempt. 

	• Incomplete: One or more items have not been paid. 
	• Incomplete: One or more items have not been paid. 

	• Pending: All line items have been initiated successfully. 
	• Pending: All line items have been initiated successfully. 




	5.  
	5.  
	5.  
	5.  
	5.  



	Invoice Table: Invoice Type 
	Invoice Table: Invoice Type 

	Displays the type of invoice either BY Closeout or Quarterly.   
	Displays the type of invoice either BY Closeout or Quarterly.   
	It can be sorted in ascending or descending order by clicking on the up and down arrows. 


	6.  
	6.  
	6.  
	6.  
	6.  



	Invoice Table: Contract Number 
	Invoice Table: Contract Number 

	Displays a specific Contract Number, or all Contract Numbers associated with your User ID. 
	Displays a specific Contract Number, or all Contract Numbers associated with your User ID. 
	It can be sorted in ascending or descending order by clicking on the up and down arrows. 


	7.  
	7.  
	7.  
	7.  
	7.  



	Invoice Table: Reporting Period 
	Invoice Table: Reporting Period 

	Displays the distributed invoice information by reporting period in YYYYQQ format for quarterly reports and YYYY for BY Closeout reports. 
	Displays the distributed invoice information by reporting period in YYYYQQ format for quarterly reports and YYYY for BY Closeout reports. 
	It can be sorted in ascending or descending order by clicking on the up and down arrows. 


	8.  
	8.  
	8.  
	8.  
	8.  



	Invoice Table: Status 
	Invoice Table: Status 

	Displays the six statuses that can be assigned to an invoice: 
	Displays the six statuses that can be assigned to an invoice: 
	• Available: Invoice is ready for payment initiations 
	• Available: Invoice is ready for payment initiations 
	• Available: Invoice is ready for payment initiations 

	• Failed: One or more items have an unsuccessful payment attempt. 
	• Failed: One or more items have an unsuccessful payment attempt. 

	• Incomplete: One or more items have not been paid. 
	• Incomplete: One or more items have not been paid. 

	• N/A: No invoice due for payment. Receipt of funds due from Manufacturer or Sponsor. 
	• N/A: No invoice due for payment. Receipt of funds due from Manufacturer or Sponsor. 

	• Pending: All line items have been initiated successfully. 
	• Pending: All line items have been initiated successfully. 

	• Successful: All line items have been paid successfully. 
	• Successful: All line items have been paid successfully. 




	9.  
	9.  
	9.  
	9.  
	9.  



	Invoice Table: Status Information Icon 
	Invoice Table: Status Information Icon 

	A hover over information icon, , provides a popup with the definition of the statuses available to be displayed for each invoice line item. 
	A hover over information icon, , provides a popup with the definition of the statuses available to be displayed for each invoice line item. 


	10.  
	10.  
	10.  
	10.  
	10.  



	Invoice Table: Select 
	Invoice Table: Select 

	Populate a radio button for a specific line item to activate the Pay an Invoice, Pending Payments, Completed Payments, or Receipts pages in the Page Navigation on the left of the screen. 
	Populate a radio button for a specific line item to activate the Pay an Invoice, Pending Payments, Completed Payments, or Receipts pages in the Page Navigation on the left of the screen. 




	Number 
	Number 
	Number 
	Number 
	Number 

	Field Name 
	Field Name 

	Description 
	Description 
	Figure



	11.  
	11.  
	11.  
	11.  
	11.  
	11.  



	Reporting Period with no invoice line items section 
	Reporting Period with no invoice line items section 

	Provides information when no payable or receivable invoices are distributed for a specific reporting period. Home page displays “No data available in table”. 
	Provides information when no payable or receivable invoices are distributed for a specific reporting period. Home page displays “No data available in table”. 


	12.  
	12.  
	12.  
	12.  
	12.  



	Reporting Period with no invoice line items View button 
	Reporting Period with no invoice line items View button 

	Select the View button to view the listing for your P Numbers for the applicable period(s) with no invoice line items. 
	Select the View button to view the listing for your P Numbers for the applicable period(s) with no invoice line items. 




	 
	  
	Table 3: Pay an Invoice Page 
	 
	Figure
	 
	Number 
	Number 
	Number 
	Number 
	Number 

	Field Name 
	Field Name 

	Description 
	Description 



	1.  
	1.  
	1.  
	1.  
	1.  
	1.  



	Payment Information: Total Invoiced 
	Payment Information: Total Invoiced 

	Displays total dollar amount of invoice line items that require payment for the reporting period 
	Displays total dollar amount of invoice line items that require payment for the reporting period 




	Number 
	Number 
	Number 
	Number 
	Number 

	Field Name 
	Field Name 

	Description 
	Description 



	2.  
	2.  
	2.  
	2.  
	2.  
	2.  



	Payment Information: Total Pending 
	Payment Information: Total Pending 

	Displays the total dollar amount of invoice line items submitted for payment initiation for the reporting period. 
	Displays the total dollar amount of invoice line items submitted for payment initiation for the reporting period. 


	3.  
	3.  
	3.  
	3.  
	3.  



	Payment Information: Total Successful 
	Payment Information: Total Successful 

	Displays the total dollar amount of invoice line items, for the selected reporting period, that have successfully paid and are now available on the Completed Payments page and no longer visible in the Invoice Initiations Table of the Pay an Invoice page or the Pending Payments page. 
	Displays the total dollar amount of invoice line items, for the selected reporting period, that have successfully paid and are now available on the Completed Payments page and no longer visible in the Invoice Initiations Table of the Pay an Invoice page or the Pending Payments page. 


	4.  
	4.  
	4.  
	4.  
	4.  



	Payment Information: Total Available 
	Payment Information: Total Available 

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


	5.  
	5.  
	5.  
	5.  
	5.  



	Payment Information: Total Failed 
	Payment Information: 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. 
	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. 


	6.  
	6.  
	6.  
	6.  
	6.  



	Payment Information: Total Current Deferred 
	Payment Information: Total Current Deferred 

	Displays the total dollar amount of deferred invoice line items postponed from the current reporting period to the subsequent reporting period. 
	Displays the total dollar amount of deferred invoice line items postponed from the current reporting period to the subsequent reporting period. 


	7.  
	7.  
	7.  
	7.  
	7.  



