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Introduction
Welcome to the Medicare Part D Coverage Gap Discount Program (CGDP) Sponsor Portal Users
Guide. As a Part D Health Plan Sponsor participating in the CGDP, you have agreed to advance the
coverage gap discount amount on behalf of Medicare beneficiaries, who received covered Part D
drugs while in the coverage gap phase of the Medicare benefit as well as receive reimbursement from
ss well as submit adjusted reimbursements to Pharmaceutical Manufacturers participating in the
program.

This guide contains information about the role of the Third Party Administrator (TPA) and how they
facilitate the CGDP (the Program) for the Centers for Medicare and Medicaid Services (CMS). This
guide will assist you, the Sponsor, with the necessary information on the use of the CGDP Sponsor
Portal, how to access it, and an overview of its functionality, in order to assist you with complying
with the Program.

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

The primary function of the CGDP Portal, here forward known as the Portal, is to provide a central
repository for Program-qualified prescription drug event (PDE) invoices distributed by the TPA and
paid by Program participating Sponsors and Manufacturers. In order to facilitate this processing, the
Portal’s direct payment process provides Sponsors the ability to perform the following functions:
Invoice review

Invoice selection for payment initiation

Invoice payment deferment

Batch Invoice payment selection

Automatic payment verification

Payment receipt review

Invoice dispute determination review

e Reports retrieval

The Portal allows Sponsors the ability to review each invoice line item due from Pharmaceutical
Manufacturers and the payments due from the Manufacturer to the Sponsor. It also provides the
ability to initiate bank-to-bank automated clearing house (ACH) transfers for invoice line item

payments due to Manufacturers, similar to the way online banking customers pay monthly bills.

Note: All payments must be processed in the Portal.

This CGDP Sponsor Portal Introduction and Login Users Guide will provide information on how
to access and navigate through the Portal with tasked-based instructions for login access and an
introduction to the links and tabs and their functionality for you to successfully use the Portal.

1|Page
Revision Date:052023
Version Number:3



CGDP Sponsor Portal
Introduction and Login Users Guide

CGDP Portal Security Settings
The Portal is a U.S. government information system. Once the Portal login page displays, the
authorized user is presented with the Welcome and Site Use warning notification and provided with
the ability to review the Terms of Use of the Portal application.

’ on s | Help
PALMETTO GBA @S
e A o AR CHNTIRS 1128 MIHCARS & MIDIDAID STRVICES

LAIIARN GG L

Welcome

* This warning banner provides privacy and security notices consistent with applicable federal laws, directives, and other federal
guidance for accansing this Govarnmaent system, which includes (1) this computur network, (2) all computers connected to this
network, and (3) all devices and storsge media attached to this network or to 8 computer on this networl,

* This system |s provided for Sovernment-authorized use only.

.

Unauthorized or improper use of this system 15 prohibited and may result in disciplinary action and/or civil and criminal penalties

Personal use of social media and networking sites on this system (5 imited as to not interfere with official work duties and 15
subject to monitoring,

* By using this system, you undarstand and consent to the following:

« The Governmuent may maonitar, record, and audit your aystem usage, ncluding usage of personal devices and smail systems
for official duties or to conduct HHS business. Therefore, you have no reasonable expectation of privacy regarding any
communication or dats tranmiting or stored on this system, At any time, and for any lawful Government purpose, the
government may monitor, intercept, and search and seize any communication or data transiting or stored an this system.

« Any communication or data transiting or stored on this system may be disclosed or used for any lawful Government
purposm,

Refer to the

Coverage Gap Discount Program

User ID: || |
Password: | |

| Login |

The CGDP Portal will be unavailable for scheduled maintenance Sundays from 5-10pm ET.
toled

Plaase arrange to submit transactions bafore or aftar thix sch w pariod,
© 2017 PALMETTO GBA, LLE | RDISCLAIMER | BAIVACY POLICY | GET ADOME KEADER

Authorized users of the Portal application must adhere to CMS information security policies,
standards, and procedures.
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The link to the CGDP Portal can be found on the TPAdministrator.com website.

ey Cootac O
N n
VA Topics = Tdols »

Welcome to the Third Party Administrator (TPA)

The TPA website 1& the gateway to the Coverage Gap Discount Program (CGDPL The TPA is the singhe organization entity responsible for facilitaning the
transfer of CGDP funds between Pharmaceutical Drug Manufacturers and Part D Health Plan Sponsars.

Visitors to the website can access information about the CGOT Inclnding informatton regarding invoicing and payment procedures. in addition, users can
access valuable finks 1o CMS instructions and other afficial resources.

“:}: CEIVIR

EMAIL UPDATES

THE MEDICARE PART D CGOP Q3 2019 Reparting Penod: Q4 2010
All CGDP payments st be made via the Portal per Ivoice Payment Deadline: 310/2020
the Direct Payment Process by 12/6/0a To make waire Disputes Submission Deadline: 4/1/2020
INVOICES your payment transaction is completed on tinve, it is
_ not recommmended fo walt until the last day before the Learn More
payment deadhine to make your payment.

To access the Portal, Sponsors will enter their credential information (User ID and password)
provided by the TPA Operations Team. Portal user IDs are a derivation of the Parent Organization ID
number. The Parent Organization ID number categorizes the information loaded to the Portal.
Information is limited to Sponsor contract numbers associated with the Parent Organization ID only.
The TPA provides the initial temporary password to access the Portal to the authorized Sponsor once
the onboarding process is complete.

The upcoming pages contain instructions for three (3) login situations:
1. Initial Setup and Login
2. Daily Login
3. Account Maintenance

Note: Users will not have the ability to view other Sponsors’ data.

3|Page
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CGDP Portal User Roles
The Portal has two (2) different roles for users to access distributed invoices and reports.

1. The Payment Initiator role provides the responsibility that allows a user to
view all functionality of the Portal, including initiating payment of distributed
invoices.

2. The Administrator role provides the responsibility that allows the primary
point of contact user to view all functionality of the Portal, save for the ability
to initiate payments.

Sponsor accounts have both a Payment Initiator role and Administrator role assigned to the
primary point of contact, the TPA Liaison, listed by the Sponsor in the Health Plan Management
System (HPMS). The Payment Initiator role can be assigned to a different individual. HPMS must
be updated to display the new authorized associate in the CGDP Portal Payment Initiator role for the
re-assignment of the Payment Initiator role for the Portal. Once HPMS is updated, the newly
authorized Payment Initiator will need to contact the TPA Operations to receive user credentials to
access the Portal.

Additional information regarding the Portal functionality for the Payment Initiator or
Administrator role is available in the subsequent section titled CGDP Portal Payment Initiator Role
and Administrator Role.

4|Page
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CGDP Portal Login

CGDP Portal Setup and Login Instructions
An authorized Portal user’s initial login requires email verification and password update for secure
access to the Portal. The type of role a user is assigned determines the type of security data to be
completed.

o First time users with the Payment Initiator role authority will be required to verify their
email address to allow receipt of User Validation authentication tokens, update their
temporary password received from the TPA via email, and provide a four (4)-digit numeric
personal identification number (PIN) pass code for payment purposes to access and use the
Portal.

o  First time users with the Administrator role will be required to verify their email address
to allow receipt of User Validation authentication tokens and update their temporary
password received from the TPA via email to access the Portal.

e NOTE: This instruction is also used for accessing reactivated and unsuspended accounts in
the CGDP Portal.

The following instructions provide step-by-step directions for setting up and logging into the Portal.

5|Page
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1. Priorto logging into the Portal for the first time, the authorized user will receive an email from
tpa.no.reply@palmettogba.com titled “TP4 CGDP Portal — Email Verification”. The
authorized user is required to access the link provided in the email to verify their email address

rior to logging into the Portal.
TPA CGDP Portal - Email Verification
v €5 Reply %5 Repty All 3 Forward
tpa.noreply@palmettogba.com
0 To TPASYSTEMS Ved

Please verify your emall by clicking the following link:

http://a70sqpalecomO02. a70adexmed.com: 702 7/tpacgdp/verifyEmail?verificationToken=CK7LAecStQYqbZ99Uga 2 HZUIKFEZ91 L S&userld=

This link will expire Wed Nov 3, 2021 at 09:23:46 AM EOT
If you receive your emails in the plain text format, you will need to copy the URL above and paste it into the address bar of your browser window.
Please contact TPA Operations if you require assistance. As this is an automated message from the TPA CGDP Portal, please do not reply to this emall,

TPA Dperations
1-877-534-2772 and select Option 1
tpaoperations@tpadministrator.com

Note: The “TPA CGDP Portal - Email Verification” email link will only be valid for fifteen (15)
minutes. The expiration date and time of the link is provided in the email.

2. If the verification token has expired and an error message displays when you click on the link
in the Email Validation email, the following screen will be displayed. Follow the instructions
on the screen that state “Please check your email for an updated verification email.”

Return to the prior step and complete the instructions to validate the email with the new link
provided.

Contact Us | Help
PALMETTO GBA C M s Test Environment

CIUNTIRS FOR ARTHUARF & MEDICAID Mae

Coverage Gap Discount Program

Error Message

* The verification token has expired.

Multifactor Authentication - Email Verification Failure

Please check your email for an updated verification email.

6|Page
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3. Once the Multifactor Authentication — Email Verification Success screen displays, the user
will select the “Please click here to log into the Portal” link provided on the page.

C ‘.\)\v' Contact Us | Help
PALMETTO GBA. C M s
A SUF v CENTERS FOR MEDICAKE & MEDICAID SERVICES

A CILLRIAN GROUF COMPAN

Coverage Gap Discount Program

Multifactor Authentication - Email Verification Success
Your email has been successfully verified. Please click here to log into the Portal.

© 2018 PALMETTO GBA, LLC | DISCLAIMER | PRIVACY POLICY | GET ADOBE READER

4. Authorized users of the Portal will receive an email titled “Coverage Gap Discount Program
Password” sent from tpaoperations@tpadministrator.com. This email will contain the
temporary password necessary to initiate access the CGDP Portal.

Coverage Gap Discount Program Password - Message (HTML) (Read-Only)

File Message Help Acrobat Q@ Tell me what you want to do
IE ~ = - %) <€) — ('_)v_l EE” Ftlv = pFind O\Zoom -
B & < U@ B & = x -
Coverage Gap Discount Program Password
0 tpaoperations@tpadministrator.com S| %= b
To Thu 7/8

Your temporary password is provided below. You may call TPA Operations at 877-534-2772 Option 1 if
you need assistance obtaining your User I

To access the CGDP portal, follow the steps below:

Go to www.tpadministrator.com
Click on CGDP Portal.
Enter your user name and password.
Click “Login™
If vou are presented with a "Multifactor Authentication - Email Verification" screen:
a. Select the "Resend Verification" button.
b, Select the link titled “Logout™.
i. This i1s the only way to end vour portal session. Do not click “3.
ii.  You must logout before clicking the verification link or your verification will
not be successful.
c. You will receive an email with a verification link that will allow wvou to complete the
wverification process.
d. Once successful, select the "Please click here to log into the Portal" link.
e. Emnter vour user name and password.
6. You will receive an email with your “Authentication Token™.
7. Enter the token and select “Validate™.

Sl A

Thank you.

TPA Operations
1-877-534-2772 Option 1

PALMETTO GBA

http-thwwnw. PalmettoGEA. com/disclaimer

-

Note: The “Coverage Gap Discount Program Password” email also contains instructions for
guiding an authorized user through initiating and completing access to the CGDP Portal.
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5. Once the email has been received, enter the Parent Organization ID in the User ID field and the
corresponding temporary password into the Password field in the Login form and select the
Login button.

AN
"\

‘ M s Contact Us | Help

CENTIRS FOR MEDICARE & MEDICAID SERVICFS

PALMETTO GBA.

A CLLLRIAN GROUP COMPANY

Welcome

* This warning banner provides privacy and security notices consistent with applicable federal laws, directives, and other federal
guidance for accessing this Government system, which includes (1) this computer network, (2) all computers connected to this
network, and (3) all devices and storage media attached to this network or to a computer on this network.

¢ This system is provided for Government-authorized use only,
* Unauthorized or improper use of this system is prohibited and may result in disciplinary action and/or civil and criminal penalties.

* Personal use of social media and networking sites on this system is limited as to not interfere with official work duties and is
subject to monitoring.

By using this system, you understand and consent to the following:

= The Government may monitor, record, and audit your system usage, including usage of personal devices and email systems
for official duties or to conduct HHS business., Therefore, you have no reasonable expectation of privacy regarding any
communication or data transiting or stored on this system. At any time, and for any lawful Government purpose, the
government may monitor, intercept, and search and seize any communication or data transiting or stored on this system.

= Any communication or data transiting or stored on this system may be disclosed or used for any lawful Government
purpose.

Refer to the Terms of Use.

Coverage Gap Discount Program

User ID: “ I

Password: | l

The CGDP Portal will be unavailable for scheduled maintenance Sundays from 5-10pm ET.
Please arrange to submit transactions before or after this scheduled maintenance period.

@ 2017 PALMETTO GBA, LLC | DISCLAIMER | PRIVACY POLICY | GET ADOBE READER

Note: Each user of the Portal must have a unique User ID and password. Palmetto GBA has the
right to terminate any user’s access if suspicious or improper activity is determined. Your use of
this information system establishes your consent to any and all monitoring and recording of your
activities. Unauthorized use is prohibited and subject to criminal and civil penalties.

8|Page
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6. After entering the User ID and temporary Password successfully, the User Validation form
will display.

f\\/\f} Contact Us | Logout | Help
W)

CMS g

CENTERS FOR METHCARF & MERICAID SERVICES

PALMETTO GBA.

A CILLRIAN GROUP COMBANY

Coverage Gap Discount Program

Due to system security requirements you will need to enter the multifactor authentication
token that has been sent to your email.

Authentication Token: | |

Latest Multifactor Authentication Token Expiration: January 11, 2018 9:14:18 AM EST.
‘ Validate I | Resend Multifactor Authentication Token

© 2018 PALMETTO GBA, LLC | DISCLAIMER | PRIVACY POLICY | GET ADOBE READER

7. The authorized user will receive an email from tpa.no.reply@palmettogba.com titled “TPA
CGDP Portal — Portal Authentication”. The authorized user will be required to enter the
verification code, provided in the email, into the Authentication Token field in the Portal.

TPA CGDP Portal - Portal Authentication>
G h e AT e 2 ¢ Repd, oy Reply All —» Forward

We recelved a request for a multifactor authentication token for the Coverage Gap Discount Program Portal, If you did not make this request,
please contact TPA Operations immediately,

If you did make this request, please enter the numenc multifactor authentication token provided when prompted by the Portal after logging in,

IYour multifactor authentication token is: 52569074 I

This token will expire Wed Nov 3, 2021 at 09:34:41 AM EDT.

Please contact TPA Operations if you require assistance, As this Is an sutomated message from the TPA CGDP Portal, please do not reply to this email,

TPA Operations
1-877-534-2772 and select Option 1
tpaoperations@tpadministrator.com

Note: The authentication token is submitted via the authorized user’s validated email and is only
valid for fifteen (15) minutes from generation. The expiration date and time of the token is
provided in the email. Users can copy and paste the authentication token or enter the token into the
Authentication Token field.

