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Introduction
Welcome to the Coverage Gap Discount Program (CGDP) Sponsor Portal Payments Users Guide. This
guide provides you, the Sponsor, information on accessing the CGDP Portal to review, initiate, and
track payments on distributed quarterly and Benefit Year (BY) Closeout invoices, as well as generate
invoice and receipt reports.

As a Sponsor participating in the CGDP (the Program), you have agreed to advance coverage gap
discount amounts on behalf of Medicare beneficiaries, who received covered Part D drugs while in the
coverage gap phase of the Medicare benefit, and receive reimbursement from or submit adjusted
reimbursements to Pharmaceutical Manufacturers participating in the Program.

This guide will assist you in complying with the Program requirements by utilizing the CGDP Portal to
review distributed quarterly and BY Closeout invoices and remit payments to Manufacturers for
adjusted invoice line items as well as review quarterly invoice payment receipts due from
Manufacturers.

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 to be distributed and paid by
Program participants. In order to facilitate this processing, the Portal’s direct payment process provides
Sponsors the ability to perform the following Payment functions:

Invoice review

Invoice selection for payment initiation

Invoice payment deferment

Batch Invoice payment selection

Automatic payment verification

Payment receipt review

Reports retrieval

The Portal allows Sponsors the ability to review invoice line items due to Pharmaceutical
Manufacturers as well as payments due from Manufacturers to Sponsors. 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 invoice payments must be processed in the Portal.

The CGDP Sponsor Portal Payments Users Guide will provide information on the payment
functions available in the Portal as well as tasked-based instructions for performing payment initiations,
payment and receipt status review, and invoice and receipt report information retrieval using the
Reporting link functionality.
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CGDP Portal Login
The Portal is a U.S. government information system. To access the Payment functionality a user must
have authorized access to the Portal.

Authorized users of the Portal application must adhere to CMS information security policies, standards,
and procedures.

Detailed login instructions are located on the TPAdministrator.com website under References in the
CGDP Sponsor Portal Introduction and Login Users Guide. Instructions contained within the guide
include:

Initial Security Data Set Up

Daily Login

Account Maintenance

Navigation of the CGDP Portal and its tabs and links

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

The CGDP Portal is accessed via a link on the TPAdministrator.com website.

PALMETTC OBA Aoty Coatact U8
o~ . n

Welcome to the Third Party Administrator (TPA)

The TPA website i& the gateway to the Coverage Gap Discount Program (CGDP). The TPA is the single 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 invoicing and payment procedures. In addition, users can
access valuable links to CMS instructions and other afficial resources.

CGDP PORTAL EMAIL UPDATES

DISPUTES IMPORTANT UPDATE CGDP CUTOFF DATES

THE MEDICARE PART D CGDP Q3 2019 Reporting Period: Q4 2019
EFT INFORMATION PAYMENT DEADLINE 15 12/919 fovolce Distribution: 1/31/2020

All CGDP payments rmust be made via the Portal per Inéce Payment Deadline: 31042020
the Direct Payment Process by 12/a/10 To make ware Disputes Submission Deadline: 412020

INVOICES your payment transaction is completed on tine, it is
not recommended to walt until the last day before the Learn More
payment deadiine to make yoar payment.

REFERENCES Leaths Move >

Once the Portal Login page displays, the Welcome and Site Use warning notification is presented to
the authorized user and they are provided with the ability to review the Terms of Use of the
application.
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To access the Portal, Sponsors will enter their credential information provided by the TPA Operations

Team. The User ID is the Parent Organization ID number assigned by the CMS Health Plan
Management System (HPMS) that categorizes the information loaded to the Portal. Information is
limited to only the Sponsor contract numbers associated with the Parent Organization 1D. The TPA
provides the initial temporary password to access the Portal to the Sponsor via email, once the
onboarding process is complete.

To correctly exit out of the CGDP Portal, select the Logout link in the upper right hand corner of the
active page. Do not select the “X” to exit the Portal.

Note: Failing to select the Logout link to exit the system will lock a user out of the Portal for a
minimum of 30 minutes.
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CGDP Portal User Roles

CGDP Portal Payment Initiator Role and Administrator Role
The Portal has two (2) different roles for users to access distributed invoices and reports.
o The Payment Initiator role provides the responsibility that allows a user to view all
functionality of the Portal, including initiating payment of distributed invoices.
e 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.

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

Sponsor accounts have both the Payment Initiator role and Administrator role assigned to the
primary point of contact as listed by the Sponsor in the HPMS by default. The Payment Initiator role
can be assigned to a different person. HPMS must be updated to display the new authorized associate in
the CGDP Portal Payment Initiator role. Once HPMS is updated, the new authorized Payment
Initiator or Administrator will contact the TPA Operations in order to receive their user credentials to
access the Portal.

For example:
A Sponsor has designated an associate, Mr. Price, as the primary point-of- contact for the
Portal. An authorized HPMS user enters Mr. Price’s information into the TPA Liaison
field, which the TPA can verify to assign both the Payment Initiator and Administrator
role by default.
Mr. Price will now have access to the Portal to review files and initiate payments.

The Sponsor then determines that the Portal payment functionality should be assigned to
their financial area. An authorized HPMS user enters Ms. Rentenmark’s information in the
CGDP Portal Payment Initiator field, which the TPA can verify to assign the Payment
Initiator role to Ms. Rentenmark.

She will have access to the Portal to review files and initiate payments while Mr. Price’s
Portal role will be updated to the Administrator role. Mr. Price will still be listed as the
primary point-of-contact and will still have access to review files in the Portal.

Additional information regarding the Portal functionality for the Payment Initiator or Administrator
role is available in subsequent sections of this manual titled CGDP Portal Payment Initiator Role and
Administrator Role and in the CGDP Sponsor Portal Introduction and Login Users Guide located
under References on the TPAdministrator.com website.

Note: Portal User ID’s are assigned to a specific person and are not to be shared. The person
assigned Portal access is authorized by CMS and the TPA to access the data in the Portal. If the
authorized user has changed, HPMS must be updated and the updated authorized user must contact
the TPA to receive their authorized access credentials.

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

Contact s | My Profiie | Logout | Halp | Repeting
PALMETTO GBA CMS Logged on ax OO

Home Pay medts ’ Coerplied Recopts Repons Daputns

Sponsor Portavlw i:GDP Payments =

Inwolce ting Period: 201504 Fayments due: 03/10/2010 o4 Indgrmation
i P umber: [ALL v Parant Org. ID: HO__0 ct Mumber: (H0_0 v 1-Toctof2 $1.175.34
T= $0.00
1 L Inktiate :.'] Tt Cumvent De ).00
> Toty Wyewously Deferred 0.0
| - Pravious > . R
|p Mumber lnwuud' Detarrad Paymaent /Failed Initiate Defar Failed EFT 1D Xy Pendieg $101,12
Amount * | Date Paymant ST
Amsount Totsl Successhs £0.00
P18 $1,060.44 $0,00 (0X21201 i) G1S041_ S92 e Rai
Pls $10.58 $0,00 |UN2I201IE | soq1_mu o | ¢
— Payment Initistion Upload
3 update All | | ! rowse
plA— ————
Pending Transactions Son Ssement desiadle Lott Apormpommesyy 5 (00 2 £7 1-1outofl
P Numbaer Authorization Amt  Date Submitted Payment Date Ston Payment
l P11 $101.13 03/23/2016 03/23/2016 EE"N Description
R01 Insuffickent Eunds

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 Provider Initiator role user to set a future date
only for 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.

5|Page
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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 Account Maintenance: 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.
1. 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

ISR e

Administrator role associates can benefit from the instructions provided to understand the payment
process and the steps needed to complete processing invoice line item payments by the “Invoice Paid
by 38" Calendar Day After Receipt” as listed on the Medicare Part D CGDP Calendar.
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CGDP Portal Administrator Role

This example displays the view an associate with the Administrator role views when selecting the
Payments tab.

Contact Uz | My Profie | Logoyt | Help | Baparting
PALMETTO GBA CMS Logged on as HO_O
o Ry o & VA
*hore ‘ Payment Compieted ROC RS Repons Daspines
Sponsor Portal CGDP Payments =
Involke Reporting Period: 201504 Payments due: B3/10/2016
P humber; |ALL v Parent Org. 10: #0__0 Contract Numbar: |HI_D v 1-Ioadl Total ievoecad $1,175.14
£0.00
1 I L Initiste All $0.00
£0.00
Pravious "
P Nismber luwuud. Detorred Payment /Failud  Initiate Deler  Failed oFY 1D $101.12
Amount © | Datw Payment o)
Amount £0.00
1.3 $1,002,44 $0.00 (UAE3RDIE __'] COIS04L_3H0_0 . $L.O7S.G2
v - y |
Ll $10.50 $0.00 (C3ENET6 _} COISS4L_2h0__0 |
3 ] s I ] l
Erroe Dascription
Pending Transactions 5o Ssyimeer Sesdstie Jont Aporoomaesly §.00 A4 E7 1-1outoll B0 1 . .
P Numbaer Authorization Amt Date Submitted Paymaent Date _S1o0 Pavment RO
LY 1 $1081.12 03/23/20186 03/2372016
¥
¥ ent 5
L ected ¢
. Lo Ld il A »d
- eck Truncat En -

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

Sk owdE

Associates assigned the Administrator role can review distributed invoices, processed invoices, and
payment information totals for distributed quarterly invoice line items.

The upcoming Payment functionality instructions provide step-by-step guidance for Payment
Initiator role associates to complete payment processing. Administrator role associates can benefit
from these Payment functionality instructions to understand the payment process and steps needed to
complete processing invoice line item payments by the “Invoice Paid by 38" Calendar Day After
Receipt” as listed on the Medicare Part D CGDP Calendar.
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CGDP Portal Payments

The primary function of the Portal is to provide a central repository for Program-qualified PDE
invoices to be distributed and paid by Program participants. In order to facilitate this processing, the
Portal has the following roles and tabs or pages to assist users with reviewing, initiating payments,
tracking initiated payments and receivables statuses, and generating reports.

o The Payments tab provides payment capabilities, similar to an online bill pay function, to
allow the selection of one (1), some, or all of the invoices distributed for payment
processing. Payments may also be available for deferability, if the amounts fall below the
systems deferred allowable amount. Invoices initiated for payment or future dated
(scheduled) invoices will display in the Pending Transactions region and are available for
stop payment until the nightly status update process is generated. Once this process
completes, successfully processed initiated invoiced line items will move to the
Completed tab for status tracking.

Note: The TPA recommends that invoices are paid prior to the payment due date or the
“Invoice Paid By 38th Calendar Day After Receipt” date, not on the due date. Initiating
payment prior to the due date will allow for error-free processing of Portal-initiated ACH
payments.

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

e The Completed tab provides status information of previously initiated payments that have
completed the nightly status update process successfully. Invoices initiated for payment
will remain in a Pending status until the funds are successfully received in the payee’s
bank account. At that time, the status of the invoiced line item will update to Successful.
The Deferred status is only available if distributed invoices meet the system criteria for
deferral and are processed as such by the Sponsor.

e The Receipts tab provides a listing of invoiced line items due to be paid to Sponsors by
Program-participating Manufacturers. Payments not initiated are listed as Outstanding.
Payments that have been initiated list as a Pending status. A Received status notes that
funds should be available in the payee’s bank account. A Deferred status means that
invoices met the system criteria for deferral and have been processed as such by the
Manufacturer, and a Failed status notes that issues occurred with payment processing.

e The Reporting link provides a user with the ability to generate on-demand spreadsheets
for invoice line items, receipts, or summary reports for overall totals by reporting period
via the Portal. This functionality provides an additional method of printing all invoice and
receipt information for a specific reporting period, where the Print Icon, located on each
page of the Portal, only provides the ability to print the data visible on an active page.

Instructions for daily login access for the Portal are in the CGDP Sponsor Portal Information and
Login Users Guide located under References on the TPAdministrator.com website.
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CGDP Portal Payments Tab — Quarterly Invoices

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.

Information provided displays the Payment Initiator role to describe the functionality of the
Payments tab.

PALMETTO GBA @s

Conact Us | My frofily | Logod | Malp | Bsgoeting

D302 0 as MO0

Home

41 2 ember: A

Fayments

Sponsor Portal

-

2 trwgice Repor

Parent OF

Compeetsd

g. ID: KO

Recepts

CGDP Payments

ting Perind: 201303

Contract Number:  Hil v

J Payments due

1 o

12/05/201%

Initiate Al

P Number

PL_7

F '

Invoiced
Amount © |

$l.1e

$0.93

Previous
Deterred
Amount

$9.00

Payment/Failed

Date

Initiate
Payment

Defer Failed

EFT ID

GI%32_Jwa 2

Total Sicrasstd

w

$41.05|

$0.00|

Asplatie $41.05)

D183 __w_2

Paymant Initlation Upload
Browse

Update Al

Pending TransaCtions Sice Mayoere Svaiable Lnty Aopeowrarey 3100 oM 27

3 | P Number Authorization Amt  Date Submwitted Payment Date Stop Payment

Thern are no pending transactionn at this tims

i1 | Error Description

The Payments tab contains nine (9) regions.

1. Tabbed region — Payments displays the tab that is currently active and tabs that are
available for selection.

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

3. Payments Due region displays the date the invoice line items are due to Manufacturers, in
MM/DD/YYYY format, based on the reporting period selected in the Filter region on the
Home tab.

4. Filter region — Payments allows a user to search data listed by the defaulted Parent Org.
ID.

5. Payment Information region displays the numerical totals of all invoice line items and the
different categories that each invoice line item may qualify as at a specific point in time, in
a tabular format. Invoice line items reclassify as payment functionality is processed.

6. Payment Initiation region displays invoice line items based on P Number and Contract
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Number data entered in the Filter region — Payments.

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

8. Error Description region displays the error codes and descriptions that can appear in the
Failed column of the Payment Initiation region when an initiated invoice fails payment
processing.

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

The upcoming pages will describe each region and its associated functions.
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Tabbed Region - Payments
The Tabbed region allows a user to select different activities to perform while accessing the system.

In this example, the Payments tab is active.

1
Home Payments Completed Receipts Reports Disputes

Invoice Reporting Period Region

This section of the Payments tab displays the specified reporting quarter, in YYYYQQ format, based
on the reporting period selected in the Filter region on the Home tab.

In the example displayed, the distributed invoice line items appearing in the Payment Initiation
region are associated with the reporting period listed in the Invoice Reporting Period region.

2 [Invoice Reporting Period: 201503 ]

Payments Due Region

This section of the Payments tab displays the final payment due date of all invoice line items for a
specified reporting period, based on the calculation of distributed invoice receipt date plus 38 calendar
days.

In this example, the invoice line items displayed in the Payment Initiation region are due by the date
listed in the Payments Due region.

3 [payments due: 10/09/2015|

Filter Region — Payments

The Filter region on the Payments tab contains four (4) fields to assist a user with narrowing invoice
line item search criteria.

41 A P Number: B Parent Org. ID: HO_0 C Contract Number: D 1-2outof2

A. P _Number field allows a user to select specific P numbers from the drop down list. The
drop down list provides update capability to select another P number with invoice line
items within the same reporting period. The field defaults to ‘ALL’, which displays all
P numbers for the reporting period.

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

C. Contract Number field displays the contract number for invoice line items. This field
defaults based on the distributed invoice selected on the Home tab. The drop down list
provides update capability to select another contract number with invoice line items
within the same reporting period and assigned to the Parent Org. ID.

Note: In order to view a different reporting period, a user will need to return to the Home tab and
select a distributed invoice with a different reporting period.
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D. Item Count column provides the number of invoice line items displayed on the current

page out of the total number of invoices included for the reporting period. This field also
contains a Next Page icon to alert the user to multiple pages of distributed invoices, if
applicable.

Payment Information Region

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

This region provides up-to-date data regarding invoice line item activity in a two (2)-column table with
eight (8) rows.

S Payment Information
A Total Invoiced £41.05
B Total Failed 50.00
C  Total Current Deferred £0.00
D Tetal Previously Deferred 50.00
E Total Pending s0.00
F Total Successful £0.00
| G Total Available $41.05]

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

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

C. Total Currently Deferred field displays the total dollar amount of deferred invoice line
items postponed from the current reporting period to the subsequent reporting period.

D. Total Previously Deferred field displays the total dollar amount of previously deferred
invoice line items postponed from prior reporting periods.

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

F. Total Successful field 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.

G. Total Available field displays the total dollar amount of remaining invoice line items
requiring payment.

Payment Initiation Region

The Payment Initiation region on the Payments tab displays information requested in the Filter
region on the Payments tab, based on the data selected in the P Number or Contract Number columns.

Note: To generate Excel reports of the invoices listed on the Payments tab, use the CGDP Portal
Instructions — Reporting Link instructions located in a subsequent section of this manual.
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This region contains eleven columns that assist a user in processing invoice line items for payment.

E [ 1nitiate All
6 - Previous . sz
A P Number B Inv0|ced‘ C peferred D Payment/Failed - Initiate Defer H Failed | EFTID
Amount 7 | Ak Date Payment
P1_7 $2.14 $0.00 02/22/2016 _”J [l CG15031_7HO__0
P1_7 $38.91 $0.00 02/22/2016 _”] | CG15031__7HO__0
J update all [ 1] K i

A. P Number column displays the Manufacturer P number.
B. Invoiced Amount column displays the invoice line item amounts due to the
Manufacturer.
This column also provides users with the ability to sort the Invoiced Amount column in
ascending or descending amount order, using the directional arrows provided to the right
of the column title.
Note: The dollar amount displaying in the Invoiced Amount column automatically populates from
the quarterly invoice and is not subject to modification.
C. Previous Deferred Amount column displays deferred amounts from prior reporting
period(s).
D. Payment/Failed Date column displays a field that defaults to the current date for an
invoice line item payment, in MM/DD/YYYY format.

The Payment/Failed Date field also contains a Calendar icon to allow a user to change payment dates
to a future date. Users can either manually enter the date into the field, in MM/DD/YYY'Y format or
utilize the Calendar icon to populate the updated payment date.

6 D|0zj22/2016 ||

E February 2016 EI
Sun || Mon | Tue | |Wed | Thu || Fri|| Sat

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

[Go To Today| Close

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

This example displays the populated Initiate All check box as well as all check boxes for the invoice
line items on the active page.
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E [ mitiate Al
6 . Previous . .
P Number Imrmcedk Deferred Payment/Failed  Initiate Defer Failed EFT ID
Amount 1 | Date Payment
Amount
P1_7 52.14 $0.00 02/22/2016 _u] W CG15031_7HO_D
P1_7 $38.91 $0.00 02/22/2016 _u] W CG15031_7HO_0

Update all [] |:|2] | Submit

The Payment /Failed Date will default to the current date when the Initiate All functionality is used. It
will display the date that a payment initiation failed payment processing.

Note: Selecting the Initiate All check box will only affect invoice line items displayed on the
active page in the Payment Initiation region.

To process all invoice line items utilizing the Initiate All function a user must populate the Initiate All
check box for the invoice line items displayed on the active page, update the Payment/Failed Date, if
applicable, and select the Submit button. The user must then re-select the Initiate All button for the new
page of invoice line items displayed and select the Submit button. The Initiate All process should be
repeated until the Payment Initiation region displays “There are no more remaining invoice line
items for the quarter.”

Additional Notes:
e Removing the check mark from the Initiate All check box will remove all
Initiate Payment check marks for invoice line items on the active page.
o Selecting the Next Page icon prior to selecting the Submit button will undo
the Initiate All check box selection for the prior page.

F. Initiate Payment column allows the user to populate the check box with a check mark to
allow the payment process to begin for an individual invoice line item.

[ nitiate All
6 . Previous . .
P Number Invou:ed‘ Deferred S e L F LAt Defer Failed EFT ID
Amount 7 | Amount Date Payment
PL_7 52.14 so.00 (0212212016 |l (] CG15031_7HO_0
P1_7 ¢38.01 s0.00 |02/222016 |[a| O CG15031_7HO__D

Update all [] :IE | Submit

G. Defer column provides check boxes available for selection when the Total Available
amount in the Payment Information region totals less than the system-default
allowable amount, currently designated as $20.00 United States Dollars (USD).

The Portal provides the ability to defer payment of distributed invoice line items to a subsequent
reporting period if:
e The Total Available amount field in the Payment Information region totals less than the
Portal’s defer-default allowable amount and
e A Sponsor’s banking ACH process prevents processing of the total amounts selected for
payment initiation that fall below their specified minimum dollar ACH processing amount
for a specific payment date.
The payment initiation process used by the Portal initiates a lump sum debit from Sponsor bank

1l4|Page
Revision Date: 032022
Version Number:6



CGDP Sponsor Portal

Payments Users Guide
accounts for the total amount of payments initiated per day, not individual line item debits.

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

For example, a Sponsor’s banking institution allows ACH processing for dollar amounts greater than
$5.00. If the Total Available field displays a total between $5.00 and the system-default allowable
amount, the items should not be deferred to the subsequent reporting period, even if the Defer check
box is available.

The most important facts to know before deferring an invoice are:
e Sponsors are responsible for verifying their banking institution’s specific threshold for low-
dollar ACH amounts permitted for processing.
o The Portal processes initiated payments as a lump sum debit from Sponsor accounts for the
total number of invoices selected to initiate on a specific day, not as individual invoice line
items.

This example displays one (1) distributed payable invoice listed in the Invoiced Amount field that is
less than the system-default allowable amount and this Sponsor’s ACH low-dollar amount threshold.
The Defer column displays a check box for the invoice line item for deferral to the subsequent
reporting period.

6 . Previous . .
P Number In\mlced‘ Deferred Payment/Failed Initiate Defer Failed EFT ID
Amount T | Amount Date Payment
Pi_6 || $4.11| SO.DCI" 02/22/2016 1] O G D CG15031__6H4_3

This example displays one (1) distributed payable invoice listed in the Invoiced Amount and one (1)
deferred invoice listed in the Previous Deferred Amount that total less than the system-default
allowable amount and this Sponsor’s ACH low-dollar amount threshold. The Defer column displays a
check box for invoice line item for deferral to the subsequent reporting period.

6 . Previous . .
P Number In\mlcedA Deferred Payment/Failed Initiate Defer Failed EFT ID
Amount T | Amount Date Payment
PL_7 [ 52.32] s2.14] (022222016 |[78] O CG15031_7HO_O

This example displays one (1) distributed payable invoice listed in the Invoiced Amount and one (1)
deferred invoice listed in the Previous Deferred_ Amount that total greater than the system-default
allowable amount and the Sponsor’s ACH low-dollar amount threshold, which disqualifies the invoice
line items for deferral to the subsequent reporting period.

6 . Previous . -
P Number In\mlcedﬁ Deferred Payment/Failed  Initiate Defer Failed EFT ID
Amount | o Date Payment
PI_6 | £19.19 411 (0212212016 | [Ta] O = | CG15031_6H4_3

For more details on the Defer process, refer to the Processing Deferred Invoices instructions.

H. Failed column provides a user an informational message when an invoice line item
does not successfully process payments to the Manufacturer.
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5] . Previous . .
P Number ImrmcedA Deferred Payment/Failed Initiate Defer H Failed EFT ID
Amount T | Date Payment
Amount
P1_7 $5.57 $0.00 03/09/2016 _“_'EJ O CG15041__7H3__8
P1_1 $38.50 s0.00  (03/09/2016 _”J O CG15041__1H3_9
P1_6 $20.56 s0.00  [03/09/2016 _”J O RO CG15041_6H3_9
Pi_6 $010.53 $0.00 03/09/2016 _”J O CG15041__6H3_9
Pi__8 $220.51 $0.00 03/09/2016 EJ O RO4 CG15041__8H3_5

The Failed column displays error codes. The complete list of error codes and descriptions can be found
in Appendix B: Error Message Descriptions table labeled Payment Reporting Error Codes — Payments
Tab.

I.  EFT ID column provides a descriptive identifier for distributed invoice payments
made to Manufacturers to allow reconciliation of payments received.

[C] Initiata All
2 Invoiced Previous Payment/Failad Initiate
P Numbaer a Dafarred v Dafar Vailad I vry 1D
Amount Date Paymeant
Amount
P17 $5.57 %0.00 1'1»\/0‘:”'.-'01(- 1 “] . x_m'su.u_m)_f«
Pi__1 $£38.50 %0.00 [03/09/2016 | &) [ CG15044__1H3._9
Pi_6 %$20.56 £0.00 [03/09/2016 | 7] (1 CG15041__6HI__9
P16 $610.52 $0,00 [o3j0072016 | T8 [ CG15041_BHI__0
P18 $220,51 %0.00 |o3p09/2016 ]ij] [ CO15041_8H3._9
update ANl [ | &

Y

The format of the EFT ID is CGYYQQ9999H9999.
e CG: Coverage Gap payment
YYQQ: Current Reporting Period
9999: Manufacturer P Number (Note: P Number displayed without the preceding ‘P’)
H9999: Sponsor contract number
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J.  Update All Payment Dates check box and field allows a user to set a future date for all

displayed invoice line items.