	Payment Information: Total Previously Deferred 
	Payment Information: Total Previously Deferred 

	Displays the total dollar amount of previously deferred invoice line items postponed from prior reporting periods. 
	Displays the total dollar amount of previously deferred invoice line items postponed from prior reporting periods. 


	8.  
	8.  
	8.  
	8.  
	8.  



	Invoice Period field 
	Invoice Period field 

	Displays the specified reporting quarter in YYYYQQ format, where YYYY represents the calendar year and QQ represents the quarter (01, 02, 03, 04), based on the reporting period selected in the Invoice Filter on the Home page. 
	Displays the specified reporting quarter in YYYYQQ format, where YYYY represents the calendar year and QQ represents the quarter (01, 02, 03, 04), based on the reporting period selected in the Invoice Filter on the Home page. 


	9.  
	9.  
	9.  
	9.  
	9.  



	Payments Due field 
	Payments Due field 

	Displays the final due date for all invoice line items for a specified reporting period, based on the calculation of distributed invoice receipt date plus 38 calendar days provided in the 
	Displays the final due date for all invoice line items for a specified reporting period, based on the calculation of distributed invoice receipt date plus 38 calendar days provided in the 
	Displays the final due date for all invoice line items for a specified reporting period, based on the calculation of distributed invoice receipt date plus 38 calendar days provided in the 
	Medicare Part D Coverage Gap Discount Program (CGDP) and Manufacturer Discount Program (MDP) Calendar
	Medicare Part D Coverage Gap Discount Program (CGDP) and Manufacturer Discount Program (MDP) Calendar

	 on the 
	TPAdministrator.com
	TPAdministrator.com

	 website. 



	10.  
	10.  
	10.  
	10.  
	10.  



	Invoice Initiations Filter: P Number 
	Invoice Initiations Filter: P Number 

	Provides the ability to select a single P Number with an invoice line item within the same reporting period. The field defaults to “ALL”, which displays all P Numbers with invoices for initiation in the selected reporting period. 
	Provides the ability to select a single P Number with an invoice line item within the same reporting period. The field defaults to “ALL”, which displays all P Numbers with invoices for initiation in the selected reporting period. 


	11.  
	11.  
	11.  
	11.  
	11.  



	Invoice Initiations Filter: Contract No  
	Invoice Initiations Filter: Contract No  

	Displays the Contract Number. This field defaults based on the distributed invoice selected on the Home page.  
	Displays the Contract Number. This field defaults based on the distributed invoice selected on the Home page.  




	Number 
	Number 
	Number 
	Number 
	Number 

	Field Name 
	Field Name 

	Description 
	Description 



	12.  
	12.  
	12.  
	12.  
	12.  
	12.  



	Invoice Initiations Table: P Number 
	Invoice Initiations Table: P Number 

	Displays the manufacturer P Number to whom the invoice payment should be paid. 
	Displays the manufacturer P Number to whom the invoice payment should be paid. 


	13.  
	13.  
	13.  
	13.  
	13.  



	Invoice Initiations Table: Invoiced Amount 
	Invoice Initiations Table: Invoiced Amount 

	Displays the invoice line item amounts due to the sponsor.  It can be sorted in ascending or descending order by clicking on the up and down arrows.  Note: The payment initiation process used by the module initiates a lump sum debit from your bank account for the total amount of payments initiated per day, not individual line-item debits. 
	Displays the invoice line item amounts due to the sponsor.  It can be sorted in ascending or descending order by clicking on the up and down arrows.  Note: The payment initiation process used by the module initiates a lump sum debit from your bank account for the total amount of payments initiated per day, not individual line-item debits. 


	14.  
	14.  
	14.  
	14.  
	14.  



	Invoice Initiations Table: Previous Deferred Amount 
	Invoice Initiations Table: Previous Deferred Amount 

	Displays deferred amounts from prior reporting period(s), when available. 
	Displays deferred amounts from prior reporting period(s), when available. 


	15.  
	15.  
	15.  
	15.  
	15.  



	Invoice Initiations Table: Payment Date 
	Invoice Initiations Table: Payment Date 

	Defaults to the current date for an invoice line item payment, in MM/DD/YYYY format. 
	Defaults to the current date for an invoice line item payment, in MM/DD/YYYY format. 
	Includes a Calendar icon to change individual payment dates to a future scheduled payment date that can be manually entered or selected using the Calendar icon. 
	Field may display a message of “Invalid Payee Data” or “Invalid Payer Data” instead of data in the Payment Date, Defer, and Initiate Payment columns.  
	Examples of why “Invalid Payee Data” or “Invalid Payer Data” may display: 
	• Invalid banking information on file for payee or the payer. 
	• Invalid banking information on file for payee or the payer. 
	• Invalid banking information on file for payee or the payer. 

	• Manufacturer is classified in Receivership status. 
	• Manufacturer is classified in Receivership status. 

	• Debit Blocks on sponsor bank accounts.  
	• Debit Blocks on sponsor bank accounts.  


	For assistance with processing these invoice line items, please contact TPA Operations by calling 877-534-2772, Option 1 or emailing 
	For assistance with processing these invoice line items, please contact TPA Operations by calling 877-534-2772, Option 1 or emailing 
	tpaoperations@tpadministrator.com
	tpaoperations@tpadministrator.com

	. 



	16.  
	16.  
	16.  
	16.  
	16.  



	Invoice Initiations Table: Defer 
	Invoice Initiations Table: Defer 

	Provides checkboxes available for selection when the Total Available field in the Payment Information section is less than $20.00 United States Dollars (USD). 
	Provides checkboxes available for selection when the Total Available field in the Payment Information section is less than $20.00 United States Dollars (USD). 
	For more details on the Defer process, refer to the 
	For more details on the Defer process, refer to the 
	Processing Deferred Invoices for Sponsors
	Processing Deferred Invoices for Sponsors

	 instructions. 





	Number 
	Number 
	Number 
	Number 
	Number 

	Field Name 
	Field Name 

	Description 
	Description 



	17.  
	17.  
	17.  
	17.  
	17.  
	17.  