9|Page
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8. Enter the supplied authentication token into the Authentication Token field prior to the
expiration date listed in the email and select the Validate button.

\\ Contact Us | Logout | Help
PALMETTO GBA. CMS
A CENTERS FOR MEDICARE & MEDICAID SERVICES

A CILLRIAN GROUF COMPANY

Coverage Gap Discount Program

User Validation
Due to system security requirements you will need to enter the authentication token
that has been sent to your email.

Authentication Token: I"""“ |

Latest Authentication Token Expiration: January 11, 2018 9:14:18 AM EST.
Validate m Resend Authentication Token J

© 2018 PALMETTO GBA, LLC | DISCLAIMER | PRIVACY POLICY | GET ADOBE READER

Note: This page displays the expiration date of the latest Authentication Token sent to the user’s
verified email. Authentication tokens are only valid for fifteen (15) minutes. The expiration date
and time is provided in the Latest Authentication Token Expiration field.

9. If auser receives the following message, first verify that the authentication token is not
expired then verify that the token code was entered correctly.

Error Messages

# The authentication token is invalid.

If this message continues to display after reviewing the date/time and entry of the token provided, the
user should select the Resend Authentication Token button after the expiration date and time
displayed on the User Validation screen has passed, in order to receive a new token via email.

Note: If this error message will not stop appearing after requesting new authentication tokens,
contact TPA Operations. The TPA Operations contact information is located under the Contact

Us link.

10|Page
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10. Once the token has been authenticated, the Password Expired and/or the Security Data
Missing form will display.

O Contact Us | Logout | Help

CMS

CENTERS FOR METHCARE & MEDICAID SERVICES

PALMETTO GBA.

A CELLRIAN GROUP COMPANY

Coverage Gap Discount Program

Rules for Passwords:

» |s at least 8 characters long;
« Must start with a letter;
« Must contain a minimum of one (1) character(s) from EACH of the
following categories:
» Uppercase Letters (A-Z);
» Lowercase Letters (a-z);
« Numbers (0-9),
« Special Characters must include one of the following:
(L@ #8$ &2 o0r4),
« Must contain at least six (6) changed characters from the previous
password;
« Must be different from previous 12 passwords;
» Must be changed every 30 days;
« Cannot contain spaces.

Current Password: | ’

New Password: | |

Retype New Password: | ]

Security Data Missing

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

Enter PIN: [ ]

Retype PIN: l ]

Save

Note: This screen shot displays the Payment Initiator role’s Password Expired and Security Data
Missing form.
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NO Contact Us | Logout | Help
PALMETTO GBA. CMS
A GROUP COMPANY CENTERS FOR METMCARE & MEDICAID SERVICFS.

Coverage Gap Discount Program

Rules for Passwords:
» |s at least eight (8) characters long;
» Must start with a letter;
» Must contain a minimum of one (1) character from EACH of the following
categories:
* Uppercase Letters (A-Z);
* L owercase Letters (a-z);
* Numbers (0-9);
« Special Characters must include one of the following:
(l@.# 8% & 2 0r+);
* Must contain at least six (6) changed characters from the previous
password;
* Must be different from previous 12 passwords;
* Must be changed every 30 days;
« Cannot contain spaces.

Current Password:

[
New Password: | ‘
[

Retype New Password

I Save

Note: This screen shot displays the Administrator role’s Password Expired form.

11. The Password Expired form displays under the heading of “Your password is expired and
must be changed.”
The authorized user will enter the temporary password, provided by the TPA, into the Current
Password field, then create and enter a new password in the New Password and Retype New
Password fields.
New passwords must conform to the Rules for Passwords provided above the password fields
and must not match a password that is listed in our password library for compromised
passwords.

Your password is expired and must be changed.

Rules for Passwords:
= |5 at least eight (8) characters long;
Must start with a letter;
hMust contain @ minimum of one (1) character from EACH of the following
categories:
» Uppercase Letters (A-7);
Lowercase Letters (a-z);
Numbers (0-9);
Special Characters must include one of the following:
L@ # % & 27 or¥+)
mMust contain at least six (6) changed characters from the previous
password;
Must be different from previous 12 passwords,
hMust be changed every 30 days;
Cannot contain spaces.

Current Password: | |

New Password: | |

Retype New Password: | |

Note: Use characters to form a phrase to create a unique password, for example the phrase “To
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be, or not to be” can be transformed into “ToB#0t2b”.

When entering a new password and retyping a new password into the form, users may experience
issues with creating unique passwords that do not conform to the rules or create passwords that match
with a compromised password located in our password library.

When new passwords do not conform to the minimum character categories rules for passwords,
the system displays an error message.

The following are system generated error messages that may display when passwords do not
meet the minimum character criteria entered for the new password.

Error Messages

* New Password must contain at least one number.

* New Password must have at least one special character (e.g. @, =,
1,2, +, &ors).

¢ New Password must contain at least one upper case letter.

* New Password must contain at least one lower case letter,

When new passwords are too similar to a temporary or current password, like the password
P@Imettol, the updated password of L@mpPostl, the @, m, P, o, t, and 1 (one) are the same for both
passwords These passwords do not conform to the rules in the form, so the system displays this error
message to users.

Error Messages

* The new password must contain at least six different
characters from the current password.

When passwords are entered that match compromised passwords located in our password library, the
system displays this error message.

The new password has been noted as a compromised password
and cannot be used to access our systems. Please select a new
password for your account.

The next step provides instruction for those users with a Payment Initiator role to set the payment
initiation PIN.
Note: The Security Data Missing section will not display for users assigned an Administrator
role. These users should proceed to the next step following the PIN selection in this instruction.

12. The Payment Initiator role user will select a four (4)-digit numeric PIN and enter it into both
the Enter PIN and Retype PIN fields.

Security Data Missing

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

Enter PIN: | sess |

Retype PIN: | sses |

Note: The four (4)-digit PIN must be numeric and entered correctly when retyped. The Portal
displays an error message when the data does not match.
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Error Messages

s Mew PIM and Retype Mew PIM do not match.

13. After successful completion of the User Validation region, if the User ID does not match the
TPA Liaison personnel information listed in the CMS HPMS, the following Primary Point-
of-Contact Mismatch message will display.

O Contact Us | Logout | Help

PALMETTO GBA. CMS

A CLLLRIAN GROUP COMBPAN CENTERS FOX MEDICARE & MEDICAID SERVICES

Coverage Gap Discount Program

Primary Point-of-Contact Mismatch

You are receiving this notification because the Health Plan Management System
(HPMS) does not reflect your information as the "TPA Liaison" even though you have
assumed the TPA Primary Contact role for the Medicare Part D Coverage Gap Discount
Program (CGDP). The TPA Primary Contact role should be the same person listed as
the "TPA Liaison" in HPMS.

Please update HPMS to reflect your information. Once the TPA is able to verify the
update in HPMS, this message will be removed. For instructions on how to update this
contact information, review the following FAQ link, How can I update my contact
information in HPMS?

Once you click on "I acknowledge the HPMS Mismatch" button below, you will be able
to proceed to the portal. If you choose not to acknowledge, access will be denied.

If you have any additional questions, please contact the TPA by phone at: 1-877-534-
2772, option 1 or by email at tpaoperations@tpadministrator.com.

’ | acknowledge the HPMS Mismatch. ‘

© 2017 PALMETTO GBA, LLC | DISCLAIMER | BRIVACY POLICY | GET ADOBE READER

To access the Portal, select the | acknowledge the HPMS Mismatch button to proceed to the Portal.
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14. Once the User Validation region’s authentication token is entered correctly and, if
applicable, the Point of Contact Mismatch form acknowledged, the Home tab will display

in the Portal.

ooy @s

Home

Sponsor Portal

Reports Disprres

Coverage Gap Discount Program Home

Sontact Us | My Profite] Logodt | Haip | Bepoeting

Logosd i MO _ 0
Tast Craarnasment

Faresit Ory. Contract Reparting

j1a) Involce Type Humber Pericd Status S Raada
HO_0 ALl vi AL v AL VAl v
Reporting
Invoice Type Contract Numbaer Status Select
Period
Quorterty Ho__© 201501 Avallable
Quartesty HO_0 201504 Pending
Quartarty HO_0 201503 Pending
Quartarty HO..0 201502 Pending

Waelcome to Coverage Gap Discount Portal where
you can initlate 3 payment, chedk tha status of
paymants and recaipt of payments as well as vien
YOUE TRpOrts.

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

Avallable Invoice is ready for payment inftiations
Falled One or more Rems has an unsuccessful
Payment attempt
Incompiste One oF move Rems have not been paid
N/A Na nvoics dus Tor payment. Recegt aof
funds dus from Manufacturer or Sponsos
All line itema have bean initistad
successfully
Successful All Bne items have boen paid successhully

#anding

Raporting Pariods with no invoics line items

Fikar  Contract Humbes Reporting Period
hy: H0I50 v AL v
Cantract Number Reporting Period

'There |s an involce report for the selacted Contract

You have successfully completed an initial login and security data setup in the Portal.
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Resend Email Verification Link

If a user is unable to use the “TPA CGDP Portal — Email Validation” link prior to the link’s
expiration date and time, this instruction will provide steps to assist the user in requesting a new email
verification link electronically.

This instruction contains information for new Program participants accessing the Portal for the first
time with their temporary access credentials or for returning Program participants using their current
access credentials.

1. When a user selects the email verification link after the expiration date and time has lapsed,
the Portal will display the following error message.

Contact Us | Help

PALMETTO GBA C M s Test Environment

CIUNTIRS FOR ATTRUARF & MEDNCAID Mervac

Coverage Gap Discount Program

» The verification token has expired.

Multifactor Authentication - Email Verification Failure

Please check your email for an updated verification email.

Note: Links are only valid for fifteen (15) minutes. The Latest Verification Email Expiration
field displays the expiration date and time. The date and time must be expired in order to receive a
new verification link.

2. A new verification email will be sent to the authorized user’s email. Click on the link in the
email to verify the email address associated with the authorized user.

TPA CGDP Portal - Email Verification

4 Repd £y Repty All » Forward
tpanoreply@palmettogba.comn °F " i
To TPASYSTEMS Ved

Please verify your emall by clicking the following link:

http://a70sqpalecomO02.a70adexmed.com: 702 7/tpacgdp/verifyEmail?verificationToken=CK7LAecStQYqbZ99Uga 2 HZUSKFEZ91 L S&userid=

This link will expire Wed Nov 3, 2021 at 09:23:46 AM EOT
If you receive your emails in the plain text format, you will need to copy the URL above and paste it into the address bar of your browser window.
Please contact TPA Operations if you require assistance. As this is an automated message from the TPA CGDP Portal, please do not reply to this email,

TPA Operations
1-877-534-2772 and select Option 1

tpaoperations@tpadministrator.com
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3. Once the Multifactor Authentication — Email Verification Success screen displays, the
user will select the “Please click here to log into the Portal " link provided on the page.

CM S Contact Us | Help

CENTERS FOR MEDHCARE & MEDICAND SERVICES

()
)

PALMETTO GBA.

A CLLERIAN GROUF COMPANY

Coverage Gap Discount Program

Multifactor Authentication - Email Verification Success

Your email has been successfully verified. Please click here to log into the Portal.

© 2018 PALMETTO GBA, LLC | DISCLAIMER | PRIVACY POLICY | GET ADOBE READER

You have successfully completed the Resend Email Verification process for the Portal.
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Daily Login Instructions
Daily access to the Portal is a simple two (2)-step process. Authorized users will need a password and
MFA token to gain access.

This instruction provides the steps necessary for a user to access the Portal whether the assigned role
is a Payment Initiator role or an Administrator role.

1. Access the TPAdministrator.com website and select the link for the CGDP Portal.

S
Topics = Tools -

Welcome to the Third Party Administrator (TPA)

The TPA website 1 the gateway to the Coverage Gap Discount Program (CGDP)L The TPA Is the singhe organization entity responsible for facilitating the
transfer of CGDP funds between Pharmaceutical Drug Manufacturers and Part D Health Plan Sponsors.

Visitors to the website can access information about the CCOT including informatton regarding inwoicing and payment procedures. in addition, users can
access valuable finks 1o CMS instructions and other alficial resources.

EMAIL UPDATES

DISPUTES IMPORTANT UPDATE CGODP CUTOFF DATES

THE MEDICARE PARY D CGDP Q3 2019 Heporting Period: Q4 2019
EFT INFORMATION PAYMENT DEADLINE 15 12/9/19 towolcr Distributione 1/34/2020

All CGDP payments must be made via the Portal per Ivobce Payment Deadline: 300/2020
the Dérect Payment Process by 12/9/1a To make ware Disputes Submission Deadline: 4hi2020

INVOICES your payment transaction is completed on tinse, it is
not recommended fo walt until the Last day before the Leamn Maore
payment deadline to make your payment.

REFERENCES Leatis More >
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2. Authorized users of the Portal will enter the Parent Organization ID in the User ID field and
their password into the Password field in the Login form and select the Login button.

‘ M s Contact Us | Help

QN
CENTERS FOR MEDICARE & MEDICAID SERVICES

PALMETTO GBA.

A CILLRIAN GROUP COMPANY

Welcome

e This warning banner provides privacy and security notices consistent with applicable federal laws, directives, and other federal
guidance for accessing this Government system, which includes (1) this computer network, (2) all computers connected to this
network, and (3) all devices and storage media attached to this network or to a computer on this network.

e This system is provided for Government-authorized use only.
¢ Unauthorized or improper use of this system is prohibited and may result in disciplinary action and/or civil and criminal penalties.

e Personal use of social media and networking sites on this system is limited as to not interfere with official work duties and is
subject to monitoring.

By using this system, you understand and consent to the following:

= The Government may moenitor, record, and audit your system usage, including usage of personal devices and email systems
for official duties or to conduct HHS business. Therefore, you have no reasonable expectation of privacy regarding any
communication or data transiting or stored on this system. At any time, and for any lawful Government purpose, the
government may monitor, intercept, and search and seize any communication or data transiting or stored on this system.

= Any communication or data transiting or stored on this system may be disclosed or used for any lawful Government
purpose.

Refer to the Terms of Use.

Coverage Gap Discount Program

User ID: |

Password: [ |

The CGDP Portal will be ilable for scheduled maintenance Sundays from 5-10pm ET.
Please arrange to submit transactions before or after this scheduled maintenance period.

© 2017 PALMETTO GBA, LLC | DISCLAIMER | 2RIVACY POLICY | GET ADOBE READER

Note: Unsuccessful login attempts will generate a system error message.

Error Messages

» Authentication not successful.

After three (3) unsuccessful login attempts, the User ID is locked, and the user is presented with a
system error message:

Error Messages

* User ID is locked due to too manyunsuccessful login attempts.
Please contact TPA Operations to unlock your ID.

Note: If this message appears, contact TPA Operations to have your account reset. The TPA
Operations contact information is located under the Contact Us link.
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After 30 days of inactivity, the following error message appears to the authorized user attempting
to access the Portal:

Error Messages
* Your account is no longer active. Please contact TPA Operations.