[ Initiate All
6 Previous
Contract Invoiced Payment/Failed Initiate -
Number Amount 7 | Deferred Date Payment Defer Failed EFT ID
Amount
H3__2 $212.47 ¢0.00 |01/19/2016 _':'] ] CG15031_8H3_2 A

H3_ 38 $89.53 $1.75 2]
H3_0 £808.25 $0.00 2]
H3_5 $52.96 $0.00 2]
H3_7 £0.86 £0.00 2]
H3_2 $631.92 $0.00 l]
H3__4 $50.51 $0.00 l]
H3__1 $592.63 $16.79 l CG15031_8H3_1 ¥
Jl‘Update All EMT ——

Note: Selection of the check box and update of the calendar date in the Update All Pavment Dates field
will affect only invoice line items displayed in the active Payment Initiation region. Do not select the
Next Page icon, if available, before selecting the Submit button. Selecting the Next Page icon before
selecting Submit will erase the prior pages updated payment data.

CG15031_8H3__8

CG15031_8H3_0

CG15031_8H3__5

CG15031_8H3__7

CG15031_8H3_2

CG13031_8H3 4

[C-A N A A C A AR AR

To process all distributed invoice line items utilizing the Update All Payment Dates field, a user must
perform the Update All Payment Dates action on the active Payment Initiation region page and select
the Submit button. Repeat the Update All Payment Dates action and select the Submit button for the
invoice line items displayed on the page, until all invoice line items are processed.

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

o+ o ]

K March 2016 B
Sun || Mon | Tue | Wed || Thu || Fri|| Sat
1 2 3 4 5

6 7 8 o (10|11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 20 30 3

{Go To Today| Close
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K. Submit button provides the user one (1)-click functionality to process the active page’s

selected invoice line items for payment.

6 L] Initiate All
P Number ir:":gj::ftd~ ! B:?:Iror:; Paymgr;tt{:ailed i[ﬂrzl:i;ir:faent Defer Failed EFTID
Amount

PI_7 $5.57 $0.00 2] O CG15041__7H3_9
P1__1 $38.50 $0.00 2] | CG15041__1H3_9
PI_6 $20.56 $0.00 2] [l CG15041__6H3_9
PI_6 $010.53 $0.00 2] | CG15041__6H3_9
Pi_8 $220.51 $0.00 2] O CG15041__8H3_9

Update all [] 2] [ Submit

The Payment Initiation region may display “Please contact TPA” for invoice line items in lieu of the
Payment/Failed Date, Initiate Payment, Defer and Failed columns data. Contact the TPA Operations
staff to request assistance with processing of these invoice line items.

6 . Previous . .
P Number Invmcedﬁ Deferred R = Defer  Failed EFT ID
Amount t | Date Payment
Amount
P1_9 $150.50 50.00 Please contact TPA CG15041__5HO_S

Examples of why “Please contact TPA” may display:
¢ Invalid banking information on file for Manufacturer
e Manufacturer is classified in Receivership status
¢ Internal Revenue Service (IRS) Levy/Garnishment documentation requests

Payment Initiation Upload Region

The Payment Initiation Upload region provides a location for uploading manually created payment
files for users working with large volumes of payments for a reporting period. This form contains two
(2) fields to assist a user with locating and uploading payment file data. Instructions and reference
documents for batch file formatting appear in the Processing Payment Initiation Upload Batch
Functionality instructions.

7

Payment Initiation Upload
A Browse.. =§ Upload

A. Browse... field allows a user to search for file data manually created to batch payment
files for upload to system.

B. Upload button provides a user one (1)-click functionality to upload batched payment
file data to the system for processing.
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Error Description Region

The Error Description region on the Payments tab is a scrollable region which displays error codes
and their descriptions that appear in the Failed field (H) in the Payment Initiation region.

8 | Error Description

R0O1 Insufficient Funds

R02 Account Closed

R0O3 Unable to Locate Account

R04 Invalid Account Number

F.05 Unauthorized Corporate Debit
R0O& Returned per ODFI's Request
R0O7 Authorization Revoked by Customer
R08 Payment Stopped

R09 Uncollected Funds

R10 Customer Advises Mot Authorized
R11 Check Truncation Entry Return

-

The Error Description region provides a complete list of the error codes and their descriptions in
Appendix B: Error Message Descriptions table labeled Payment Reporting Error Codes — Payments
Tab.

Pending Transactions Region

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

This form contains eight (8) fields used to display invoice line items selected for payment.

g Pending Transactions A spop payment Availsble Until Approximately 9:00 PM ET B 1-3outof3
C P Number O Authorization Amt E Date Submitted F Payment Date G Stop Payment
Click to stop aff: []
P1_1 $200.50 08/13/2015 08/13/2015 O
Pl__7 $160.29 03/01/2016 03/01/2016 O
P1__7 $90.02 03/09/2016 03/10/2016 O
Ll Siop Payment(s)

A. Stop Payment Available Until Approximately 9:00 PM ET: Reminder message that
the ability to stop payment on pending invoices will be available until approximately
9:00 PM ET. Once pending invoice line items are no longer visible in the Pending
Transaction region, the ability to perform a stop pay on those items has ended.

B. Item Count column provides a user with information regarding the number of
transactions that are available for review. This information located above the Stop
Payment column in the Pending Transactions region.
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9 Pending Transactions A spop payment Availsbie Until Approximately 9:00 BM ET B 1-3outof3
P Number Authorization Amt Date Submitted Payment Date Stop Payment
Click to stop all: []
P1_1 $200.50 08/13/2015 08/13/2015 O
P1_7 £160.29 03/01/2016 03/01/2016 O
P1_7 £90.02 03/09/2016 03/10f/2016 O

C. P_Number column displays the P number.

D. Authorization Amt. column displays the amount authorized, including amounts located
in the Invoiced Amount and Previous Deferred Amount fields, as payment to the
Manufacturer.

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

F. Payment Date column displays the calendar date that initiates the request for withdrawal
of funds from user’s bank account, in MM/DD/YYYY format.

G. Stop Payment column provides two functions for a user. A Click to stop all check box
and an individual check box that allow a user to select initiated payments for stop
payment.

» The Click to stop all check box allows a user to select the invoices available on
the active Pending Transaction region for stop payment. If there are more
than 99 invoices available in the Pending Transaction region, the Click to
stop all will only stop the first 99 invoices visible in the active Pending
Transaction region.

» The Stop Payment check box associated with each individual invoice payment
line item allows a user to stop an individual payment from processing prior to
payment processing. The Stop Payment check box displays for all pending
invoice line items in the Pending Transaction region. The Stop Payment
feature is available until approximately 9:00 PM ET. Invoices are eligible for
stop payment as long as they are visible in the Pending Transaction region.

9 Pending Transactions Stop Payment Availsble Until Appraximatsly 9:00 PM ET 1-3 outof3
C P Number D Authorization Amt E Date Submitted F Payment Date G stop Payment
Glick to stop ail: []
P1_1 £200.50 08/13/2015 08/13/2015 O
P1_7 $160.29 03/01/2016 03/01/2016 O
P1__7 $90.02 03/09/2016 03/10/2016 O

This example displays an individual invoice payment with a future date marked for stop payment.

9 Pending Transactions Stop Payment Availsble Until Approximately 9:00 PM ET 1-3outof3
P Number Authorization Amt Date Submitted Payment Date G Stop Payment
Click to stop ait: (]
P1__1 £200.50 08/13/2015 08/13/2015 O
p1__7 $150 20 n2/01/2016 02/01/2016 I
[ p1_s $90.02 03/09/2016 03/10/2016 |
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This example displays multiple payment with a current date marked for stop payment.

9 Pending Transactions

Stop Payment Availabie Until Approximately 9:00 PM ET

1-3outof 3

P Number Authorization Amt Date Submitted Payment Date G Stop Payment
Click to stop all: [l
P11 $200.50 08/13/2015 08/13/2015 |
P1_7 $160.29 03/01/2016 03/01/2016 O
P1_7 £90.02 03/09/2016 02/10/2016 O

This example displays the Pending Transaction region after the invoices have been processed for
payment.

9 Pending Transactions Stop Payment Available Until Approximately 9:00 PM ET

P Number Authorization Amt Date Submitted Payment Date

|| There are no pending transactions at this time. ||

G Stop Payment

H. Stop Payment(s) button provides a user with one (1)-click functionality to process the
selected invoices for stop payment. This activity will remove the invoice line item from
the Pending Transactions region and reassign it to the Payment Initiation region.

9 Pending Transactions Stop Payment Available Until Approximately 9:00 PM ET 1-3outof3
P Number Authorization Amt Date Submitted Payment Date Stop Payment
Click to stop all: [l
P1_1 $200.50 08/13/2015 08/13/2015 O
P1__7 $160.29 03/01/2016 03/01/2016 O
P1__7 $90.02 03/09/2016 03/10/2016 O
H oLOE PAVITETI S
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CGDP Portal Instructions — Payments Tab: Quarterly Invoices
Processing Invoice Payments Instruction

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

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

Note: Completion of this process is limited to Sponsor associates assigned the Payment Initiator
role.

1. Authorized end users will access the Portal to process invoice line item payments on a quarterly
basis due within 38 calendar days from receipt of the distributed invoices. Instructions for daily
login into the CGDP Portal are in the CGDP Sponsor Portal Introduction and Login Users
Guide located under References on the TPAdministrator.com website.

2. After successful login, the Home tab will appear. Select the applicable type of invoice from the
drop down list located in the Invoice Type field.

Sontact Us | My Profiie’| Logout | Help | Begoting
PALMETTO GBA CMS Logoed 0 35 WO 0
Home Reports Disperes
|

Sponsor Portal Coverage Gap Discount Program Home

Fareet Ory. Contract Reporting
D Invoice Type  Number Pericd Status SRaadaty Welcome to Coverage Gap Discount Portal where
poecsmmman you can Initiate a payment, chedk the status of
Ho_0 r"“’ V] 1 Al - ALL ne paymants and recaipt of payments as well as vien
YOUE TRpOrts.

Invoice Typs Contract Number  “hoei i States  Select For payment fusctions, start by selecting » line
Quarterdy HO_0 201601 Avallable Item from the list to the left of this message
Quarterty HO__0 201501 Pending Pe—

Quiartarty HO_0 201503 Pending fvallable Invoice is ready for payment inttiations
Quartaty Ho_.0 201502 Panding Fallsd = One or more Rems fas.an unsuccessful
payment attempt
Incompiete Ona of more Rems have not been paid
WA Noinvoics dus for payment. Receigt aof
funds dus from Manufacturer or Sponsor
Sanding Al ine itema have been initistad
successtully

Successtul Al hne items have been paid successhully

Reporting Pariods with no invoics line items

Fitar Contract Number Reporting Period
hy HN50 v ALL v
Contract Number Reporting Period

There |s an involce report for the selacted Contract
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3. Populate the Select radio button for the applicable reporting period then select the Payments tab

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

Contact Us | My Srofilg | Logout | Halp | Bepoing
Logoed o0 25 WO

PALMETTO GBA,

Home Completed Recempts Reports Duputes

Sponsor Portal Coverage Gap Discount Program Home i

Parent Org, Conttacs Maporting 1Tcdanels
10 Invoice Type Number Period Status to © ga Cap O Portal where
R Mt thACk x - = you can Initiate a payment, check the status of
HO_ D  |(Quatery | [HO_DWV ALL V| AL o~ Paymants and recept of paymants as well = vien
P your reports.
Puriod Subest Far pay i start by g & lne
Quartarly HO__D 201001 Available Item from the Sst to the left of this message
Quartery HO_0 201504 Pending =1
Quartarly He_o 201503 Panding Avallable Invvascw In ready for payment inftiations
Quarierly HO..0 01903 Fending Falled One or more items has an unsyccesstol
payment attempt
Insamplste Gne or more ttems have not bean pald
NIA No invoice Gue for payment. Recelpt of
funds dus fram Manufactiones or Spoemer
Pending All line Rems have been initrated
successfilly

Soccansful All line Bame have husn pald successiuly

Reporting Periods with no involcs line tems
Fomar Controct Number Raporting Period

by- AL v (AL v
Contract Number Reporting Period
HO__O 201404 =
HO__% 201404
Hl_®o 201504 Vv
Hl.> 201304

4. On the Payments tab, review Payment Initiation region and the Payment Information
region for available invoice line items.

NO Contact Us | My Profile | Logout | elp | Reporting
PALMETTO GBA, CMS Logges on we B0

Home Fayments Compieted Recegns Reports Dspules

Sponsor Portal CGDP Payments

Involce Reporting Petiod: 201504 Paymunts due: 03/10/2016 Bayment Information
[ P Number: AL V| Parant Oeg, 10: HO.0 Contract Humbar; [F0_0 v 1-3oaofd | Totel Imvsices $1,175.14
Toty' Faled $0.00
T Intiate Al . Total Currant Deterres $0.00
- oS Tota! Preaousy Deterred £0.00
P Numbar 4Od g orarrad Lo n’.““‘ panate  Detur  Failed EFTID Toral Pending 0.00
° Amount ay Total Succesafl £0.00
2 1= ) Total Avelets $1,175.14
L1 510112 £0.00 DAZ3j2006 ___"] 1 CGISOALIM8..0 i -
PL_S $1.063.43 s0.00 (03232016 [7H] C515041 5400 o Initiation Upioad
PL_B $10.50 so.00  (03zaz0e | 0 £615041 MO0 Srowes. (T
update an | B &3
Pending Transactions 5@ Smmesf dvelabie Unt! Apracmately 9:00 74 27
P Numb Authorization Amt  Date Submitted Payment Date Stop Paymant Error Description
There afe 0o panding transactions at this tme, RS Insufficiant Funds
ROZ accoumt Dosed

"‘ ' ey “ RO3 Unable to Locate Accourt

S04 Tnuglt Arerint Mumbgy
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5. To select an individual invoice line item for payment processing, populate a check mark in
the Initiate Payment check box then select the Submit button, located at the bottom right of

the Payment Initiation region, to process the invoice line item payment.

5 Contac Us | My 2ol | Logaut | Malp | Hegorting
amerro con. C CMS o i
SRS TVTITS W T A b o e

Homwe Paymerds Compited Recapts Reponts Dspetes
.:
Sponsor Portal CGDP Payments =
Lrvoice Reparting Period: 201504 Payments due: 03/10/2016 Payment Information
| P Numbar (ALL v Parent Org. T0: HO_0 Contract rembar: [1H5_ii v 1. 30 Tatal bnwsiced $1175.14
Totsl Fed $0.00
Tote! Carrumt Ovhurresd $0.00
Initiate Al
P Yors! Weeously Deferved $0.00
revious e o
P Number ::'voko‘a Dafe § Dawn:)u:lﬁallwd ‘l’nitla(am Defer Failed EFT 10 o Ferdng $0.00
Ount T . Amount e Y Totes Susowestl $0.00
E saanale 1 Toka! dealable $1,175.14
#1_1 $101.12 song o32z06 | i~ co1%081 a0
Pr_8 $1,063.94 $0.00 Q@301 “] CGI504L_SH3_0
P1_8 $10.58 £0.00 G3fAcN1e ) COASDAL AN 0 Bowse
- - = L e — Nty
LUpdate AN ‘j] ‘i J
Panding Transactions 5o Asimest Snaatie Ul dogvocmadely 900 w27
¥ Number Authorizotion Amt  Date Submitted Payment Date Stop Payment frror Description
Thets acw o pending tracsactions &4 this Yime ROL InsulMickent Funds
— RO2 Account Closed
pe— ) RD3 Unabie to Locate Account

6. To process the submission of the initiated payment, enter the Payment Initiator role four (4)-
digit PIN in the PIN Validation form and select the Validate button.

Coverage Gap Discount Program

PIN Validation
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7. Once the invoice line item processes, review the Pending Transactions region for pending
invoice line item payments. The Payment Information region updates the Total Pending field
with the amounts listed in the Pending Transactions region.

Sponsor Portal

PALMETTO GBA, érMs
Home Fayments Compeled

Recepts

CGDP Payments

Lontacrus | My Profie | Logout | Help | Bseeteg
Logged on sa HO_D

Invoice Reporting Perlod: 201504 Payments dus: 03/10/2016

Pending Transoctions S:p Snomest Aumiate Lo Ssprcomately 3:00 MNCEY

l P Numnbar: (AL v Parent Org. 10) MO0 Contract Numbsr: HO_O v -2t of]
Inkiste AN
f
Previous 2
Invoiced Payment/Failed  Initiate
P Number : Deferred Defer  Falled EFT 1D
Amount * | Amsount Date Payment
P15 $1,061,44 so.00 (0%232016 |75 COISML_SH0_0
-
> Fl_86 £10.58 $0.00 __] COISM1_Sr0_ 0
= —— oo = o -
ol
—

pasamt)
1-Toutef

P Number

Pi_

Authorization Amt

$101.12

03/23/2016

Date Submitted

03/23/2

Poyment Dats

016

Stop Payiment

Exymert Infocmation

Tatal irvaced $1.175.18
Tins Faded $0.00
Totsl Currert Deferreg $0.00
Tols! Frewously Oaterred $0.00
T Ferdy TI01 13
Total Geccomse $0.20
KA Aim e £1,074.02
|
I )
Biowse
—

Error Description

nsufficient Funas

Luorgs

B0 laealia Srroune

Note: The Pending Transaction region displays both the Click to stop all and a check box in the

Stop Payment column. Instructions for processing stop payments are explained in the Processing
Stop Payments instruction.

You have now initiated a payment of an individual invoice line item.
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The Portal allows a user to schedule payments for invoice line items that differ from the default
payment date of the current calendar day by selecting a future payment date.

This instruction provides direction on the steps needed to process invoice line items for future calendar
day payment processing. This instruction demonstrates the process for one invoice line item but can be
repeated for multiple invoice line items as needed.

o Refer to the Initiate All Functionality for Payment Processing and Future Date Processing

Instruction to learn how to process multiple invoice line items for a future scheduled payment

date.

Note: Completion of this process is limited to Sponsor associates assigned the Payment Initiator

role.

1. Authorized end users will access the Portal to select payment dates for invoice line items that
differ from the default payment date of the current calendar day. Instructions for daily login into
the Portal are in the CGDP Sponsor Portal Introduction and Login Users Guide located under

References on the TPAdministrator.com website.

2. After successful login, the Home tab will appear. Select the applicable type of invoice from the

drop down list located in the Invoice Type field.

PALMETTO GBA, @s

Home

Sponsor Portal

Neports

Dsputes

Coverage Gap Discount Program Home

| Parent Org. Contract Reporting -danatd

10 Invoice Type Number Pacsod Status

HO__D ].'.u»m» ty v! H_Swv Al v Al
- Reporting

loveice Typs  Contract Numbse ting Status Seloct
Period

Quartaerly HA_B 201601 Avaliable

Quararty 8 201508 Available

Quarterly L ] 201503 Pending

Quorterly H4_8 201302 Pending

Contact Us | My Frofile | Logout | Help | Raporting

L0g9ed on 8x 100

Wekcome to Coverage Gap Disceunt Portal whara
YOU Can Initats & payment, check the status of
payments and recelpt of payments as wall a5 view
your reports

For payment fupctions, start by salecting 2 line
Raon fram the liet 10 the luft of this message

Incomplate One of mora items have not baaen paid

Suctesstul All line tems have baan paid succaesshuly

Avatiabln Trvolce & resdy for payment indtiations
Falled One or more items has an unsuccessful
payment attempt

N/A No Invoice dus for paymant. Recsipt of
funds due from Manufacturer or Sponsar
Fancing Al line terms have been Initiated
successtully

Reporting Perlods with no Invoice line items
Fiter Contract Number Reporting Peried
by ALL v ALl v

Contract Number Roporting Period

HO__D

201404
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3. Populate the Select radio button for the applicable reporting period then select the Payments tab
to view the invoice line items associated with the selected reporting period.

(CMS

TN . e - n—

Sponsor Portal

PALMETTO GBA,

Reports

Daaputes

Coverage Gap Discount Program Home

Cantact Us | My Pcaflle | Laguut | Help | Bspadting
Lopged oo e 1900

Parent Ory Contract Heporting

st ot "
o welcome to Coverage Gap Discount Portat whore

nvoice T Humiber Period tatis
o F,vo o vpf o is 3 X . 2 : YOou can inltiate & paymant, chack the status of
Hil_  [Qeantidy V] [0 Vv| AL V| (AL hd paymunts and receipt of paymanty as wel as view
YOUr feparts.

lovoice Type  Contract Nussbar Period Status Seolect For pay * wtart by 7 = fine
Qusarterly rd_n 201801 Available Haen from the list 1o 1w luft of this message
Quarterty we_s 201504 Avaliatle =1
Q — ryes 'Olﬂ,o’ iy Avallable Involce & resdy for paymuent initistions
Quarterly wa_s 201502 Vending

Fallad  One or moce items has an unsuccesstul
payment attempt
Incomplete One of Mora Ieme harve not Deen pakd
N/A 1o invoice due for paymaent, Receipt of
funds dus from Manufarturer or Sponaar,
Fendng Al lina deme have been mimlated
uccessfully

Socemastul All line teme have boun pald succexsfully

Ruporting Perfods with no invoice line itams
Filter Contract Number Reporting Periad
byl [ay v TALL -~

Contract Number Keporting rariod

»O._.0 201404

~
so__9 201404
Hi_6 101504 >
LS5 201504

4. On the Payments tab, review the Payment Initiation region for available invoice line items.

PALME'T:'ITQ GBA, @s_

Home Payments

Cofrpieted

CGDP Payments

Recoipts Repans

Sponsor Portal

Dsoutes

Santact iy | My Profile | Logout | Help | Repecting

Logost w as MO0

Invoxce Reparting Period: 201504 Payments doe: 03/10/2016 Paymant informatoen "
I # Mumbert (ALL v Parent Ocg. 101 W00 Contract Numder: 1HE_T v tolmaedd Toes Irvorced $259.35|
Tetadl Palnd $0.00|
= ¢ .00
T tnniote A Tkl Cusrert Deterred £0.0
Tota' Previsusly Deferred $0.00
Invelced Previous Ttai Pendev, $0.00
P Nomber et + ;  Deferred Pa g Defer  Falled EFT ID » 1 .
Y Amount fasiorss Terw Sueesns $0,00
Total Avarable $259.35
P13 $150.28 $0.00 i CGITMI_ NS S et
FL..n t Lt $0.00 | COImE1_na_»
v Eayment Initiotien Upload
P10 w33y sooo ONIAH ! COIEAL b _ s LTl
Update AN L | H_
Panding Transactions Sup Sepmere Auiabis Uee! Assroaratey 5:00 7 27 )
L 1> Amt  Date Submitted Paymant Date Stop Paymaent Error Description
There are no pending transactions at this time 721 Insufficiert Funds
NE2 Actount Clused
[T, RSF Lnable 10 LOCItE ACCount

Bod lealia 2o s o
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5. To update an invoice line item payment date, select the Calendar icon located to the right of the
Payment/Failed Date field for the specific invoice line item and select the applicable date from

the calendar.

L! Initiate All
= Previous - e
P Number Invonced‘ Deferred Payment/Failed Initiate Defer Failed EFT ID
Amount 7 | Date Payment
Amount
P1_3 $150.25 $0.00  |[03/30/2016 O 0G15041__3H4_8
P1_8 $95.71 $0.00 ,H i ___Manh 20t ‘f_“,[i CG15041_8H4_8
Sun Mon Tue Wed Thu Fri| Sat
P1_0 $13.39 $0.00 e e e e s CG15041__0H4__8
1 2 Y. 4|95
Update All D[ & 7 & 9 io 1t i3 | Submit
Pending Transactions 13 14 15 16 17 18 19
—— 20 21 22 |23 | 24 25 26
P Number Authorization Am 57 28 2 I 31 ent Date Stop Payment
There are no pending transactions at this t
To Today Close

6. To select the future dated individual invoice line item for payment processing, populate a check

mark in the applicable Initiate Payment column and select the Submit button, located at the
bottom right of the Payment Initiation region, to process the invoice line item payment.
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Cactact Ms | My Profile | Logaut 1 Help | Resertiog
PALMETTO GBA. CMS Logaed 47 36 HO__0
A 2 . p Y A0 et 101 3 - T
Home Payments Compiciod Recepits Repons Disgutes
Sponsor Portal CGDP Payments =
Invoice Reporting Period: 201504 Payments due: 03/10/2016 Payreed lofounatle
\ F Mumber: A vi Pacent Org. 1D: HO_O Contract Mumber: Hi_8 v t- ety ‘ Tatel Imeaced 5255, 3
Tt Faded 50.0
Tatal Carrent Deferrad $0.0
Initigte A |
Previoos | Fel vecounly Osferved $0.00
© Musnbear lAnvnon;d. Ded. 4 l'nrm;l.l.llalbd .l.nllul-“ Dufur Yailed et ID Tokal Feecng $0.0
maunt T Amount - b Tota! Saccemshs 50.0
— Tory. dvalale $259.35
Fl_3 £150.25 $0.00 =2 —
PL_8g 0571 20.¢
[ . $13.29 0 L=
— —
Upzate A |
Pending Transactions  Srop Asenent Svnleoss Lot doge My 900 A
P Number Authorization Amt  Date Submitted Payment Date
Thers are no panding tranasctions at this tme
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7. To process the submission of the future dated payment, enter the Payment Initiator role four
(4)-digit PIN in the PIN Validation form and select the Validate button.