	Invoice Initiations Table: Failed 
	Invoice Initiations Table: Failed 

	Displays failed code when an invoice line item does not successfully process payments to the manufacturer. The error codes visible in the Failed column have a cursor hover-over feature that will display the definition of the error code.  
	Displays failed code when an invoice line item does not successfully process payments to the manufacturer. The error codes visible in the Failed column have a cursor hover-over feature that will display the definition of the error code.  
	A complete list of error codes and their descriptions are in the Appendix B: Error Message Description table labeled 
	A complete list of error codes and their descriptions are in the Appendix B: Error Message Description table labeled 
	Payment Reporting Error Codes – Pay an Invoice Page
	Payment Reporting Error Codes – Pay an Invoice Page

	. 



	18.  
	18.  
	18.  
	18.  
	18.  



	Invoice Initiations Table: EFT ID 
	Invoice Initiations Table: EFT ID 

	Displays the descriptive identifier for invoice payments and appears on bank statements.  
	Displays the descriptive identifier for invoice payments and appears on bank statements.  
	The format of the EFT ID for a quarterly invoice is:  
	CGYYQQ1__3H___6.  
	• CG: Coverage Gap payment  
	• CG: Coverage Gap payment  
	• CG: Coverage Gap payment  

	• YYQQ: Current Reporting Period  
	• YYQQ: Current Reporting Period  

	o YY is last two digits of the calendar year; QQ is 01, 02, 03, or 04.  
	o YY is last two digits of the calendar year; QQ is 01, 02, 03, or 04.  

	• 1__3: manufacturer P Number displayed without the “P”.  
	• 1__3: manufacturer P Number displayed without the “P”.  

	• H__6: sponsor Contract Number  
	• H__6: sponsor Contract Number  


	 
	The format of the EFT ID for a BY Closeout invoice is:  
	UDYYQQ1__3H___6.  
	• UD: Upheld Dispute payment  
	• UD: Upheld Dispute payment  
	• UD: Upheld Dispute payment  

	• YYYY: BY Closeout Reporting Period  
	• YYYY: BY Closeout Reporting Period  

	o YYYY is the Calendar Year  
	o YYYY is the Calendar Year  

	• 1__3: manufacturer P Number displayed without the “P”.  
	• 1__3: manufacturer P Number displayed without the “P”.  

	• H__6: sponsor Contract Number 
	• H__6: sponsor Contract Number 




	19.  
	19.  
	19.  
	19.  
	19.  



	Invoice Initiations Table: Initiate Payment 
	Invoice Initiations Table: Initiate Payment 

	Provides the ability to select one, multiple or all checkboxes to include that invoice line item in the payment process. 
	Provides the ability to select one, multiple or all checkboxes to include that invoice line item in the payment process. 


	20.  
	20.  
	20.  
	20.  
	20.  



	Update All Dates: Calendar Field 
	Update All Dates: Calendar Field 

	Allows the ability to set a future scheduled date for all invoice line items available for payment initiation.  
	Allows the ability to set a future scheduled date for all invoice line items available for payment initiation.  
	Enter the future scheduled date directly into the field or select the Calendar icon to pick the future scheduled date. 
	Note: The Update All Dates field and the Calendar icon will allow selection of the current date and future dates in the future. No selection of a past date in this feature. 




	Number 
	Number 
	Number 
	Number 
	Number 

	Field Name 
	Field Name 

	Description 
	Description 



	21.  
	21.  
	21.  
	21.  
	21.  
	21.  



	Update All Dates: Calendar Icon 
	Update All Dates: Calendar Icon 

	Provides four features to assist with selecting a date in the future. 
	Provides four features to assist with selecting a date in the future. 
	• Show Previous Month up arrow (available after selecting Show Next Month arrow). 
	• Show Previous Month up arrow (available after selecting Show Next Month arrow). 
	• Show Previous Month up arrow (available after selecting Show Next Month arrow). 

	• Show Next Month down arrow. 
	• Show Next Month down arrow. 

	• Clear link to clear calendar and return to current date. 
	• Clear link to clear calendar and return to current date. 

	• Today link to return to the current date. 
	• Today link to return to the current date. 




	22.  
	22.  
	22.  
	22.  
	22.  



	Select All Invoices Checkbox 
	Select All Invoices Checkbox 

	Populates a checkmark in all checkboxes in the Initiate Payment column to initiate payment for all invoices across all pages of the Invoice Initiation Table.  
	Populates a checkmark in all checkboxes in the Initiate Payment column to initiate payment for all invoices across all pages of the Invoice Initiation Table.  
	Unchecking the Select All Invoices checkbox will remove all checkmarks in the Initiate Payment column. 
	Once all invoices are submitted for payment, the Invoice Initiation Table will display: “There are no more remaining invoice line items for the quarter.”  


	23.  
	23.  
	23.  
	23.  
	23.  



	Submit button 
	Submit button 

	Provides a one-click function to submit all invoice line items with either a Defer checkmark, when applicable, or an Initiate Payment checkmark for payment processing.  
	Provides a one-click function to submit all invoice line items with either a Defer checkmark, when applicable, or an Initiate Payment checkmark for payment processing.  
	Items on the Pay an Invoice page must be saved before navigating away from the page.  
	This save functionality is the Submit button. 
	If not submitted, the selected invoice line items for initiation or deferment and updated payment dates will be discarded.  




	 
	  
	Table 4: Pending Payments 
	 
	Figure
	 
	Number 
	Number 
	Number 
	Number 
	Number 

	Field Name 
	Field Name 

	Description 
	Description 



	1.  
	1.  
	1.  
	1.  
	1.  
	1.  



	Stop Payments Message 
	Stop Payments Message 

	Message providing information on the stop payment process. 
	Message providing information on the stop payment process. 
	Messages states “Stop Payment Available Until Approximately 9:00 PM ET of the current business date.” 


	2.  
	2.  
	2.  
	2.  
	2.  



	Pending Payment Table: P Number 
	Pending Payment Table: P Number 

	Displays the manufacturer P Number to whom the invoice payment should be paid. 
	Displays the manufacturer P Number to whom the invoice payment should be paid. 


	3.  
	3.  
	3.  
	3.  
	3.  



	Pending Payment Table: Authorization Amt 
	Pending Payment Table: Authorization Amt 

	Displays the amount of the initiated invoice authorized to be processed for payment to the Sponsor 
	Displays the amount of the initiated invoice authorized to be processed for payment to the Sponsor 


	4.  
	4.  
	4.  
	4.  
	4.  