Note: The TPA Operations can also disable access to the Portal on a case-by-case basis. If this

message appears, contact TPA Operations to have your account reset. The TPA Operations contact
information is located under the Contact Us link.

3. After entering the User ID and Password successfully, the User Validation form displays.

O Contact Us | Logout | Help
PALMETTO GBA. CMS
A CLLLRIAN GROUP COMPANY CENTERS FOR METICARE & MEDICAID SERVICES

Coverage Gap Discount Program

User Validation

Due to system security requirements you will need to enter the authentication token
that has been sent to your email.

Authentication Token: [ l

Latest Authentication Token Expiration: January 5, 2018 3:04:18 PM EST.
l Validate H Resend Authentication Token

© 2018 PALMETTO GBA, LLC | DISCLAIMER | PRIVACY POLICY | GET ADOBE READER

4. The authorized user will receive an email from tpa.no.reply@palmettogba.com titled “TPA
CGDP Portal — Portal Authentication”. The authorized user will be required to enter the
verification code, provided in the email, into the Authentication Token field in the Portal.

TPA CGDP Portal - Portal Authentication>
6 tnanoresiv®palmettiodbacon ) Reply ) Reply All —» Forward

We recelved a request for a multifactor authentication token for the Coverage Gap Discount Program Portal, If you did not make this request,
please contact TPA Operations immediately,

If you did make this request, please enter the numenc multifactor authentication token provided when prompted by the Portal after logging in.

| Your muitifactor authentication token is: 52569074 |

This token will expire Wed Nov 3, 2021 at 09:34:41 AM EDT.

Please contact TPA Operations if you require assistance, As this Is an sutomated message from the TPA CGDP Portal, please do not reply to this email,

TPA Operations
1-877-534-2772 and select Option 1
tpaoperations@tpadministrator.com
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Note: The authentication token is submitted via the authorized user’s validated email and is only
valid for fifteen (15) minutes from generation. The expiration date and time of the token is
provided in the email. Users can copy and paste the authentication token or enter the token into the

Authentication Token field.

5. Enter the supplied authentication token into the Authentication Token field prior to the
expiration date listed in the email and select the Validate button.

(\".\\;\"} Contact Us | Logout | Help
PALMETTO GBA. CMS
CENTERS FOR MEDICARE & MEDICAID SERVICES

Coverage Gap Discount Program

User Validation
Due to system security requirements you will need to enter the authentication token
that has been sent to your email.

Authentication Token:|eesssnss I

Latest Authentication Token Expiration: January 5, 2018 3:04:18 PM EST.
Validate "l Resend Authentication Token \

© 2018 PALMETTO GBA, LLC | DISCLAIMER | PRIVACY POLICY | GET ADOBE READER

Note: This page displays the expiration date of the latest Authentication Token sent to the user’s
verified email. Authentication tokens are only valid for fifteen (15) minutes. The expiration date
and time is provided in the Latest Authentication Token Expiration field.

6. Ifauser receives the following message, first verify that the authentication token is not
expired then verify that the token code was entered correctly

Error Messages

#* The authentication token is invalid.

If this message continues to display after reviewing the date/time and entry of the token provided, the
user should select the Resend Authentication Token button after the expiration date and time
displayed on the User Validation screen has passed, in order to receive a new token via email.

Note: If this error message will not stop appearing after requesting new authentication tokens,
contact TPA Operations. The TPA Operations contact information is located under the Contact

Us link.
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7. Once a user successfully enters their password and the required authentication token, a system
message will display detailing the number of unsuccessful login attempts since the last correct
login.

This system message displays a successful access attempt:

apps.tpadministrator.com says

There have been 0 unsuccessful login attempts
since your last login on 2021-07-16 12:12:45.916.

8. However, if a user is not successful in accessing the Portal and their account becomes locked,
the system message will display the number of unsuccessful logins attempted after the user
access has been restored and the user successfully logs into the Portal:

apps.tpadministrator.com says

There have been 4 unsuccessful login attempts
since your last login on 2021-07-15 15:37:21.945.
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9. Once entered correctly, the Home tab becomes available.

Contact Us | My Profiie’] Logout | Haip | Begoeting
PALMETTO GBA CMS sl ot
Home Reports Dispnres

Sponsor Portal Coverage Gap Discount Program Home =

Farest Ory. Contract Reparting
) Involce Type.  Humber Pencd Status Read s Waelcome to Coverage Gap Discount Portal where
- you can initiate 3 payment, chedk tha status of
HO_0  |ALL VEAL ALV AL = paymants and recaipt of payments as wall as vian
yOUF TepOrts.
Reporting
Invoice Type Contract Numbar Period Status Select For payment functions, start by selecting » line
Quortery Ho_© 201801 avallable ftem from the list to the left of this mussage
Quartesrty HO_.0 201504 Pending =
Quartarty HO_0 201503 Pentling Avallsble -fnvolce | ready Jor payment inftiations
Quarkeny 19 201502 Panding Falled One or more Rems has an unsuccessful
Payment attampt
Incompiste One oF more Rems have not been paid
NA Na invoics dus lor payment. Recegt af
funds dus from Marufacturar or Sponyos
Sanding Al line itema have bean initistad
successfully

Saccessful AN lineg items have boen paid successfuly

Roporting Pariods with no invoics line items

Fikar Contract Numbes Reporting Pariod
iy HN50 v ALL v
Cantract Number Reporting Period

{There |5 an involce report for the selacted Contract

10. To exit out of the Portal application properly, a user must select the Logout link to close
active sessions of the Portal.

‘ M S Contact Us | My Profile | Help | Reporting

PALMETTO GBA. Lcgged on

CONTERS 708 WITRCARE A ST 500 ST

Home i s Reports Disputes

If a user does not select the Logout link to close active sessions of the Portal, they may receive the
following message when attempting to log back in.

Error Messages

* An active session already exists for the credentials provided.

Note: If this message appears, a user must select the Logout link to log out of the Portal window
and wait for a minimum of 30 minutes before attempting to log back into the Portal. For continuing
issues with gaining access to the Portal, please use the information listed in the Contact Us link to
contact TPA Operations.

You have successfully completed the daily login and logout process.
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Account Maintenance Instructions

Account maintenance provides Portal users with the ability to update information via the My Profile

link in the upper right hand corner of the Portal after completing login.

Home : i Reporis Disputes

Sponsor Portal Coverage Gap Discount Program

/ Contact Us |!My Profile
——
PALMETTO GBA. (M S

Logout | Help | Reporting

Logged on as HO_O

Users can update the information listed below:
¢ Change Password
e Update PIN
e My Organization
¢ Request Payee Account Modification
e Request Payer Account Modification

The ability to update these items is dependent on being able to access the Portal. If a user is unable to
access the Portal to update any of these categories, the Contact Us link on the TPAdministrator.com

website is available for users to contact TPA Operations for assistance.

Revision Date: 052023
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Change Password — Pre-Password Expiration Instructions

This instruction guides authorized users who are able to successfully log into the CGDP Portal and
want to perform a password change before their current password expires 30 days after setup.

1. After successfully logging into the CGDP Portal, access the My Profile link and select the
Change Password link to change a user’s login password.

PALMETTO GBA @s

Coverage Gap Discount Program

&/14/2021 2102 PM  Logged on as
Account Maintenance

Lhianoe Password
Undate PIN

Organization Information
My Qraanization

EFT Information for Parent Organization

Requsst Favaa Account Modification] [Resuast Payer Account Modification
Company 1D Payea Routing # Payee Account # Payar Routing # Payer Account #

IASRALNER | PRRALY POALSY | GRLARQRRSRARRY

Note: The system requirement is to update passwords every 30-day interval. However, the Portal
will not send notifications or reminders to update a password.
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2. The Password Modification form allows an authorized user to enter their current password

and enter their new password in both the designated New Password and Retype New Password
fields.

~ e
' \(/‘
N
N

PALMETTO GBA.,

A CELERIAN GROUP COMPANY

CMS

CENTERS FOR MEDICARE & MEDICAID SERVICES

Coverage Gap Discount Program

Logged on as
Test Environment

Password Modification
Rules for Passwords:
* |s at least 8 characters long;
o Must start with a letter;

« Must contain a minimum of one (1) character(s) from EACH of the
following categories:

« Uppercase Letters (A-Z);
» L owercase Letters (a-z);
« Numbers (0-9);
¢ Special Characters must include one of the following:
(1@, #89% & ? or+),
« Must contain at least six (6) changed characters from the previous
password;
« Must be different from previous 12 passwords;
« Must be changed every 30 days;
« Cannot contain spaces.

Current Password: |

New Password: ﬂ

Retype New Password: |

| Save || Cancel |

© 2017 PALMETTO GBA, LLC | DISCLAIMER | PRIVACY POLICY | GET ADOBE READER

Note: Both the Payment Initiator role and the Administrator role have access to this
functionality.
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3. New passwords must conform to the specific formats provided in the Rules for Passwords

section.
Rules for Passwords:
= |5 at least eight (&) characters long;
» NMust start with a letter;
= NMust contain a minimum of one (1) character from EACH of the following
categories:
* Uppercase Letters (A-Z);
s Lowercase Letters {(a-z);
« Mumbers (0-9;
» Special Characters must include one of the following:
(L@ # % &, 7 or +);
= Must contain at least six (6) changed characters from the previous

password;
» NMust be different from previous 12 passwords;

+ Nust be changed every 30 days;
= Cannot contain spaces.

Note: Use characters to form a phrase to create a unique password, for example the phrase “To
be, or not to be” can be transformed into “ToB#0t2b”.

When entering a new password and retyping a new password into the form, users may have issues
with creating unique passwords that do not conform to the rules or create passwords that match with a
compromised password located in our password library.

When new passwords do not conform to the minimum character categories rules for passwords,
the system displays an error message.

The following are system generated error messages that may display when passwords do not
meet the minimum character criteria entered for the new password.

* New Password must contain at least one number.

* New Password must have at least one special character (e.g. @, =,
1,2, +, &ors).

* New Password must contain at least one upper case letter.

* New Password must contain at least one lower case letter,

When new passwords are too similar to a temporary or current password, like the password
P@Imettol, the updated password of L@mpPostl, the @, m, P, o, t, and 1 (one) are the same for
both passwords These passwords do not conform to the rules in the form, so the system displays this
error message to users.

Error Messages

* The new password must contain at least six different
characters from the current password.

When passwords are entered that match compromised passwords located in our password library, the
system displays this error message.

Error Messages

The new password has been noted as a compromised password
and cannot be used to access our systems. Please select a new
password for your account.

4. Once a password has been updated, select the Save button.
You have now successfully completed changing your password in the Portal.
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Change Password — Password Expired or User Locked Out Instructions

This instruction guides authorized users who are unable to successfully log into the CGDP Portal and
need assistance with resetting their password. A user will need to contact TPA Operations to request a
password reset and receive a temporary password via email.

1. Select the Contact Us link to access the phone and email information for TPA Operations to
request a password reset for the CGDP Portal.

AN

CMS S

CONTIRS POR AETHCARE & MEDICAID SEDDCTS

PALMETTO GBA,

Ly  GROUP Loy

Welcome

This warning banner provides privacy and secunty notices consistent with applicable federal laws, directives, and other federal
guidance for accessing this Government system, which includes {1) this computer network, (2) all computers connected to this
network, and {3) all devices and storage media attached to this network or to 3 computer on this network,

This system is provided for Government~authorized use only.

Unauthorized or improper use of this system s prohibited and may resuit in disciplinary action and/or civil and criminal penalties,

o Personal use of social media and networking sites on this system is limited as to not interfere with official work duties and is
subject to monitoring.

By using this system, you understand and consent to the following:

= The Government may monitor, record, and audit your system usage, inciuding usage of personal devices and email systems
for offical duties or to conduct HHS business, Therefore, you have no reasonable expectation of privacy regarding any
communication or data transiting or stored on this system. At any time, and for any lawful Government purpose, the
government may monitor, intercept, and search and seize any communication or data transiting or stored on this system.

Any communication or data transiting or stored on this system may be disclosed or used for any lawful Government
purpose,

Refer to the Terms of Use.

Coverage Gap Discount Program

User ID: || |

Password: | ]

| Login

The CGDP Portal will be unavailable for scheduled maintenance Sundays from 5-10pm ET.
Please arrange to submit transactions before or after this scheduled maintenance period.

© 2017 PALMETTO GBA, LLC | DISCLAIMER | PRIVACY POLICY | GET ADOSE READER
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2. After requesting a password reset, an email will be sent to the authorized user’s email address

on file containing the new temporary password.

CGDP Password Reset - Message (Plain Text) (Read-Only)

File Message Help Acrobat Q  Tell me what you want to do
i « 5 M~ | €& € > | & Markunread B~ [~ O Find
]
= G D ) A A LA (B o x =

CGDP Password Reset

) - - ¢ Reply
G tpaoperations@tpadministrator.com NIV
To

Your temporary password is FsRTRWIRR.
The temporary password will expire after 24 hours,

(&3]

Q) zoom

& Reply All

» Forward

‘ lu“.ﬂ\_.‘w.f

] X

1 11:26 A

Note: The temporary password received via email will expire 24 hours after the time the email is
provided. Once the temporary password has been updated to a new password, the system
requirement for password update is every 30-day interval. However, the Portal will not send

notifications or reminders to update a password.
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3. The Temporary Password form allows an authorized user to enter their temporary password,
then enter their new password in both the designated New Password and Retype New Password
fields.

Contact Us | Logout | Help
CMS
CINTERS FOR MEDICARE & MEIDICAID SERVICES

PALMETTO GBA

Coverage Gap Discount Program

Rules for Passwords:

o Is at least eight (8) characters long.
o Must start with a letter

» Must contain @ minimum of one (1) character from EACH of the following categories:
» Uppercase Letters (A-Z)

» Lowercase Letters (a-z)
» Numbers (0-9)

o Special Characters (@, =, !, ?, +, &or §)

Must contain at least six (6) changed characters from the previous password
» Must be different from the previous 12 passwords
» Must be changed every 30 days

» Cannot contain spaces

Current Password:

New Password: | |
Retype New Password: | |

| Save |

© 2021 PALMETTO GBA, LLC | DISCLAIMER | PRIVACY POLICY | GET ADOBE READER

Note: Both the Payment Initiator role and the Administrator role have access to this
functionality.
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4. New passwords must conform to the specific formats provided in the Rules for Passwords

section.
Rules for Passwords:

o Is at least eight ( 8) characters long.
» Must start with a letter

s Must contain @ minimum of one (1) character from EACH of the following categories:
» Uppercase Letters (8-7)

» Lowercase Letters (a-z)

» Mumbers (0-9)

» Special Characters (@, #, !, 7, +, & or &)
» Must contain at least six (6] changed characters from the previous password
» Must be different from the previous 12 passwords

» Must be changed every 30 days

» Cannot contain spaces

Note: Use characters to form a phrase to create a unique password, for example the phrase “To be,
or not to be” can be transformed into “ToB#0t2b”.

When entering a new password and retyping a new password into the form, users may have issues
with creating unique passwords that do not conform to the rules or create passwords that match with a
compromised password located in our password library.

When new passwords do not conform to the minimum character categories rules for passwords,
the system displays an error message.