Coverage Gap Discount Program

PIN validation

8. Once the future dated invoice line item processes, the Pending Transactions region will update
with the newly added pending invoice payment and the Payment Information region for the
Total Pending field for updated amounts.

iogout | Heip | Beporting

Logped enas MO0

Contact Uz | My Profile

T

PALMETTO GBA

Home Payments ’ Compaeted Recapls Reports Disputes
Sponsor Portal CGDP Payments =

Invoice Reporting Penod: 201504 Paymaents due: 03/10/2016 Paymenl Information
I P Number; [ALL v Parent Org, 1Dz KO0 Contract Number: |Hé_3 v 1-2ostef2 Tokal Irwocs §259.35
\ Tats Faved $0.00
otal Curverst Deferrad 0
Initiate Al Tots Currentt Deferred 0 .'JE
Total Freviounly Deforved $0.00
Previous
P Number JVOICRD  porgrqq  PRYment/Falled dnitiale  poter  Faited EFT 1D Total berdirg _5150.29
o Amount Y Toty Successhis $0.00
oI Teta! Avavtable $105.10
P18 £95.71 so.00 (03222016 | TTS] CRISML_AI_3 — =
o1..0 513,39 $0,00 |0X21201 _] CO15041_SHd_8 IAC
- Poyment Initiation Upload
Update Al | Hetul™ Bowse. |
Pending Transactions Socp Pawment Adusiabie Lnst Acorowrmenely #:00 A £T t-1outofd
P Number Authaorization Amt Date Subenitted Payment Date Stop Paymant
Error Dascription
[ ) $150.25 0232016 0N 20/2016 3
RO1 Insufficient Funds

RO3 Unable to Locats Accourt

Sodl PP T S

Note: The Pending Transaction region displays both the Click to stop all and a check box in the
Stop Payment column. Instructions for processing stop payments are explained in the Processing

Stop Payments instruction.

You have now completed payment of a future dated invoice line item.
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Initiate All Functionality for Payment Processing and Future Date Processing Instruction

Sponsors can utilize the Initiate All functionality to process payment initiation for multiple invoice line

items loaded to the Portal. The Initiate All function provides the capability to select only invoice line
items located on the active page in the Payment Initiation region to initiate payment processing on

the current date. The Initiate All function also allows for updating payment initiation processing dates

to a scheduled future date for any available invoice line item(s) displayed in the active Payment

Initiation region.

This instruction provides direction on utilizing the Initiate All functionality and the available features

that are included for processing payment initiation.

Note: Completion of this process is limited to Sponsor associates assigned the Payment Initiator

role.

1. Authorized end users will access the Portal to process payment initiation for multiple invoice
line items loaded to the Portal. Instructions for daily login into the Portal are in the CGDP
Sponsor Portal Introduction and Login Users Guide located under References on the

TPAdministrator.com website.

2. After successful login, the Home tab will appear. Select the applicable type of invoice from

the drop down list located in the Invoice Type field.

PALMETTO GBA @ S

Home | ROpOTS Desgnnes

Sponsor Portal Coverage Gap Discount Program Home

Contact Us | My Profile | Logous | Halp | Reportng
Lugged om 25 HOL1S0

Parant Ovg, Contract Reporting t-édptfa
10 Irvolcs Type Numbut Purind Status
Feesvavee———y
HO_0 v 14, 1oty v; Hi_owv ALL v ALL v
= Reporting G
loveice Typs Contract Number preeros Status Selact
Eeriod
Quarterty H3_9 01601 Avallabie
Quartarly H3_9 201504 Available
Quartany H3I_9 201503 Availsble
Quartnny M9 203502 Availatile

Welcome to Coverage Gap Discount Portal where
you cao Initiate a paymaent, chock tha status of
payments and racsipt of payments as wall as viaw
YOt feports

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

Available [nvoics & ready for paymant initiations
Faled  One o mibte [bams s an enssccessiy
payment attempt
Incomplete One or more tems have not been pald
N/A No Ivwoice due for payment. Receipt of
funds due from Manufacturer or Sponsor.
Panding Al ine tems have haen initiated
T wutcuselully

Futcersfil )l line iteens have been paid sucoessfully

Reporting Periods with no invoics line items

Fittar Contract Numbes Reporting Feriod
by ALL v ALL WV
Contract Number Reporting Period
HO__O 201404
HO_9 202404

MI_ 6 201504
H1_S 201504
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3. Populate the Select radio button for the applicable reporting period then select the Payments tab

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

PALMETTO GBA

Sponsor Portal

(cms

Repons Dengusies

Coverage Gap Discount Program Home

fontacx Us | My Profile | Lopuut | Help | Reportng

Logged ov es HO150

Parant Ovg, Cantract Haporting t-doutofa
10 Ivoke Type Numbar Pariod Status
MO0 v Qunaterdy ) :-‘37_n v |ALL v oA
Heporting = =
lovoice Typs  Coatract Nyl
mbar Pariod Status Select

Quarterny H3I_9 201601 Avallable

Quarterty HI_9 201504 Available

Quorterdy H3_9 201503 Available

Quarterty H3_9 201502 Avatlable

Wokoma to Coverage Gap Discount Partal whare
YOu Can Initiate 3 payment, chadk the clatus of
PAYMUNES ANG receipt of payments as well as viem
YOur repors

For paymant fusctions, starn by selucting « line
Item frum the st 1o the left of this mesmage.

i Succesahul All Nne items have been pald yucoeasfulty

Avaliabin Lnvolce is ready for paymeant initiations
Foled  One or more items Bas an unsaccesshil
payment ottempt
Incomplete One or more (tems have not been pald
NA No invedce due for payment. Recsipt of
funds due trom Manufacturer o Sponsor,
Fendiaig ANl Bne itams have been inltiated
sucorsstully

Repocting Periods with no Invoios Boe lems

Fimer Contract Mumber Reparting Pariad
by (AL ™ Al ~|
Controct Number Reporting Period
HO_O 201404
~
HO_ 9 201404
H1_6 201504
Mi3 J01504 >

4. 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.

) Contact Us ¢ My Profile | Logout | Malp | Reponting
PALMETTO GBA CMS B diattey
A A LS00 [T A & S T
Home Fayments Complieted Receipts Reporns Desputes
Sponsor Portal CGDP Payments =
Lnvoice Raporting Penod: 201504 Payments due: 03/10/2016 Paymant Infermazion
[ P Numbar: (ALL Vv Parent Org. ED: HO_D Contrace Number: |[HI_§ v 1-SotdS Tetel Jevercet $1.470.02
Total Falet $0.00
. -
ﬁ]mzule Al Toow Current Deferred $0.00
Previous Tets' Previculy Deferrad $0.00
P Number M) peferred Payment Defer  Falled EFT ID Tctw Fendeg 50.00
© Amount Totel Successhs $0.00
1 &epd 470,
PL_7 $1.42 $0.00 €650 I8 Toca! Genbabie $1,470.02
Pl $1.063.44 $0.00 fotsoil 1y Hioth load
P16 $322,93 $0.00 CELI0M] . 00 5 Browee P "
& s63Mn $0.00 COL504) a9
P18 $15.82 $0,00 COLS041 )
URGtA A8 E_J Error Dascription
Pending Transactions 550 Payment Ausisbie Unty dgpronimetaly S:00 2% £T 207 InsuMicient Punds
RO2 Ao C
P Number Authorization Amt  Date Submitted Payment Date Stop Payment U2 Acc Closed
3 U o Loc AcC
Thare are na pending transactions at this time, RO3 Ui 2o Locate'Accomi
RO4 Imvalid Account Mumber
1 ROS Unauthurized Corporate Debit
e BOC Ratimad cec OGS Baciant

Note: Each page can contain up to 99 invoice items. Use the Next Page icon to move through each
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page of invoices. Use the Prior Page icon to return to a prior page. The page that displays is known

as the active page.

5. Populate the Initiate All check box with a check mark to select only invoice line items displayed
on the active page.

\ Cortach Us | by Profie | sogout | telo | Bepaning
PALMETTO GBA, CMS Logged on ws MO0
IO TPV YW e e & e O
Home [ Payments Compleiea Recegts feports Dtsputes
!
Sponsor Portal CGDP Payments =
1nvoice Raporting Peciod: 201504 Paymaents due: 03/10/2016 Eaymact Infeemation
l ¥ Number: [ ALL ~ Parnt Qrg. 1D: MO0 Comtract Number: Hi_3 v t-SotedS Ty lrvocet $1.476.02
- Totw Fades $0.00
l}Z Initiate AN Vetol Cumert Deferred $2.00
b of Toey Srevipuly Deferree £0.00
Previous = 00¥ Fresto
o Numbar V0ROl pgrerred  PavmEnt/Tailed  Sniiate  puter  Failed Lo Tatal Pensing £9.00
Amount Y Trtal Sucezash 50,00
PI_7 §1.12 so.00 (032420 == L e
— § e 1k
ol Message frum wetpage bt ot
PE1 $1,000.44 so.00  (U3240Y, -
" 3 ~ 032420
| a3 ¥0:99 By thecking thit bon, peus e rvtating paymests for ol the ? Numtens Bowse | el
P1_o 25371 $5.00 that -:-ve-)crx e page. Masse 20 not fosget t set the sevmenm
. ) ” BT I 500 WO 33 DOSTPONE Cartain payents
P18 31582 £0.00
|
Lpdae AN | o ‘| Care w Description
Pending Transactions Sion Saymes Suadabe ot o | z insutficient Funds
" Accoont Closed
P Number Authorization Amt  Dote Submitted Payment Date Stop Payment | 5 o
RO3 | Locata Acco
Thvere are 06 pending [ansactions al this Line O, Datialoa Laciia oot
RD4 Invald Account Number
ROY Unauthorized Corporate Debit

Note: The active page will only display up to 99 invoice line items.

Once the Initiate All check box is populated, the system displays an informational message.
Message from webpage - @4

s 4 hat are listed on this page, Please do not forget to set the payment

By checking this box, you are initiating payments for all the P Numbers

dates if you want to postpone certain payments,

S

Z|

6. After reading the message, select the appropriate button to continue. Selection of the OK button
accepts the informational message and continues with the payment initiation process.
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7. The Payment Initiation region displays the Initiate Payment column’s check boxes with check

marks populated for invoice line items available only on the active page.

Cuntact s | My Profile | Lugout | deln | Regacting
PALMETTO GBA CMS peieuin.g
e Sayrrents Complelad Aecepls Kepoity rspales

Sponsor Portal CGDP Payments _

Invoice Reporting Period: 201504 Payments due: 03/10/2016
l P Nurmdes: (Al - Paswnt Org. 1D MO0 Contract Numbes: H e 1-Soutoll
A tniiate il
a Previous o
P Number lnvol(l!d‘ Deferred Payment/Falled Initiate | Defer Falled £FT 1D
Amount * | Date Payment
Amount
- = $1.476.02
P17 $1.12 $6.00 ! “ CGL5041_IHI_ 8 ——
P11t 1,083 44 0.0 : & CGLNONS . 3N
- Payment Initlation Upload
P10 $322.92 50.00 = 4 Bewwn redis!
1.0 7 $0.00 -9 "1
== 2 $0.00 s s %)
" Al W !
Pending Transoctions Siop faymenr Susadie ond! 2ooroemaesl 3,00 & ET
P Number Authorization Amt  Date Submitted Payment Date Stop Payment
There are no pending transsctions st this time ant

Note: The Initiate All check mark selects only invoice line items that appear on the active
Payment Initiation region page. If there are more than 99 invoice line items, they will not be
selected by the Initiate All check mark.

The population of the Initiate All check mark does NOT select all invoice line items for the reporting
period.

In order to utilize the Initiate All functionality for all invoice line items, select each page in the
Payment Initiation region separately, populate the Initiate All check box, and select the Submit
button prior to moving to the next page in the region. Not performing the submission will delete all
data entered on the current page.

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

If it is determined that invoice line items cannot be processed for the current date, the Initiate All
functionality provides the ability to update the payment initiation date to a future calendar date.
e To update all invoice line items, use the Update All check box and field located below the
Payment Initiation region.
e To update individual invoice line items, use the calendar icon located on the specific
invoice line.
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9. To update all payment initiation dates to a future date different from the current business date

displayed in the Payment/Failed Date field, select the calendar icon to the right of the Update
All check box, located below the Payment Initiation region. This action expands a calendar
that allows selection of a future date for the payment initiation to begin. Select the applicable

date then populate the Update All check box to update the date only for the payments on the
active page.

Contach Us | My Frofie | Legoal | Hes | Beporlng
PALMETTO GBA, CMS Ligond on s O 0

Noeme Sxymenty Compeesed Receyey Arporty Dewpotes

Sponsor Portal CGDP Payments -

Irrvolcn Reporting Paiod: 201504 Fayments doe: 03/10/2016 2aymant Infocmation
[ P Number: (ML v Parest Org. 107 HO__0 Contract Wember: [10_3 v 1-Sonds : Tex Irvnand $1.470,02
| : J Tots Faed $0.00
toiiate AR Trtal Carrert Defurrad $0.00
Tetsl Preccunty Dutwrres $3.00
Invoiced Previous Pa st /T atbed Initiate Totw B $0.00
P Number f . Deferved v-’n t = ¢ Defer  Failed EFT 1D M Perctrn ey
mount f L mount ate wymen Tuksl Siicanesty $0.00
Total Acndatie $1,470,02
7 $1.12 $0.00 L [T TR )
Fl..1 §1,000.44 $2.00 o CHLNE] N33
Eayneent Initiation Uplead
5 " $532.93 £0.00 ¥ CALSoE] 4N % Sroare
it
Pi_6 .73 $0.00 o~ (=TT R T )
Fl..® £15.352 #0.00 ~ CGLI0E1_2HY 9
a N~ 5% {
upsate A B0 . aunsg | §rror Description
= March 2010 = 2
Pending Transactions - "
Sen Mon| Tee (Wed The Fo Set
P Number Authorization i yment Date Stop Paymont
Thare am no pendag transactions at th i
1t | RO r
| " 1 1 Ino v
45 Camamnnmns,) Inocan
3 W X 1 | ROT Auth on Revoked by Customer
Gao i Yndsy Closs | noe Paymunt Steppud

10. To update the payment initiation date of individual invoice line items to a date other than the
current date, select the calendar icon to the right of the Payment/Failed Date field for the

applicable line item. This action expands a calendar that allows selection of a future date for the
payment initiation to begin.

Contact ls | My Poofile | Logout | #alp | Repocting
PALMETTO GBA cM s Lodied o 45 100
: é Lt et
o Paymures Cumphied e gty Reporty Do
Sponsor Portal CGDP Payments =
Invoice Reporting Period: 201504 Pyyments doe; 03/10/2016 Paxmeot Intormatios
| P amber: | AL v! Porent Org. 1O MO0 Contract Mumber: (H3I_3 v 1-Semtold Tetal brenced $1.470.03|
. . ‘ Total Fudad $0.00|
Initiate AR ‘ Ty Curvest Detesrnd s0.00
~ Pravinas =S U ety Deferred
P Number m’*:.", Deterred ”""‘;’:{:‘“"‘ :,"a“":"'“ Defor  Falled T ID Tty #eatny
T Amount aye ‘ Yot Amcesihd
12 $1.12 $0.00 X _. = AN e Potat Avaieble
SARATY (-
P11 91,063 44 s0.00 JOMmaNE g 1 S CHIAL s % . CrRISERENONR
< March JO18 >
Pi_8 s$a22.mx $0.00 COIS0LT ) . Bruwes iy g
Son Man Tus Wed Ty R St T so—
Fié $62.71 20,00 2 , . CRABMI 03
ri.=s 51582 $0.00 ¥ " 0 I COISMI_
Updats Al ft’f “. B r AL [
{20 11 3 34 125] 2e
Punding Transactions Soop Seymes doaies a8 ‘ > 'z
P Number Authorization Amy Go To Tofay Closs Sunt Date Stop Payment
[There are no pending transactions 3t this bese
F i)
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This example displays multiple invoice line items containing updated calendar dates that remain
selected as part of the Initiate All functionality.

L] 1nitiate All
P Number IArrll‘*:::jcftd‘ ! [P;:?’:Iror:; Paymgr;{;ailed ;';i;i::it Defer Failed EFT ID
Amount
PI_7 $1.12 $0.00 -”1 CG15041_7H3_9
P1_1 $1,063.44 so.00  |03/28:2016 7] @ CG15041_1H3_9
P1_6 $322.93 s0.00 (03252016 |[7] ™ CG15041_6H3 _9
P1_6 $63.71 $0.00 EJ E CG15041_6H3 9
P1_8 $15.82 $0.00 EJ %] CG15041__8H3_9
Update all [ _EJ

11. To process the submission of the payment initiation, enter the Payment Initiator role four (4)-
digit PIN in the PIN Validation form and select the Validate button.

Coverage Gap Discount Program

PIN Validation

= ]|
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12. Once the Initiate All process is completed for the active page, review the Payment

Information region for updated amounts.

This example displays the Payment Information region’s Total Pending field updated balances. The
Pending Transaction region displays the invoice line items processed for payment.

Contact Vs | My Brofile | Logout | Help | Reporteg
PALMETTO GBA CMS Logoed 0n 35 HO__0
Fpregin » T €30 e 1 &
Home Payments ‘ Compicted Receipts Reponts Dsputes
Sponsor Portal CGDP Payments =
Lnvoice Reporting Pariad: 201504 Payments due: D3/10/2016 Payment Lofetmation
# Numbaer; [ALL v P Parsot Org, 10 W00 Comtract Number: [H3_ 0 v Total Irvocnd $1,476.02
Tty Faied §0.00
Tory! Curent Defecrad $C.00
Initiate Al
Previe Tota Wrevmualy Deferred §0.00
revious = —
|p Numbaor :""“‘":’_ Datorred  POYMEOL/ Falled :,"""“ . Defer Failed EFT ID Totat Pedng 51,476,02
moun . Amount e ayman Tota) Successiul $0.00
| Thers aré mo more ramaining inveice ling items for tha quartes, Total Avelatie $0.00
d 022 =
Update AN _] (¥ ] 3 ad
Bayment Initietion Upo:
Pending Transactions Swe Payrmen! Suadedle Untl Acorovmaray 500 v 2T 1-Sodadb Bromse
»
P Number Authorization Amt  Date Submitted Payment Date Stop Payment
ok "] : )
PlL_6 $1.12 03/24/2016 03/25/2016
Pl $1,063.44 0372472016 03/28/2016 Error Description
PL_ 0 $322.93 03/24/2010 03/25/2010 ROL InsulMiciant Funds
P16 $63.71 03/24/2010 03/28/20106 RO2 ed
PI_B 15,62 03/24/2010 03/25/2016 RO3 U Account
RO4 invalid Accoont Number
[ Wie =~ — V9] ROS Unauthy rate Dabit
RO Returned per OOF]'s Request

Note: The Total Pending field displays the total amount of invoice line items populating the
Pending Transaction region.

13. Utilizing the Initiate All functionality does not initiate all invoice line items for payment
processing. You must perform the Initiate All instruction for each page of invoice line items for
a reporting period.

The following example displays the updated item count of invoices remaining to be processed after
selecting Submit on the active page. If there are additional pages of invoice line items remaining to be
processed, the Filter Results region will display an updated item count and the Payments Initiation
region will display the next active page of invoices available for payment processing.

Involce Raporting Period: 201503 Paymaents due: 03/10/2016
[ P Numbar: [ALL  ~| parant Org. ID: HO—0 Contract Numbar: [H3__8 ~| \o 1 - 99 out of 195‘
[ ] mnitiate All
P Numbaer :’:.‘::::ﬁd. ! :;:nef::‘?':tsi P”v'"f;:‘t.c::o“cd 'l,':‘.y.:::::“ Defar Faillad EFT ID
Amount
R — $4,951,74 $0.00 [06/17/2016 |l] (1 CO18031 _THI_9 A
Pi__1 $286.90 £0.00 [06/17/2016 J.-“] ] CGI50TL . 1HA 9
P1_6 $323.496 $0.00 [o6/17/2016 l:ﬂ [ CG15031 _6H3 .9
P16 $174.38 s0.00 [06/17/2016 I:ff [ CG15031 _6H3 9
PL_8 $44,.52 %0.00 [06/17/2016 1:*_’] (1 CG1502) ..OM3 .9
Pl..1 $25,25%3.29 $0,00 [06/17/2016 |:'_‘] (| CG1%031 __1H3 0
PL_6 $129.50 %0.00 |U'»'/1//3'-”'-; |,—"l (| CG15031 _6H3 9
P1_6 $745.26 $0,00 [06/17/2016 | [TH] ] CG15031—6MI_9
Update Al [] [06/21/2016 | [ 4| T

36|Page
Revision Date: 032022
Version Number:6



CGDP Sponsor Portal
Payments Users Guide
Note: All invoice line items must be paid in order to maintain program compliance. To initiate all
remaining invoices for payment, repeat the steps for selecting the Initiate All check box and if
applicable, the instructions for update payment dates, then select Submit.

14. Once all invoices have been initiated, review the Payment Initiation region to verify that this
message displays — “There are no more remaining invoice line items for the quarter.” In
addition, review the Payment Information region to verify that the Total Available field
displays a $0.00 dollar amount.

Lontagy My Profile | Logowt | Melp | Regorting
PALMETTO GBA, CM S Logged on a5 HO__0

Home | Payments Comphtad Receipts Reponts Disputes

1
=
1

e

Sponsor Portal CGDP Payments =

Ivoice leporting Pesiod: 201504  Payments dus! 03/10/2016 Eayment Iofocmation
B umber [ALL v P Parent Org, 10: W00 Contract Number: [F3_5 v | Total Imesiced $1,476.02
— Totsl Folled $0.00
Totsl Curvent Defared £0.00
Indtiate AN
o Totsl Prevocely Deferred $0.00
revious o Itiat. oty Perdng $1.476.02
P Number :""""'"’, Deferred Y Dal/ Enfied :, , Defer  Faled EFT 1D Lot
MOURE T Amount - Ty Tety Succesety $0.00
THACS 316 N0 MOrs ramaining involcs fing it or tha Guarter | Totw Avwlatin $0.00
Update All 032 ._]  cir
Pending Transactions S Pyt Avsdable Lot Assroomataly 9:00 PM &1 1-Satels Beowse
W
P Numbor Authorization Amt  Date Sulwnitted Payment Date Stop Payment
P16 $1.12 03/24/2016
PL L $1.063.44 03/24/2015 Error Description
P16 $322.93 03/24/2010 RO3 Insufficient Funds
P1L_G §$63.71 03/24/2016 RO2Z t Closed
Fl_8 §1s.82 03/24/2010 03/25/2016 RO3 Unable 10 Locate Account
RO4 Invaid Lccount Humber
N X ROS Unauthorized Corpocate Debit
ROG Returnad pet DDFT's )'—'luoﬂ

Note: The Pending Transaction region displays both the Click to stop all and a check box in the
Stop Payment column. Instructions for processing stop payments are explained in the Processing

Stop Payments instruction.

You have now completed processing invoice line items utilizing the Initiate All functionality.
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The Portal allows Sponsors to stop the payment processing of both current and future scheduled date
invoice line items prior to the completion of the payment process, which commences at approximately

9:00 PM ET.

The Stop Payment process is available for any initiated invoice that appears in the Pending
Transaction region. Selecting a pending invoice line item for stop payment will reassign the stopped
invoice line item to the Payment Initiation region for reprocessing.

This instruction provides direction on the steps needed to process stop payments for pending
individual, multiple, or all invoice line item payments that appear in the Pending Transaction region.

Note: Completion of this process is limited to Sponsor associates assigned the Payment Initiator role.

1. Authorized end users will access the Portal to stop the payment processing of initiated or
scheduled invoice line items prior to the completion of the payment process. Instructions for
daily login into the Portal are in the CGDP Sponsor Portal Introduction and Login Users
Guide located under References on the TPAdministrator.com website.

2. After successful login, the Home tab will appear. Select the applicable type of invoice from the

drop down list located in the Invoice Type field.