	Pending Payment Table: Date Submitted 
	Pending Payment Table: Date Submitted 

	Displays the calendar date the invoice line item(s) were submitted for payment processing from the Pay an Invoice page’s Invoice Initiation Table. 
	Displays the calendar date the invoice line item(s) were submitted for payment processing from the Pay an Invoice page’s Invoice Initiation Table. 
	Displays in MM/DD/YYYY format. 


	5.  
	5.  
	5.  
	5.  
	5.  



	Pending Payment Table: Payment Date 
	Pending Payment Table: Payment Date 

	Displays the calendar date that the payment process will occur to request withdrawal of funds from your bank account. Displays in MM/DD/YYYY format. 
	Displays the calendar date that the payment process will occur to request withdrawal of funds from your bank account. Displays in MM/DD/YYYY format. 




	Number 
	Number 
	Number 
	Number 
	Number 

	Field Name 
	Field Name 

	Description 
	Description 



	6.  
	6.  
	6.  
	6.  
	6.  
	6.  



	Pending Payment Table: Stop Payment  
	Pending Payment Table: Stop Payment  

	Provides checkboxes for each pending invoice line item allow selection of initiated invoices for stop payment prior to payment processing. 
	Provides checkboxes for each pending invoice line item allow selection of initiated invoices for stop payment prior to payment processing. 


	7.  
	7.  
	7.  
	7.  
	7.  



	Select All Payments checkbox 
	Select All Payments checkbox 

	Provides a checkbox to allow selection of all invoices visible on the Pending Payment Table for stop payment.  
	Provides a checkbox to allow selection of all invoices visible on the Pending Payment Table for stop payment.  
	The Select All Payments checkbox will populate all checkboxes for all available invoices appearing on all pages of the Pending Payments Table. 


	8.  
	8.  
	8.  
	8.  
	8.  



	Stop Payment button 
	Stop Payment button 

	Provides a one-click function to process the selected invoices for stop payment.  
	Provides a one-click function to process the selected invoices for stop payment.  
	This function will remove selected invoice line item(s) from the Pending Payments page and reassign them to the Pay an Invoice page’s Invoice Initiation Table for re-initiation. 




	 
	  
	Table 5: Completed Payments 
	 
	Figure
	 
	Number 
	Number 
	Number 
	Number 
	Number 

	Field Name 
	Field Name 

	Description 
	Description 



	1.  
	1.  
	1.  
	1.  
	1.  
	1.  



	Payment Information: Total Invoiced 
	Payment Information: Total Invoiced 

	Displays total dollar amount of distributed invoice line items for the reporting period. 
	Displays total dollar amount of distributed invoice line items for the reporting period. 


	2.  
	2.  
	2.  
	2.  
	2.  



	Payment Information: Total Received 
	Payment Information: Total Received 

	Displays the total dollar amount of invoice line items that have successfully processed. The status of Successful displays in the Completed Payments Table in the Status field. 
	Displays the total dollar amount of invoice line items that have successfully processed. The status of Successful displays in the Completed Payments Table in the Status field. 


	3.  
	3.  
	3.  
	3.  
	3.  



	Payment Information: Total Deferred 
	Payment Information: Total Deferred 

	Displays the total dollar amount of invoice line items deferred to the subsequent reporting period. 
	Displays the total dollar amount of invoice line items deferred to the subsequent reporting period. 


	4.  
	4.  
	4.  
	4.  
	4.  



	Payment Information: Total Pending 
	Payment Information: Total Pending 

	Displays the total dollar amount of invoice line items selected for payment for the reporting period 
	Displays the total dollar amount of invoice line items selected for payment for the reporting period 


	5.  
	5.  
	5.  
	5.  
	5.  



	Payment Information: Total Failed 
	Payment Information: 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.  Failed invoice line items will reappear on the Pay an Invoice page in the Invoice Initiation Table with a failed reason code displayed in the Failed column for the applicable line item. 
	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.  Failed invoice line items will reappear on the Pay an Invoice page in the Invoice Initiation Table with a failed reason code displayed in the Failed column for the applicable line item. 




	Number 
	Number 
	Number 
	Number 
	Number 

	Field Name 
	Field Name 

	Description 
	Description 



	6.  
	6.  
	6.  
	6.  
	6.  
	6.  



	Payment Information: Total Outstanding 
	Payment Information: Total Outstanding 

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


	7.  
	7.  
	7.  
	7.  
	7.  



	Invoice Period 
	Invoice Period 

	Displays the specified reporting quarter, in YYYYQQ format, based on the reporting period selected on the Home page. 
	Displays the specified reporting quarter, in YYYYQQ format, based on the reporting period selected on the Home page. 
	These line items are associated with the reporting period listed in the Invoice Period field. 
	The Information Icon  provides this message for instructions for reviewing different reporting periods. 
	“To view complete payments for a different period, return to the Home tab and select the radio button line item that contains the desired reporting period.” 


	8.  
	8.  
	8.  
	8.  
	8.  



	Completed Payments Filter: P Number 
	Completed Payments Filter: P Number 

	Displays the P Number for completed invoice line items.  
	Displays the P Number for completed invoice line items.  
	This field defaults based on the distributed invoice selected on the Home page.   Note: If the logged in user has access to multiple P Numbers, the drop-down menu can allow selection of another P Number from those assigned to the user ID for the same reporting period. 


	9.  
	9.  
	9.  
	9.  
	9.  



	Completed Payments Filter: Contract Number 
	Completed Payments Filter: Contract Number 

	Filter allows selection of specific Contract Numbers for completed invoice line items.  
	Filter allows selection of specific Contract Numbers for completed invoice line items.  
	Drop down field defaults to “All”. 
	Note: The drop-down menu will only display Contract Numbers with invoice line items due for the selected reporting period.  
	The field defaults to “All”. 


	10.  
	10.  
	10.  
	10.  
	10.  



	Completed Payments Table: P Number 
	Completed Payments Table: P Number 

	Displays the manufacturer P Number to whom the invoice payment has been initiated.  It can be sorted in ascending or descending order by clicking on the up and down arrows. 
	Displays the manufacturer P Number to whom the invoice payment has been initiated.  It can be sorted in ascending or descending order by clicking on the up and down arrows. 


	11.  
	11.  
	11.  
	11.  
	11.  