The following are system generated error messages that may display when passwords do not
meet the minimum character criteria entered for the new password.

Error Messages
* New Password must contain at least one number.

* New Password must have at least one special character (e.g. @, =,
1,2, +, &ors).

* New Password must contain at least one upper case letter.

* New Password must contain at least one lower case letter.

When new passwords are too similar to a temporary or current password, like the password
P@Imettol, the updated password of L@mpPostl, the @, m, P, o, t, and 1 (one) are the same for
both passwords These passwords do not conform to the rules in the form, so the system displays this
error message to users.

Error Messages

* The new password must contain at least six different
characters from the current password.

When passwords are entered that match compromised passwords located in our password library, the
system displays this error message.

Error Messages

The new password has been noted as a compromised password
and cannot be used to access our systems. Please select a new
password for your account.

5. Once the password has been updated, select the Save button.

You have now successfully completed resetting and updating your password in the Portal.
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Update PIN Instruction

1. To change the Payment Initiation PIN, select the Update PIN link.

PALMETTO GHA @s

Coverage Gap Discount Program

WVIA02L 2107 PM Logged an m
Account Maintenance
Chanae Pageeord
Qrganization 1nformation

My Qrganization

EFT Information for Parent Organization _

[Bmguass Fayme Accopnt Modification] [Reqguest Payer Account Modification]

Company 10 Poayes Routing # Payee Account » Payer Routing = Payer Account »

AESSLAIMES | IPUVACY SOULY ' QET ADDGE Sapes

Note: Only authorized Payment Initiator role users will be able to update a PIN.

2. The PIN Modification form becomes available for an authorized user to enter the current PIN
in the Old PIN field and then enter the new PIN in both the New PIN and Retype New PIN fields.

CMS

CENTERS FOR MEDICARE & MEDICAHD SERVICES

I.f\ / e y
NNV
V

PALMETTO GBA.
A CELERIAN GROUP COMPANY

Coverage Gap Discount Program
Logged on as HO_0

PIN Modification
old PIN: |

Note: The New PIN format must be a four (4)-digit numeric only code.

3. Once the PIN has been updated, select the Save button.

You have successfully updated your payment initiation PIN in the Portal.

32|Page
Revision Date: 052023
Version Number:3



CGDP Sponsor Portal
Introduction and Login Users Guide

View My Organization Instruction

1. To view your organization information, select the My Organization link.

Coverage Gap Discount Program

6'1a/2021 2:02PM Logged o0 85
Account Maintenanco
Shance Passworg
Updata PIN
Organization Information

S Qragnzation

EFT Information for Parent Organization

[Boouast Paves Account Modification) [Bepuest Payver Account Modification]
Company 1D Payee Routing & Payee Account & Payer Routing # Payer Account #

2. The My Organization link opens for an authorized user to review the Parent Organization
Information, Associated Users, and Associated Companies regions.

PALMETTO GBA @S
Coverage Gap Discount Program
Loegged on as
Return to My Profile
LA Parent Organization Information for
Type:
Name:
O Associated Users
Name (1 / Type Payment Initiator )
Title
Phone: (#un ) #un - i EXU i
Email:
Name ( fIvee )
Title
Phone: (0 ) il - i Ext: niw
Emall:
{ CJ Associated Companies
in Name Status Begin Quarter
Qrganization Name Activa 207Y O#
Organization Name Active 20YY0#
Qrganization Name Actlve 20YY0#
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3. The regions displayed on the My Organization screen are provided with detail for each below.
A. Parent Organization: Displays the type and name of the parent organization.

|Parent Organization Information for |

Type:
MName:

e Type: Type should be listed as Sponsor.
e Name: Displays the organization’s name.

B. Associated Users: Lists the information and type of role assigned to authorized Portal

USETS.
| Associated Users |
Name (1 / Type Payment Initiator )
Title
Phone: (### ) #3## - ## Ext:##
Email:
Name ( / Type )
Titie
Phone: (## ) ### - ###F Ext:##
Email:

e Name: Displays the first and last name of the authorized user and the Portal User ID and
role assigned.

o Title: Displays the company title associated with the name provided in the Name field.

e Phone: Displays the contact phone number and extension associated with the name
provided in the Name field.

e Email: Displays the contact email address associated with the name provided in the Name
field.

C. Associated Companies: Lists the companies that have been linked/associated to the
Parent Organization.

|Associated Companias |
1D Name Status Begin Quarter
Organization Name Active 20YY O
Organization Name Activa 20YY 0N
Organization Name Active 20YY O

o |D: Displays the Contract Number of companies with the parent organization.
¢ Name: Displays the name of the associated organization.
e Status: Displays the status of the companies associated with the Parent Organization.

Note: Associated companies will appear on the Home tab of the CGDP Portal and will allow
an authorized user to review invoice information or initiate payments, based on the roles
assigned.

4. Once the information has been reviewed, select the Return to My Profile link.

Note: If information is incorrect, contact the TPA by selecting the Contact Us link in the
upper right corner of the Portal screen.

You have successfully reviewed your organization information in the Portal.
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1. To request an update to the Payee Account, select the Request Payee Account Modification

link.

PALMETTO GBA

CMS

" S TR D

6/14/2021 2:02 PN
Account Maintenance
Change Password

Ugdate PIN

logosdonas

0rgaﬁization Information
My Organization

Coverage Gap Discount Program

EFT Information for Parent Organization

t Payee Account Modification] [Request Payer Account Modification]

Company ID Payee Routing # Payee Account #

ERDIACY Y | GET 20CSE REDE

Payer Routing # Payer Account #
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2. The Payee Account Modification form becomes available for an authorized user to complete
the fields provided on the form. This form is utilized to update the depository account in which
funds payable and initiated by a CGDP entity are deposited.

Contagt Us | palp | Logout

6/16/2021 11118 AM Logged on asc HO154
Development Environment

PALMETTO GBA

Coverage Gap Discount Program

Ax Third Party Admimigtrator (TPA) Support Canter far the Coverngs Gap iscount Progrem (CGOR) under contract with the Centers for Medicare &
Madicaid Services (CMS), Palmebto GHEA, LLC, will Facilitate wiactrdnic funda transfurs (n the form of an ACH transaction batween the drug
manufacturars and sponsors, By complatian and subimission af this farm, you are authorizing Palmetto G8A, LLC, to:

ovide Instructions to the bank to (nitiate cradit antries to the bank account listed below, and If necassary to elactranically debit the
Count (o correct erroneous trangactions,
2. Provide the bank account liated bulov, directly to authorized CGOP program peywrs in situations vehere only an (ndirect payrment ix possible.

This authorization will rernain n full forcm and affect until Palmettc GBA, LLC. receives written notification thet you wich to revoke the
authovization. Notification must be given in such time and such manner 83 to afford Palmatto GBA, LLC, 4 reasonable opportunity to act on it.

e Organization Information
Nama of Organization: [
Addrass: | |
City, State Zip: | |
Contract Numbers;

Semicolon delimited. Required for | |
multiple numbers,

TIN/JEIN Name!

Businass Name for tax purposes | |
(a3 registered with the IRS), A

W-8 muy be required.

Employer/Tax
tdantification Numbear: (zm | |
or TIN)

0 Malling Address for 1099 Tax Form
Address Line »1; | |
Address Line #2; [ |

City, State ZIp: [ |

( vinancial Institution
Name of Bank:
Namea of Bank 2!
Addrass:
City, State Zip:
ACH/EFT Cooardinatoy l ‘
Namae:
ACH/EFT Coordinator |
Phone:
Routing Transit (ABA)
Mumber: [
(Nine Digits)
Depositor Account |
Mumber:
EFT Typa! ACH
Bank Account Typs | ~

@) rorm Complatad By
Your Nama: [ |

Your Email: | |

Your Phona Numbar: |

e Authorized Signer Information
Nama: | |

Email: | |

Phone Number: | |

@D | initiata Raguast |
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3. Enter organizational information for the name, address, P numbers, Tax Identification Number
(TIN) / Employer Identification Number (EIN) Name and number, and 1099 information.

Q Organization Information

Name of Organization: \

Address: [

City, State Zip: \

Contract Numbers;

Semicolon delimited. Required .‘o:"

multiple numbers.

TIN/EIN Name:

Business Name for tax purposes ‘
(as registered with the IRS). A

W-2 may be required.
Employer/Tax

Identification Number: (EIN‘

or TIN)

4. Enter organizational information for the 1099 mailing information.

@ Mailing Address for 1099 Tax Form

Address Line #1: ]

Address Line #2: |

City, State Zip: ]

5. Enter financial institution information of the bank where the bank account to be used as the

Payee account.

0 Financial Institution

Name of Bank:

Name of Bank 2:

City, State Zip:

ACH/EFT Coordinator

|
|
Address: |
|
Name: |

ACH/EFT Coordinator |
Phone:

Routing Transit (ABA)
Number: |
(Nine Digits)

Depositor Account |
Number:

EFT Type: ACH

Bank Account Type: | v

Revision Date: 052023
Version Number:3
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6. Enter information for the associate completing the Payee Bank Account Modification form and
information for the organization’s associate that is authorized to sign for bank account changes.

0 Form Completed By
Your Name: | \

Your Email: l ‘

Your Phone Number: |

G Authorized Signer Information
Name: l \

Email: I

Phone Number: ’ \

7. Once the information has been entered, select the Initiate Request button.
G | Initiate Request |

8. By submitting an updated Payee Account Modification form, the information included in this
form will be processed by a TPA Customer Service Representative (CSR) assigned to process
bank account information, including data verification, signature processing, and CGDP Portal
updates.

You have now learned how to submit a payee account modification request in the Portal.
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1. To request an update to the Payer Account, select the Request Payer Account Modification

link.

Coverage Gap Discount Program

&/14/2021 2:02PM  Logged onas
Account Maintonance
Shanca Fazsword
Update OIN
Organization Information

My Qraanization

EFT Information for Parent Organization _

Company 1D Payee Routing & Payee Account #

[Request Payen Account Modification] |[Recusst Faver Account Modificatiornl

Payer Routing # Payer Account #

Revision Date: 052023
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The Payer Account Modification form becomes available for an authorized user to complete the
fields provided on the form. This form is utilized to update the bank account in which funds payable
and initiated by a CGDP entity are drafted from as an electronic funds transfer (EFT).

Contact Us | Help | Logout

PALMETTO GBA C M s 6/16/2021 11:01 AM Loggedonas H

CINTERS FOR METRCARE & MEDICARD SERVICES

Coverage Gap Discount Program

ELECTRONIC FUNDS TRANSFER (EFT) AUTHORIZATION FORM
o ORGANIZATION NAME (Applicant): |
ADDRESS: |

CITY, STATE ZIP:

CONTRACT NUMBERS; I
Semicolon delimited. Required for multiple numbers.

ITIN/JEIN NAME: (Business name registered with the | I
IRS; a W-9 may be required):

EMPLOYER/TAX IDENTIFICATION NUMBER: (EIN or TIN) | [
MAILING ADDRESS FOR 1099 TAX FORM:
ADDRESS:

CITY, STATE ZIP: |

BANK NAME: |

ADDRESS: |

CITY, STATE ZIP: |

EFT COORDINATOR NAME: | |
|
|
|

EFT COORDINATOR PHONE:
NINE DIGIT ROUTING TRANSIT (ABA) NUMBER:
ACCOUNT NUMBER:

EFT TYPE: ACH
BANK ACCOUNT TYPE: | v|

o &s Third Party Administrator (TPA) Support Center for the Coverage Gap Discount Program (CGDP) under contract with the Centers for Medicare &
Medicaid Services (CMS), Paimetto GBA, LLC {Palmetto) will facilitate electronic funds transfers in the form of an ACH transaction between the
participating drug manufacturers and sponsors for payments authorized in the Palmetto CGDP payment portal, Palmetto has partnered with PNC
Bank (PNC) to originate and settie these ACH transactions on your behalf. On behalf of the foregoing legal business (Applicant}, by completion and
submission of this signed application, you are authorizing Paimetto to provide instructions to PNC to initiate debit entries to the bank account
provided above, and if necessary to electronically credit the account to correct erroneous transactions, You also authorize that you have added
company 1D 1571062326 to the ACH deb:t filter for the bank account above to prevent unauthonzed ACH returns. This authorization will remain in
full force and effect until Palmetto receives written notification that you wish to revoke the authorization. Notification must be given in such time
and such manner as to afford Palmetto a reasonable opportunity to act on it. The person signing this authorization certifies that all information
provided above is accurate and compiete and that they are they authorized to sign on behalf of Applicant.

AUTHORIZED SIGNER INFORMATION

| I

Authorized Signer Name: Authorized Signer Email:

Luthorized Signer Phone Number:

Initiate Request |
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Enter organizational information for the name, address, P numbers, Tax Identification Number

(T

IN) / Employer Identification Number (EIN) Name and number, and 1099 information.

o ORGANIZATION NAME (Applicant):

| |

ADDRESS: | |
CITY, STATE ZIP: | |
l |

CONTRACT NUMBERS;
Semicolon delimited. Required for multiple numbers.

ITIN/EIN NAME: (Busines_s name registered with the ‘ |
IRS; a W-9 may be required):

EMPLOYER/TAX IDENTIFICATION NUMBER: (EIN or TIN) | |
MAILING ADDRESS FOR 1099 TAX FORM:
ADDRESS:

CITY, STATE ZIP: |

Enter banking information specific to the EFT debit account for the organization in the
Financial Institution region of the form.

(B

BANK NAME: |
ADDRESS: |
CITY, STATE ZIP: |
EFT COORDINATOR NAME: |
EFT COORDINATOR PHONE:

NINE DIGIT ROUTING TRANSIT {(ABA) NUMBER:
ACCOUNT NUMBER:

|

|

|
EFT TYPE: ACH
BANK ACCOUNT TYPE: |

4. Enter information regarding who has signatory authority for the organization.

As Third Party Administrator (TPA) Support Center for the Coverage Gap Discount Program (CGDP) under contract with the Centers for Medicare &
Medicaid Services (CMS), Palmetto GBA, LLC (Palmetto) will faciitate electronic funds transfers in the form of an ACH transaction between the
participating drug manufacturers and sponsors for payments authorized in the Paimetto CGDP payment portal, Palmetto has partnered with PNC
Bank (PNC) to originate and settle these ACH transactions on your behalf. On behalf of the foregoing legal business (Applicant), by completion and
submission of this signed application, you are authorizing Palmetto to provide instructions to PNC to initiate debit entries to the bank account
provided above, and if necessary to electronically credit the account to correct erroneous transactions, You also authorize that you have added
company 1D 1571062326 to the ACH debit filter for the bank account above to prevent unauthorized ACH returns. This authorization will remain in
full force and effect until Palmetto receives written notification that you wish to revoke the authorization. Notification must be given in such time
and such manner as to afford Palmetto a reasonable opportunity to act on it. The person signing this authorization certifies that all information
provided above is accurate and complete and that they are they authorized to sign on behalf of Applicant,

AUTHORIZED SIGNER INFORMATION

! |

Authorized Signer Name; Authorized Signer Email:

| |

Authorized Signer Phone Number:

Note: This information will be utilized by TPA’s Adobe eSign functionality to send and collect
electronic signatures for updated financial data to allow secure, electronic processing of requests.