PALMETTO GBA, @s

Sponsor Portal Coverage Gap Discount Program Home

Home Neports Dsputes

| Parent Org. Contract
10 Iavoice Type Number Parsod Status

HO__D l,‘.-mm- ty v] H_8wv Al v Al v

Reporting I-donotd

lovoice Typs Contract Number — Soporting Status  Select
Period
Quartaerty HA_B8 201601 Avaliable
Quartarty B 201508 Available
Quarterly L ] 201503 Pending
Quarterty H4_8 201302 Peading

Contact Us | My Brofile | Logout | Help | Raportng
Log9ed on 81 0.0

Wekcome to Coverage Gap Disceunt Portal whera
YOUu Can Initiates & payment, check the status of
payments and recelpt of payments as wall a5 view
your reports

For payment fupctions, start by salecting a line
Ram fram the liet 10 the left of this message

Avaiiabile Involoe s resdy for paymaent indlationy
Falled One or more items has an unsuccessful
payment attempt
Incomplata One or mora items Rava not haen paid
N/A Mo Inyoice Sum for payment. Recspt of
funds due from Manufacturer or Sponsor
Feoding Al line terms have been Initated
sucoesstully

Reporting Perlods with no Invoice line items
Fier Contract Numbear Reporting Peried
oy ALL v ALL v

Contract Number Roporting Period
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HO__O 201404
~
HO__% 201404
Hi__ & 2031504
HI_S 201504 »
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3. Populate the Select radio button for the applicable reporting period then select the Payments tab

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

PALMETTO GBA, @s

Contact Us | My Poailin | Laguut | Help | Bepocting

Lopgedd o we D0

e i

Sponsor Portal

Receiie Reporis Disputun

Coverage Gap Discount Program Home

Cantract 1-doutefa

Farecrt Org. Reparting
mn thveice Type Nomber Patied =tatus \N-kmrnA o Coverege Gap Discuurt Portel mhure
v7 YOu €an initiate a payment, check the status of
Ho_o Cramrtmrly ~ _D v ALL et ALL - payments and reaceipt of payments an wal ae view
your reports.
- Reperiing
lnvolcs Type  Controct Musmbar Poriog Setus Salect For payiment functions, start Dy selecting a line
Quarturtly Ma_n 201001 Avallable faom from tha list to tha luft of thia message
Quartorty He_s 201504 avallable B
3:;::::: __:“: ;2::2; :::z: Avallabie Snyoice Is ready for payment witiations
= c Falled  Onw ar mare iems has an unsuccessful
PNt attempt
Incompletn One or more itama have nat been pald
Na NO nvoice due for payment. Keosot of
funda dee fram Manufacturer or Sponsor
Punding AN line itume haeve bess Initiated
succesafully

Succassful All line itama have besn paid succemshaly

Reporting Pariods with no nvoice line tems
Filter Contract Mumber Raporting Purtod
by: 1 ALL | TALL ~

Contract Number Reporting Puriod

#O__0 201404

~
o2 201404
Ml s 20150+
M8 201504 34

Review the Pending Transactions region to verify invoice line items have been either initiated
for payment processing or scheduled for a future processing date and are still displayed in the
region. Invoice line items available for stop payment processing will display both the Click to
stop all check box and an active check box for each individual line item in the Stop Payment

Contact Us | My Profile | Logout | Help | Beparting
Logped on 35 OO

column.
(CMsS

O b e

PALMETTO GBA.

Home Payments

Competed Receqts Repons Disguaes

Sponsor Portal

CGDP Payments

Involce Reporting Feclod: 201504  Fayments due: 03/10/2016 Paymsnt Loformation
l P Number: [ALL ™ Pasent Org. 10: HO__0 Contract Number: F1_1 v L-Tovetl Torul dvsced
Total Faind
Iritiate &1 Total Currant Deferred
Previous Tzt Pravisusly Deferred
P Nomber m::::td Deferred Paym;':./:dled :':m’:;“ Defer  Failed EFT 1D i Toty Perdng
Y Amount i Total Succesalid
2320 % Tatal Av
Plt 598,71 so.00 (042y2016  |7H il i ol Avelatis
P10 $13.20 soon |2@v™E || S
< - === |
update All | ) Eavment Inittation Upload
Pending Transactions 5000 “aymant vassiie Unty Sooraimasely .00 & £T 1-1outefl
P b Authort Amt  Dote Submitted Payment Date Stop Payment
Error Description
.3 $150.25 03/23/2016 03/30/2016 ROL Insufficent Funds

ROZ Account Ciosed

RO Unabis to Locats Account
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5. Stop payments will be available until approximately 9:00 PM ET to allow an authorized user to
process stop payments for current and scheduled (future dated) invoices as long as the invoice
line items appear in the Pending Transaction region. Once the payment process begins, the
Pending Transaction region will be emptied, and all invoice line items selected for payment
will be processed.

To process a stop payment for invoice line items, determine if the stop is for an individual line
item, multiple line items, or all line items.

a) If you are performing a stop payment for an individual line item, populate the individual
check box with a check mark associated with the invoice line item to be stopped in the
Stop Payment column. Select the Stop Payment(s) button, located at the bottom right of
the Pending Transactions region to process the stop payment request.

Pending Transactions Stop Payment Availsble Until Approximately 9:00 PM ET 1-3outof3
P Number Authorization Amt  Date Submitted Payment Date Stop Payment
Click to stop all: []
lp1_3 $95.71 03/23/2016 03/30/2016 W
P1_0 $13.39 03/23/2016 03/23/2016 O
P1_3 $150.25 03/23/2016 03/30/2016 O

b) If you are performing a stop payment for multiple line items, populate the individual
check boxes with a check mark associated with the invoice line items to be stopped in
the Stop Payment column. Select the Stop Payment(s) button, located at the bottom right
of the Pending Transactions region to process the stop payment request.

Pending Transactions Stop Psyment Availsble Until Approximately 8:00 PM ET 1-3outof3
P Number Authorization Amt  Date Submitted Payment Date Stop Payment
Click to stop aff: []
P1_8 £95.71 03/23/2016 03/30/2016 v
P1_0 $13.39 03/23/2016 03/23/2016 v
P1_3 $150.25 03/23/2016 03/30/2016 O

c) If you are performing a stop payment for all line items, populate the Click to stop all
check box with a check mark in the Stop Payment column. Select the Stop Payment(s)
button, located at the bottom right of the Pending Transactions region to process the

stop payment request.

Pending Transactions Stop Payment Availsble Until Approximatsly 9:00 PM ET

1-3outof3

P Number Authorization Amt Date Submitted Payment Date
P1_8 $95.71 03/23/2016 03/30/2016
P1_0 $13.29 03/23/2016 03/23/2016
P1_3 $150.25 03/23/2016 03/30/2016

active page of the Pending Transaction region.

Revision Date: 032022
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If there are more than 99 items that need to be stopped, the Click to stop all check box will need to be

populated for the active page and the Stop Payment(s) button selected. If the Stop Payment(s) button
is not selected prior to moving to the next page all data will be lost on the prior page.

7. The system will display a message requesting additional action after selecting the Stop

Payment(s) button.
r . R
Message from webpage Id_rhj

"0] Are you sure you want to stop this payment?

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

8. Ifitis determined that the selected invoice line is not the correct invoice to process for stop
payment, select the Cancel button to exit the message screen and choose the correct line item.

9. Select the OK button to process the stop payment for the invoice line item.

Note: If the OK button selected in error, re-process the invoice line item using one (1) of these
instructions:

e Processing Invoice Payments Instruction
e Processing Future Dated Invoice Payments Instruction

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

Cantast Us | My Prsdile | Logout | Hels | Resorting
PALMETTO GBA, CMS Gt om0 40

Home SFnymens | Compisea Receipis Reports Disptiies

Sponsor Portal CGDP Payments =

Invose Heparting Period: 201504 Saymanty due: 03/10/2016 Paymant Ioformation ]
P Number: ' AL v Parent Oryg. D! WO__0 Contract Number: [ Hé_2 Vv 1-Joutst)

[riziste AN

Pruvious

Inwoiced Payment/Failed  Initiate

P Number . Deferred Defer Falled EFT 1D ———
Amount | Amount Date Payment $0.00)
Tany - s750.24 |
M3 $150.28 $0.00 ey I 0G15041_3s4_3 — —
Pl.8 595.71 $0.00 - CEISpAL_Srd_8
'.—J S Payment Initiotion Upload
P1_0 31339 £9.00 ] L1502 _Osd__ A Siowse :
Update AH e | Al
[PEREING Trantactiont Sio Fayrmws diaiaies nt! Asproo matwiy 5-00 24 £7
P Nember Authorization Amt  Date Sulbimitted Payment Date Stop Payment Ercor Description
There ace no peading transactions at Ehss time RO aufficent Funds
1 i
4 il to Locate &
—————.
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11. For final verification of the processed stop payment invoice line item, select the specific P
number from the Contract Number field drop down list in the Filter region.

Comact Us | My Profile | Logout | Help | Bepecting
PALMETTO GBA, CM s =
P RSN 1 S b~
Hore Oaymeres Cofnpieied Recoqis Regoems Capues
Sponsor Portal CGDP Payments =
Invoice Reporting Pariod: 201504 Paymants due: 03/10/2016 Fayment [nformation
[ P humber: [ALL v Parent Grg. 1D MO__0 Contract umber: [=1_8 v 1-Jaaetd ] T Jevenoed $735.93
Total Faved $0.00
Tnitiata At Totel Curvent Delered $0.00
Total Preciansly Delerred £0.00
Invoiced Priviots. SFaitad  Initi Tatal Pand $0.00
# Number Ansomat ¢ Deferred " Dat. ™ nt Dater Failed EFT 1D - ~ vy
o ' Amount * o Petsl Succesalud $0.06
3 Tatal Svpiatie $255,35 |
(1. $350.2% $0.00 CO18041_Jh4_2 l
Pt_8 49571 £9.00 T !
Payment Initiation Upioad
Fl_9 513,39 0.00 18043 i — '
1 ¢ §0.00 CEL2041_and_9 Srowee
Update all
Pending Transactions 5000 Aaenent 4200k Lnn' Siroomately #00 A £7
P Number Authorization Amt  Date Submitted Paymeat Date Stop Payment Error Description
There atn no pending transartions ot this time NO1 Snauficient Funds
AO2 Account Clesud
& RO3 Unabie to Locate Account

You have now completed a stop payment of an individual invoice line items, multiple invoice line
items or all line items available for stop payment in the Pending Transaction region.
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Processing Payment Initiation Upload Batch Instruction

Sponsors can utilize the Payment Initiation Upload functionality to select multiple invoice line items
for payment processing in one (1) batch text file versus utilizing individual invoice line item processing
or the Initiate All payment functionality. A batch text file is a creation of a semi-colon delimited text
file, which is loaded to the Portal for processing. Once the upload is completed, results of the batch text
file upload are available for review via the Reports tab — Batch functionality.

This instruction provides direction on processing invoice batch upload functionality.

Note: Completion of this process is limited to Sponsor associates assigned the Payment Initiator
role.

1. Authorized end users will access the Portal to use the invoice batch upload functionality to
initiate invoices due for payment on a quarterly basis 38 calendar days from receipt of distributed
invoices. Instructions for daily login into the Portal are in the CGDP Sponsor Portal
Introduction and Login Users Guide located under References on the TPAdministrator.com
website.

2. After successful login, the Home tab will appear. Select the applicable type of invoice from the
drop down list located in the Invoice Type field.

COntact us | My Pofile | Legout | Malp | Resorting
PALMETTO GBA. CMS Logoed tn ss 188

feparts Depunies

Sponsor Portal Coverage Gap Discount Program Home

Parent Org Contract Reporting 1-3Joutel3
o Invoke Type Number Paring Status Waltome to Coyarage Gap Discount Portal where
- you can initiste a payment, check the status of
ek :"‘.’"“”‘ fy o2 ¥ AL _Spau 9 payments and receipt of payments as well as view
your reports
Reporting
Involce Type Contract Number Period Statys Select For paymaent functions, start by selectiag a fne
item from the list 1o the loflt of this messaga
Quartarly S5_8 Avalabie =
Quarterly S5..8 Incomgplete
Quartarty S5_8 incomplete Available 1nvoice m ready for payment initiations

Falled One or more itemms has an unsuccessful
payment attempt
IncomplotsDoe of moare items have not been paid
NA NO inveica Gue for paymant. Receipt of
funds due from Manulfacturer or Sponece
Panding Al e deme have bean intiated
rocomssfully

Syccessful All line tems have been pad successfully

Reporting Perlods with no invoice line items

Fikar Contract Number Reporting Penod
by St_8 v ALL v
Controct Number Reporting Period
558 201503
558 201404
43|Page

Revision Date: 032022
Version Number:6


https://www.tpadministrator.com/internet/tpaw3.nsf/DID/PRRC69XRIF
https://www.tpadministrator.com/internet/tpaw3.nsf
https://www.tpadministrator.com/internet/tpaw3.nsf

CGDP Sponsor Portal

Payments Users Guide
3. Populate the Select radio button for the applicable reporting period then select the Payments tab

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

Contacs Uy | My Profils | Logoul | Maln | Reparting

Logged on v 00

PALMETTO GBA,

Home Comgaeted Receges Repons Despusies

Term e e - a v

Sponsor Portal Coverage Gap Discount Program Home -
Fatert Org. Contrect Faporting 1 3wt ol
o weicn Typa Numbar Pethod Status Waolcome to Coverage Gap Discownt Portal whare
— L —— - - YOU can inltiate & paymant, chock the status of
Ho.o | Suarwmery v |B5_ 8 w AlL et | Al d payments and recelpt of pyyments ax well as view
YOUr reports.
Reporting

invoice Type  Centract Mumbee Perlod Status Select For paymunt functions, stert by selucting « line
Quarturty S5_8 201504 Avallabiv = O fromn the list €0 tho laft of this messags
Quarterty s3..n 201302 Incoenplate
Quarturly C L 201501 Incoenpints

Availabie Invoice o ready for payment intiations
Fallsd  One or more itema has an unsuccassful
Paymuent atlampt
Incompiats One of Inare iteme have not boan paid
NA No involow due for payment. Raceipe of
funas dum fram Manufactutss or Sponsor
Pending Al line Mums have boen inibeted
succassfully
Succesaful Al line Reons have been pald successhaly

Reporting Puriods with no invaice line items

Filter Cootract Number Meporting Pertod
Byt 558 v/ Al v
Controct Mumber Reporting Perfod
55..48 201303
ss_n 201404

4. On the Payments tab, review the Payment Initiation and Payment Information regions for
available invoice line items.

F Contact Us | My Erafile | Lopout | ep | Reparting
PALMETTO GBA, s Lagped on 48 MO0

Hoe Fayments Completed Recenss Reports Dputes

Sponsor Portal CGDP Payments =]

Invelce Reporting Ferlod: 201504 Payments due: 03/10/2016 Baymunl Lefarmation \
I # wumbert (ALL  ~|  Parent Org. 1D HO__0 Contract Humber: (561 v 1-aond4 ‘ Total Jeseiced $1,015.41
Tatal Fand $0.00}
- ~ Total Currant Defprrad 20.00}
— [nkiate & o) 9000‘
Involced Sz /Falled Tota Pendrg $0,00}
P Number X Deferred E Defer Falled EFTID i
Amount * | Amount Date Payment Tets Sucresttd $0,00{
' Tatal Acalable $1,015.41)
s $254 .54 $0.00 - 'T:] U OGS0t _S55..8
FL_2 1109 $0.00 5 CGLIAL 3558 [
P13 $739:48 $0.00 13 COLA09T 3958 Browse oy
L7 $2.50 $0.00 - ‘:;] @ COISDAL . TS50
update All | |
Panding Transactions 5o fayment Avaledle Lnts Snproeenately §:00 o 27 Error Description
NOT Lnsuffickent Pund
© Number Asthorization Amt  Date Submitted Paymant Date Stop Paymant “': ¢ ;'“ '..I, ’“ :
02 Account Closea
There are no pending transactions at this time. R
RG3 Unable to Locste Account

No4 Lrvalid Actuent NMurmbet
P ) ROS Unautharized Corporate Debix

A0G Returnod per ODFI's Request
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5. To view invoice line items in an Excel spreadsheet format, there are two (2) functions that assist

with displaying invoice information in Excel formats, the Print icon and the Reporting link. This
instruction demonstrates the Print icon output. Instructions for the Reporting link are in the
Accessing the Reporting Link Instruction in this manual.

The Print icon allows a user to view formatted information regarding only the invoice line items
displayed on the active page in the Payments tab in a Microsoft Office Excel spreadsheet format.

Note: The Print icon will only print up to 99 invoice line items in an excel file. This is the maximum
amount of invoice line items that can display on an active page in the Payments tab. If a reporting
period contains more than 99 distributed invoice line items, a user will have to access each Payments
page of invoices listed and select the Print icon for each active page.

The Excel spreadsheet generated by the Print icon contains three (3) tabs.
¢ Invoice line item data corresponding to the active Payment Initiation region page
displays on the CGDP Payments tab of the spreadsheet.
¢ Invoice line item data corresponding to the active Pending Transactions region page
displays on the Pending Transactions tab of the spreadsheet.
¢ Summary information corresponding to data visible in the Payment Information region
displays on the Total Payment Information tab of the spreadsheet.

The Microsoft Excel spreadsheet allows a user to view all invoice line items displayed on the active
Payments Initiation region page (up to 99 invoices per page) without requiring a user to scroll
through the data. It provides a format that allows users the ability to massage invoice line item data
required in creating Batch text files.

To print all payable invoice line items on the Payments tab or receivable invoice line items on the
Receipts tab, refer to the Accessing the Reporting Link Instruction in this manual.

6. Select one (1) of the decision buttons in the message that appears at the bottom of the screen.
e Open to view the active Payment Initiation region data in an Excel file format
e Save to save the active Payment Initiation region data in Excel file format
e Cancel to exit the decision message

This example displays the selected Open button.

Do you want to open or save $5__8_201504_invoice_information.xlsx from a70lppaltedi003.a70adexmed.com? Save | ¥ Cancel
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7. After selecting the Open button, the file information for the active Payment Initiation region

page will display in Microsoft Excel.

This example displays the invoice line items only found on the active page of the Payment Initiation
region with the current date displayed in the Payment/Failed Date column.

I 4> M| CGDP Payments

s |
&l DB R aTTE - 9w Y= §5_8.201504_invoice_information.xsx - Microsoft Excel L= | B
m Home Insert Page Layout Formulas Data Review View a @ (=T X4
& Calibri v =¥  General v }"_;'J Conditional Formatting ~  g=Inset~ X ~ t\? }}
B3« B Z U~ | AN wq+ | $ - % | [EFormatas Table v % Delete + | (3]~ Z :
i A ; <008 e o Sort & Find &
; Y A é . = 2= '?j/" 00 .0 ;_"/ Cell Styles ~ _;_]Format * | 27 Filter~ Select+
Clipboard 14 Font » Alignment Number Styles Cells Editing
H9 v fr v
A B C D E F g
1 CONTRACT NUMBER INVOICE AMT PREVIOUS DEFERRED AMT PAYMENT/FAILED DATE FAILED DUETO EFTID l%
2Pl 5 $284.54 '50.00 03/25/2016 CG15041_555_8
3(pL 2 $13.69 '$0.00 03/25/2016 CG15041_255_8
4 P1_3 $714.68 '$0.00 03/25/2016 CG15041_3S5_38
5 P17 $2.50 '$0.00 03/25/2016 CG15041_755_8

Total Payment Information

£

Ready |

4]

11}

|[EEm 100% (=) 0

| »

v

Note: The Print icon will download and display invoice line items for only the active Payment
Initiation region page. To view all invoice line items for a reporting period, refer to the Accessing
the Reporting Link Instruction for creating invoice reports.

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

8. For each invoice line item to be included in the batch text file, collect this information:
Header Record:
e Parent Organization ID
¢ Reporting Period

Detail Record(s):

Contract Number

P Number

EFT ID information
Payment date

Defer Invoice (Yes or No)

Once the information is collected for each invoice line item, create batch lines using information
referenced in Appendix C: Sponsor Payment Initiation Upload Batch Input Requirements for assistance
with formatting batch text files.

Batch Header Line consists of ‘HDR’ to notate header line followed by a semi-colon (;), Parent Org ID
followed by a semi-colon (;) and Reporting Period, in YYYYQQ format.

Example of Batch Header line:
e HDR;H9999;YYYYQQ
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Batch Detail Line consists of ‘DET’ to notate detail line followed by a semi-colon (;), contract number
followed by a semi-colon (;), P number followed by a semi-colon (;), EFT ID information, in
CGYYQQ9999H9999 format, followed by a semi-colon (;), Payment date, in CYYYMMDD format,
followed by a semi-colon (;), and ‘N’ for an invoice line item.

Example of an invoice line item:
e DET;H9999;P9999;CGYYQQ9999H9999;CYYYMMDD;N

This example displays a batch text file containing one (1) header record and multiple invoice line item
records.

>

ooy ‘
| HO__0_201504_BATCH.txt - Notepad E=EE

File Edit Format View Help

HDR; HO__0; 201504 -
DET;S5__8;P1__5;CG15041__555__8;20160328;N
DET;S5__8;P1__2;CG15041__255__8;20160325;N
DET;S5__8;P1__3;CG15041__355__8;20160328;N
DET;S5__8;P1__7;CG15041__755__8;20160325;N

[ m

-

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

9. Save the batch text file with all selected invoice line items using a Sponsor-determined file
naming convention.

10. On the Payments tab, select the Payment Initiation Upload region.

11. Select the Browse... button to search for the batch text file to be loaded to the Portal.

Payment Initiation Upload

Browse._ |[bidics

12. Locate and select the batch text file to load to the Portal and select the Open button to upload
the text file to the Portal.
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| = i (=] ﬂ
@vv\ « Payment Instructions » Pymt Batch Upload WI v ’ 44 , ( Search Pymt Batch Upload W/ ol
Organize ¥ New folder =y 0l @
v Favio s * Name Date modified Type Size
A E
Desktop = || HO_0_201504 BATCH.bt 3/25/2016 %21 AM  Text Document 1KB
4 Downloads
| Recent Places
A Libraries

i

Portal.

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

Payment Initiation Upload

m D:\Usersix_7\Documer

Browse...

(4)-digit PIN in the PIN Validation form and select the Validate button.

Coverage Gap Discount Program

14. To process the submission of the payment initiation file, enter the Payment Initiator role four

PIN validation
| LT X 1]
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15. After the Payment Initiation Upload process completes, the Portal will display a system-

generated message providing information of the success/failure of invoice line items included in
the batch text file. Select the OK button to close the system message.

8 _— .
Message from webpage @

File upload result
i . Successful: 4
Failed: 0
Please select the Reports tab and select Batch to view the details

——

16. To review batch text files, select the Reports tab and populate the Batch radio button for the
selected batch file.

\ Contact Us | My Profile | Logout | Help | Reporting
s CNMS i
. Yo o P
Home Reports Dispuies
Sponsor Portal CGDP Reports =
Report Type
| Invoice Dats Tracking Eh\ah,h Manufacturer 1 089 tnformation Ad Mot Current Cutolf Catendar
: Reporting Period 201504
Parent Org. 1D Contract Number  Meporting feriod Ioveice Typa 127 ot of 17 Involce Paid By 03/10/2016
HO_0 AL v ALL v | Invoice Distribution /2016
- - - - - ' Disputs Submission 04/01/2016
Dispute Distribution DO/O8/2016
Parent Org. 1D Submission Date Status Download Flle Last Download Date
Submitted at 03/25/2016 , ' L
HO150 © ©:38 AM [Buccasetully processad) .
Submitted at 03/25/20186 Last downicaded on
S 931 AM Totally Rejected 03/23/2010 © 9:35 AM
Submitted at 03/25/2016 Primary Id ana fogon do
e 9:20 AM not match
Submitted at 03/11/2016 Last downloaded on
O 10:57 aM Succmssfully processed 0 15/2016 @ 10:54 AM
Submitted at 07/268/201% Last downloaded on v
Q 1:134 PM Successfully processed 03/15/2010 @ 10:51 am

17. Select one (1) of the decision buttons in the message that appears at the bottom of the screen.
e Open to view the data in text file format
e Save to save the data in text file format
e Cancel to exit the decision message

This example displays the selected Open button.

Do you want to open or save H0_0_batch_report.txt from a70lppaltedi003.a70adexmed.com?|  Open Save |¥ Cancel
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18. Review the downloaded batch text file for processing messages following each batch file line

item.

For failed batch file items each error should be reviewed and updated in a modified Payment Initiation
Upload batch text file to correct the errors prior to uploading the batch text file to the Portal.

This example displays the downloaded batch text file containing multiple lines that processed
successfully.

Mj HO__0_batch_report.txt - Notepad l = (=] éj

File Edit Format View Help

HDR; HO__0; 201504 L
DET;S5__8;P1__5;CG15041_ 555_ 8;20160328;N; Scheduled Payment for Future Date
DET:;S5__ 8:P1_ 2:CG15041_ 255 8:20160325;N;Payment Initiated
DET;S5__8;P1__3;CG15041_ 355_ 8;20160328;N; scheduled Payment for Future Date
DET;S5__8:P1_ 7:;CG15041_ 7s5_ 8;20160325;N;Payment Initiated

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

19. Return to the Reports tab to review the Last Download Date column populated with the most
recent date and time of download for the file.

Contact Us | My Profile | Logout | Help | Reporting
PALMETTO GBA. CMS Logged on as HO150

Home Repons Dispunes
Sponsor Portal CGDP Reports =
Report Type
I Involce Data Tracking E&ﬂch Manufacturer 1099 Information Ad Hoc Currant Cutoff Calendar
Reporting Pariod 2031504
Parent Org. ID  Contract Number Raeporting Pariod Invoica Typa 1-17 owt of 17 Invoice Paid By 03/10/2016
Invoice Distribution D1/31/2018
MO0 Al v ALL v i A B
j Dispute Submission D4/01/2016
Dispute Distribution 06/08/2016
Parent Org. 1D Submisslon Date Status Download File Last Download Date |
Submitted at 03/25/2016 [ (35t downloadad on
HO130 © 9:38 AM Successfully processad 03/25/2016 @ 10:48 aAM
Submittad at 03/25/2016 Last downloaded an
9 9131 AM Totally Rejectad 03/25/2016 @ 9:35 AM
Submitted at 03/25/2016 Primary 1d and logon do
S 9:29 AM not match
Submitted 3t 03/11/20%6 Last downloaged on
O 10:57 AM Succasstully processad 03/15/2016 @ 10:54 AM
Submitted at 07/28/201% Last downloaded on v
O 1:34 MM Successfully processed 03/15/2016 @ 10:51 AM
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20. To review the successfully initiated invoice line item payments, select the Payments tab and

review the Pending Transactions region and the Payment Information region.