	Completed Payments Table: Invoiced Amount 
	Completed Payments Table: Invoiced Amount 

	Displays the invoice line item amounts due to the sponsor. \ It can be sorted in ascending or descending order by clicking on the up and down arrows.  Note: The payment initiation process used by the MPP initiates a lump sum debit from your bank account for the total amount of payments initiated per day, not individual line-item debits. 
	Displays the invoice line item amounts due to the sponsor. \ It can be sorted in ascending or descending order by clicking on the up and down arrows.  Note: The payment initiation process used by the MPP initiates a lump sum debit from your bank account for the total amount of payments initiated per day, not individual line-item debits. 




	Number 
	Number 
	Number 
	Number 
	Number 

	Field Name 
	Field Name 

	Description 
	Description 
	Figure



	12.  
	12.  
	12.  
	12.  
	12.  
	12.  



	Completed Payments Table: Payment Date 
	Completed Payments Table: Payment Date 

	Displays the date an invoice line item payment was selected for payment processing, in MM/DD/YYYY format.   It can be sorted in ascending or descending order by clicking on the up and down arrows. 
	Displays the date an invoice line item payment was selected for payment processing, in MM/DD/YYYY format.   It can be sorted in ascending or descending order by clicking on the up and down arrows. 


	13.  
	13.  
	13.  
	13.  
	13.  



	Completed Payments Table: Status 
	Completed Payments Table: Status 

	Displays the applicable status, there are three, that can be assigned to an invoice. 
	Displays the applicable status, there are three, that can be assigned to an invoice. 
	 It can be sorted in ascending or descending order by clicking on the up and down arrows. 


	14.  
	14.  
	14.  
	14.  
	14.  



	Completed Payments Table: Status Information Icon 
	Completed Payments Table: Status Information Icon 

	Displays the definitions of statuses that can be assigned to invoice line items in the Completed Payments Table. 
	Displays the definitions of statuses that can be assigned to invoice line items in the Completed Payments Table. 
	The statuses and their definitions are: 
	• Deferred: Payer has determined that the amount owed is below their bank’s ACH minimums. (Equal to or less than $20 USD) 
	• Deferred: Payer has determined that the amount owed is below their bank’s ACH minimums. (Equal to or less than $20 USD) 
	• Deferred: Payer has determined that the amount owed is below their bank’s ACH minimums. (Equal to or less than $20 USD) 

	• Pending: Payer initiation was successful. The debiting process, holding period and crediting process still remain. 
	• Pending: Payer initiation was successful. The debiting process, holding period and crediting process still remain. 

	• Successful: Funds should not be available in the payee’s account. 
	• Successful: Funds should not be available in the payee’s account. 




	15.  
	15.  
	15.  
	15.  
	15.  



	Completed Payments Table: EFT ID 
	Completed Payments Table: EFT ID 

	Displays the descriptive identifier for invoice payments and appears on bank statements.  
	Displays the descriptive identifier for invoice payments and appears on bank statements.  
	The format of the EFT ID for a quarterly invoice is:  
	CGYYQQ1__3H___6.  
	• CG: Coverage Gap payment  
	• CG: Coverage Gap payment  
	• CG: Coverage Gap payment  

	• YYQQ: Current Reporting Period  
	• YYQQ: Current Reporting Period  

	o YY is last two digits of the calendar year; QQ is 01, 02, 03, or 04.  
	o YY is last two digits of the calendar year; QQ is 01, 02, 03, or 04.  

	• 1__3: manufacturer P Number displayed without the “P”.  
	• 1__3: manufacturer P Number displayed without the “P”.  

	• H__6: sponsor Contract Number  
	• H__6: sponsor Contract Number  






	  
	Table 6: Receipts 
	 
	Figure
	 
	Number 
	Number 
	Number 
	Number 
	Number 

	Field Name 
	Field Name 

	Description 
	Description 



	1.  
	1.  
	1.  
	1.  
	1.  
	1.  



	Total Owed 
	Total Owed 

	Displays the total amount of money due for payment from the sponsor invoice line items. 
	Displays the total amount of money due for payment from the sponsor invoice line items. 


	2.  
	2.  
	2.  
	2.  
	2.  



	Total Received 
	Total Received 

	Displays the total amount of money from the sponsor invoice line items that have been successfully processed and received.  
	Displays the total amount of money from the sponsor invoice line items that have been successfully processed and received.  
	The status of Successful is displayed in the Status field in the Receipts Table. 


	3.  
	3.  
	3.  
	3.  
	3.  



	Total Deferred 
	Total Deferred 

	Displays the total amount of money from the sponsor invoice line item(s) that have been deferred to the next reporting period. 
	Displays the total amount of money from the sponsor invoice line item(s) that have been deferred to the next reporting period. 


	4.  
	4.  
	4.  
	4.  
	4.  



	Total Pending 
	Total Pending 

	Displays the total amount of money from the sponsor invoice line items that are due for payment. 
	Displays the total amount of money from the sponsor invoice line items that are due for payment. 


	5.  
	5.  
	5.  
	5.  
	5.  



	Total Outstanding 
	Total Outstanding 

	Displays the total amount of money from the remaining invoice line items that still need to be processed by sponsors. 
	Displays the total amount of money from the remaining invoice line items that still need to be processed by sponsors. 




	Number 
	Number 
	Number 
	Number 
	Number 

	Field Name 
	Field Name 

	Description 
	Description 



	6.  
	6.  
	6.  
	6.  
	6.  
	6.  



	Invoice Period 
	Invoice Period 

	Displays the specified quarterly or BY closeout reporting period for the quarterly negative invoice line items or upheld dispute invoice line items.  
	Displays the specified quarterly or BY closeout reporting period for the quarterly negative invoice line items or upheld dispute invoice line items.  
	• The quarterly Invoice Period is displayed in the YYYYQQ format.  
	• The quarterly Invoice Period is displayed in the YYYYQQ format.  
	• The quarterly Invoice Period is displayed in the YYYYQQ format.  

	o YYYY is the calendar year  
	o YYYY is the calendar year  

	o QQ is 01, 02, 03, or 04.  
	o QQ is 01, 02, 03, or 04.  

	• The BY Closeout Invoice Period is displayed in the YYYY format.  
	• The BY Closeout Invoice Period is displayed in the YYYY format.  

	o YYYY is the calendar year.  
	o YYYY is the calendar year.  