Revision Date: 052023
Version Number:3
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5. Once the information has been entered, select the Initiate Request button.

‘ Initiate Request |

6. By submitting an updated Payee Account Modification form, the information included in this
form will be processed by a customer service representative assigned to process bank account
information, including data verification, signature processing, CGDP Portal updates.

You have now learned how to submit a payer account modification request in the Portal.
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CGDP Portal Functions

CGDP Portal Icons and Links
There are recurring icons and links throughout the Portal that appear throughout the system. These
icons and links provide quick access to the following functions:

ICON Definition

Calendar Icon provides an expanded calendar that allows users to select future
:1-,3 ] months and dates.

Next Page Icon provides access to move forward to next page in document, if

Q available.

Prior Page Icon provides access to return to prior page in document, when available.
Print Icon provides users with displayed information formatted in a Microsoft

Excel file.

Links display in the upper right hand corner of most Portal pages.

Link Definition

Contact Us Link provides contact information for the TPA Operations team.

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

Logout Link provides one (1)-click access for logging out of the Portal system.

My Profile Link provides access to authorized users to update password, payment
initiation personal identification number (PIN), or bank account
information.

Reporting Link provides access for creation of reports containing specific data

criteria or all available data criteria for invoice line items or receipts.

Revision Date: 052023
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The Payments tab screen shot below depicts the relative locations of the Icons and Links in the

Portal.

PALMETTO GBA. @s

ORI T L ———

Home Paymanis Comgieieo Recegrs

Sponsor Portal CGDP Payments

gntact Us | My Frofile o | Help | Reoarting

Logged ot WO_0

=]

Invuice Reporting Feriod: 201503 Fayments due' 12/09/2015
| P Numbarr [ ALL v Parent Org. 107 HO_0 Comtract Number: HO__D Tockd 2 ‘ Eaymeet Infornation
Total Invoiced $41.08
¢ Al Total Faded £0.00
" |
oRiste. Totel Defarred $0.00
Invoiced  DIEVIOUS o ment/Failed  Tnitiste Total Fending $0.00
# Number * Deferred Defer  failed EFT 10 X
Amount © Date Payment Tetal Sceccassiul $0.00
Amount
T Totat Available §41 0%
L7 5214 so00 Sz a COLSOSL_IN0__8 esasm - -
P1_7 £38,91 $0.00  BUzuAG COLSIIL_THDL..2
updata Al i o Beowes Tl
Punding Transactions  Sio Sy et Sonlabie Unn Aa0ronmatsly $.00 M ET
» Authorization Amt  Datw Subenitted Paynwnt Datw Stop Paymant
TG 30 00 PENding LaRsaclions at thes time. Error Description
ROL [nsufficient Furds
R02 Aczount Clossd
— HO3 Lnadhe 1 Liocatn Ascouts

Note: Not all Icons may be visible on all pages in the Portal. For example, the “Next Page” and
“Prior Page” icons may not be available if the Sponsor has less than 99 invoices available for

selection in a specific region.
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Contact Us link:

‘/\\')O‘
PALMETTO GBA.

A CELERIAN GROUP COMPANY

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

Logged on

CENTERS FOR METHCARE & MEDICAID SERVICES

[

Home ayments Compleied Receipis Reports Disputes

Contact Us link content:

The Contact Us link provides information to email assistance requests or to call to speak with a TPA
Customer Service Representative (CSR).

[=] https:f’/apps.tp&iirniﬂiﬁtétt)i’.:bnﬁtpacgdp_v ahidation/ContactUs

N

N
PALMETTO GBA.

A CELERIAN GROUP COMPANY CENTIRS FOR MEIMCARF & MEDICALD SERVICES

Coverage Gap Discount Program

Contact Us

For any guestions regarding the use of the portal or suggestions for
future enhancements, please contact TPA Operations.

By Phone: 1-877-534-2772 and select Option 1

By Email: tpaoperations@tpadministrator.com

45|Page
Revision Date: 052023
Version Number:3



CGDP Sponsor Portal
Introduction and Login Users Guide

Help link:

&
PALMETTO GBA.

A CELERIAN GROUP COMPANY

Contact Us | My Profile | Logout ll Reporting
Logged on

CENTERS FOR MEDICARF & MEDICAID SERVICES

Home Payments Compleied Receipis Reports Disputes

Help link content:

The Help link provides quick access to the TPAdministrator.com website. The website contains
information, such as communications provided to Program participants, report formats, frequently
asked questions, webinar training topics, and CGDP Portal Users Guides.

Ny
PALMETTO OBA Ay

Tools -

VA Topics -

Welcome to the Third Party Administrator (TPA)

The TPA website 1& the gateway to the Coverage Gap Discount Program (CGDPL The TPA s the singhe organization entity responsible for facilitating the
transfer of CGDP funds between Pharmaceutical Drug Manufacturers and Part D Health Plan Sponsars.

Visitors to the website can access information about the CGOT Including information regarding inwoicing and payment procedures. in addition, users can

access valuable links to CMS instructions and other alficial resources.

THE MEDICARE PARY D CGDP Q3 2019
PAYMENT DEADLINE 15 12/9/19

All CODP payments must be made via the Portal per
the Direct Payment Process by 12/9/1a To make sare
your payment transaction is completed on tinve, it is
not recommended to walt until the Last day before the
payment deadhine to make your payment.

Leatts Mote >

EMAIL UPDATES

IMPORTANT UPDATE

CEIVIR

-

CGDP CUTOFF DATES

Reporting Peniod: Q4 2019

twoler Distributione 1/31/2020

Iovobce Payment Deadline: 3002020
Disputes Submission Deadline: 42152020

Learn More
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Logout link:

PALMETTO GBA.

A CELERIAN GROUP COMPANY

‘ M s Contact Us | My Profile | Help | Reporting
Logged on

CENTERS FOR METHCARE & MEDICAID SERVICES

Home Payments Compleied Receipis Reporis Disputes

Logout link content:
To end sessions in the Portal, select the Logout link, which returns the user to the Login page.
Instructions for daily login into the Portal are provided in the Daily Login Instructions section.

NG/

Contact Us | Help

PALMETTO GBA.

A CLLERIAN COMPANT CENTERS FOR MEDICARE & MEDICAID SERVICES

Welcome

This warning banner provides privacy and security notices consistent with applicable federal laws, directives, and other federal
guidance for accessing this Government system, which includes (1) this computer network, (2) all computers connected to this
network, and (3) all devices and storage media attached to this network or to a computer on this network.

This system is provided for Government-authorized use only.

Unauthorized or improper use of this system is prohibited and may result in disciplinary action and/or civil and criminal penalties.

Personal use of social media and networking sites on this system is limited as to not interfere with official work duties and is
subject to monitoring.

By using this system, you understand and consent to the following:

= The Government may meonitor, record, and audit your system usage, including usage of personal devices and email systems
for official duties or to conduct HHS business. Therefore, you have no reasonable expectation of privacy regarding any
communication or datz transiting or stored on this system. At any time, and for any lawful Government purpose, the
government may monitor, intercept, and search and seize any communication or data transiting or stored on this system.

= Any communication or data transiting or stored on this system may be disclosed or used for any lawful Government
purpose.

Refer to the Terms of Use.

Coverage Gap Discount Program

User ID: I| l

Password: I {

The CGDP Portal will be unavailable for scheduled maintenance Sundays from 5-10pm ET.
Please arrange to submit transactions before or after this scheduled maintenance period.

@ 2017 PALMETTO GBA, LLC | DISCLAIMER | PRIVACY POLICY | GET ADOBE READER
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My Profile link:
NS
\\\__.'.,»
‘ M S Contact Us ||[My Profilell| Logout | Help | Reporting
pALMETTO GBAI Logged on
A CE _EHEI‘-.N C"(DL”" [: :)":‘PA'\'\’ CENTERS FOR METHCARF & MEDICAID SERVICES
Home F Reporis Disputes

My Profile link content:

The My Profile link provides an authorized user with the ability to review and update their Portal
authorized access information, such as changing passwords, payment initiation PIN, or banking
information.

NO
PALMETTO GBA. CMS
A CELERIAN GROUP COMPANY CENTIRS FOR MEDICARE & MEDICAID SERVICES

Coverage Gap Discount Program

Logged on as
Account Maintenance

Change Password
Update PIN

EFT Information for Parent Organization

[Request Payee Account Modification] [Request Payer Account Modification]
Payee Routing Payee Account Payer Routing Payer Account

Company ID # # % &
HO__0 0 9 aaiacadens: 1 8 shcassznzady |
HO__9 0 9 Y PEROERINES 1 8 ST
H1_6 0 9 byt 1 8 oy b |
H1_5 0 9 RSN, 1 8 el
H1_S 0 9 ey 1 8 el

The EFT Information for Parent Organization region provides a listing of the Contract numbers
associated with the Sponsor parent organization. Current information pertaining to the bank accounts
linked with each Company Identification (ID) for Payee Account (depository bank account for Portal
paid Invoice receipts) and the Payer Account (draft bank account for Portal initiated Invoice
payments) are provided in table format.

The Account Maintenance form also provides links to banking information forms when banking
information requires update.
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The Request Payee Account Modification link opens the Coverage Gap Discount Program Electronic
Funds Transfer (EFT) Online form. This form is used to register new bank account information or
modify existing bank account information that displays in the My Profile table. The Payee Account(s)
are the depository account(s) where Manufacturer-paid Invoices are deposited.

Refer to the Request Payee Account Modification Instruction — Sponsor for information on
accessing and completing the Payee form.

The Request Payer Account Modification link opens the Coverage Gap Discount Program ACH
Payment Information Change Request Form. This form is used to modify only the existing bank
account information that displays in the My Profile table in the Portal. The Payer Account(s) are the
account(s) where Invoices due for payment to Manufacturers are debited.

Refer to the Request Payer Account Modification Instruction — Sponsor for information on
accessing and completing the Payee form.
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Reporting link:

Qo

Contact Us | My Profile | Logout | Help I_Regorting
PALMETTO GBA. CMS Logged on I

A CELERIAN GROUP COMPANY. CENTERS FOR MEDICARE & MEDICAID SERVICES

Home Payments

Receipts Reports Disputes

Reporting link content:
The Reporting link allows a user to generate reports for specific data criteria or all available data
criteria for invoice line items or receipts.

N

R Contact Us | My Profile | Help | Logout | Reporting
PALMETTO GBA. CMS Logzed on 2s HO__0
. CULLIEAN GO COwaner CINTERS FOR AETHMOLRE S METRCAID SEVIETES

Coverage Gap Discount Program

Invoice Line Item Reporting

[] parent Org. ID [ Contract Number [ P Number [ status
= =

[ 1nvoice/Receipt Amount [ Payment Status Date [| Payment Initiation Date [] £FT

e REPOIL

Report Source | v

Select Contract Number | v
Select P Number [ v

Select By Status
Reporting Periad

Run Query for Detailed Report

Summary Report for |

v

Contract Number: -

. . I

Reporting Period | v|
Sponsor Status | v

Run Sponsor Summary Query

Detailed instructions for the Reporting link functionality can be found in the CGDP Sponsor Portal
Payments Users Guide located under References on the TPAdministrator.com website.
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CGDP Portal — Home Tab
The Home tab is the initial page that displays once an authorized user gains access to the Portal. From
this page, a user can review their distributed invoices associated with available reporting periods in
the Portal. With initial login, the Home, Reports, and Disputes tabs are available. To activate all tabs
in the Portal, users can select an applicable reporting period to view by populating the Select radio

button.
PALMETTO GBA (C/'Ms Cantact ¥ ¢ | Loaout :

SPO;IS(;;" l;ortal

Farant Org

D

W0

Invoica Type

v

Coverage Gap Discount Program Home

Gontract Repoting
HumSier Peciod Status

v Al ~ Al v

l!n&ii t) (7]

Lontract Mumbar Period

o Meporting Periods with ne inveice fine items
Fotor Contract Number Reperting Perted
by H v v

Contract Numbwur Reparting Puriod

There b an invoice report for the selected Contract

The Home tab contains six (6) regions.

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

2. Filter region provides a user with the ability to search data listed by the defaulted Parent

Organization ID.

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

4. Filter Results region displays results based on data entered in the Filter region. The Filter
Results region may contain two (2) types of distributed invoices, Quarterly and Benefit
Year (BY) Closeout invoices.

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

6. No Invoice Activity region displays all reporting periods that did not receive distributed
invoices for assigned Contract numbers. This region provides notification to Sponsors of
periods where there was no coverage gap invoice activity available for the specified
reporting period.

w

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

The Tabbed region allows a user to select different activities to perform while accessing the Portal.
After logging into the Portal, the active tab displayed is the Home tab. The Tabbed region displays
with the available tabs:

e Home
e Reports
e Disputes

1
| Home | Reports Disputes

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

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

Filter Region — Home

The Filter region on the Home tab contains six (6) fields to assist a user with narrowing distributed
invoice criteria.

2 Contract Reporting F i-Soutofs
A pParent Org ID B Invoice Type C Mumber D period E status
HO__0 [ALL v [ALL v [ALL v [ALL vl

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

B. Invoice Type field allows a user to select the type of invoice to view from the drop down
menu. Invoice types can be one (1) of the following selections:

e BY Closeout

e Quarterly

C. Contract Number field allows a user to select a contract number from the drop down list
that is associated with the Parent Organization ID.

Note: Sponsors may have multiple contract numbers associated with the Parent Organization ID.
To view all contract numbers for the Parent Organization 1D, users can select ‘ALL’ from the drop
down list.

D. Reporting Period field allows a user to select reporting periods for distributed invoices,
by calendar year and quarter, in YYYYQQ format for quarterly data and by calendar
year, in YYYY format for BY Closeout data. To view all distributed invoices, users can
select ‘ALL’ from the drop down list.

E. Status field allows a user to select a specific status assigned to distributed invoices or
allows a user to select ‘ALL’ to view all statuses assigned. Statuses can be one (1) of six
(6) selections:

e Auvailable, Failed, Incomplete, Pending, N/A, and Successful

52|Page
Revision Date: 052023
Version Number:3



CGDP Sponsor Portal
Introduction and Login Users Guide

F. Item Count column displays the number of invoice line items displayed on the current
page of the total number of invoices included for the reporting period.

Welcome Message Region
The Welcome Message region on the Home tab provides a quick overview of some of the tasks that

are available in the system as well as providing instruction for beginning the payment functionality
process.

-

3

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

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

Filter Results Region — Home

The Filter Results region on the Home tab displays information requested in the Filter region —
Home based on the data requested in the Invoice Type, Contract Number, Reporting Period, or
Status fields.

The Filter Results region contains six (6) columns that assist a user in reviewing distributed invoices
for processing payment initiations.

4 A Invoice Type B Parent orgID C Contract Number D R_?:ﬁg E status F select
Quarterly HO__D HO__0 201601 Available
BY Closeout HO_0 HO__0 2016 Available
Quarterly HO__D HO__0 201504 Available
Quarterly HO_0 HO__0 201503 Available
Quarterly HO__0 HO__0 201502 Available

A. Invoice Type column displays the types of invoices available, either Quarterly or BY

Closeout.
B. Parent Org. ID column defaults to the Parent Organization ID utilized to access the
system.