PALMETTO GBA @.s“‘

Cootact Vs | My Frofile

Logout

Help
Logged on s W30

Reporting

Home Paymeses Completed Recepls Repocts Deprtes
Sponsor Portal CGDP Payments =
Invoics Neporting Parod: 201504 Payenents due: 03/10/9016 Baymant Infeemation
l P hNumber: ALl v Parent Org. 10: MO0 Contraet Number: (558 v Totwl Invosced $1.015.41
Tty Fadet $0.00
Initiste AR Tota)l Currert Defarred $0.00
Tors Previsushy Deferved £0.00
Pravious
P Number WVSCOD  Gufurred  POYMeRU/Falled  IhlIMe  Defer  railed  EFTID Tolal hemding 310154
© Amount i Fotal Sustsashy 0,00
[Tare 37a rvo more remalning nvoice Nna Items for tva quartard Tt At 50,001
Update &lf | Gl
Pending Transactions Sue reyvet Avsissle uen) Sxsrommatey 9,00/ €7 1-Jout'cf3 SIGYSTEMS Biowse
P Number Authorization Amt  Date Submitted Payment Date Stop Payment
o ot ]
P15 $284.54 03/25/2016 03/28/2016 R
PE_2 $13.09 037253/2010 03/25/2010 Error Description
PL_3 71468 Q3/25/2016 03/28/2016 ROL Insalficient Funds
P17 $2.50 03/25/2010 03/25/2010 RO2 Account Closed
RO3 Unable to Locata Account
[ p—— NO4 tnvakd Account Number

You have now completed creation, upload, and review of a payment batch text file for the Payment

Initiation Upload functionality.
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Processing Deferred Invoices

The Portal provides the ability to defer payment of distributed invoice line items to a subsequent
reporting period if:
e The Total Available amount field in the Payment Information region totals less
than the Portal’s system-default allowable amount and
¢ A Sponsor’s banking ACH process prevents processing of the total amounts selected
for payment initiation that fall below their specified minimum dollar ACH
processing amount for a specific payment date.

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

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

The instructions provided present different scenarios for how the Defer process functionality works.
The most important facts to know before deferring an invoice:
e All Sponsors are responsible for verifying their banking institution’s specific threshold for
low-dollar ACH amounts permitted for processing.
e The Portal processes initiated payments as a lump sum debit from Sponsor accounts for the
total number of invoices selected to initiate on a specific day, not as individual invoice line
items.
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Defer Eligible Invoices — Total Available Less Than $20.00 USD Instruction

This instruction provides direction on when to use the defer process.

Defer Instruction Scenario — Total less than $20.00:

Invoices distributed for a reporting period display a Total Available amount less than the Portal’s
system-default allowable amount, currently set at $20.00 USD. The Defer column displays check boxes
for all available distributed invoice line items.

The Sponsor’s banking institution allows ACH processing for dollar amounts greater than $5.00 USD.
In this scenario, the Total Available amount of all invoices is less than this Sponsor’s bank ACH
minimum threshold of $5.00 USD, so all invoice line items are eligible for deferment.

Remember: Just because the Defer check box is available does not mean it should be used.

Sponsors are responsible for verifying with their banking institution the specific threshold for low-
dollar ACH amounts permitted for processing.
Note: Completion of this process is limited to Sponsor associates assigned the Payment Initiation role.

1. Authorized end users will access the Portal to review invoices due for payment and use the
deferment process, if applicable. Instructions for daily login into the Portal are in the CGDP
Sponsor Portal Introduction and Login Users Guide located under References on the
TPAdministrator.com website.
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2. After successful login, the Home tab will appear. Select the specific type of invoice from the
drop down list located in the Invoice Type field.

,,,,,,,

Home

Sponsor Portal

. — ————

Repons Depules

Coverage Gap Discount Program Home

[ Pacent Org

Contract Reparting 1 -daedfs
0 Invoice Type  Number Dariod Status
MO8 Ilhmvt-"y vl [al % [l v Al v
Invelce Type  Contract Number wm Status Select

Quanarly HS_0 2013504 Avadabie
Quarterly HI_0 201303 Avatatie
Quartarly HS 0 201502 Avalatie
Quarterly HS D 201501 Avatable

Seotact.Us | My Profile | Legoul | tisip | Beperting
Logoed on sa 10

Walkames 1o Covernge Gap Discownt Portal mhers
you can initiate a payment, check the status of
payments and recaipt of payments an wel as wew
your repons.

For paymant functions, start by selacting 2 line
itam fram the list to the left of this massage

Avallpble Invoice is ready for payment inftiations
Falled O or mora items has an unsuccassiul
payment attempt
Incomplate One o more itams have not been paid
na No inveicn due for payment, Receipt of

fands dus fram Manufacturaer or Sponsor

Ponding AN Srw itams have been initisted
successiully

ful AD o e have Been paid succmsfully

Heporting Perfods with no invoice line items
Fiver CTomtract Number Reporting Puriod

by: HE_0 v AL v
Contract Number Roporting Period
M0 201404

3. Populate the Select radio button for the applicable reporting period then select the Payments tab
to view the invoice line items associated with the selected reporting period.

PALMETTO GBA,

(Cms

RN, S T A

Recaps

Repoms Dspases

gt SO

Sponsor Portal Coverage Gap Discount Program Home

Cantact Us | My Profils | Logeet | Mel | Buparting
Logged on s MO0

Parent Ong. Contract Raporing t-anetore)
mw fnvoice Type  Number Puriod Gtatus Welcome to Coverage Gap Dizcount Fortsl where
=1 ety . 4 At YOUu can initiate & payment, check the status of
Ho—o Cumrindy V| (ML V] ML Vi AL Bt payments and tecaipt of paymunts ss well s view
your repocts
Reporting
Roicn Tyms Camtuacxame Peried AR, Salact Far paymact functions, start by selecting » line
Quarterly HS_0 201504 Available m Ttaon from the fist to the laft of this message
Quarterly Hs_0 201503 Avallable
Quarterly HS—0 201502 Avalinble »
Quartedy HS_0 201501 Available Avsilable Lovoke is ready for paymaent initistions
Fallnd  One or morw items has an ansocomsful
payment attempt
INCOmplate One Or More itams have aot been paid
na Mo Invoios duw far paymeat. Recaipt of
funds due from Manufacturer or Sponsor
Punding AN ling itams have boan inibatad

siconusfully
Socceostul All fine items have boon paid successtully

Reporting Periods with 0o invoice line items
Filter Contract Number Rwparting Panod

by: MOV AL v
Contract Nomber Reoporting Period
H5._0 20140+
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4. On the Payments tab, review the Payment Information region’s Total Available field to note

the total dollar amount of available invoices.

oy Svofiie | Legout | Helo | Begoding

Contact Us

Logged » as HO_0

Home Compeies Receipts

CGDP Payments

Payments
Sponsor Portal

Invaics Raporting Peded: 201504 Sayments dus: 03/10/2016

o D Fpyment [nformatio

I P Mumder: [ALL v Parant Ocg. ID: HO__0 Contract Numbar: [H5_5 Vv 1-Zosof3 B
Totad Involced $4.87
Toral Fadled $0.00

Initigte AN
5 Total Currert Deferred %3.00
Previous " sl 3 na
- P ¥ Toral revous Deterrad 0.00
Puumber NS Deteorua  PUTERISIed e puer rated  artio ey
© Amount v 0 e
ak Yotal Soccassiul £0.00
- 04012075 1
P10 143 $0.00 C4n1 22 | 19541 _we__ [Te2al Avarabis $AET
Fl_2 $3.44 sp.0p  |0%0L0E | TGIS341_Ine_3
Update At i e Paymeat [nitiation Upload
o e Browse
Panding Transactions =000 Fmmes dossbe (o0 o ray @ —_—
P Al At Date Subimitted Payment Date Stop Payment
Thare ara o pondng transactions at this time
| Error Duscription

01 ImsufMiciant Funos

Review the invoice line items in the Payment Initiation region and notice that the Defer column
displays check boxes only when the Payment Information region’s Total Available field
displays an amount less than $20.00 USD.

This example displays activated Defer column check boxes for invoice line items that fall below the
Portal allowable amount of $20.00 USD and fall below this Sponsor’s bank ACH minimum threshold

amount.
Invoice Reporting Pariod: 201504  Payments due! 03[10/20[9
P thamber; (AL v Parent Org, 10: HO...0 Contract Number: H5_0 v L:3ostell ‘
Total Invwoiced §4.57
Total Faked 30,00
Initists &
- I Lttt Total Currenk Deferved £0.00
y Previous .
il it Total Pravmus Defeme Q
P Number lnvwced. Dederred Payment/ Failed :'mlule Defer  Failed EETID ERas 'u't-e‘ wd S_OU
Amount | b Dete ayment Total Pending £0.00
- Tota! Suc { 30.00
P10 $1,43 $0.00 U COL5041_0HS_0 {Total Avallatie $457
PL2 3344 80,00 2| CGI5041.215..0
Update All & T
St '

Remember: Just because the Defer check box is available does not mean it should be used.
Sponsors are responsible for verifying with their banking institution the specific threshold for low-
dollar ACH amounts permitted for processing.

If the Sponsor’s banking institution can process the amount displayed in the Total Available field,
the Sponsor should not utilize the Defer process for that line item.
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6. Populate the Defer check boxes with a check mark to select all invoice line item(s) for deferment

and select the Submit button, located at the bottom right of the Payment Initiation region.
[nveice Reporting Period: 201504  Payments cus: 03/10/2016

—_— —— e £ Hion
S Numberz AL Vv Parenk Org. ID: HO_0 Contract Nember: |H3_4 v 1-2okcf2 Payment Informatio
Total Invoiced 3487
- Tota! Failed $0.00
i
= intiate A ent Deferred $0.00
a Previous = e = - c =
. Total Previous Defierred $0.00
PNumber 1VOICRd o eq Poyment/Falled Imtiate .. a4 = i 9
Amount 7 _ Date Payment Total Pending $0.00
Amount
_— - _ Tota! Successful $0.00
PL_G 51.43 $0.00 B [ g CGISL O 2 Total Avaiiable -
- _ | —
P13 24 $0.00 = ] M CoIsi_25 0
B T e |
Update &l L =9 | Sma

T

Note: Selecting Defer is only applicable when the Total Available field’s total is less than $20.00
USD and if the Sponsor’s bank ACH process prevents processing total amounts selected for payment
initiation that fall below their bank’s specified minimum ACH processing amount.

Invoice line items will no longer be available for deferment if the invoice line item(s) remains
unprocessed for payment for 16 reporting periods. Invoice line item(s) in this status will require
separate payment processing between the two (2) entities.

7. To process the submission of the deferred payment, enter the Payment Initiation role four (4)-
digit PIN in the PIN Validation form and select the Validate button.

Coverage Gap Discount Program

PIN Validation

Wal

The system will display a Message from Webpage after selecting the Submit button.

Message from webpage &l

-~ 9 Warning: By selecting 'OK' below, you acknowledge that you are unable

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

ﬂ oK ]]1 Cancel |

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

56|Page
Revision Date: 032022
Version Number:6



CGDP Sponsor Portal
Payments Users Guide

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

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

9. Once the defer process is complete, review the Payment Information region’s Total Current

Deferred field for updated amounts.

FAlMFTT? GBA, (-C'Ms‘

e Paymems Cumpleies fRecepts

CGDP Payments

Deputes

Sponsor Portal

Raporting Ferod, 200504 _Payments duei 09/10/2016

| P Rumber: (AL v Farent Org. 10 MO0 COMyact Number: (HS_0 v

Initiste All
Previous ‘

Invedond Payment/Falled  Initiste <
¥ Numbur < Duferred Dufur radlad [ IR

Amount =L ant Date rayment
|ihete are oo meco remaineg lnveice fine Swms fig e quate:]

Upsate A% . ez

Pending Transactions S feymect st Lnt) s rT
[ P Member  Authorization Amt  Dste Submitted  Payment Date Stop Payment
There are no pending transactions at this tima

Ty C——

Camact Us | My Prefile | Logowt | Helg | Resarting

Payment Infurmatica
Total Invoiced
Total Failed
(Yot Gurrert Deferred
Totsl Fravious Deferend
Total Pending
Total Successfol
[Teial Auntaiie

Payment Initiation Upload

Browae

Erres Description

ROL InsuMcient Funds

10. To verify the deferred invoice line items, select the Completed t
in the Completed Transactions region.

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

ab, and review the data listed

e Status column. The Payment

PAL'.AEYTO GBA ("CM'S__

Lagged ox we MO0
Horw Luyrmants Cormphnig gty peaty Ospunes
Sponsor Portal CGDP Completed Payments =
Inveice Reporting Puricd: 201504 *
| - # rambee AL v Farsot Org. 10; HO...0 Contract fumber: [HE_0 ~ t-2mnctd | L facitd._Q
— Total nvolced AR o
Total Rocorrwd $0,00
P Mumbec 1 Date Status e elal Delarred TN
= z n TETIEAT .
JeT—5 e CAIGA)3aT8 Dwwrnd RIS O — Tetal Pending 50.00
L — 3344 Sa0ai201e Defwrsd Cola04L __IHS Total Faded $0,00
Taotsl Outstanding $0.00
To wew completed payments i g Ament feparting DeViod, relurn (o the Home tab and seiect the racdn dutton
e (PO HHAC CONTAINT The SOSVIET MGrTING DO Posaie Statuses

Suntacs Us | My Srofile | Loguut | tielp | Beganting

Detorrad Payer has determined that the
IMOUNT owed is below ther
bank's ACH minimums

Fanding Payer mitaton was
The Sediting process, ¢
peviod and Crediting proces
MmN

Socoesytul Fands should now be availabie in
the puyes's aciount

You have now completed processing deferred invoice line items.
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Non-Eligible Defer — Total Available Greater Than $20.00 USD Instruction

This instruction provides direction on when the deferment process is not applicable.

Defer Instruction Scenario — Total greater than $20.00:

Invoices distributed for a reporting period display a Total Available amount greater than the Portal’s
system-default allowable amount, currently set at $20.00 USD. The Defer check box does not display
for any distributed invoice line item if the Total Available amount is greater than the Portal’s $20.00
USD default amount.

In this scenario, the Total Available amount of all invoices is greater than the Portal’s default amount,
so all invoice line items are eligible for payment processing and not deferment.

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

Note: Completion of this process is limited to Sponsor associates assigned the Payment Initiation
role.

1. Authorized end users will access the Portal to process payments for invoices not eligible for
deferment. Instructions for daily login into the Portal are in the CGDP Sponsor Portal
Introduction and Login Users Guide located under References on the TPAdministrator.com
website.

2. After successful login, the Home tab will appear. Select the specific type of invoice from the
drop down list located in the Invoice Type field.

Contact U | My Profila | Aogest | Halp | Bagorting
PALMETTO GBA CMS Logped or s D8

Home Repocts Denputes

Sponsor Portal Coverage Gap Discount Program Home

Parent Org Coetrace Kepereting 1-lexefd
1) Invoice Type Number Peciod Sqatus Welkcome to Covarage Gap Discount Poctal whera
: e e e you con istiate 3 payment, chock the status of
w0 fOustery v |ALL WV A ~ ALL v

payments and receipt of payments ss wall oy view

your repurts

Involce Type Confract Number Stotus Select For payment functions, start by sefecting a line
Quariarty (L. | Ayallable Ibewn froem the liet to the left of this message
Quartaly H? 1 Avallable
Quarterly H7 1 Available Avaliabde Ltnvaics s feady for puyment imtiations

Falladt  One of movae itams has an unsuccesstul
payment attompt
Incomplets Groe or more items hawe not been paid
WA o invoice dus for payment. Recuipt of
fands due from Manufacturer or Sponece
Pending A% ine Rems have been Initisted

waccessfully

Soccastful A ine Zamd Rave baan paid suctusifuly

Reporting Periods with no involce line items

Fiter  Contract Numbe Rapurting Perod
h’_V' L A | V. AlLL W
Contract Number Reporting Period
H? .1 701302
M7t 101408
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3. Populate the Select radio button for the applicable reporting period then select the Payments tab
to view the invoice line items associated with the selected reporting period.

Cootact Us | My Profile | Logout | Help | Repacting
PALMETTO GBA. C s Liggad o 45 1000

T ) e

Ve Complrs  Reers Ry Owwes

Sponsor Portal  Coverage Gap Discount Program Home -
[Pareet Org. Costract  Raperting t-aak )
10 Invoice Type  Number Period Status Welcome to Coverage Gap Discount Portal where
[Cria ' 1 - YOU Can tinte & payitent, check the status of
0 {Quaderly  VHIIALL M) gL VIAL bt n 204 Tecelpt of payments as well as view
your reports.
Reporting
Inyoice Type Controct Number
Pariod Gtatus Safact For paymant functions, start by sefecting a line
Quitr bty Mr_1 201504 Avallabie E] iteen froen tha lst to the feft of this massage.
Quartaerly H7 1 201502 Avollable
Quarterty W7 2013501 Avallable

Avaliable Tnwoice is ready for payment initiations
Falisd  OnNe or MOre itdms has an unduccusshic
payment attempt
Incomplute Ona ar mote lteens have not been paid
na Mo invoice due for paymant. Receipe of
funds due from Nacufacturer or Sporant
Panding Al line iteme have been initiated
successhilly
Suctesafil Al line lteme have been paid sutcessfiully

Reporting Paricds with no invoice line itums
Fiter Contract Number Reporting Period
by: L ALl W

Contract Number Reporting Period
"1 201503
H7 1 201404

4. On the Payments tab, review the Payment Information region’s Total Available field to note
the total dollar amount of available invoices.

N Contact Us | My Profils | Logout | Hel | Reprting
PALMETTO GBA, CMS Logped on 45 HO_®

T -

Horw Py menm Compielng Rwcaipts Repatts Doprten
Sponsor Portal CGDP Payments =

el gice Ragorting Perioa: 201504 Fayments des: 03/10/20106

I P bt (AL v Patent Org, 104 MI__0 Contract tumbet: [t v| L-Anacd ] Pyymant Infarmadtn
= Totul Invaiked $a5.4%
Total Failed $0.00
I = Initidte A Totas Curment Defecred $0.00
vious
d Invoiced Payment /Faded  Initiate Total Pravicus Duderrud $0.00
P Number Aot * i DA:'!"P‘ Dot Payment Defer  Falled EFT ID Total Peoding £0.00
ount
Pi_a $4.67 s0.00 (DUDAR0M ,'?] COIBSE1aH_|
| n 2
‘ P2 344 s0.00 CaISaL_2WP 1
Lt 517,80 $0.00 CaLSE 2|
‘ Pl 4 E YR b $0.00 CE18041 W71 carye . 3
update Al H
Panding Transnctions G000 Pemeer b Lntd Azravmmesl 00 /™ §T
| P Nember Authorization Amt  Date Subwmitted Paymunt Date Stop Paymaent Ervor Description
[Ih-ru are ra punting tracsactions st this tine | o3 Insufticnt Funds
| RG3 Attaunt Closes

RG3 Unatie to L

asdnamnd,

R4 Invalid Account Number
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5. Review the invoice line items in the Payment Initiation region and notice that the Defer check
box is not available when the Payment Information region’s Total Available field displays an
amount greater than $20.00 USD, even when invoice line item amounts are less than the Portal’s
system-default allowable amount.
Lrvoice Reporting Pariod: 201504 Sayments dus: 03/10/2016

Paymant iofocmation
P Wumber: ALL v Parent Ory. 1D HO—0 Contract Number: W11 v Lodmtodé | axsnant koformasi
==L - Total Invoiced

Total Failed
Initiate All

Tetdd Cunvset Daferred
1 s Pruvioas
Invoiced Deferred Payment /falled Initiate

P Number

ol ¥ T
Amount * | Asrount Date Payment Defes wiled ndly
PI_4 " so00 (04040016 |7l N CGIS041. AT}
PE_2 l'i‘! $0.00 (4042016 ] CHLSOM_INT L
| T, y =
P11 $17.57) s0.00  (OHUA20V 7]
Pl4 89,47 so00 (osaute |

-
Update A a

Note: The payment initiation process used by the Portal initiates a lump sum debit from Sponsor
bank accounts for the total amount of payments initiated, not individual line item debits.

6. Populate the Initiate All check box with a check mark to select all invoice line item(s) for

payment initiation and select the Submit button, located at the bottom right of the Payments
Initiation region.

[M tnitiate an
P Number IAr:::ch:tdﬁ 1 ;:::lror:; Paymgr:;;;Failed g:i‘t:':'t Defer Failed EFT ID
Amount
P1_4 $4.67 50.00 :EJ CG15041__4H7__1
P1_2 £3.44 50.00 _EJ CG15041__2H7_1
P1__1 317.87 50.00 :EJ CG15041__1H7 1
P1_ 4 $9.47 £0.00 :EJ CG15041 __4H7 1
Update all [J l:l:'ﬂ

Note: Selecting Defer is only applicable when the Total Available field’s total is less than $20.00
USD and if the Sponsor’s bank ACH process prevents processing total amounts selected for
payment initiation that fall below their bank’s specified minimum ACH processing amount.

7. To process payment initiation, enter the Payment Initiation role four (4)-digit PIN in the PIN
Validation form and select the Validate button.

Coverage Gap Discount Program

PIN Validation
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8. Once the process is complete, review the Payment Information region’s Total Pending and

Total Available fields for updated amounts

(CcMms

- -

PALMETTO GBA,

Home Fayments Compheted Fcepla

CGDP Payments

Reports

Sponsor Portal

Imvcice Reporting Pered: 201504

Contact Ug | My Profile | Logoet | Heolp

Obsputes

Payments due: 03/10/2016

I P Humbee: (AL V| Pacent Org. 10: HI_0 Contract Numbar: [HI_) v Bayirart nfadion
[ —— » Total Invoiced §23.43 )
Total Faled $0.00|
Injtiate Ab Total Current Deferred .00/
Previous
Inveiced S ralled Totd Prevoun Deferred $9.00}
P Number - Deferred . Detor tallod Irrin
Adisent Amount Oote Phyosent Rl sagng 33545
- : g Total Successhul 50.00|
THare 36 N0 M raMIining Wvoice Ine toms for the quanar, -
Sk bttt — - - | Total Availabie =0.00}
Update A4 _'I —
{Fmtﬁng Transockions 5o faemeer Aaysabis Lt Approaimatety 5100 7™ ET 1 doutol 4 \ Paymant Initiation Upioad
i P Number Authorization Amt  Dote Submitted Payment Date Stop Payment Browse T
Nk e caw it ]
Pl A $467 04/04/20%0 04/04/2016
n_2 $344 O4/04/2016 04/04/2016 .
L B | $1727 04/04/2018 04/04/2016 Ervor Description
P14 §9A47 04/04/2016 04/04/2016 ROL Insufficient Furds
RO2 Account Closed
|
I ROD Unable to Locats Ascount
R S L )
S04 Tnualid drrois Simhar

Reporting

Logoed on es U0

You have now completed working with invoice line items totaling greater than the Portal’s system-

default allowable amounts.
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Prior Reporting Period Defer — N/A Payable Invoices Distributed for Reporting Period
Instruction

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

Defer Instruction Scenario - No payable invoices distributed

Invoices deferred from a prior reporting period require additional processing. The current reporting
period contains only distributed invoices for receipt from Manufacturers. No payable invoices are
available.

In this scenario, the prior period deferred items require processing in the current period; however, the

current period does not have any payable invoices. The Total Available amount of all invoices is less

than this Sponsor’s bank ACH minimum threshold of $5.00 USD, so all invoice line items are eligible
for deferment

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

Note: Completion of this process is limited to Sponsor associates assigned the Payment Initiation
role.

1. Authorized end users will access the Portal to process previously deferred items when the current
reporting period has no payable invoice activity available. Instructions for daily login into the
Portal are in the CGDP Sponsor Portal Introduction and Login Users Guide located under
References on the TPAdministrator.com website.
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2. After successful login, the Home tab will appear. Select the specific type of invoice from the

drop down list located in the Invoice Type field.

PALMETTO GBA,

Sponsor Portal

Fepocts

[“Farert Org, Comract  Repurting
w 1nveice Type fumber Period Status

HO—0 la.nn.w vB 852 wv| Al v [an ~

Dnputes

Coverage Gap Discount Program Home

1-2otctl

Invoice Type  Gontroct Number — NeRorting Status

Pesiod Belect
Quariarly 5 3 01503 N/A
Quuerterly 3.3 201302 Succwesful

Contecs Vs | My Profily | Legaut | teelo | Baporting
Logped on sa MO0

Tt Sverarersent

Walcome tn Coverage Gap Dlscount Poctal wherw
You can initiste » payment, check the status of
payments and reaceipt of payments ss well sx view
your reports.