	7.  
	7.  
	7.  
	7.  
	7.  



	Receipts Filter: P Number 
	Receipts Filter: P Number 

	This filter field allows you to select individual P Numbers for Receipts.  
	This filter field allows you to select individual P Numbers for Receipts.  
	Drop down field defaults to “All”. 


	8.  
	8.  
	8.  
	8.  
	8.  



	Receipts Filter: Contract Number 
	Receipts Filter: Contract Number 

	This filter field displays the default Contract Number based on the distributed invoice selected on the Home page.  
	This filter field displays the default Contract Number based on the distributed invoice selected on the Home page.  
	The drop-down menu allows you to select other Contract Numbers, if available, that are assigned to your user ID for the same reporting period. 


	9.  
	9.  
	9.  
	9.  
	9.  



	Receipts Table: P Number 
	Receipts Table: P Number 

	Displays the P Number(s) and can be sorted in ascending or descending order by clicking on the up and down arrows. 
	Displays the P Number(s) and can be sorted in ascending or descending order by clicking on the up and down arrows. 


	10.  
	10.  
	10.  
	10.  
	10.  



	Receipts Table: Invoiced Amount 
	Receipts Table: Invoiced Amount 

	Displays the amount due to the sponsor for each invoice line item and can be sorted in ascending or descending order by clicking on the up and down arrows. 
	Displays the amount due to the sponsor for each invoice line item and can be sorted in ascending or descending order by clicking on the up and down arrows. 


	11.  
	11.  
	11.  
	11.  
	11.  



	Receipts Table: Payment Date 
	Receipts Table: Payment Date 

	Displays information regarding the payment status sorted in ascending or descending order by clicking on the up and down arrows.  
	Displays information regarding the payment status sorted in ascending or descending order by clicking on the up and down arrows.  
	It displays the payment date in MM/DD/YYYY format, indicating when the manufacturer initiated payment.  


	12.  
	12.  
	12.  
	12.  
	12.  



	Receipts Table: Status 
	Receipts Table: Status 

	Displays the statuses assigned to the invoice line items visible on the Receipts page. It can be sorted in ascending or descending order by clicking on the up and down arrows.  
	Displays the statuses assigned to the invoice line items visible on the Receipts page. It can be sorted in ascending or descending order by clicking on the up and down arrows.  




	Number 
	Number 
	Number 
	Number 
	Number 

	Field Name 
	Field Name 

	Description 
	Description 



	13.  
	13.  
	13.  
	13.  
	13.  
	13.  



	Receipts Table: Status Information Icon 
	Receipts Table: Status Information Icon 

	Displays the 5 statuses that may be visible in the Receipts Table. Statuses and their definitions are: 
	Displays the 5 statuses that may be visible in the Receipts Table. Statuses and their definitions are: 
	• Deferred: Payer has determined that the amount owed is below their bank’s ACH minimums. 
	• Deferred: Payer has determined that the amount owed is below their bank’s ACH minimums. 
	• Deferred: Payer has determined that the amount owed is below their bank’s ACH minimums. 

	• Failed: Debiting of the Payer’s account or crediting of your account was unsuccessful. 
	• Failed: Debiting of the Payer’s account or crediting of your account was unsuccessful. 

	• Outstanding: Payer has not yet initiated payment. 
	• Outstanding: Payer has not yet initiated payment. 

	• Pending: Payer has initiated payment. The debiting process, holding period and crediting process still remain. 
	• Pending: Payer has initiated payment. The debiting process, holding period and crediting process still remain. 

	• Received: Funds should now be acailable in your account. 
	• Received: Funds should now be acailable in your account. 


	 


	14.  
	14.  
	14.  
	14.  
	14.  



	Receipts Table: EFT ID 
	Receipts Table: EFT ID 

	Displays the descriptive identifier for invoice payments and appears on bank statements.  
	Displays the descriptive identifier for invoice payments and appears on bank statements.  
	The format of the EFT ID for a quarterly invoice is:  
	CGYYQQ1__3H___6.  
	• CG: Coverage Gap payment  
	• CG: Coverage Gap payment  
	• CG: Coverage Gap payment  

	• YYQQ: Current Reporting Period  
	• YYQQ: Current Reporting Period  

	o YY is last two digits of the calendar year; QQ is 01, 02, 03, or 04.  
	o YY is last two digits of the calendar year; QQ is 01, 02, 03, or 04.  

	• 1__3: manufacturer P Number displayed without the “P”  
	• 1__3: manufacturer P Number displayed without the “P”  

	• H__6: sponsor Contract Number  
	• H__6: sponsor Contract Number  


	 
	The format of the EFT ID for a BY Closeout invoice is: 
	UDYYQQ1__3H___6.  
	• UD: Upheld Dispute payment  
	• UD: Upheld Dispute payment  
	• UD: Upheld Dispute payment  

	• YYYY: BY Closeout Reporting Period  
	• YYYY: BY Closeout Reporting Period  

	o YYYY is the Calendar Year  
	o YYYY is the Calendar Year  

	• 1__3: manufacturer P Number displayed without the “P”  
	• 1__3: manufacturer P Number displayed without the “P”  

	• H__6: sponsor Contract Number  
	• H__6: sponsor Contract Number  


	 




	 
	  
	Table 7: Reports 
	 
	Figure
	 
	Number 
	Number 
	Number 
	Number 
	Number 

	Field Name 
	Field Name 

	Description 
	Description 



	1.  
	1.  
	1.  
	1.  
	1.  
	1.  



	Important Dates (Quarter YYYYQQ) 
	Important Dates (Quarter YYYYQQ) 

	Provides key program dates to ensure proper processing of distributed invoices and the specific quarter that the information is applicable to Quarter dates are in YYYY for calendar year and QQ for quarter (01, 02, 03 or 04) format. 
	Provides key program dates to ensure proper processing of distributed invoices and the specific quarter that the information is applicable to Quarter dates are in YYYY for calendar year and QQ for quarter (01, 02, 03 or 04) format. 


	2.  
	2.  
	2.  
	2.  
	2.  



	Invoice Distribution 
	Invoice Distribution 

	This is the date when the quarterly invoices are uploaded to the MPP for reviewing the invoice reports and amounts due to sponsors. 
	This is the date when the quarterly invoices are uploaded to the MPP for reviewing the invoice reports and amounts due to sponsors. 
	This occurs 30 calendar days after the end of the PDE Invoice Reporting Period. 