C. Contract Number column displays a specific contract number, or all contract numbers
associated with the Parent Organization ID, based on the distributed invoice line selected
in the Filter region on the Home tab.

D. Reporting Period column displays BY Closeout invoices by calendar year, in YYYY
format and quarterly invoices distributed by calendar year and quarter, in YYYYQQ
format. Display can contain specific reporting periods or all distributed reporting
periods, based on the selection criteria used in the Filter region.

E. Status column displays the status of distributed invoices. This field can display data for
one (1) status type or display all statuses, based on the selection criteria entered in the
Filter region.

F. Select column displays a radio button to allow a user to select an individual distributed
invoice for a specific reporting period to access the invoiced line items. This action also
activates all tabs in the Tabbed region.
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The example below displays the populated Select radio button for a specific reporting period.

4 A Invoice Type B Parent org ID C Contract Number D R_c::ﬁg E status F select
Quarterly HO__0 HO__0 201601 Available ®
BY Closeout HO_0 HO_0 2016 Available
Quarterly HO__0 HO__0 201504 Available
Quarterly HO_0 HO_0 201503 Available
Quarterly HO__0 HO__0 201502 Available

Status Definitions Region

The Status Definitions region on the Home tab identifies and defines statuses that may display
in the Filter Results region.

5 | Available Invoice is ready for payment initiations

Failed One or more items has an unsuccessful
payment attempt

Incomplete One or more items have not been paid

N/A No invoice due for payment. Receipt of
funds due from Manufacturer or Sponsor,

Pending All line items have been initiated
successfully

Successful All line items have been paid successfully

No Invoice Activity Region

The No Invoice Activity region on the Home tab provides a listing of Contract numbers without
distributed invoices for specific reporting periods.

The No Invoice Activity region contains two (2) fields that assist a user in reviewing reporting
periods with no invoice distributions.

6 Reporting Periods with no invoice line items
Filter A Contract Mumber B Reporting Period
by:
Contract Number Reporting Period
HO_0O 201502
HO_0 201404

A. Contract Number field displays a specific contract number, or all contract numbers
associated with the Parent Organization ID. Users can sort via the drop down menu in
the field to view a specific Contract Number. Field defaults to ‘ALL’.

B. Reporting Period field displays reporting periods with no distributed invoices for
Contract Numbers associated with the Parent Organization ID. Users can sort via the
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drop down menu in the field to view a specific Reporting Period in the listing. Field
defaults to ‘ALL’.

If reporting periods are not available to display in the Filter Results Region, the No Invoice
Activity region will display information like the example displayed below:

Reporting Periods with no inveice line items
Filter Contract Number Reporting Period

oy:

Contract Number Reporting Period

There is an inveice report for the selected Contract
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CGDP Portal — Payments

CGDP Portal Payment Initiator Role and Administrator Role
As introduced in the Login and Initial Security Data Setup Instructions sections, the Portal contains
two (2) roles for Sponsors to gain access: The Payment Initiator role and the Administrator role.

The primary point of contact is automatically assigned these two (2) roles for Sponsors; however, the
Payment Initiator role can be assigned to a separate associate who will have the responsibility of
processing payment of invoice line items submitted each quarter.

Users assigned the Payment Initiator role authority will be required to provide a four (4)-digit
numeric PIN pass code for payment initiation purposes.

User assigned the Administrator role will not have payment authorization available in the Portal.

The upcoming pages will highlight the differences available between the Payment Initiator role and
the Administrator role in the Payments tab.
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CGDP Portal Payment Initiator Role — Payments Tab View

This example of the Payments tab displays the view an associate with the Payment Initiator role
will view.

Contacz w3 | My Profie | Logoe | Help | Beporting
PALMETTO GBA CMS Logged on 3 HO__D

Sponsor Portal CGDP Payments

Home Payments Compieied Recetpts Repons Dispules

Invoice Reporting Ferind. 201304 Payments due: 03/10/2010
P Number: Al v Farars Org. 1D: MO0 Contraet Numbee; (50,0 v -0t
1 L loitiase All Trta) Ciarrent Deferrad
Tobwl Frecigualy Deferred
Previous
P Number lnvol(od' Delerred Payment/Falled Initiate Deler Fatted EFT ID
Amount 7 | Dato Payment
Amoumt
-1 $1,063,44 $0,00 N2 ) j COIS041L  SHO_
P10 $10.54 $0,00 (U321E0NE _I CHSos1 o8
3 lwodate AN || 4 = ‘
Pending Tronsactions Sisp Aaymeil 2,eddie Lnss Sacovimately #.00 /&7 L-3outef
P Mumber Authorization Amt  Date Submitted Payment Date Stop Paymant |
5 "
=]
Pl §101.12 03/2372016 03723/2016

Six (6) functions are available with the Payment Initiator role.

1. Initiate All check box provides a Payment Initiator role user with the functionality to
populate the check box with a check mark. This action selects only invoice line items
displayed on the active page for payment initiation.

2. Payment Initiation Upload region provides a location for uploading manually created
payment files for Payment Initiator role users working with large volumes of payments
for a reporting period.

3. Update All check box and field allows a Payment Initiator role user to set a future date
for only invoices displayed on the active page.

4. Submit button provides a Payment Initiator role user one (1)-click functionality to process
selected invoice line items for payment.

5. Click to stop all check box provides a Payment Initiator role user with the functionality
to populate the check box with a check mark. This action select only pending invoice line
items displayed on the active page for stop payment.

6. Stop Payment(s) button provides a Payment Initiator role user with one (1)-click

functionality to process the selected invoices for stop payment.

Also assigned to a Payment Initiator role is the PIN Validation form, which requires the entry of a

four (4)-digit numeric PIN once selection of the Submit, Upload or Stop Payment(s) buttons takes
place for ANY payment initiation processing.
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The Payment Initiator role associates can set the four (4)-digit numeric PIN using the Initial Security
Data Setup instruction and update the PIN using the Update PIN Instruction.

Coverage Gap Discount Program

PIN Validation

The instructions included in this guide provide Payment Initiation associates step-by-step guidance
to complete payment processing.

Processing Invoice Payments

Processing Future Dated Invoice Payments

Initiate All Payment Processing Functionality

Processing Stop Payments

Processing Payment Initiation Upload Batch Functionality

Processing Deferred Invoices

oakrwpnE
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This example displays the view an associate with the Administrator role views when selecting the

Payments tab.

PALMETTO GBA. @s

Home Payments Completed Revegts Repors

CGDP Payments

Sponsor Portal

Invice Reporting Fercd! 201504 Payments dus: 03/10/2010

# Humber: Al b

Parent Qrg. ID: HO.0 Contract Number: HI_O v 1-Tmects
1 Bl insiate A1
Previous
P Number :"'::.‘n‘;" Deferred " OYMEN] Eyited jnitlate  Defer  Falled EFT ID
' Amount ¥
PL_5 £1,063.44 $0:00 i J A50M1_SH0__
P18 510,58 £0.00 16|75 0035083 B1_9 |
3 | 4 l
Pending Transoctions Srop Ssymens deslabe Lnny Aoovaanacey S0 &w £7 1-1eutofl
P Mumber Authucization Amt  Date Submittad Payuunt Date Stan Payment
P11 §ior.12 03/22/2010 03/13/2010

Toftal Cu

Tote! P

fig

Contact Us | My Profie | Logost

Payment |nformation

Tatal Iruoced
Totw Faindt
rrenrt Deferred

woounly Duferradd

| Help | Repocting

Lisgged an as MO__0

Ervor Description

R
ROB U
)
"

R
R
"
RO4 Imva
L]
[}

nuffic

These six (6) functions are not available with the Administrator role.
Initiate All check box will appear but not be functional
Payment Initiation Upload region

Update All

Submit button

Click to stop all check box will appear but not be functional
Stop Payment(s) button

ok~ wdE

Associates assigned the Administrator role can review distributed invoices, processed invoices, and

payment information totals for distributed quarterly invoice line items.

The upcoming Payment introduction provides an overview of the functionality offered as guidance
for Payment Initiator and Administrator role associates to understand the payment process and
steps needed to complete the processing of invoice line item payments by the Invoice Paid due date of
38 calendar days from date of receipt. Step-by-step instructions for the Portal’s payment functionality
are in the CGDP Sponsor Portal Payments Users Guide located under References on the

TPAdministrator.com website.
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The Payments tab allows a user to review and process payment information for invoice line items by
Manufacturer P number in the Portal. The available regions in the Payments tab differ for Payment
Initiator role users versus Administrator role users.

PALMETTO GBA.

oo Paymens

Compieied

CGDP Payments

Recopts Repons

Sponsor Portal

< Invoice Reporting Perioo: 201503

Contact Uk | My Profle | Legout | teln | Bepoctiog

Logged on ea 00

Disputes

Y Payments due: 12/09/2015

A1 P rumber AL v

v

Eaymeed Inforination

Farent Org. 10 MO0 Contract Hurmber: | H0 1-3meadd

Totel Iworced $41.05
Tolal faded £0,00
Initiate All = < 0 .00
Toted Quiment Deferred £0.00

0 Previous z 2 -~ o
t Totat Frevoody Def £0.00

P Number IAWM(M. Deferred Payment/Failed :ni jate Defer  Falled EFT 1D Totat Frevcorly Deférned b4
MU Amount Dave PR Tt Pending 50.00
Toryl Suitesshs £0.00
P17 §2.14 30,00 CEIteIlTHR_ L | Torah Aol £41.05

2 =y £38.9% £0.00 CeIN03l_he D ‘ y
Update A2 =] &Y Paymens Inisiation Upload
o Biowie "
Pending Transactions Stoo Pasmen 2inidie Uiy 2ogroomptaly 3,00 5 27 —
9 P Number Authorization Amt  Date Submitted Paymant Date Stap Payment ‘
Thels are no pending ransactions at this ticw
| 8
Sl ey
mef

Detailed instructions for the Payments tab and its ¢

ontents and functionality are in the CGDP

Sponsor Portal Payments Users Guide located under References on the TPAdministrator.com

website.
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Payments Tab — Benefit Year (BY) Closeout Invoices
The release of BY Closeout Invoice Reports for Part D Sponsors occurs annually through the TPA
approximately fifteen (15) months after a benefit year’s Quarter 17 (Q17) invoice receipt date. This
reporting process allows the Part D Sponsor to remit payment for any successfully disputed gap
discounts invoiced in Q17 and for any successful disputes from previous quarters of the benefit year
in which the Part D Sponsor has only recently corrected. If an upheld dispute for a gap discount
invoiced in Q17 occurs, it is possible that the Sponsor would need to reimburse the Manufacturer for
all or some portion of the successfully disputed gap discount amount.

Sponsors are required to process BY Closeout invoice line item payments on an annual basis within
38 calendar days from receipt of the distributed invoices. The Portal allows a user to process
payments for BY Closeout invoice line items with a default payment date of the current calendar day.
The Payments tab allows a user to review and process payment information for invoice line items by
contract number.

LOnLAcL Us | My Poofie | Logeut | Melp | Mepoing
PALMETTO GBA CMS n:’m:l

= Paymeam Compaiea Recopss Repors DMpUtRS

Sponsor Porfai CGDP Payments =

Reimbursement Reopoet Yeor: 2006 Faymants soe: 08/19/2016

P Nembary AlLL Vv Parent Ong. [DL HE__4 Contract Number: |HE__4 v i-lmerfl

Iniriate Ad

Pravious 9
pHumber 1OVOIcRd o red  PAYmeat/Falled  Initiste o ggiiad R
Amount © Dae Payment
Amount
M2 - ) |
P& $3,807.86 s0.00  [PR20N % v V0K B8t | T 4380786
Update A i . = {
| Error Description
Pending Transacthons 5o Sawment Aadle | Aaprovmater) 31N A ET [ t
| Ro3
8 F Number Avthorizotion Amt Date Submitted Payment Date Stop Payment " RDZ
There are nu pending transactions at this time ‘
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Completed Tab — Quarterly Invoices
Sponsors can utilize the Portal to view the status of both Quarterly and BY Closeout invoice line
items that have been processed for payment to Pharmaceutical Manufacturers.
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The Quarterly Invoice Completed tab allows a user to review completed payment information for
each Quarterly invoice line item by P Number. Sponsors can utilize the Portal to view the status of
invoice line items that have completed the payment initiation process. The Completed tab provides
Sponsors with the capability to view deferred, pending, or successful invoice payments.

Hame Sayments pkied

Récepis Repons

Sponsor Portal

CGDP Completed Payments

3 l P Number: |ALL Fareot Org. [D: E0_4

2_Invoice Repurting Perlod: 201302
Contract Humber: |ED_J v|

Soatact us | My Profile | Logout | Halp | Begantiog

Logped ae s AND3

Dputes

Payment Information for €08

Total Invaice

Soctals

=519

5 [pMumber Invoiced Amognt  Payment Dote Status Tota) Dolesod ¥
Pr 2 $132.35 03/30/201& Pending Tetal Pendind 174
PL_0 $130.4¢ 03730/2016 Panding Totat Failed £0.00
e 510 e Sprcesn Total Qutstanding 2.00
7 $296.0% Swtcasstul
L 3 $0.18 Seccesstul =7 —

Toa! Racaives

Poastble Statuses

Duldrrad Paywr Nas Sedartnined thal the
amount aowed & belom thae
hank's ACH minimums

Panding  Payer Initiation was mecoseslul

The dubaing process, halding

period and cregiting process still

ramain

Sutcesstul Fonds shoald mow bo avatable in
the payee’s account

The invoice line item selected on the Home tab drives information displayed on the Completed

tab.
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Completed Tab — Benefit Year (BY) Closeout Invoices
The BY Closeout Completed tab allows the user to review completed payment information for BY
Closeout invoice line items by P Number. Sponsors can utilize the Portal to view the status of BY
Closeout invoice line items that have completed the payment initiation process. The Completed tab
provides Sponsors with the capability to view deferred, pending, or successful invoice payments.

CGDP Sponsor Portal
Introduction and Login Users Guide

Home

Payments

Compietod

Rocepts

Sponsor Portal CGDP Completed Payments

Reports

Dupufes

Roimbursement Report Year: 2016

Contact Us | My Prufile | Logout ¢ Halg | Reporting
PALMETTO GBA c M s Lagond on &S50

Payment Information for 850

3 P Humber: ALL V| Parent Org, 1D:'S5_0 Contract ember: 52Ul v 1 dmads |
Total Invoicea s6B5.77
5 (o o l"i WY - 7"*'""'&’: —p— " EFTID Total Recoived 3073 :'2
£ Numte nyoiced Amount Payment | Statw \ Total Dedfamad $0.00
FL_8 1330 Sutcessiul UD20101_8S5_0 Total Pending s12.32
P19 $544.50 Swccasstul UD20161_955_ 0 Total Eagad £0.00
) - £15.04 Socinasiul UD20161_S5.0 Tokal Outstanding £0.00
PL_S £12.50 Pending UD2016L__555._ 0 2 =
6 Pocaitie Statuses
wrod, It - me 1a it e Defenved Payer has determined that the

SO0oAt owed I8 befow thelr
bank's ACH minimurms

Vandisg  Payor initiation was succesitul

The debiting process, holding

Paiod and orediting process sl

remain

Succassful Funds should naw De Jvailabie in
the payes's account

The invoice line item selected on the Home tab drives information displayed on the Completed
tab.