For payment functians, start by sslecting a line

Itom from the et 16 the Inft of this message

Avallable 1voice is ready for paymant Initistions
Falled  One ar more itoms has 30 unsucceseful
Paymaent atompe
Incomplets One or more ltems have net Boon paid
N/A No nvolce due for payment. Recelpt of
Funds due rom Manufacturer o Sponsos
Panding Al line itema hawe heen initiated
successtuity
Succmsstul All line lbams have bean paid succesafuly

Raeporting Periods with no invoice line tems
Filter  Contract Numbaer Raporting Period
by ALl v ALl ™

Contract Number Reporting Pariod

Thars iu an invaics report for the selectas Contract
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3. Populate the Select radio button for the applicable reporting period then select the Payments tab
to view the invoice line items associated with the selected reporting period.

p—

PALMETTO GBA,
Receipts

Sponsor Portal

Fepoats

Coverage Gap Discount Program Home

Cootact s | My Brafile | Aegaut | Help | Repseting

Logped w25 OO
Ty Shessrrrmet

Disputes

Walcomne to Coverage Gap Discount PFortul whate

Farert Org. Contract Repocting

you can initiste & paymuent, check the status of
payments and receipt of payments st well an view
Your reports.

Fue paymend fusctions, start by selecting + line

o Invoice Typo Nuember Period Status R
L0 Quwiery v (55902 V1 AL v [an ~
Involce Type  Controct Number !ln?a«n ;:“ Status Select
Quarterdy 553 01303 wa el
Quarterly 552 W1502 Successful

Jtum fram the list 1o the luft of this message

Ayallable [nvoice i ready for payment inttiations
Falled  One or more items has an unsuccosshul
Payment atteocpt
Dicomplete One ot mors lems have not bedn paid
NIA No inveice due for payment. Receipe of
funde dus fram Manufscturwr or Spansor
Peading ANl line ftems have been initisted
sucoesully
Succesaful All line ftems have been paid successfully

Reporting Periods with no invoice Tine items
Filtar Contract Numbar Reporting Perioa
by [ALL v [ALL v

Contract Number Reporting Perfod

Thera 4 an involce feport for the selacted Contract

4. On the Payments tab, review the Payment Information region. Note that the Total Invoiced
field contains zeros, due to the Sponsor not receiving payable invoices for the reporting period.
However, the Total Previously Deferred and Total Available fields display the total dollar

amount of invoices deferred from the prior period.

CMS

i i

Sponsor Portal CGDP Payments

PALMETTO GBA

Receipes

Repos

Irvoice Reporting Perod: 201563 Payments due: 12/09/2015

Dispudes

Contact Us | My Prefie | Logiut | Hak | Keporting

Ligoed on s MO0
Test Brvororrme

i P Number: | Al v Farent Drg. ID: KO0 Contract Numbar: |35._30 Vv 1-1stof2 Bapment [Wtonzanle
— ' [l K
. & Tate: Pabed £0.00
Inktiate Al
' nitiate Tokel Clerert Oeferred $0.00
Previous =7
P Nusber :’::::;" Defarred "'V"'g:{c Folind l':“:;‘::u Dutar R RT (I P XL
© Amownt ¥ R —— $0.00
Total Gascwsshid $0.00
L0 $0.00 $0.34 CGIS3I1.A85..7 {1yt atie 34 &5
P13 $0.00 $5.11 CO19634__¥55_28
Update A [—) Payment Initiation Uplead
Panding Transactions 5o feyment dvaiate Lot Anorsemately 5:00 5 €7 Sowe | Qe
P Nambor Authorization At Date Submitted Paymont Date Stop Payment
Therw ate f0 peading trannactions at this time,

Ercor Description |
[T ROL Insutticient Funds ‘

NO3 Azcount Closed |
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5. Review the invoice line items in the Payment Initiation region and notice that the Defer check
box is available when the Payment Information region’s Total Available field displays an

amount less than $20.00 USD.

This example displays active Defer check boxes for Previous Deferred Amount invoice line items that
fall below the Portal’s allowable amount of $20.00 USD and fall below this Sponsor’s bank ACH
minimum threshold amount. Note that there are no Invoiced Amounts available in this scenario.

Isvsoice Reporting Parod: 201503 Paymants dus: 12/09/2015

P Nander: ALL Vv Parent Org, ID:HO_0 Cooftract Mumber: (552 v 1.2tk

Initizta Al

| Previous

| Invoiced Poyment/Falled  Initiate "

| P Number Asosnt 1§ Deferred Date Payment Defer Falled EFT ID
LD $0.00 M ™ I S84 088
FI_3 £0.00 - e L 19931355

Remember: Just because the Defer check box is available does not mean it should be used. Sponsors
are responsible for verifying with their banking institution the specific threshold for low-dollar ACH
amounts permitted for processing. Initiated invoices are processed as a lump sum debit, not
individual line items. If the Sponsor’s banking institution can process the amount displayed for the
Total Available field, the Sponsor should not utilize the Defer process.

6. Populate the Defer column's check boxes with a check mark to select all invoice line item(s) for
deferment and select the Submit button, located at the bottom right of the Payment Initiation

region.

Contact Us | My Srofie | Legout | Helo | Begarting
PALMETTO GBA CMS e

Hore Payments Compieies Aecepn Repons Depuies

Sponsor Portal CGDP Payments

Irvgice Raporting Feciod: 201503  Fayments dus: 12/09/2015%
I B heamber: (2L v Parust Org. 10: MO0 Cuntract Numbee: (853 v t-Jose? l faymect Iotaemanzn
= 4 $0.00
$0.00
Initiate Al 0,00
PFrevious =z
® Nearmber Invndn-d. Dt Payment /Falled  Initiate Defer talled 110 £0.45
Amount * | Dote Payment y $0.00
Amount
30048 ™~ - $0.00
PL.O $0.00 $0,24 Suaee L I = [ T
Pl $0.00 goan] (tavaaoe |7 o)
updato Al L5 Upload
Pending Transactbans 900 Aymest fusiste 0 AY Aty #00 P € Browee e
P Namber Authorization Amt Date Subimitted Payment Date Stop Payment
Thare are o pending transactions at this thme
Frror Duscription
R01 [nsuMticient Fands

Note: Selecting Defer is only applicable when the Total Available field’s total is less than $20.00
USD and if the Sponsor’s bank ACH process prevents processing total amounts selected for payment
initiation that fall below their bank’s specified minimum ACH processing amount.
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Invoice line items will no longer be available for deferment if the invoice line item(s) remains
unprocessed for payment for 16 reporting periods. Invoice line item(s) in this status will require
payment processing between the two (2) entities.

7. To process the submission of the deferred payment, enter the Payment Initiation role four (4)-
digit PIN in the PIN Validation form and select the Validate button.

Coverage Gap Discount Program

PIN validation

= ]|

The system displays a Message from Webpage after selecting the Submit button.
'

=

Message from webpage

( =% Warning: By selecting 'OK’ below, you acknowledge that you are unable
&' to pay this amount because it falls below the minimum amount your
~ bank allows for ACH transactions. You also acknowledge that this

amount is still owed to the payee and expected to be paid at such time
when: (1.) Other small amounts can be combined which exceed your
banks minimum payment restrictions or (2.) The amount has been
deferred for 16 quarters and the deferred amount must be made by
other means, mutually agreeable to both parties.)

]

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

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

8. Select OK to defer the selected invoice line item.
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9. Once the defer process is complete, review the Payment Information region’s Total

Previously Deferred and Total Available fields for updated amounts.

Contact Us | My Profie | Logout | telp | Bepstiog
Logged oo me W00

Tent frwrooerers

(CMsS

TIT Y TIA § S T

PALMETTO GBA.

Home Completed Receiphs

CGDP Payments =

Faymernts ‘l Cupuses

Sponsor Portal

Invoice Ragorting Parod: 201503  Fayments due: 12/09/2015

L D humbar: (AL V| Parest Org. 1D: HO_0 Contract Number: [55_3 v 1 Zwmsol2 Farze 2 L mallun
Total bvvocas $6.00
frotiste All Totyi Faded $0.00
, Previows A2 Yot Crrent Deleved $0.00
Contract  Invoiced Payment /Failed  Initiate h 0,00
. Owlerred Defer  Failed EFT 1D o5, Pron vy Dgormes . .21
Number  Ameunt * | Amsount Date Payment P — $0.00
’rh--- arw O more remaineg wsice line Rems for the guarter ] Tetal Gacomsty 30
al i SERETCD X
Updatn &8 = (S
Pending Transaclions oo Peymenre Assiabie ety Aporometaly 5:00 M 2~
| P Number Authorization Amt  Date Sebmittad Paymoent Date Stop Paymsent Browes 3
i [
There sre no pending transactions at this tima.
st =
Error Description

f01 Insuficent Funds

10. To verify the deferred invoice line items, return to the Home tab and select the prior quarter.

PALMETTO GBA,

Tibi DI COMIWNY

Home Payments

Comphetes

Receple

Cantpct Us | My Profile | Logout | Help
Logoad on a5 HO__0

Tast Srrormnenect

Repons Disputes

Sponsor Portal

Coverage Gap Discount Program Home

Bepocting

Pareot Org. Contrace Raporting
T8 Invoce Type Mumber Period Statuy 1-2onel2 payments and receipt of payments a3 well as view
] 7 foesainll N S YOue TOROrts.
HO_0  |Quedtery V| |S5SR v| AL v AL v

Quarterly
Quarterly

552
$5..2

f Reporting
Ioveica Type  Contract Number
Berlod

201543
W1502

Status Select

N/A
Sucoessful

Welcema to Covarage Gap Discount Poctal whare
you can Initinte & paymant, chack the status of

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

Avallable Inveoice is ready for payment Initiations

o

Fallea

One or more itams has 30 wnsucceasful

Payment Atempt
Incomglete (ne or more items have not baen paid
N/A No invoice due for payment. Recaipt of
funds dou from Manutacturar or Sponser,
Pending Al line items have beer initiated
successtully
Succeastul All line items have bean paid successfully

Reporting Periods with no invoice line items
Filter Contract Number Reporting Period
by ALL ALl v

Contract Number Raporting Period

There i5 an Involce report for the sefected Contract
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11. Select the Completed tab and review the data listed in the Completed Transactions region.

This example displays the selected invoice line items as Deferred in the Status column.

Contact Uy | My Profile | Logoet | Heip | Reporting
PALMETTO GBA. CMS woaged o0 1 W90
T a3t Enveranmens

Home Paymeats Comgleted \ Recepts Regias Dieputes
Sponsor Portal CGDP Completed Payments =
Invoice Reporting Peried: 201502 '
I P Mumbar: ALL v Parant Org, ID: HO__O Contract Numbar: 552 v 122 I Payment Information for $5..2
—_— — Total Invoiced £6.45
Total Recsived £0.00
Inyeolced Amount Bayment Date
P Number . Status EETID ] ) e
P1_0 $0.34 P‘W LI Deferred cc.ssan_c;ss_zl Tetal Panding $0,00
P13 §6.11 ‘12,-‘:1&'20155 Deferred CG1%021_359_2) Total Ealled 0.00
Total Outstanding $0.00
“To view completed payments for a different reparting periad, retun Lo the Home 286 and sefect the radko button |¥ P N P t
nw item Hhat condans the desved meporting penod. S SRATONee
Deferrad Payer has determingd that the

amount oeed is below thak
bank's ACH misdmums

Fending Payer inltiation was successful
The debiting process. hoiding
periad and craditing process sl
remain

Suciessful Funds should now be avaiable in |
the payee's account

Note: The Payment Date column displays the most recent deferred date.

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

Instruction

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

Defer Instruction Scenario - No Invoice Distributed

Invoices deferred from a prior reporting period require additional processing. The current reporting
period did not receive distributed invoices available for payment or receipt. The Portal updates the prior
reporting period status to Incomplete as well as updating the reporting period line item with a red font.
Users are required to review any reporting periods with statuses other than Successful and perform
processing as necessary to remain in program compliance.

In this scenario, the prior period deferred items require processing, even though the current period has
no invoices distributed for payment or receipt. The Total Available amount of all invoices is less than
this Sponsor’s bank ACH minimum threshold of

$5.00 USD, so all invoice line items are eligible for deferment.

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

Note: Completion of this process is limited to Manufacturer associates assigned the Payment
Initiation role.

1. Authorized end users will access the Portal to process previously deferred items when the current
reporting period has no invoice activity available. Instructions for daily login into the Portal are
in the CGDP Sponsor Portal Introduction and Login Users Guide located under References
on the TPAdministrator.com website.
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2. After successful login, the Home tab will appear. Review the following sections:
e System message above the Filter region displays “One or More Reporting Periods Have

Outstanding Payments.”

e Updated status of prior reporting periods in the Filter Results region, the example
displays the updated status of Incomplete
¢ No Invoice Reporting region displays the current reporting period

PALMETTO GBA,
Home

Sponsor Portal

Seports Onpuies

Coverage Gap Discount Program Home

Contact Us | My Erofie | Logaut | Help | Sapecting

LAg0et N 85 MO0

Test tyrvarrrmst

1| Ors ur More Reporting Puriods Have Cutstanding dsymants ]]
Farant Grg Comtract Raposting 2 Lot efd
0w Inveice Type Numbdes Perdod Status =" TN
= — — — Your reparts.
W0 (Qoemedy v [ALL v ALL v Al ~
Inxoice Type  Contoact Number Ww Status Sulect
[ovaery o ~301302 sagine O]

to Coverage Gup Dmcount Portal whers
You can iniate & paymant, check thae status of
payments and receipt of payments as web az view

For paymant functions, start by sefecting a line
fterm from the ist to the left of thes message

Avallable tnivoice i ready for payment initiations
Falled  Oow of mare Items has an unsoeccessful
payment attampt
incompiete One or more items haye not been pad
NiA No invoice duw for payment. Recsipt of
fends due Trom Manufacture 0f Sponsor
Pending A% ¥na items have boen initiated
successfully
Suctusalul AL Bre Hams have bewn pald successfully

Reporting Perlods with no invoice line items
Filter Contract Number Raporting Period
by: ALl | AL v

Contract Numbor Reporting Period

| ss_2 201303 |
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3. Populate the Select radio button for the applicable reporting period with the updated status of

Incomplete, displayed in red font, and then select the Payments tab to view the invoice line
items associated with the selected reporting period.

) Contact Us | My Profie | Logaut | Help | Repering
PALMETTO GBA, CM S e Bedeotrnt

Home Payments Compiatd Recapts Repons Dspungrs

Sponsor Portal Coverage Gap Discount Program Home -

I One or More Raporting Perods Have Cutstanding Paymants ]
A Welcome 1o Coverage Gap Discount Portal where

intiate » payment, check the status of
Parent Org, Contract Reporting You can
0 Invoice Typs  Numbar Perod States I-letofl poayments and receipt of payments as well a3 view
SN N ol ¢ I 2 - - Your reports
M0 [Quamedy Vi [ALL v AL v AL b
For payment functions, start by selecting a line
= o ™ m Juft of the
Invoice Type Comtract Mumber Reporting fem from the #st to the laft of this message
Peried it Falect
Juaet ue_3 201302 Incnmphete L
Nt st Pt m Avallatile Irvosce I ready for payment initiations
Falled  One or more itema has an unsuccessful

payment attempt
Incomplete One or more Items have not been paid
NA No invoice due for payment. Receipt of
funds due froen Manufacturer or Spoasor
Panding All line items hawe been initlated
successtully
Succasstul All ling ltoms have beon paid successtully

Reporting Periods with no invoice line items
Fllter Contract Humbat Reporting Purind

by ALl v |ALL e
Contract Number Reporting Perlod
82 201503

4. On the Payments tab, review the Payment Information region’s Total Available field to note
the total dollar amount of available invoices.

b) Contact Uz | My Ovofile | Lopout | seip | Baponting
PALMETTO GBA. CM s togied o i 100

O T

Home [ Paymenis ] Compted Recepls Repos Disputies
Sponsor Portal CGDP Payments =
Imeoice Reporting Pared: 201502 Payments due: 10/09/2015
| P Number: [ALL v Pacent Org. 1D HE_0O Cootract Mambar: [55_2 w| 1 ma2 I Eaymeat (edormation
(Teta inymond ELX)
1k all Tolal Faled $0.00
nitiate Total Currart Defurred §0.00
Involced 4 253 Payment/Falled  Initiate Tors Pressavsly Deferred $0.00
P Mumber . Deferred Oate Paymunt  DOTer  Failed EFT ID e
© Amount -y Tatst Pendg $0.00
T e | LN p— $0.00
PLo o = R —
| 3 $8.11 $0.00 tzusEns |78 0150303852
Undatu A4 = L [PaymentInitistion upload
Panding Transactions 50 fayment Alaiatle Lt Ancrocrmutely 5:20 7 £7 ey
P Mumbe " Authoeization Amt  Date Submitted Payment Date Stop Payment
There are no pending transactions at this time
Error Description

prosonreeey RO1 Snaufficient Funds

RO2 Account Closed

En3 iagbla s s oogey
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5. Review the invoice line items in the Payment Initiation region and notice that the Defer

column’s check box is only available when the Payment Information region’s Total Available

This example displays active Defer check boxes for invoice line items that fall below the Portal
allowable amount of $20.00 USD and fall below this Sponsor’s bank ACH minimum threshold

amount.
[mvolcs Raporting Penod: 201502  Paymeants due: 10/09/2015
2 umber; AL v Pasent Org, 10: HO_0 Contract Number: [55_2 v 1- 2ot o2 Eaymant Iefermaiion
Tote dewoeced 56.45
Totsl Faded s0.00
tiate All
imbate 41 Total Curert Deterred $0.00
Previous a1
Torw Previsasyy Coferre $0.00
P Number :nvolced. Deferrsd Paymaent/Fallod :’nmm' Deler  Foied EFT 1D oo Previssuly Deferred '
moant * | et Date aymant Tots Pendng $0.00
—— - a Total Sucrensfd $0.00
1 f em | A n JU5 -
PL_O $5.34 £0.00 L% ] o e ¥T
PL_3 4611 so0p ['A0HAMNS  |'w] Ll G
Update AN K 1| 3
— ==

Remember: Just because the Defer check box is available does not mean it should be used. Sponsors
are responsible for verifying with their banking institution the specific threshold for low-dollar ACH
amounts permitted for processing. Initiated invoices are processed as a lump sum debit, not
individual line items. If the Sponsor’s banking institution can process the amount displayed for the
Total Available field, the Sponsor should not utilize the Defer process.

6. Populate the Defer check boxes with a check mark to select all invoice line item(s) for deferment
and select the Submit button, located at the bottom right of the Payment Initiation region.

Home Sy MenTy Compedns

Sponsor Portal CGDP Payments

Rerepts Repons

invoice Reparting Period: 201502

Orsguites

Paymants cuwe: 10/09/2015

Qontact Vs

a30nd o ws MO0

M Sl | Logaut | eip | Bepoting

O Agamant Avaiadie LY Aporisinatal SO0 M E

Pending Transactions

P Number Authorization Amt  Date Submitted Paymunt Data

There are ro pending transactions at this time

P Number: (ALL v Parent Ovg. 10! HO__0 Contract Number: (552 v, 1-Teouts=lz
Invtiate &)
Previous
P Numher '"w.(w. Deferred Payment/Falied Inkiate Defer Falled EFT 1D
Amount | Daotw Payment
Amount
F1_0 20,34 s0.00  |12042015 : =
P11 56.13 $0.00 (4] dl )
Update AY "

Stop Payment

Tetal Sucenasfu

Yooy isihie

Note: Selecting Defer is only applicable when the Total Available field’s total is less than $20.00
USD and if the Sponsor’s bank ACH process prevents processing total amounts selected for payment
initiation that fall below their bank’s specified minimum ACH processing amount.
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Invoice line items will no longer be available for deferment if the invoice line item(s) remains
unprocessed for payment for 16 reporting periods. Invoice line item(s) in this status will require

payment processing between the two (2) entities.

7. To process the submission of the deferred payment, enter the Payment Initiation role four (4)-

digit PIN in the PIN Validation form and select the Validate button.

Coverage Gap Discount Program

PIN validation

= ]|

The system will display a Message from Webpage after selecting the Submit button.
'

Message from webpage

=

( ~ 1 Warning: By selecting 'OK' below, you acknowledge that you are unable
&' to pay this amount because it falls below the minimum amount your
~ bank allows for ACH transactions. You also acknowledge that this

amount is still owed to the payee and expected to be paid at such time
when: (1.) Other small amounts can be combined which exceed your
banks minimum payment restrictions or (2.) The amount has been
deferred for 16 quarters and the deferred amount must be made by
other means, mutually agreeable to both parties.)

]

Note: Selecting the OK button to defer the invoice line item to the subsequent period creates an

irreversible event.

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

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

Revision Date: 032022
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9. Once the defer process is complete, review the Payment Information region Total Current

Deferred field for updated amounts.

N Contact Us | My Seolile | Leguut | Halo | Magurting
PALMETTO GBA, ‘ CMS Logged 0w MO0

- - Tew: Enevonmert
T - e

Wone | Favments Comprtes Recests Fuponts Oisputes

Sponsor Portal CGDP Payments =
Inypice Reporting Ferlod: 201302 Fayments due: 10/09/2013

| -Phumber; ML v Farent Org, TD: HO_D Contract Number: [$5_2 v| -2t | Py infucnallun
: ! albees, 2635
Initiate All e N SN0
Provious [y et Dteed SE.45)
Contract  Inwoiced Payment/Falled  Initiate Toex Previcety Deferee $0.00

* Deterred Deter Falled EFT ID v

Number Amount * | T Date Payment Totut & o $0.00
[Thare sre no more remaining Wwolce line keme or the quarter 4 Trtal Fuccents $0.00

— Total Avnlalie $0.00
wodato Al L) . o

Pending Transactions Soo fayrment At ol Soravrmusely 5.00 S £

[ummuummm
» 1 hocizetion Amt  Date Submsitted Paymant Date Stop Payment Beowse

There are no pending transactions at this time

——

| Error Description
51 DesuMcent Funds

ROZ Account Closed

10. Select the Completed tab and review the data listed in the Completed Transactions region.

This example displays the selected invoice line items as Deferred in the Status column.

N Contact Us | My rofle | Logaut | telp | Reparting
PALMETTO GBA, CMS Lagoed on 93 MO0

Tew Envrinnent
1PaA CIVIVS R M A L A

Hove Paymens Compensa Recepts Repors Deputes
Sponsor Portal CGDP Completed Payments =
invoice Reporting Pancd: 201502 1
rv Numbar: (AL V] parent Org. 10 HO__0 Contract Humbsr: 5520 v 1-Tond? ] Bayment Information for §5_.2
Totad Invoiced $6.43
— - Total Recaived $0.00
Invoiced Amount 7
£ Number Payment Date Status {2as0] [Total Detered 564
50.24 TT0H; 2018 Deferred (6180210652 Total Pending .00
P13 $6.11 1208201 Defeerad CGi5021.355..2 Total Falled $0.00
Total Qutstanding $0.00

“To vwew completed payments for & different reporting penod, return to the Home tab and select the radio Sutton o
i@ tam that contans the desired repoveing perad. Fossidie Statuses
Datorred Fayer has cetarmined that tha
amount owed 5 belom their
bank's ACH minimums
Punding Payer intiation was sucosssful,
The gebiting process, halding
period and craditing process stil
remain
Suteasstul Funds should now ba avalable in
the payee's accoent

Note: The Payment Date column displays the most recent deferred date.
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11. To verify the status of the reporting period, return to the Home tab to view the Status column.

Completed Recepts Repors Cispeies

PALMETTO GBA,

LFnb CODUN SOV W

Home Paymenis

Sponsor Portal  Coverage Gap Discount Program Home

Coofact Us | My Profila | Logout | deip | Reporting

Logeed on as MO0
Test Srvoronment

Farant Org, Cantract Reporting
i o) Invoice Type Number Pariod Status
woo  fousdy Vi jaL viofan v] (AL V]

Lolowtof)

Status Salect
EcsEa

Invoice Type Contract Number  'NEROrtiNG
Pariod
Quarterly 53..2 201302

Walcoma 10 Covarags Gap Discount Pectal whare
YOu Can indiate 4 payment, check the status of
poyments and receipt of payments as well as view
your reports.

For payment functions, start by selecting a fine
ftem froen the 5t to the left of this meszage

Available invoice Is ready for payment initlations
Failed  Oma or more items has 30 unsuccasshul
payment attempt
Incompietu One or more ems have not tean paid
na NG Invokcs dus for payment, Receipt of
fonds dus from Manufacturer or Sporsor
Pending A¥ line items have been initisted
successfully
Successful AN Ine items have bean paid saccessfully

Reporting Perlods with no inveice line items
Fliter Contract Numbear ﬂnggmng Mr.d
by: AL v ALL v

Contract Number Reporting Perfod

SS..2 201503

You have now completed processing a previously deferred invoice line item when the current reporting

period received no invoice line items.
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CGDP Portal — Payments Tab: Benefit Year Closeout (BYC) Invoices

The release of Benefit Year (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.

Contact us ¢ by Svaflls | Logout | Help | Regarting
PALMETTO GBA CMS cged o 03 W84

Hore Baymenty Complenad Recaply HEpOt Dispuive

Sponsor Portal CGDP Payments z

7 Number: (AL v Paront Ovg. (D) wE_4

. Provioos
uumbar Jvoicel  Dutureed  HY/Teded iotinte
Amount ay

$3,807.88 $0.00 LTUnAL i v

spdate Al 9 bus el B L
T Error Description
Pending Transdations 2o Mypmert Soaiable Lntt Aoproesmgray 500 PN 2™ tnatfficient Funds
P Number Authorization Amt Date Submitted Payment Date Stop Payment

Thers are no panding transactions at this teme |

For the BY Closeout, the three (3) differences between quarterly invoice processing and BY Closeout
processing are:
e Update of the Invoice Reporting Period region to the Reimbursement Report Year
region
e Update to the format of the EFT ID column pertaining to BY Closeout invoices in the
Payment Initiation region
o Absence of the Payment Initiation Upload region in the Payments tab
o All other Payments tab functionality remains the same.