	Number 
	Number 
	Number 
	Number 
	Number 

	Field Name 
	Field Name 

	Description 
	Description 



	3.  
	3.  
	3.  
	3.  
	3.  
	3.  



	Invoice Payment Deadline 
	Invoice Payment Deadline 

	This is the deadline for submitting invoice payments for the reporting period. It occurs 38 days after the Invoice Receipt Date.  
	This is the deadline for submitting invoice payments for the reporting period. It occurs 38 days after the Invoice Receipt Date.  


	4.  
	4.  
	4.  
	4.  
	4.  



	Dispute Submission Deadline 
	Dispute Submission Deadline 

	This is the deadline for submitting disputes for the current quarter. It occurs 60 days after the Invoice Receipt Date. Submissions must be error-free to proceed through the review and approval process by CMS. 
	This is the deadline for submitting disputes for the current quarter. It occurs 60 days after the Invoice Receipt Date. Submissions must be error-free to proceed through the review and approval process by CMS. 


	5.  
	5.  
	5.  
	5.  
	5.  



	Dispute Disposition Distribution 
	Dispute Disposition Distribution 

	This is the date when the outcomes of disputes submitted in the previous quarter are released to the MPP for Manufacturers and Sponsors to review the Upheld and Denied invoices. This occurs 60 days after the Dispute Submission Deadline.  
	This is the date when the outcomes of disputes submitted in the previous quarter are released to the MPP for Manufacturers and Sponsors to review the Upheld and Denied invoices. This occurs 60 days after the Dispute Submission Deadline.  


	6.  
	6.  
	6.  
	6.  
	6.  



	Reports Filter: Reporting Type 
	Reports Filter: Reporting Type 

	This filter defaults to “Invoice” and contains a dropdown function that displays the available report types available for selection. The type of reports listed in the drop down are:  
	This filter defaults to “Invoice” and contains a dropdown function that displays the available report types available for selection. The type of reports listed in the drop down are:  
	• Invoice  
	• Invoice  
	• Invoice  

	• Data  
	• Data  

	• Tracking  
	• Tracking  




	7.  
	7.  
	7.  
	7.  
	7.  



	Reports  Filter: Contract Number 
	Reports  Filter: Contract Number 

	This filter allows you to select one or more Contract Numbers associated with your user ID.  
	This filter allows you to select one or more Contract Numbers associated with your user ID.  
	• The field defaults to “All”.  
	• The field defaults to “All”.  
	• The field defaults to “All”.  




	8.  
	8.  
	8.  
	8.  
	8.  



	Reports Filter: Reporting Period 
	Reports Filter: Reporting Period 

	This filter defaults to the current reporting period, which is the most recent reporting period loaded to the MPP.    
	This filter defaults to the current reporting period, which is the most recent reporting period loaded to the MPP.    
	 
	In addition to the current reporting period, the filter will provide a list of the past reporting periods your user ID has authorization to view.  


	9.  
	9.  
	9.  
	9.  
	9.  



	Reports Filter: Invoice Type 
	Reports Filter: Invoice Type 

	This filter defaults to ”All” and contains a drop-down function that allows you to select “Quarterly” and “BY Closeout” invoices. 
	This filter defaults to ”All” and contains a drop-down function that allows you to select “Quarterly” and “BY Closeout” invoices. 




	Number 
	Number 
	Number 
	Number 
	Number 

	Field Name 
	Field Name 

	Description 
	Description 



	10.  
	10.  
	10.  
	10.  
	10.  
	10.  



	Manufacturer 1099 Information 
	Manufacturer 1099 Information 

	Provides the ability to review Manufacturer 1099 related information for entities receiving payments from you via the MPP.  
	Provides the ability to review Manufacturer 1099 related information for entities receiving payments from you via the MPP.  
	To view the Manufacturer 1099 Information report, click the text link to generate and open the 1099 report.  
	The 1099 information report will provide relevant information for sponsors, such as business name, tax identification number/employer identification number (TIN/EIN), and mailing address to assist with remitting a 1099 to the sponsors receiving funds from your company. 


	11.  
	11.  
	11.  
	11.  
	11.  



	Reports Results Table: Invoice Type 
	Reports Results Table: Invoice Type 

	Displays the type of invoice either BY Closeout or Quarterly.  
	Displays the type of invoice either BY Closeout or Quarterly.  
	It can be sorted in ascending or descending order by clicking on the up and down arrows.  


	12.  
	12.  
	12.  
	12.  
	12.  



	Reports Results Table: Contract Number 
	Reports Results Table: Contract Number 

	Displays a specific Contract Number, or all Contract Numbers associated with your User ID.  
	Displays a specific Contract Number, or all Contract Numbers associated with your User ID.  
	It can be sorted in ascending or descending order by clicking on the up and down arrows.  


	13.  
	13.  
	13.  
	13.  
	13.  



	Reports Results Table: Reporting Period 
	Reports Results Table: Reporting Period 

	Displays the distributed invoice information by reporting period in YYYYQQ format for quarterly reports and YYYY for BY Closeout reports.  
	Displays the distributed invoice information by reporting period in YYYYQQ format for quarterly reports and YYYY for BY Closeout reports.  
	It can be sorted in ascending or descending order by clicking on the up and down arrows. 


	14.  
	14.  
	14.  
	14.  
	14.  



	Reports Results Table: Date Loaded 
	Reports Results Table: Date Loaded 

	Displays the date the distributed invoice summary files load to the MPP. Date format is DD/MM/YYYY.  
	Displays the date the distributed invoice summary files load to the MPP. Date format is DD/MM/YYYY.  
	It can be sorted in ascending or descending order by clicking on the up and down arrows.  


	15.  
	15.  
	15.  
	15.  
	15.  



	Reports Results Table: Download 
	Reports Results Table: Download 

	Provides you with an icon to select to download the specific report in either .txt. or .csv file format.  
	Provides you with an icon to select to download the specific report in either .txt. or .csv file format.  




	 
	  
	Table 8: Dispute Dashboard 
	 
	Figure
	 
	Number 
	Number 
	Number 
	Number 
	Number 

	Field Name 
	Field Name 

	Description 
	Description 



	1.  
	1.  
	1.  
	1.  
	1.  
	1.  