Detailed instructions for the Completed tab and its contents and functionality are in the CGDP
Sponsor Portal Payments Users Guide located under References on the TPAdministrator.com
website.
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Receipts Tab
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The Receipts tab allows a Sponsor to review invoice line item amounts due from Manufacturers for
Program-eligible PDE data for quarterly invoice processing.

PALMETTO GBA @s

- -

Hotre Payments Complied

Sponsor Portal

Recepts R

CGDP Receipts

Daguies

2 invaice Raporting Peciod: 201502

3 [ ¥ humber; (AL v Parent Org. [D: HO_0 Contract Number; [=7__ 5-28 ot of 48

5[ £ Mumber Invoiced Amgynt  Payment Date Status L1110
P17 $60.58 Pending CLIS5021...7W7
LT $0.59 03/09/2016 Dufwrred COIS021_7H7_7 A
P11 $1,611.34 Panding CCi5021 _1H7 7
2 $1.5931.%0 Outstanding CGIS021_anr Y
L5 $3,155.00 Outstanding CE150215H7. 7
L B 538678 Outstanding CoIS021_THF 7
P4 $47.904 Outstanding CGIS0214HT .7
S B $3.350.02 Outstanding CEI%021_SN7 7
PI_T $3,265.12 Outstanding CCA1SD21TH7 7
L P 51684 Oustanding CHIS021,TH7.7
o B s10.24 Outetanding CGI5021__3H7_7
Pi_4 51,016,588 03/03/2010 Racatved CEISZ1_SHT_T
Pi_6 $457.25 Outstanding CC15021__6H7_7
PO $10.04 OutManding CLIS0Z1 N2 7 »
L4 £2,088.93 Outstanding CG15021_4H7_7

I
TO Wow racuipts fr 3 dif¥arent rapovting

Ans e that Containg the desved repartis

1 B0 the Home Tad S select the sadhvo dutton

| 4 Receipt Infocmation for HZ__7
Tots Owes $55:200.76
Total Recelves $1.016,8¢
Totad Delorres $0.50
Total Fanding §1.001 .52
Total Outstantiog £52.599.«

Lontaci Vs | My Profie | Logot | Meip | Repodting
Lopyed o0 0s HE_D

& Fosstie Statumey

Defwrnd  Payer has detarminad thal the
amount owed 15 below their
bank's ACH misienums

Faied  DubRing of the Pager's account

or crediing of your account

was unseccessful

Outstanding Payer has nok yet inltiates

payment

Payer has initated payment

Tha debiting process, hoiding

pericd and crediting procecs

&% ramain

Funds shoud aow be svallable

in your account

Pending

Recontiwd

The invoice line item selected on the Home tab drives information displayed on the Receipts tab.

Detailed instructions for the Receipts tabs and their contents and functionality are in the CGDP
Sponsor Portal Payments Users Guide located under References on the TPAdministrator.com

website.
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CGDP Portal Reports

The Reports tab allows a user to review distributed invoice information for quarterly and BY
Closeout invoices, payment-batch submission reports, Manufacturer 1099 data, and Ad Hoc report
requests.

Quarterly and BY Closeout Invoice Reports
Sponsors can utilize the Portal to review and download invoice summary reports for distributed
invoice line items. Quarterly reports provide summary information on the specific reporting period’s
invoices. BY Closeout invoice summary reports provide information regarding the status of upheld
disputed invoices due from Sponsors.

Contact \s | My Profile | Legoot § Halp | Bapacting
PALMETTO GBA, C M s ooy

Home ‘ Hepatts ‘ Cespures

Sponsor Portal CGDP Reports | =

R | Type = | : Current Cutoft Calendar
Voice Data Tracking Batch Manufacturar 1099 [nformation Ad Hac I
- | Reporting Period 016
- FInvoica Paid 8y 0872372016
BerentOrg- 10 Coptrack Number; ‘feporting Fedod ©  Lvoicw Type P2 | 1nveles Distribution 07/15/2016
ro-.l Al s A 4 Al o | Dispute Submiison
: Dispute Dist gon
& Invoice Type Contract Number Reporting Period Date Loaded Download Flle Last Download Date
‘ gy Closeout " 2016 07/06/2016
Quarterty Moo 201502 07/05/2016

Quarterly Invoice Reports
Sponsors can utilize the Portal to view Quarterly invoice summary reports for a specific reporting
period’s distributed invoices. The Contract Summary Invoice report identifies the payments Part D
Sponsors will receive from each Drug Manufacturer as well as other information the Part D Sponsor
can optionally use to identify Drug Manufacturer payments if the information on the Portal is
insufficient. In addition, negative amounts on the report summarize the payments Part D Sponsors are
expected to refund back to each Drug Manufacturer because of adjusted or deleted PDEs from
previous quarters. Invoice reports provide the Benefit Year, Labeler Level totals, and the Sponsor
contract and Manufacturer P numbers for the invoice.

LONGACT OF | My Profily | LoQout | Help | Regorting
PALMETTO GBA CMS "‘::fi.::- -v."i.Il__.ﬂl

Home ’ Repons ‘ Dppuies

Sponsor Portal CGDP Reports =
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\ nvescn Data Tracking Batch Manufscturer 1069 Intormation Ad Hoe .

.o —— Neporting Paricd 2018

tavolce Paid by uss23/20t8
Pavent Orgy. 1D Contract Sumbel  Meportiog Peried 2ot of 3

Invoilce Distribution 0rin/301e

(T ML~ Al ~

Dispute Submission
Disoute Distribwtion

involce Type Contract Number Reporting Period Date Loaded Download File Last Downlooad Date
Quartarly MU__I 201502 07/05/2018
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Sponsors can utilize the Portal to view BY Closeout invoice summary reports of upheld dispute
invoices due to Manufacturers. The Contract Reimbursement Summary Reports allows Sponsors to
identify any amounts owed to the Manufacturer for upheld disputes by specific P-numbers and by

benefit year.

PALMETTO GBA,

l Repatts Cespupes

Contact Us | My Profile | Logogt | ek | Rapocting
Logged oo an LD

Test Ervorormest

|

ay Closeout Ho_n 2016

Home
Sponsor Portal CGDP Reports =
- o o [ ——
rran la
l nvoie Data Tracking Batch Manufacturer 1099 tnfarmatson Ad Hac | £ N T ——
Reporting Period 2016
4 Invice Paid By GB/23/2016
Parent Org. ID  Contract Numder Reporting Period Invoice Type 1-Jautsts Invaice Distribution 87/1572016
=00 Al ./ A " l Dispute Submison |
Dispute Distribution
Invoice Type Contract Number Reporting Perfod Date Loaded Download Flle Last Download Date

07/06/2016

Data Reports

The Data Reports allow a user to review detail information on distributed invoices for quarterly or

BY Closeout invoices.

) Contact Us | My Prafile | Legout | teln | Reporting | Admin Meny
' '“ s Logped ox 6 XHK)
PALMETIS Otk Beots e B lon e LA Tact Erreezrmment
e Reports Dspules
Sponsor Portal CGDP Reports =
Report Type
2 | Currant Cutoff Calondar
1 Invioll T =tch ' M, o 1085 formatio Ad HOC
Invgica EDaD racking Batc anufactures 1059 information Ha ] Raponing Pariod 206
4 o Org. 10 Contract Number R et 1 = P Inyeice Paid By O&/19/2016
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ORI L ALEACIaLE WUIRROr-" RAp Uiy Pe, . DN Type Invoice Distributson 07/15/2018
HZ_2 AL v o ALL - Disputs Subimissien
- Dispute Distribution
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Involce Type ber Reporting Period Date Loaded Download File Downlonded Dats Spreadsheet Dowdl o Date
BY Clossout M2 2010 05/10/2016
Quinrtnrly Lo [ — 201304 12/312013
Quartecly 530 201504 12/21/2013
Quartacly s34 201594 12/31/2015
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Sponsors can utilize the Portal to review and download detailed data reports on distributed Quarterly
invoices. The Sponsor Contract Data Report, also known as the Data report, documents each of the
contract’s final action gap discount PDEs invoiced in the quarter, which may include originals,

adjustments, or deletions.

PALMETTO GBA, @s

Home

Sponsor Portal CGDP Reports
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! e 08 > ‘ Dispote Submission
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Numbes Dawnloaded Date Spreadshiost Downloaded Dats
Quarturly M2 2 201508 1232018
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Quartetly S0 201504 12/33/2015

Ragorting | Admin Meny
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= Eevunrent

Benefit Year (BY) Closeout Data Reports
Sponsors can utilize the Portal to review and download detail data reports for distributed BY Closeout
invoice line items. The Contract Reimbursement Detail Report will inform the contract of any gap
discount payments due to the Manufacturer for upheld disputes from Quarter 17 or previous quarters.
The Contract Reimbursement Detail Report only reports on upheld disputes in which the action taken
by the Sponsor to resolve the dispute resulted in a partial or full repayment of the disputed gap
discount amount and the respective gap discount amount has not been previously invoiced for

Sponsor payment to the Manufacturer.
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The Tracking report provides a Sponsor with a historic cumulative report showing the status of each

ga

p discount PDE saved in the CMS database.

PALMETTO GBA
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Batch Reports

The Batch report provides a Sponsor with the ability to review manually created payment batch
reports information submitted via the Portal.

CMS
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Sponsors can utilize the Batch functionality to review the outcome of the payment processing batch
text files for multiple invoice line items and provide a user with reports containing uploaded batch file
results when using the Payment Initiation Upload process. A user can view batch file status for
successful processing, partially or totally rejected batch file uploads and review errors associated with

rejected records.
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Manufacturer 1099 Information Report
The Manufacturer 1099 Information report provides a Sponsor with the ability to review
Manufacturer 1099 related non-bank account information for entities receiving payments from
Sponsors, to assist with 1099 reporting for payments made to Manufacturers.

. - Contact Us | My Profile | Logout | Help | Reporting
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4| Choose Format
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This 1099 information report will give a user relevant, easily identifiable, non-bank account
information for Manufacturers such as business name, tax identification number/employer
identification number (TIN/EIN) and mailing address.

Ad Hoc Reports
The Ad Hoc report functionality is used to provide a Sponsor with the ability to access specially
requested data and reports, such as archived reports or other documentation, which are not readily
available in the Portal.

The Ad Hoc functionality allows a user to view data requested from the TPA using contact
information listed on the Contact Us link. Fulfilled report requests are available via the population of
the Ad Hoc radio button. Reports that can be displayed under the Ad Hoc radio button can consist of:
e Archived reports: Reports are typically removed from the Portal two (2) years after initial
load. Reports that are archived off the Portal consist of:
e Invoice
e Data
e Tracking
e Dispute Resolution
e Special request data: Reports or notifications that do not conform to the existing report
formats available on the Reports tab.

Requested reports, accessible via the Ad Hoc radio button, will be available for download for one (1)
of the following periods:

e 14 calendar days from request date

e Seven (7) calendar days after download
Reports are removed from the system depending on which time period expires first, request date or
last download date.
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Contact Us | My 2eafile | Logaut | Help | Aeporting
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Sponsors can utilize the Ad Hoc Reports functionality to view distributed invoice reports prior to the
Q2 2015 invoicing period. Report types available for review on the Ad Hoc report page: Invoice,
Data, Tracking or Dispute Resolution reports.

Detailed instructions for the Reports tabs and their contents and functionality are in the CGDP
Sponsor Portal Reports Users Guide located under References on the TPAdministrator.com

website.
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CGDP Portal Disputes

Disputes Tab
The Disputes tab allows a Sponsor to review dispute disposition resolution files received as part of
the dispute process. The Disputes tab lists resolution reports received by the TPA and loaded to the
Portal in response to dispute determinations provided by CMS. Sponsors utilize these reports to adjust
PDE records based on CMS upheld disputes within 90 days from the Dispute Distribution date.

setact Al | My Profile | Lhgout | Help | Bepeding
PALMETTO GBA CMS Logged m ax #0__10

Homa Repons Disputes

Sponsor Portal Dispute Dashboard >
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Sponsors can utilize the Portal to review resolution reports of Manufacturer-disputed invoice line
items.

Detailed instructions for the Disputes tab and its contents and functionality are in the CGDP Sponsor
Portal Disputes Users Guide located under References on the TPAdministrator.com website.
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Navigating the Portal Instructions

This instruction provides an overview of how to access the Portal and navigate to access the available
functionality.

Details of each tab’s functionality are included in separate manuals. Links to the applicable manuals
are listed in this guide.

1. Authorized users of the Portal will enter the Corporate ID in the User ID field and their
password into the Password field on the Login form and select the Login button.

‘ M s Contact Us | Help

CENTERS FOR MEDICARE & MEDICAID SERVICES

AN
O

PALMETTO GBA.

A CLLERIAN GROUP COMPANY

Welcome

This warning banner provides privacy and security notices consistent with applicable federal laws, directives, and other federal
guidance for accessing this Government system, which includes (1) this computer network, (2) all computers connected to this
network, and (3) all devices and storage media attached to this network or to a computer on this network.

This system is provided for Government-authorized use only.

Unauthorized or improper use of this system is prohibited and may result in disciplinary action and/or civil and criminal penalties.

Personal use of social media and networking sites on this system is limited as to not interfere with official work duties and is
subject to monitoring.

By using this system, you understand and consent to the following:

= The Government may menitor, record, and audit your system usage, including usage of personal devices and email systems
for official duties or to conduct HHS business. Therefore, you have no reasonable expectation of privacy regarding any
communication or data transiting or stored on this system. At any time, and for any lawful Government purpose, the
government may monitor, intercept, and search and seize any communication or data transiting or stored on this system.

= Any communication or data transiting or stored on this system may be disclosed or used for any lawful Government
purpose.

Refer to the Terms of Use.

Coverage Gap Discount Program

User 1D: | |

Password: | ]

The CGDP Portal will be ilable for scheduled int e Sundays from 5-10pm ET.
Please arrange to submit transactions before or after this scheduled maintenance period.

@ 2017 PALMETTO GBA, LLC | DISCLAIMER | PRIVACY POLICY | GET ADOBE READER
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2. After entering the User ID and Password successfully, the User Validation form displays.

CMS

CENTERS FOR METNCARE & MEDICAID SERVICES

Contact Us | Logout | Help

AN
OO
)

PALMETTO GBA.
A CLLLRIAN SROUP COMPANY

Coverage Gap Discount Program

Due to system security requirements you will need to enter the authentication token
that has been sent to your email.

Authentication Token: |

Latest Authentication Token Expiration: January 5, 2018 3:04:18 PM EST.
I Validate H Resend Authentication Token

© 2018 PALMETTO GBA, LLC | DISCLAIMER | PRIVACY POLICY | GET ADOBE READER

3. The authorized user will receive an email from tpa.no.reply@palmettogba.com titled “TPA
CGDP Portal — Portal Authentication”. The authorized user will be required to enter the
verification code, provided in the email, into the Authentication Token field in the Portal.