Coming up, the next page will display the regions that contain differences in the Payments tab based
on processing BY Closeout invoices. All other Payments tab functionality remains the same as
quarterly invoice processing.
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Reimbursement Report Year Region

For BY Closeout invoicing, this section of the Payments tab displays the specified reimbursement
report year, in YYYY format, based on the Invoice Type selected in the Filter region on the Home
tab.

In the example displayed, the distributed invoice line items appearing in the Payment Initiation
region are associated with the reimbursement report year listed in the Reimbursement Report Year
region.

2 [Reimbursement Report Year: 2016

Payment Initiation Region

This region contains the same eleven fields that are available when processing quarterly invoice
payments that assist a user in processing invoice line items for payment.

The following column has updated information for the BY Closeout invoice processing.

I. EFT ID column provides a descriptive identifier for distributed invoice payments made to
Manufacturers to allow reconciliation of payments received.

L Initiate AH
6 Invoiced Previous Payment/Failed Initiate |
P Number 3 Deferred Y Defer Failed EFT ID
Amount * | Date Payment
Amount
Pi_6 59.86 so.o0 06202016 |TE] u u
Update All T I Sobemis

The format of the EFT ID for BY Closeout is UDYYYY9999H9999.
e UD: Upheld Dispute payment
e YYYY:BY Closeout reporting period
e 9999: Manufacture P Number (Note: P Number displayed without the preceding ‘P’)
e H9999: Sponsor contract number

Information provided in the instructions displays the Payment Initiator role to describe the
functionality of the Payments tab for the BY Closeout process.
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CGDP Portal Instructions — Payments: Benefit Year (BY) Closeout Invoice

Processing BY Closeout Invoice Payments Instruction

This instruction provides Sponsors direction on the steps needed to process individual invoice line item
payments for BY Closeout invoices utilizing the current calendar day as the payment initiation date.

All Payment functionality, save for the Payment Batch Upload functionality, is available for Sponsors
to use to process BY Closeout invoices. These payment functionalities include:

e Processing Future Dated Invoice Payments Instruction

o Initiate All Functionality for Payment Processing and Future Date Processing Instruction

e Processing Stop Payments Instruction

e Processing Deferred Invoices
Note: Completion of this process is limited to Sponsor associates assigned the Payment Initiator
role.

1. Authorized end users will access the Portal to process BY Closeout invoice line item payments
due within 38 calendar days from receipt of the distributed invoices. Instructions for daily login
into the Portal are in the CGDP Sponsor Portal Introduction and Login Users Guide located
under References on the TPAdministrator.com website.

2. After successful login, the Home tab will appear. Select the applicable contract number from
the drop down list located in the Contract Number field.

Contact Vs | My Profils | Logout | Melp | Raporting
PALMETTO GBA, C M s Lagged on e X002

Mo Repons Dspules

Sponsor Portal Coverage Gap Discount Program =

Contract Reporting

Parent Org 1D Inwoice Type  Numbee Pariod Status el Welcome to Coverage Gap Discount Portal where
you can initiate a payment, check the status of
530 ALL s j“"‘—‘ :i ALL hat [ " payments and rocsipt of paymants a: well 35 viaw
T A - YOUr 1eports
Invoice Type ParentOrgID ContractNumber ' peoiod Statys  Select Far payment functions, start by selecting a line
8Y Closeoit £s_ 0 o 2036 avelisble ftemn from the st to tha left of this message.
Quarterty 550 H2_2 201504 Avaitadle
Quartarly 550 w22 201503 Availabla Availabla Invoice is ready for payment initiations
()u"'"”’ 83 o 2 2 01502 A Falled Qne or more items has an unsucoessful
payment attempt
Incomplota One or more items have not beon pad
N/A  No invokce due for paymant. Racaipt of
funsds dus froe Marmifacturer o Sponsor
Fending  All Bos items have been initisted
succossiully

Successtul All ine itams have bean paid successtully

Reporting Periods with no invoice line items

Filtar Contract Number Reporting Period
by HZ_ 2wV AL v
Contract Number Reporting Period

n2.2 203601
22 201501
H2__2 201404

Revision Date: 032022
Version Number:6


https://www.tpadministrator.com/internet/tpaw3.nsf/DID/PRRC69XRIF
https://www.tpadministrator.com/internet/tpaw3.nsf

CGDP Sponsor Portal
Payments Users Guide

3. Populate the Select radio button for the applicable BY Closeout reporting period then select the

PALMETTO GBA,

Faymens

Payments tab to view the invoice line items associated with the selected reporting period.

CMS

PR b —

Contact Us | My Profils | Legous | Halp | Kepocting

Logges om as XMKZ
Test Envirarment

Compieted

Receipts

Reports Disputes

Sponsor Portal

Coverage Gap Discount Program Home

Contract feporting e
Farunt Org 10 Ievaics Type Rumber Fariod Status Welcome to Caoverage Gap Discount Portal where
- ' YOu can initiate 2 paymant, chack tha status of
S50 (AL vl [He_2v)  [AL V| AL b4 PAYMANLS And (eCHipt of PayMents as well as view
YOUF reports
Invaice Type Parent Org 1D Contract Number m‘f" Statys  Select For paymant functians, start by selecting @ fine
8Y Closeout $S_0 H2_2 2018 Avallable E’. kem from tha list to tha left of this message
Quasterly 5350 HZ_2 201904 Availabie ;
Quarterly S50 H2_2 201503 Available Avallable Invoice is ready for payment initiations
Quarterly 550 H2_2 201502 N/A Fallod One or more tems has an unsuccessful
paymant atemat
Incamplase One or mora ams have oot baen paid
N/A No Invoice dus for payment. Recsipt of
funds due from Manufacturer or Sponsor
Fending Al line items have been initiated
succasshully

Soccasshul All lina itams have been paid succasshaly

Reporting Periods with no invoice line items
Filtar Contract Number Reporting Period

by H2_2 V| IALL v
Contract Number Reporting Perlod
H2_2 20160t
22 20150t
W22 201404

4. On the Payments tab, review both the Payment Initiation region and the Payment
Information region for pending items.

(CMsS

AN - — -

o Sy @i

PALMETTO GBA.

Recepits

Sponsor Portal

CGDP Payments

Contact i | My Profile | Logout | Halp | Beporiog

Logged on »s XMKT
Tedl Lrvnionment

Disputes

Reimbursamant

SOWT Year. 2016

Payments dus: 08/19/2016

| # soombert [ALL v Parens Grg, 10: 55,0 Contract Numbes! (792 V] 1o lestaty Payment tofurmatean
2o i — Total Invosced $132.07
1niti Al Total Falled $0.00
— 213 Yotal Dufscred 50,00
Previous e e o
Tnvoicmd /Failed Total Pending 0.
P Number < Deferred Defer  Fallod EFTID
Amount 7, DS e Date Paymunt Total Succeseiul 50 oo‘l
— Towal Avadable $132.67
P9 $132.67 s0.00  (0BUEXIE | TE UDIDI61 D _2 -
Error Description
Updata Al ’q —
ot RO1 Insufficient Funds
Pending Transactions 5o Spment Aot omd dspresmmaly 400 M T RO2 Accoent Closed
P Number Authorization Amt  Date Submitted Payment Date Stop Payment ROJ Unable to Locote Account
Thers ire no pending transactions 4t this time RO4 Invald Account Rlumber
] NO5 Unauthonzed Corpocate Dabin
o 5 ‘ ROS Returned par O0F1's Request
ROT Authonzation Ravoled by Customer
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5. To select an individual invoice line item for payment processing, populate a check mark in the
Initiate Payment check box then select the Submit button, located at the bottom right of the
Payment Initiation region, to process the invoice line item payment.

Houre ’ Payments | ompietod Recopts FRepons Dsputes

Sponsor Portal CGDP Payments

Involce Reparting Proad: 2010 Payments due- 06/19/2016

Cantac s | My Profily

l P Nember; | ALL e Parert Ovg. ID: S50 Contract Number; M_2 v Trlenalt
Initiate AP
P Numbar SiOiced : :}E:Zi; FOmeot/ Culhe :,'::::'o':“ Daler  Failad £FT 1D
PL_9 $132.07 so.00  (MEUE06E_ | TH] 4 UD30161_SH2_3

Pending Transactions Sicp feyment Asslatie Untt Asorosrmesely 9:00 74 &7

Update Al __} A e

L b h tion Amt  Date Submitted Payment Date Stop Payment

Thare are no pendeng transactions at this timae

s A

Logout | Hulp | Bupottiog

Logied 0n 35 XHKT
Teul Ervaronmer

Payment [nformation

Total Inveiced
Total Failed
Total Deferred
Total Pendimg
Total Successful

Total Avalable

$132.67
$0.00
$0.00
$0.00
$0.00
$132.67

Error Description

ROL Ensufficient Funda

6. To process the submission of the initiated payment, enter the Payment Initiator role four (4)-
digit PIN in the PIN Validation form and select the Validate button.

PIN Validation

[ees ]|

Coverage Gap Discount Program
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7. Once the invoice line item processes, review the Pending Transactions region for pending

invoice line item payments.

CMS

PreTm T T e

PALMETTO GBA,

IO DL COMP

igar ey

Sponsor Portal CGDP Payments

Recepls

Reimbursement Repurt Yesr: 2016

Contact Us | My Profie | Legout | Help | B2porting

Logged ue a3 XHKS
Teat Drreroerant

Dispuies

Fayments dus: 0B/19/2016

l P Mumber! (ALl v Parent Ocg. 1D: S50 Contract Numbar: [HI_3 v 1 radefl Cayment Lofarmatsn
- — Total Invoiced $132.07
Total Falles $#0.00
= 2 foliiate AR Total Dudurved $0.00
Involced ous Y Folled itiat: Tetal Pandi $132.67
[ Wumber:” amoent 1.1, DEfETESd Dein Poyment Defer  Folled . Total Eu((iﬂi:: £0.00
There arg no pending transactions at this time. Total Avallable $0.00
. Lrrue Description
Update/ AR = < ROS tasuMicient Funds
[Punding Transacltions sep fmmene Aot Lot Assrocrmeesy 5:00 7% 27 P lestell RO2 Account Closed
P Number Authorization Amt  Date Submitted Payment Date Stop Payment 203 Unabie to Lozate Accownm
Cock i so att L RO4 Invali¢ Account Humber
P19 £132.67 06/06/2016 06/06/2016 RGOS Unauthorized Corporate Debit
ROG Returned per ODFI's Aoquest
i { RO7 Authorization Revoked by Customer
I

8. The Payment Information region updates the Total Pending field with the amounts listed in

the Pending Transactions region.

CMS

P s bW

Home Payments

Sponsor Portal CGDP Payments

PALMETTO GBA.

Compleled Recegty

Reimbursament Report Year: 2016

Contract Number: [H2_2 i

I # Mumber: ALL V|

Cont i My Profile | 0004t | HSeip | Repoeting
L2038 on ax XHKT
Test Ervennraner!
Dsputes
=

Fagmants due: 08/19/2016

Parant Org. 10; 530 1-temalt Payment Informaticn
Tetal Invoiced s132.67
Tetal Failed 20.00
Jeatate A8 Total Defarred $0.00
Previous
Inveiced / Folled {Total Pandng 3133 6
P Number Deferred o Defer  Falled EFTID bolicoozod SSdiAo
Amount 1. o ount Date Payment Total Successful $0.00
Thiers Atk 1o pending transactions at this tme, Total Avallable $0.00
T | Lrror Dascription
Update Al bl
f -——J smamy) ROL Inuaficient Funds
Pending Transactions 5050 Serment Avaiabie Unrd Azcrosimanety 9200 24 1T 1-1loutofl ROZ Accomnt Clesed
| PNumber  Authorization Amt  Dote Submitted  Payment Date Stop Payment B3 Unable to Locate Acceont
ok v sp ot [ RO4 tnveld Account Numbet
F19 $122.07 06,/06/2016 an/0e/2018 R03 Unauthorized Corporate Debt
ROG Retyrned per DOFT's Request
\esagoagedons dy RU7 Authorization Reyoked by Customer
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9. To verify the pending invoice line item, select the Completed tab and review the data listed in

the Completed Transactions region.

N Contact Us | My Prodily | Logoat | Heip | Ragarting
PALMETTO GBA. CMS g b it

P

Home Saymentz Compienze Recepts Repots Dispues

Sponsor Portal CiGbP7Conr1pleted Payments

Reimbursemant Raport Year; 2016 '

| PlNumber: AL v|  PareotOrg, ID: S50  Conteact Number; HZ_2 V| ] Eayment Information for H2 2
Total Involced $132.57
Total Received §0.00

Invoiced Amount Payment Date
£ Nymber Statys e Total Deferad $0.00
t P19 $132.67 00/06/2016 Penqu UD20I6L_SH2__ ) WW—W’E
T i $0.0

70 wew competed payments for 3 AiMarant repovting paniad, refunm [0 the Mame fad 3 seMct the radio Button otal "‘!d §0.00
Total Outstanding $0.00

Ane itam that contans the desved reporning period,

Poanible Statuses
Defarred Payer has determined that tha
amount owed iy bulow ther
Bank's ACH minimems
Fending Fayer initiabion was successful
The debiting process. holding
period and crediting peocess still
remain
Sucoesslul Funds should now be avadable in
the payee's account

You have now initiated a payment of an individual BY Closeout invoice line item.
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CGDP Portal — Completed Tab: Quarterly Invoices

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

COontact Vs | My Praliie | Logowt | Belp | Beponting
PALMETTO GBA CMS Lagoed o0 w3 AN23

Home Payrrents Completed Recepts Reparts Desprutes

Sponsor Portal CGDP Completed Payments =2

£ tnvelce Reporting Peried; 201502 '

3 l P Number: [ALL v Parent Qrg. D! £04 Cootract Number: [E0_J v 1-Sosss 14 Eayment Infermation for €04 l
Totat Invoicad $619.30|
—e Total Recovad $347.64 |
5 |EMumber Inveiced Amount Payment Date Status EETID Total Dafarrad <0.00
P11 $132.25 03/30{1016 panding CG15021 104 Total Panding 527160
P10 $130.44 03/36 Panding CG15021_0E0_4 Total Faded £0.00
Pi_s $51.30 03/26 1€ Succkasng CC1502: __<SE0__4 Total Out=tanding £0.00)
P17 $206.04 03/26/2016 Succkssful CG1S02¢_TE0..A
L $0.18 02/26/2016 Succeishy CGIS021 <60 4] - | Possitie Statuses
Dulurred Payer has determined that the
g peniod, nenam to the Home tab and select the rado buttan e
r ce ( Bank's ACH myieir

Bunding Payet mitlatio

The dabiting prac ?
paricd and crediting peocess still
remain

Successhur Funds should now be available in
the payea's acoount

The Completed tab has six (6) regions.

1. Tabbed region displays the tab that is currently active and tabs available for selection.
2. Invoice Reporting Period region displays the specified quarterly reporting period for the
invoice line items based on the reporting period selected in the Home Filter region, in

YYYYQQ format.
3. Filter region — Completed allows a user to search data listed by the defaulted Parent Org.
ID.

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

5. Completed Transactions region displays results based on data entered in the Completed
Filter region.

6. Status Definitions region provides definitions of the statuses displayed in the Completed
Transaction region.

The upcoming pages will describe each region and its associated functions.
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Tabbed region - Completed

The Tabbed region allows a user to select different activities to perform while accessing the system.
This example displays the active Completed tab.
1

Home Payments Completed Receipts Reports Disputes

Invoice Reporting Period Region

This section of the Completed tab displays the specified reporting quarter, in YYYYQQ format, based
on the reporting period selected in the Filter region on the Home tab.

In this example, the completed invoice line items appearing in the Filter Results region on the
Completed tab are associated with the reporting period listed in the Invoice Reporting Period region.

2 |Inw:rice Reporting Period: ZHIEDZZE”

This region also contains a footnote regarding the data displayed in the Invoice Reporting Period
region. This footnote provides a user instruction on how to review completed payments for a different
reporting period.

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

Filter Region — Completed

The Filter region on the Completed tab contains four (4) fields to assist a user with narrowing invoice
line item search criteria.

3 ["‘P Mumber: B parent Org. ID: EO_4 © Contract Number: D i-5outoefs

A. P _Number field allows a user to select specific P numbers for completed invoice line
items.
Note: this field’s drop down menu will only allow update to P numbers that have completed invoice
line items in the same reporting period. The field defaults to ‘ALL’, which displays all P numbers
for the reporting period.
B. Parent Org. ID column defaults to the Parent Organization ID utilized to access the
system.
C. Contract Number field displays the contract number for completed invoice line items.
This field defaults based on the distributed invoice selected on the Home tab. This field’s
drop down menu provides update capability to select another contract number from
those assigned to the Parent Organization ID for the same reporting period.
D. 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.
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Payment Information Region

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

This region provides up-to-date data regarding completed invoice line item activity in a two (2)-
column table with seven (7) rows.

4 Payment Information for EO__4
A Total Invoiced 5619.30
B Total Received $347.01
C Total Deferrad £0.00
D Total Pending $271.69
E Total Failed £0.00
|F Total Outstanding 50.00 |

A. Total Invoiced displays total dollar amount of distributed invoice line items for the
reporting period.

B. Total Received displays the total dollar amount of invoice line items that have
successfully processed. The status of Successful displays in the Completed
Transaction region in the Status field.

C. Total Deferred displays the total dollar amount of invoice line items deferred to the
subsequent reporting period.

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

E. Total Failed displays the total dollar amount of invoice line items selected for payment
that contained errors and did not complete the payment process for the reporting period.
Failed invoice line items appear on the Payments tab in the Payment Initiation region
in the Failed field.

F. Total Outstanding displays the total dollar amount of remaining invoice line items
requiring processing.

Completed Transactions Region

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

This region contains five (5) columns that provide up-to-date data regarding paid invoice activity.

5 |* P Number B Invoiced Amount © Payment Date U Status E EFTID
P1__1 $132.25 03/30/2016 Pending CG15021_1E0_4
P1_0 £139.44 03/30/2016 Pending CG15021_0EO0__4
P1_4 £51.39 03/26/2016 Successful CG15021_4E0__4
P1_7 5206.04 03/26/2016 Successful CG15021_7E0_ 4
P1_4 50.18 03/26/2016 Successful CG15021_4E0__4

A. P _Number column displays the P number.
B. Invoiced Amount column displays the invoice line item amounts due to the
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Manufacturer.
Payment Date column displays information regarding the status of the payment.
e Displays calendar date, in MM/DD/YYYY format, for the date that
initiates the request for withdrawal or deferment of scheduled funds
from user’s bank account.
Status column provides explanations of each of the statuses that may display regarding
completed payments.
EFT ID column displays EFT identifying information in the specified format of CG for
Coverage Gap, YYQQ for the reporting period, 9999 for the P Number without the P,
and 29999 for the contract number. Example: CG15029999H9999.

Status Definitions Region

The Status Definitions region on the Completed tab provides explanations of each of the statuses that
may display in the Completed Transactions region.

6 Possible Statuses

Deferred Payer has determined that the
amount owed is below their
bank's ACH minimums

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

Successful Funds should now be available in
the payee's account
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CGDRP Portal Instructions — Completed Tab: Quarterly Invoices

Reviewing Quarterly Invoices on the Completed Tab Instruction

Sponsors can utilize the Portal to view the status of invoice line items that have completed processing.
The Completed tab provides Sponsors with the capability to view deferred, pending, or successful
Quarterly invoice payments.

This instruction provides direction on accessing and reviewing the Completed tab and its contents in
reference to Quarterly invoices.

1. Authorized end users will access the Portal to view the status of quarterly invoice line items that
have completed processing. Instructions for daily login into the Portal are in the CGDP Sponsor
Portal Introduction and Login Users Guide located under References on the
TPAdministrator.com website.

2. After successful login, the Home tab will appear. Select the applicable type of invoice from the
drop down list located in the Invoice Type field.

Cantact Us | My Profils | Lagest | Malp | Bepoctng
PALMETTO GBA, CMS Ligged on e HO__0
!

1
Home ‘ Roparts Disputes

Sponsor Portal Coverage Gap Discount Program Home

Parant Org. Contract Reporting

(W) Ivvoice Typs  Number Puriod Status 1S oR WS Welcame to Coverape Gap Discount Portal where
| YOu can inftiate a payment, check the status of
WO0  JQuetety VJ JALL Vv o v AU - paymaents and roceipt of paymants as well 35 view
Your reports
: . Bcporting
Invoice Type Contract Numbar Period Status Salect Far paymant functions, start by selecting a lne
= e . Aurm fromn the st 1o the (eft of this messsgn
Quarterly HY__7 2 01 Avallable
Quartarly HT7 2 avallable
Quarterly HT. 7 ( NA
Quanardy W17 Available Available lnwoice is raady foar paymant initiations
Palled  Onw o more Itams has an ussucomsful
paymant attempt
incompiete One or more items have not been pald
Pending Al line items have been mitlated
successhully
Successful All line Items have bean pald successfully

Reporting Pariods with no invoics lne itums

Filter CONETRES Moumbes Napotting Period

Dy Hi_7wv A v
Contract Number Reparting Period
[TF . 201404
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3. Populate the Select radio button for the applicable reporting period then select the Completed tab

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

PALM[T;O GBA, @;Sm..

RS, MO COMA N

Cantact Us | My Srofile | Logout | Meip | Beporting
Logged on sx MO0

Homa Reporm Dsputes

Sponsor Portal Coverage Gap Discount Program Home

Welcome to Coverage Gap Discount Portal where
you can Initiate 3 payment, chack the status of

Wn;om Invokce Type fom “Mv mnq' Status 1-dnedd Paymants and receipt of paymants a5 well a5 view
=R AT A - your reports.
Ho_0 Quatedy V| 1AL v ALL v AL v|
x For payment functions, stan by sedecting # kne
Reporting ftem from the Nst to the left of this message
Invoice Ivpe  Contrect Number Poriad Ratw
Quurierly LS 201601 Avallatin Available Involce is ready for payment initiations
Quptterly HZT 201304 HiA - Falied  One or more items has an unsuccessful
| _Quur_teriy if H?_7 201503 lptcyjr_wl_e_t_r E! Paymant atteanpt
Quarterly H?7 201502 Incomplete Incomplete One ar more items have not been paid
MA No lvweicn dus for payment, Receipt of
funds due from Manufstturer or Sponyer
Fending AN fne items have been initiated
soccessfully
Successful All #ne items have been paid succassfully

Reparting Pertods with no imvoice loe items

Filter  Contract Number Reporting Ferlod
by; W7 v| |ALL v
Contract Number Reporting Perfod
HI_7 201404

4. On the Completed tab, select the applicable Contract Number from the drop down list located
in the Filter region.

Quniacs Uy | My Pralile | Logout | tsig | Beganting
Ligond 00w AN2Y

PALMETTO GBA.

Btz r—

Sponsor Portal CGDP Completed Payments =

Home Rapans Dimprctes

Lnvsice Reporting Pered: 201502 '

| P Number: (AL ~| Parest Org. 101 €04 Cantract Numser: [EC_3 V] 1-Sones t ion for £0__4
Tutad Involced 551930
Total Recuved $347.81
Inyeiced Amount Paymuot Dels
B Mumbsar Salus Lo Total Defurred $0.00
i1 $132.25 03/30/2016 Fending CGL5021_JE0__4 Totsl Pending §27168
b $130.44 03/30/2016 panding CC15021_0E0_4 Total Fated 0.00
»1_a s51.3¢ 03/26/2016 Succkssful CG15021__<E0__4 Total Outstanding £0.00
Pl $208.04 03/36/2018 Succwanfel CGI5021. TR0 4
P4 $0.18 03/26/2016 Sucoesrhul CGIE0 L. 4E0_.4

7

© 2007 NALMETIO B, WL | ARCLAIMES | SSIvacy SOUCY | GET ADOSE SEA068

7o wow compioted paymends for 2 dUTarent Jeporting peniod, roturn 1o the HoMo tab and safce the radio utton
Ve iteen that cantinne the desirad ruporting perod

PFossitie Statuses

Oulurred Payer has determined that the
amount owed s below their
Bank's ACH misimoms
Payer estlation was succussful,
The cebitng procese, holding
pariod and crediting process sl
remain
Succeashet Funds shauld now be availabie in

thi payes’s actount

Panding
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5. On the Completed tab, review the Payment Information region for pending and successful

(received) invoice line items.