	Important Dates (Quarter YYYYQQ) 
	Important Dates (Quarter YYYYQQ) 

	Provides key program dates to ensure proper processing of distributed invoices and the specific quarter that the information is applicable to Quarter dates are in YYYY for calendar year and QQ for quarter (01, 02, 03 or 04) format. 
	Provides key program dates to ensure proper processing of distributed invoices and the specific quarter that the information is applicable to Quarter dates are in YYYY for calendar year and QQ for quarter (01, 02, 03 or 04) format. 


	2.  
	2.  
	2.  
	2.  
	2.  



	Invoice Distribution 
	Invoice Distribution 

	This is the date when the quarterly invoices are uploaded to the MPP for reviewing the invoice reports and amounts due to sponsors.  
	This is the date when the quarterly invoices are uploaded to the MPP for reviewing the invoice reports and amounts due to sponsors.  
	This occurs 30 calendar days after the end of the PDE Invoice Reporting Period. 


	3.  
	3.  
	3.  
	3.  
	3.  



	Invoice Payment Deadline 
	Invoice Payment Deadline 

	Payments must be made in the MPP within 38 calendar days after the Invoice Receipt Date.  
	Payments must be made in the MPP within 38 calendar days after the Invoice Receipt Date.  


	4.  
	4.  
	4.  
	4.  
	4.  



	Dispute Submission Deadline 
	Dispute Submission Deadline 

	This is the deadline for submitting disputes for the current quarter. It occurs 60 days after the Invoice Receipt Date. Submissions must be error-free to proceed through the review and approval process by CMS. 
	This is the deadline for submitting disputes for the current quarter. It occurs 60 days after the Invoice Receipt Date. Submissions must be error-free to proceed through the review and approval process by CMS. 




	Number 
	Number 
	Number 
	Number 
	Number 

	Field Name 
	Field Name 

	Description 
	Description 



	5.  
	5.  
	5.  
	5.  
	5.  
	5.  



	Dispute Disposition Distribution 
	Dispute Disposition Distribution 

	This is the date when the outcomes of disputes submitted in the previous quarter are released to the MPP for Manufacturers and Sponsors to review the Upheld and Denied invoices. This occurs 60 days after the Dispute Submission Deadline.  
	This is the date when the outcomes of disputes submitted in the previous quarter are released to the MPP for Manufacturers and Sponsors to review the Upheld and Denied invoices. This occurs 60 days after the Dispute Submission Deadline.  


	6.  
	6.  
	6.  
	6.  
	6.  



	Invoice Type  
	Invoice Type  

	Displays Quarterly invoice types for which disputes can be submitted. 
	Displays Quarterly invoice types for which disputes can be submitted. 


	7.  
	7.  
	7.  
	7.  
	7.  



	Dispute Filters: Contract Number 
	Dispute Filters: Contract Number 

	This filter allows you to select one or more Contract Numbers associated with your User ID.  
	This filter allows you to select one or more Contract Numbers associated with your User ID.  
	The field defaults to “All”. 


	8.  
	8.  
	8.  
	8.  
	8.  



	Dispute Filters: Reporting Period 
	Dispute Filters: Reporting Period 

	This filter provides a list of past reporting periods that your user ID is authorized to view, formatted as YYYYQQ.  
	This filter provides a list of past reporting periods that your user ID is authorized to view, formatted as YYYYQQ.  
	This field defaults to “All”.  


	9.  
	9.  
	9.  
	9.  
	9.  



	Table Column: Resolution File 
	Table Column: Resolution File 

	This column displays a unique file name for each dispute resolution file report.  
	This column displays a unique file name for each dispute resolution file report.  
	These columns can be sorted in ascending or descending order by clicking on the up and down arrows.  


	10.  
	10.  
	10.  
	10.  
	10.  



	Table Column: Download 
	Table Column: Download 

	To download the detailed report, click on the blue icon in the Download column. The Return File and the Resolution File will be downloaded in .txt file format. 
	To download the detailed report, click on the blue icon in the Download column. The Return File and the Resolution File will be downloaded in .txt file format. 


	11.  
	11.  
	11.  
	11.  
	11.  



	Table Column: Download Date 
	Table Column: Download Date 

	This column displays the last date the Return or Resolution file was downloaded.  
	This column displays the last date the Return or Resolution file was downloaded.  


	12.  
	12.  
	12.  
	12.  
	12.  



	Table Column: Reporting Period 
	Table Column: Reporting Period 

	This column displays the dispute Return or Resolution file reports by reporting period in YYYYQQ format for quarterly reports.  
	This column displays the dispute Return or Resolution file reports by reporting period in YYYYQQ format for quarterly reports.  
	It can be sorted in ascending or descending order by clicking on the up and down arrows. 


	13.  
	13.  
	13.  
	13.  
	13.  



	Table Column: Contract Number 
	Table Column: Contract Number 

	This column displays a specific Contract Number, or all Contract Numbers associated with your User ID.  
	This column displays a specific Contract Number, or all Contract Numbers associated with your User ID.  
	It can be sorted in ascending or descending order by clicking on the up and down arrows.  




	Number 
	Number 
	Number 
	Number 
	Number 

	Field Name 
	Field Name 

	Description 
	Description 



	14.  
	14.  
	14.  
	14.  
	14.  
	14.  



	Table Column: Number Upheld 
	Table Column: Number Upheld 

	This column displays the number of dispute records within a dispute file upheld during CMS review on the Resolution Files tab.  
	This column displays the number of dispute records within a dispute file upheld during CMS review on the Resolution Files tab.  
	Number Upheld message states: “The number of dispute records within a dispute file upheld during CMS review.”  


	15.  
	15.  
	15.  
	15.  
	15.  



	Table Column: Number Denied 
	Table Column: Number Denied 

	This column displays the number of dispute records that were denied during CMS review on the Resolution Files tab.  
	This column displays the number of dispute records that were denied during CMS review on the Resolution Files tab.  
	Number Denied message states: “The number of dispute records within a dispute file denied during CMS review.  


	16.  
	16.  
	16.  
	16.  
	16.  



	Table Column: Total 
	Table Column: Total 

	This column displays on the Resolution Files tabs.  
	This column displays on the Resolution Files tabs.  
	The Resolution Files tab’s Total column is the sum of the Number Upheld and the Number Denied columns  




	 