TPA CGDP Portal - Portal Authentication>

Repdy oy Reply All —» Forward

We recelved a request for a multifactor authentication token for the Coverage Gap Discount Program Portal, If you did not make this request,
please contact TPA Operations immediately,

If you did make this request, please enter the numenc multifactor authentication token provided when prompted by the Portal after logging in,

I\’our multifactor authentication token is: 52569074 I

This token will expire Wed Nov 3, 2021 at 09:34:41 AM EDT.

Please contact TPA Operations if you require assistance, As this Is an sutomated message from the TPA CGDP Portal, please do not reply to this email.

TPA Operations
1-877-534-2772 and select Option 1
tpaoperations@tpadministrator.com

Note: The authentication token is submitted via the authorized users’ validated email and is only
valid for fifteen (15) minutes from generation. The expiration date and time of the token is
provided in the email. Users can copy and paste the authentication token or enter the token into the
Authentication Token field.
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4. Enter the supplied authentication token into the Authentication Token field prior to the
expiration date listed in the email and select the Validate button.

‘”\\-\{:‘, Contact Us | Logout | Help
PALMETTO GBA. CMS
A CILERIAN GROUP COMPANY CENTERS FOR MEDICARE & MEDICAID SERVICES

Coverage Gap Discount Program

User Validation

Due to system security requirements you will need to enter the authentication token
that has been sent to your email.

Authentication Token: [oootaooo I

Latest Authentication Token Expiration: January 5, 2018 3:07:19 PM EST.
I Validate ||’jesend Authentication Token j
© 2018 PALMETTO GBA, LLC | DISCLAIMER | PRIVACY POLICY | GET ADOBE READER

Note: Authentication Tokens are only valid for fifteen (15) minutes from the generation of the
code.

5. Once a user successfully enters their password and the MFA token code correctly, a system

message will display detailing the number of unsuccessful login attempts since the last correct
login.

This system message displays a successful access attempt:

apps.tpadministrator.com says

There have been 0 unsuccessful login attempts
since your last login on 2021-07-16 12:12:45.914.

6. However, if a user is not successful in accessing the Portal and their account becomes locked,

the system message will display the number of unsuccessful logins attempted after the user
access has been restored and the user successfully logs into the Portal:

apps.tpadministrator.com says

There have been 4 unsuccessful login attempts
since your last login on 2021-07-15 15:37:21.945.
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PALMET%O GBA, @§'
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8. Populate the Select radio button for the applicable reporting period then select the Payments tab
to view the invoice line items, Quarterly invoices or BY Closeout invoices, associated with the
selected reporting period.

¢ Contact s | My Profile | Logoat | Help | Reposting
PALMETTO GBA. CMS et Envearicis”
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There i= an invoice report for the selected Contract

9. On the Payments tab, review the number of invoices available in the Filter Results region and
balances available for payment in the Payment Information region.

. ) 3 Contact Us | My Profie | Logout | Heip | Reportiog
PALMETTO GBA., CMS tagind S HE D
Aoicosialli s R rlen " 8

|
Hece | Fayments J Complated Recepls Aeports Dwspotes
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10. Select the Completed tab to view the invoice line items associated with the reporting period
selected on the Home tab to review the payment status information for payments processed on

the Payments tab.

PALMETTO GBA., @s
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11. Select the Receipts tab to view the invoice line items associated with the reporting period
selected on the Home tab and review the Receipt Information region for totals on the deferred,
received, pending, and outstanding invoice line items due from Manufacturers.

PALMETTO GBA @S
Camgéened Hepons

CGDP Receipts

Hore Payments Dispases

Sponsor Portal

Cantract Numben |Hi_0 v

. Involce Reparting Feried: 201504

Sootact Ay | My Frofile | Legout ! Helo | Heporting

Lrgget o s 100

Andor jun fue MO .0

| P heenber: AL v Parens Org. 1D HO__0 1 - 48 30t of 49
Toral Owad $35.288.78
Tutal Receyud $1.010.009
P Number Involced Amognt  Poyment Date Statusy Total Detored $0.30
P $40.90 Fanding o re 0
e Total unding $1.621.02
Owlurind -
Tokal Outstanding §37.999. 4
7.!"’"!9
Outstanding
Dutstanding Potstie Statuses
Outstanding Daferred  Payer has determined that the
Outstanding amnount owed s below Bl
Outstanding Bank's ACKH minenums
Outstanding Faled  Dediging of tha Payer's account
=14 f oy
Outstanding or rn-1_n;r YOUr Beooune
mas enucceashul
Outstandhe .
oy | Ourstanding Payer has not yat wtiated
03/05/3056 Racelved paysment
Outstanding ) Feo@ing Payer has initated paymont
Outstanding i - The dubiting proswss, haldes
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2551 romain
fleceivad  Fands shoold now ba available
wturs o ¢he Home ¢ it the Satr In yoor account

Instructions for the Payments, Completed, and Receipts tabs and their contents and functionality
for processing Quarterly and BY Closeout invoices can be located on the TPAdministrator.com

website.

12. Select the Reports tab to view the types of reports available for review and download. The

Reports tab provides access to the following reports:
Quarterly and BY Closeout Invoice reports
Quarterly and BY Closeout Data reports
Quarterly Invoice Tracking reports
Manually created payment Batch reports
Manufacturer 1099 Information report

Ad Hoc functionality to view requested reports not available in the Portal.

PALMETTO GBA @

Homa Repons Dsputes
Sponsor Portal CGDP Reports
Report Type
- Invesce Oata Traddog Batch Manufacturar 1099 Infarmation Al Hoc '
Parent Crg. 1D Coatract Numbar Reporting Period Invoica Type 1-Toutof 3

Hi_D ALL

v ALL - ALL -

Involce Type Contract Numbes Reporting Period
8Y Cleseout Hi Y 2016 27 /2010
205502 D?/05/2016

Quarterty n_n

Contact Us | My Brofile | Logoot | Help | Beparting

Logged 20 e LD
Teat Dovironment

Current Cutoff Calendar
Reporting Pericd 2016
Invoice Pald by 08/23/2016
Involce Distribution g7/1%/2010
Dispute Subroission
Dispute Distribution

Download File Last Download Date

Note: The Reports tab does not require selecting a reporting period on the Home tab to activate

the tab.
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13. Instructions for the Reports tab and their contents and functionality can be located on the
TPAdministrator.com website.

14. The Disputes tab, displayed as the Dispute Dashboard, allows a user to review dispute
submission return and resolution files in the Portal.

5 Samtact Us | My Frufie | Logout | Melp | Bepurtiog
PALMETTO GBA C \Y; | S et o 44 MO0

FEpors Qesputes

Sponsor Portal Dispute Dashboard =

Current Cutoff Colondar {Quartes 201504)
| Parent Org. 107 MO __0 Contract Samber v Reportiog Ponod - Involce Paid By: 03/10/2016 Dispute Submission: 04/01/2016
Invoice Distribation: 01/31/2016  Dlspute Distribution: 06/08/2016 |
Number Number
Resolution File Dawnload Download Date Reporting Period Contract Number Upheld Denied Total
Daspute_Iasolution i 201501 oo ) 1 12
Dispute_Resoluton R 201501 He_5 0 b
Dispute_FRasolution_R 2015 Hi S 1
DWpUte_esolution K 015¢ [TF ] ) 3 )
Drapute_Resolution R 1302 " 4 ) 4 4

15. Instructions for the Disputes tab and their contents and functionality can be located on the
TPAdministrator.com website.

16. To exit out of the Portal application properly, a user must select the Logout link to close active
sessions of the Portal.

' Contact Us | My 2rofile |flogout]] Help { Reposting
PALMETTO GBA. @S -L:x;;e:o"

Home i = = Reporis Disputes

If a user does not select the Logout link to close active sessions of the Portal, they may receive the
following message when attempting to log back in:

Error Messages

* An active session already exists for the credentials provided.

Note: If this message appears a user must log out of the Portal window and wait for a minimum
of 30 minutes before attempting to log back into the Portal. For continuing issues with gaining
access to the Portal, please use the information listed in the Contact Us link to contact TPA

Operations.

You have successfully completed accessing and navigating the Portal.
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Summary
This CGDP Sponsor Portal Introduction and Login Users Guide introduced the CGDP Portal,
how to access it, and provided an overview of its functionality. All invoice payments must be made
using the Portal. No other methods of payment may be used.

The primary function of the Portal is to provide a central repository for Program-qualified PDE
Quarterly invoices and BY Closeout invoices to be distributed and paid by Program participating
Sponsors and Manufacturers with the ability to initiate bank-to-bank ACH transfers, similar to the
way online banking customers pay monthly bills.

This Users Guide introduced how to access the Portal and the differences between the two (2)
separate roles for users to access distributed invoices and reports: The Payment Initiator role and the
Administrator role.

You have been introduced to the following functionality for accessing the Portal:
¢ Initial Setup and Login
e Daily Login
e Account Maintenance

You also received an overview of the following functionality available to end users to process

payments, review payment statuses, and review and download reports by using the following:
e Iconsand Links

Payments tab

Completed tab

Receipts tab

Reports tab

e Disputestab

Finally, you discovered that all payments are due to be completed in the Portal on or before the
payment date listed in the Payments Due region, as listed on the Payments tab and as noted in the
“Invoice Paid By 38" Calendar Day After Receipt” as defined in the Medicare Part D CGDP
Calendar.
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Appendix A: Acronym List

Acronym Description

ACH Automated Clearing House

BY Benefit Year

CGDP Coverage Gap Discount Program

CMS Centers for Medicare & Medicaid Services
DPP Direct Payment Process

EFT Electronic Funds Transfer

EIN Employer Identification Number

GBA Government Benefits Administrators
HPMS Health Plan Management System

ID Identifier or Identification

IRS Internal Revenue Service

NCPDP National Council of Prescription Drug Programs
NDC National Drug Coder

NPI National Provider Identifier

NSF Non-sufficient Funds

PIN Personal Identification Number

PDE Prescription Drug Event

SFTP Secure File Transfer Protocol

SSA Social Security Act

TPA Third Party Administrators

TIN Tax Identification Number

UPIN Unique Physician Identification Number
usD United States Dollar
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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 denotes that an item is ready for
payment initiation.

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

Batch ID Displays the batch numbering convention, system generated, based on the
order the batch file received by the system.

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

Contract Pending contract number assigned by CMS, which allows participation

Number in the Coverage Gap Discount Program.

Corporate ID

Numerical designation assigned by CMS to Manufacturers. For
Manufacturers, the current Mailbox ID will be the Corporate ID.

Data

Report type that displays the detail information of distributed invoices and
invoice line items and provides the ability to download files for review.

Date Loaded

Displays the invoice distribution date. This date corresponds to the end of
month after the reporting period closing. Date format is DD/MM/YYYY.

Date Submitted Displays the calendar date, in MM/DD/YYY'Y format, the invoice line
item was processed for payment initiation.

Date Time Displays the batch file date and time for files loaded to the system. Date
format is MM/DD/YYYY. Time format is HH:MM AM/PM.

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. Invoice
line items can only be deferred if the Manufacturer or Sponsors banking
ACH process prevents payment of invoice line items that fall below the
minimum ACH processing amount.

Deferred Status designation of an invoice that denotes that invoice amount falls
below minimum. Invoice line items can only be deferred if the
Manufacturer or Sponsors banking ACH process prevents payment of
invoice line items that fall below the minimum ACH processing
amount.

Description Displays the batch file name loaded to the system.

(Batch)

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

Dispute Current Cutoff Calendar field that displays the current reporting

Distribution period data. Displays the date Dispute distributions are due to be

loaded to the Portal.
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Dispute Current Cutoff Calendar field that displays the current reporting period

Submission data. Displays the date Dispute submissions are due to be entered into
the Portal.

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

EFTID Displays EFT identifying information in the specified format of CG for

Coverage Gap; YYQQ for the reporting period; 9999 for the P number
and 29999 for the contract number. Example: CG1403999929999.

Failed (Status)

Status designation of an invoice that denotes that one (1) or more items
have an unsuccessful payment attempt.

Failed (Code)

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

Help Provides link to reference guides and system code messages and
descriptions.

Incomplete Status designation of an invoice that denotes that one (1) 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 Current Cutoff Calendar field that displays the current reporting period

Distribution data.

Displays the date distributed invoices were posted to the Portal.

Invoice Paid by

Current Cutoff Calendar field that displays the current reporting period
data.

Displays the final due date all invoice line items are to be processed for
payment.

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

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

Period

Last Download

Displays the last date and time distributed invoice summary data retrieved
from the Web Portal. Date format is MM/DD/YYYY. Time format is
HH:MM AM/PM.

Logout

Provides one (1)-click access for logging out of the system.
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Manufacturer

Any entity which is engaged in the production, preparation, propagation,
compounding, conversion, or processing of prescription drug products,
either directly or indirectly, by extraction from substances of natural
origin, or independently by means of chemical synthesis or by a
combination of extraction and chemical synthesis. Such term does not
include wholesale distributors or retail pharmacies licensed under State
law. From Medicare Coverage Gap Discount Program Agreement, item

1.j.

My Profile

Provides ability to enter and review business contact information for
Manufacturers and Sponsors.

Outstanding

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

P Number

Pending contract number assigned by CMS which allows participation
in the Coverage Gap Discount Program.

Parent Org. ID

Numerical designation assigned by CMS to Sponsor.

Payment Date

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

Payments Due

Region of the active tab that provides the final date invoice line item
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 denotes that all line items have been
initiated successfully.

Previous Displays amounts that qualified for deferment from the prior reporting

Deferred period(s).

Amount

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

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

Period event data distributed to Manufacturers and Sponsors.
BY Closeout reimbursement period, in YYYY 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. From Pub. 100-18: Medicare
Prescription Drug Benefit Manual, section 20.

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

Displays the condition of the batch file loaded to the system. Batches
can be successful, partially successful (containing line failures) or
failed.

Stop Payment

Provides a check box with the ability to stop payment processing prior to
actual payment for future dated payments.

Successful

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

Total Available

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

Total Deferred

Displays the total dollar amount of deferred invoice line items with
amounts less than the allowable amount to the subsequent reporting
period.

Total Failed

Displays the total dollar amount of invoice line items selected for payment
that contained errors and did not complete the payment process for the
reporting period.

Total Invoiced

Displays the total dollar amount of invoice line items that require
payment for the reporting period.

Total
Outstanding

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

Total Owed

For Manufacturers: Displays the total dollar amount of negative invoice
line items due from Sponsors.

For Sponsors: Displays the total dollar amount of invoice line items due
from Manufacturers.

Total Pending

Displays the total dollar amount of invoice line items selected for payment
for the reporting period.

Total Received

For Manufacturers: Displays the total dollar amount of negative invoice
line items received from Sponsors.

For Sponsor: Displays the total dollar amount of invoice line items
received from Manufacturers.

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.

User ID

Credential information provided by TPA to Manufacturer or Sponsor for
access to system.

User ID is the Corporate ID, formerly the Mailbox ID for Manufacturer
User ID is the Parent Organization ID (Parent Org. ID) for Sponsor.
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