PALMETTO GBA, @S

[ v— T

Home Payments Completed Receses

Sponsor Portal

CGDP Completed Payments

Contact Us | My Profile | Logat | talp | Beponiiog
Lagoed on s ANZS

Reports Dsputes

Invoica Reporting Paricd: 201502 *

P Number: [ALL v Parent Org. 1D: E0-—4 Contract Number: {£E0_4 v| ISeaes Payment Information for LO..4
| 510
Toral Received $347.6
P Number Invoiced Amount Payment Date Stotus EETID -
Pi_t $132.25 0373012016 Panding CG15021 _tE0_4& FEMN_&H Panding 22716
P10 513644 03/30/2016 Pending CG15021 0604 Total Faitad 2500
P14 $51.00 03/26/2016 Sgccassiul CL18021 480 ¢ Totat Oetstanding £0.00
P §296.04 03/24/30106 Succnelul CGIN2I 0.4
P14 §0.18 03/26/2010 Sucoessiul CGI3021_480_4 Posciia’ Statusas
Deferred  Fayer haa determined that the
‘ A it owed is below their
To viww commgiared payrnents for 3 AMersnt repoving Peod, return [ the Home fad and Sect the radin Suttor amoun
lve tom Chal Cuntanid Th desvd ruporfing eviod bank's ACH minimm:
Panding Payer initistion was successful
Tha debiting process, holdng
peariod and crediting process sl
reman
Saccesstul Funds should now be availabie n
the payee's account
© JT07 PALNETYD ODA. LIS | QEECLAIMES | SWISACY CCLILY | ST ADCER Neanne

Note: Defer for invoice line items are only available when the Total Available field’s total is less
than $20.00 USD and the Sponsor’s bank ACH process prevents processing total amounts selected
for payment initiation that fall below their bank’s specified minimum ACH processing amount.

6. Review the invoice line items in the Completed Transactions region and locate an invoice line
item with the Status column populated with Successful. A successful invoice line item represents
that fund should be available in the payee’s account.

PALMETTO GBA,
Eome e

oM

Sponsor Portal

CGDP Completed Payments

Conmact Vs | My Profie | Aagout | Hel | Bagorling
Logged v ex AT2I

Repoits Degutes

Invoice Reporting Parod: 201502

e (tem thae comtains the desirpd reporting peviod.

[ P Rumber: [ALL v Parent Org, 10: EO_4 Contract Number: (€53 v| 1 Soscfe Payment Information for £0._4
Total [nvel 515 3
Total Racaived 5347 .8
P Number Invoiced Amount Paymeal Date Statuy (228l Total Derered 3000
Pl $132.25 03/30/2018 Facaing CG19021 . 1F0..% Yotal beading 140
PL_0 $L30.44 033072016 Panding CC15021_0S0__4 Total Failed €0.00
[ ) £351.3% 03/26/3016 Successhel CH515021 480 Total Outstanding <5.00
.’ $2946.04 0326720186 Succassiad CL15021 780
St 018 SARGA0 Suseeatle SEAL " Peasibie Statusus
Defured Payer has detarmindd that the
170 vwaw complatad payments for & STVent repoveng pesiod, /Etun 10 e Fume tad and seect the radve tutton amount owed is below their

asa

bank’y ACH minemumes
Ponding  Payer inttiation was successful
The debiting process, holding
peciod and creditiog process still |
mmain
Succossful Funds should now bo avadable n
the payec's pcoownt

€ | DISCLAIMES | SAlvACe SOUICY | ST AD0OE READge
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7. Review the invoice line items in the Completed Transactions region and locate an invoice line
item with the Status column populated with Pending. A Pending status represents that an invoice
line item initially passed the payment initiation process, but the debiting process, holding period
and crediting processes remain to be completed.

Cuotest Uy | My Srefily | Logout | Hede | Meponting

CMS e

PALMETTO GBA

Mome Payrents Comgieiad ety Hepon Crpuies

Sponsor Portal CGDP Completed Payments =

okt Repoeting Period: 201502 *

I P Numbee: (AL v Bacent Org, 10: KO.% Contract Humber: [E0_4 | YT for E0 4
Total lawoiced $619.30
. Total Recerved $347.61
£ Numbar 1nyoiced Ameount Eaymaot Date Status EET1D a2t Dadare .
I"x_l $132.25 o3/30/2016 Tending 25021 __1E0 Total Pending 202716
Pl 212,34 22/30/(2010 Eanding RAFASN Total Faled 0,00
214 £51.30 Q3/26/2016 Suoccasaful 21_AEC_3| Total Outstanding $0.00
7 $296.04 Successtul GLS021_7E0_A
P14 $0,18 Swccwnnful Posalble Statuses
Possitée Statusee
Oeferred Payer has detorminaed that the
To wew compioted payments fov @ dATEnont rOPOMtIng PErkad, NELUTT 0 the MHovmo tad and select the radho dutton Smoget owed & below ther

Bank's ACH minsums
fendng Payer initistion was success*ul
The debiting procwss, holding
period and crediting process =il
rurmain
Succosefil Funds shoald row be availabie n
the payee's account

bover itevn thad covttainy e dlemred repocting perord.

8. For reporting periods where the distributed invoices’ Total Available equals less than $20.00
USD and the invoices have been deferred, the Status column in the Completed Transactions
region will display Deferred.

: Contact Ue |t Srafile | Logaut | talp | Bepontiog
PALMETTO GHA, CMS Noosed 01 o Fon

Mome  emmens Bacopts  Repons  Dmpue

Sponsor Portal CGDP Completed Payments =
invoice Reparting Pariod: 201501

| P Numbec: ALV Farent Org, 10: HOL_0 Contract Numbae: HI_E W ' Paymeot Indermation for M2 5
- Total Invoiced $1,052.80
~ Total Recsived 31,038,751
P Number P Date Flatus RETIR | I vots befervod e
T 7653 03,69/3016 Caterred CG130] Lo 7THZ YeolTendng o sh.o8
| 5 7 /17 S 771 %/ '] | SO |11 1 IO, < 113, ) | W} Total Falled $0.00)|
i ) ) Total Qutstanding #0.00/

POYTING peniod, retum o the Home tab and select tha radio button Possible Stamuses

Deferrnd Payer has detarmined that the
amount owed is batow thair
hank's ACH minimums

Panding  Payer initation was successful
Thae debiting procwss, helding
pariod and crediting process sull
remain

Seccessiul Fonds showdd now be avalable in
the payes's account

Remember: Defer is applicable only if the Total Available amount of invoices distributed is less
than $20.00 USD. and the Sponsor’s bank ACH process prevents payment of invoice line items
that fall below the Sponsor banking institutions” minimum ACH processing amount

You have now completed reviewing completed invoice line items.
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CGDP Portal — Completed Tab: Benefit Year Closeout (BYC) Invoices

The Completed tab also allows a user to review completed payment information for BY Closeout
invoice line items by contract number.

Contacr Uy | My Profie | Logout | el | Reporting
PALMETTO GBA, CMS Logued 0 830
1 = X ‘ iiron e
O Paryments Recepis S pons GEOUes

Sponsor Portal CGDP Completed Payments =

Information for S50

3 S hamber: ALl V) Patant Org. ID: $3_0 Contract Number: | 5

J Total Invokced $685.72
= Total Recelved $673.22
5 EMumber Loxolced Amownt Paymeot Date Status EEUD | Totatl Gakerrad 0.0

L8 $13.34 08/22/2018 Sett up20teL_&SS_0 Total Panding $12.50
PL_% $644.50 08/22/2016 S UD2016:_955_0 Total Falled $0.00
LT 1334 on/22/2016 Sacconmsful UD2010L. 7SS0 Totat Outstanding $0.00/
r_s $12.50 08/22/2016 Panding up2016:__S55_0

o

&) Possibie Statuses

o view completed payments for a different reparting penod. return (o the Kame tod and select the radw button) Dulered Payer haw dutdrmined 9t the
Sy o e o0 o amount omed is Delow thair

bank's ACH minimums

Fanding Payer inilation nas successlul
Tha debiting process, hoddi

paried and redting proceis sl
reman

Surcessiui Funds should now be avallable in
the payes's accaunt

For the BY Closeout Completed page, the differences between quarterly invoice processing and
BY Closeout processing are:
e Update of the Invoice Reporting Period region to the Reimbursement Report Year
region
e Update to the format of the EFT ID column pertaining to BY Closeout invoices in the
Completed Payment Transactions region
All other Receipts tab functionality remains the same.

The next page will display the regions that contain differences in the Completed tab based on
processing BY Closeout invoices. All other Completed tab functionality remains the same as
quarterly invoice processing.
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Reimbursement Report Year Region

For BY Closeout invoicing, this section of the Completed tab displays the specified reimbursement
report period, in YYYYY format, based on the invoicing period selected on the Home tab.

2 Reimbursement Report Year: :Zﬂlﬁ
In this example, the report year listed in the Reimbursement Report Year region is associated with
the completed invoice line items appearing in the Completed Filter Results region.

This region also contains a footnote regarding the data displayed in the Reimbursement Report
Year region. This footnote provides a user instruction on how to review completed payments for a
different reporting period.

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

Completed Payments Transactions Region for BY Closeout Invoices

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

The columns displayed in the Completed Payments Transactions region are the same, with the only
exception pertaining to the EFT ID. The EFT ID column data pertains to BY Closeout receipt invoice

types.

E. EFT ID column displays EFT identifying information for BY Closeout invoice

receipts.

5 |P_ Number Invoiced Amount Payment Date Status E EFTID
P1__8 £13.38 08/22/2016 Successful UD20161__855_0
P1_9 $644.50 08/22/2016 Successful UD20161__955_0
P1_7 £15.34 08/22/2016 Successful UD20161__755_0
P1_5 $12.50 08/22/2016 Pending UD20161__555_0

The format of the EFT ID for BY Closeout is UDYYYY9999H9999:
e UD: Upheld Dispute payment
e YYYY:BY Closeout reporting period
e 9999: Manufacture P Number (Note: P Number displayed without the preceding
6P’)
e H9999: Sponsor contract number
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CGDP Portal Instructions —Completed Tab: Benefit Year (BY) Closeout

Invoices
Reviewing BY Closeout Invoices on the Completed Tab Instruction

Sponsors can utilize the Portal to view the status of BY Closeout invoice line items have completed
processing. The Completed tab allows a user to view the status of BY Closeout invoices, such as
deferred, pending, or successful BY Closeout invoice payments.

This instruction provides direction on accessing and reviewing the Completed tab and its contents in
reference to BY Closeout invoices.

1. Authorized end users will access the Portal to view the status of BY Closeout invoice line items
that have completed processing. Instructions for daily login into the Portal are in the CGDP
Sponsor Portal Introduction and Login Users Guide located under References on the
TPAdministrator.com website.

2. After successful login, the Home tab will appear. Select the applicable type of invoice from the
drop down list located in the Invoice Type field. In this instruction, select BY Closeout.

Contact Un | My Profis | Loguut | Help | Regating
PALMETTO GBA. CM s Logoed on S5 0

Home Reports Dsputes

Sponsor Portal Coverage Gap Discount Program Home =

Farerit Org Contract Reporting 1.6 ot b Walcomé to - S8 Diccount Port '
n Invoice Type toumbear Period Sxatus comi to Coverage Gap Discourt Portal whare
you can initiate a payment, theck the status of
550 IE‘" C """““"VI ALL v ALL s ALL ad PRYMANTS 304 rackpt of paymants as well 38 view
Your repons
Inyoice fype Porent Org, 1D Contract Number E"‘nﬁﬁ":’w Statuy Sulect Fur payment functions, start by selecting 4 line
- - Iteen from the bat to the left of this message
BY Ooseout S50 HIL__& 2016 Succasshul A =
BY Cleseout S50 HI_3 2016 Succassiul
BY Closecot S50 HO 9 me Successful
Y Clossout 5.0 RS_7 2017 Available Avallatile Invoice Is ruady for payrment inltiations
WY Clossout 5.0 5.0 017 Available Falled  One or more items Nas an unsuccessful
Y Clossout 480 893 2017 Availabie paymEnt attempt
Intamplete One or more items have not been pald
NiA Neo invoice due for payment, Recept of

funds due from Manufacturer or Sponsor
Pendng Al line items have been intiated
nouccesshuly
Soccorsful All line Items have been padd successiully

Reporting Perfods with no invelce line items

Fetar Cootract Numbes Reporting Pericd
by SS_ 0w ALL v
Contract Number Huporting Pariod

Thers |s an invescs report For the seleciad Contract
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3. Populate the Select radio button for the applicable reporting period then select the Completed tab

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

Lontact Us | My Profils | Logout | Hels | Begseting
PALMETTO GBA, @s Logoet cn mS5__0

VAN CHO Da b

Home Payments Compistad Receiply Reports Doputes
Sponsor Portal Coverage Gap Discount Program Home =
Paront Org. Contract Reporting
o Envoios Type  Wumber Pacind Status I~ akity Walcame to Coverage Gap Discount Portal where
) c S b L e Y you can nktlate a payment, check the status of
S5—0 |BY L‘::‘_“f:‘_‘:’ [ALL hd | t“’_‘ b "E“:‘ 1 payments and receipt of payments sz well an view
YOUr reports.
Invoice Type Porent Org, (D Contract Number l-mdlnom Status Select For payment functinne, start by selecting a line
BY Clo s WO B 2016 Sacoamnfi) 2 ares froen thie 21 10 tha Wit of this message.
18Y Closaout S50 He__3 2018 Seccessful
BY Closeout S50 HO__§ 2016 " Successtul
BY Cloveout sa..0 Ra_7 w7 Availatie Avallabde Invoiom Is ready for payment initiations
BY Closecut SsS—0 550 2017 Available Failed  Dne or more items has an unsuccesshul
BY Closeout 5350 S5 2017 Avallable payment attempt

compiele One or mare itams have not been paid
Nia No invoico doe for payment. Recelpt of
funds due from Manufacturer or Spossor
Panding AN B (tems have Desn initiated
succassiully
Succmastul Al bne itams have been paid =uccessfully

Reporting Pariods with oo invoice line items
Filter  Contract Number Reporting Peciod
|ALL v

Reporting Partod

There is an Invoice report for the selected Contract

4. Onthe Completed tab, select the applicable Contract Number from the drop down list located
in the Filter region.

‘) Contact Us | My Profile | Logout | Hew | Raporiing
PALMETTO GBA, CMS Lagoed o MBS __0
/ hbadios b A b

BRI TR

Homo Payments Compioieo | Recetpes Repons Dagutes

Sponsor Portal CGDP Completed Payments

feimbursement Regort Year 2016 '

| # Wambee: ML v Parent Ocg. 1D: §5_0 Contract Humber- [ R0_3v] Poaateld ] Paymant Information for 530
— J Totat Invoiced $685.72

{ 1 Yotal Recevad $571.22

§ Leolcod Amount Payment Daty

(& Mamber Stalus LU Yo Bidariad N0.50
FL_B #1338 08/22/2016 Successhl UD20161_BSS_0 Totat Pending P
P9 364050 O8/22/2016 Successhl 0020161 _955_a| Total Ealed $0.00
m_z $15.34 o8/22/2018 Succeashi UD20161 75501 Total Outstanding s0.00
L) S $12.30 o0/22/2018 Percing UOJOIO)._S'SL.O'I

Possible Statuses

Rro vrew completed payments for 3 difforent raporting penkad, return to the AHome tab and sevect the radvo dutton Dwlerred Faynr has determined that the

1ANG e INGT CONtavs tine chisrid roav2ing Deriod. amount owed Is befow their
Bank's ACH minimuns

Panding Fayst imitistion mas successful.

The deblting process, hoiding
period and credeing procees stdl
remain

Succesafis Funds should now be availabia in
the payes's account
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5. On the Completed tab, review the Payment Information region for pending, and successful

invoice line items.

PALMETTO GBA.

Contact Us | My Profile | Logout | Help | Reporting

Logged o0 %S5 0

Home Faymens Compieies Receim Reposts Daputes
Sponsor Portal CGDP Completed Payments =,
Ralmbursement Report Year: 2016 y
[ 7 Namber: ALl ¥ Parent Org. 1D: S5_0 Contract Humber | HO_3v 1-dadtald | Payment Information for §5..0
e R Toral Inveiced $685.72/
f - Totsl Received 8073,
P Number Invuiged Amnount Layment Date Stotus noe Total Daterred $0.00
0 S12.08 08222016 Sasccanstil UD20361..055_0 Total Pendng 33
P9 4644.50 08/22/2010 Successhl UD20161._9S5_0 Total Falted 0,00
n.7 $15.34 OR/22/2016 Suuﬁflui UD20161.755..0 Total Qutstanding SO.UG!
PI_3 $12,50 D8/22/2010 Fending U020161_355_0)
Possible Statuses
Te v complated payments for 4 difirend reporting prred, return (o the Mome 14 and asiect the radio button Orf Payer has that the
Ane item that contains the desired reportang perod, *mount owed ik Balow thair
-4 bank’s ACH minimums
Pending  Payar Initlatian was successful
The deding procass, halding
period and crediting process stll
remain

Soccessful Funds showld now be avaiable In
the payae’s account

6. Review the invoice line items in the Completed Transactions region and locate an invoice line
item with the Status column populated with Successful. A successful invoice line item represents
that fund should be available in the payee’s account. Totals for successfully processed payments
will appear in the Total Received field in the Payment Information region.

Hoere

Sponsor Portal

PALMETTO GBA.

Payments Compieies Recages

CGDP Completed Payments

Sontac s | My Profile | Logout | Hele | Reponing

Réports Duguites

Bsimbursement Raport Year: 2016 '

150ed on 5SS __0

[ ® Mamber: ALL V] PareetOrg. 1D; %5_0  Contract Humber: | M2 3v) t-dmzed | eaxmsnt ntrmation fer 338
S — o Tatal Invoiced S$685 72
ol Receved $672
H Luyoiced Amount Layment Daty
:m Slatus LR | Total Delerrad $0.00
PL_E 1D = = !-.!.".E.H}‘ Successhal Total Fanding $12.%0
[y T44,50  Ob/siia01b Succeashal _ Total Falied $0.00
Pl 213 PETECIL Lusesaala Tetal Dutstanding $0.00)
Fl..3 $12,30 O0f22/7010 Parang UDI0161...555..0 )

)ru Vi COMDNIOS Dayrniwts for & JIarany Faporning perkad, redurn 10 th MO Cabd and SOt the radho Button
Ane sterm that contame the desved mporting period.

Poastio Stateses

Deferrod Fayer Has determined that the
Amount owad is beow thair
bank's ACH minimurms
Fayor imitlation was socceasful
The dabiting procsss, hoding
paried and crodiing protess stil
remain
Successtd Funds should now Be avallable in

the payes's account
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7. Review the invoice line items in the Completed Transactions region and locate an invoice line

item with the Status column populated with Pending. A Pending status represents that an invoice
line item initially passed the payment initiation process, but the debiting process, holding period
and crediting processes remain to be completed.

Conact Uy | My Oeodiy | Logout | tele | fagodiin
PALMETTO GBA, CMS bz
)

Hore Payments Completed Fecoplts Fepons Deputes
Sponsor Portal CGDP Completed Payments =
Ruimburssmunt Neport Year: 2010 °
| Ewember AL v Farent Org. ID: 650 Contract Numbac: | HO__3v 1-donedd Informatinn tor 530
Total Involced $685.72
{ Total Received #7322
P Number Inyolced Amownt EETID Yokis e $0.00
FL_B $13 38 UDR016L__8S5_0 | Total Peniting §13.3
FL_o $644 50 Swccesstul UD20161__955_0 Total Falled $0.00
Fl7 $15 34 Swccasstul UD20161._753_0 Total Owtsanding #0.00
| - $13.50 Fanding UD2016L__%5% SRR\ SRR Cotert e aen .
Poesthin SEatuses
7r.- 1w compledad papments for o differant raporting 2emod, return To the Mome Led and select he radio bution Defacred Payer has determined that the
Anw iherre that contems the desirwd aparting penod amount omod Is Defow thair

Bank's ACH minimums
Punding  Payer initiation was successiul
he debiting process, v ng
period and crediing process st
reman
Succeastul Funde should now be avallabie in
the payea's 2ccount

8. For reporting periods where the distributed invoices’ Total Available equals less than $20.00
USD and the invoices have been deferred, the Status column in the Completed Transactions
region will display Deferred.

Coantactus | My Sxofile | Legosd | Malp | Beportiog
PALMETTO G8A, CMS Logaed on ms KO __A

Teat Ervviraerens
W —

[
Mo Payments Completed ‘ Receity Repors Dspires

Sponsor Portal CGDP Completed Payments =

Rembursement Report Year: 2016 '

P Mamber: (ALl v Parent Org. 10; HR_4 Contract Sumbes; HE_4 Vv 1-testof) Bayment Information for HE 4
s - Yoral Imvciced $6.4)
! Total Recalved 52,00
| lovoiced Amount yment Date I
P Numher 2a Status EETID Totnl Delared 359
=T 4 5 SF3 ) L) Pl 1)y e | Tots Pending 50.00
Total Falled 0.00
'To view completed payments for a dierent reporting perod, neturn fo the Mome tab and select the rage button Tetal Outstanding $0.00
Anw itwem Hhat contans the desired reporting seiod

Posailie Statyses
Pendiog Payer Intlation was seccessful
Tha debiting process, holding
peciod and craditing peocess stil
ramain
Succsaatul Funds should mow be wyslable in
the payee's account

Remember: Defer is applicable only if the Sponsor’s bank ACH process prevents payment of
invoice line items that fall below the Sponsors banking institutions minimum ACH processing
amount and the Total Available amount of invoices distributed is less than $20.00 USD.

You have now completed reviewing completed invoice line items for BY Closeout.
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The Receipts tab allows a user to review quarterly invoiced line item amounts due from Manufacturers

displayed by the P Number.
PALMETTO GBA @S
Hotre Paymens Compiiad Hegepts Se s Dasgules
Sponsor Portal CGDP Receipts
Z 1nve e Raporting Period: 201502
3 , P Number: AL v Parent Org. tD: HO__0 Contract Number; (#7_7 v 1-2B e ol 48

£ Number Invoiced Amount  Payment Date Status
P17 $60.58 Pending
FLT $0.50 03/00/2016 Defarred
P11 $1,611.34 Panding
P12 $1,931.50 Outstandieg
PL_S $3,185.00 Outstanding
7 §386.78 Outstanding

A $47.94 Outstanding
PLS $3.350.02 Outstanding
L} I $1,265.12 Outstanding
L) B 51684 Outmanding
.3 s10.84 Outetanding
Fl_4 $1.016.8% Q3/03/2010 Recatved
Pi_6 $457.25 Outstanding
" ) $10.34 Outmanding COISORIONT T »
Pl_4 £2,088.99 Outstanding CG15021_4H7__7
RINIp FR G C “ % Home fad & ol
M the desved repas -

4 Receipt Information for W77

Toral

Totad

Yotal Fanding

M Owed

ctal Outstand

2 | ¥aip | Reparting

pyed o 4t W00

$55,200.76
$1.016.8¢
$0.50

Recelves

Delerred

rG £52,599.48|

Defwrnd

Faiag

Qutstandng

Prnding

LT

Fossitie Siatunes
Phyer has detarminad that the
amount owed is below their
bank's ACH minenams

DubRing of the Pager's sccount
or credting of your account
Was unsuccessful

Payer has not yat initiates
Payment

Payer has mitiatec payment
Tha debiting process, hoiding
pencd and crediting process
&2 ramain

Funds should sow be svallable
in your account

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

Receipts tab contains six (6) regions.

1. Tabbed region displays the tab that is currently active and tabs available for selection.

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

3. Filter region — Receipts allows a user to search data listed by the defaulted Parent Org. ID.

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

5. Receipts Transactions region displays results based on data entered in the Filter region
on the Receipts tab.

6. Status Definitions region provides definitions of the statuses displayed in the Receipts
Transactions region.

The upcoming pages will describe each region and its associated functions.
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Tabbed Region — Receipts

The Tabbed region allows a user to select different activities to perform while accessing the system.
In this example, the Receipts tab is active.
1

Home Payments Completed Receipts Reports Disputes

Invoice Reporting Period Region

This section of the Receipts tab displays the specified reporting period, in YYYYQQ format, based on
the reporting period selected in the Filter region on the Home tab.

In this example, the reporting period listed in the Invoice Reporting Period region is associated with
the completed invoice line items appearing in the Receipts Filter Results region.

2 |Inw:rice Reporting Period: 201502

This region also contains a footnote regarding the data displayed in the Invoice Reporting Period
region. This footnote provides a user instruction on how to review receipt of payments for a different
reporting period.

0 view receipts for a different reporting period, return to the Home tab and select the radio button line item
that contains the desired reporting period.

Filter Region — Receipts

The Filter region on the Receipts tab contains four (4) fields to assist a user with narrowing invoice line
item search criteria.

3 [A P Number: B Parent Org. ID: HO_0 C Contract Number: D 1-48 out of 48

A. P Number field allows a user to select specific P Number from the drop down list. The
field defaults to ‘ALL’, which displays all P numbers for the reporting period. The drop
down list provides update capability to select another P number with line items due
within the same reporting period for the selected contract number displayed in the
Contract Number field.

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

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

Note: this field will only allow update to Contract Numbers that have invoice line items for the same
reporting period. In order to view a different reporting period, a user will need to return to the Home
tab and select a distributed invoice with a different reporting period.

D. 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.
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Receipt Information Region

The Receipt Information region provides a summary view of activities that occur on the Receipts tab.

This region provides up-to-date data regarding invoice line item activity in a two (2)-column table
with six (6) rows.

4 Receipt Information for H7__ 7
A Total Owed £55,288.76
B Total Received £1,016.86
C Total Deferrad 50.50
D Total Pending 51,671.92
E Total Outstanding $52,599.48

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

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

Total Pending displays total dollar amount of payments initiated but not finalized.
Total Outstanding displays the total dollar amount of remaining invoice line items
requiring payment from Manufacturers.

w >

mo

Receipts Transactions Region

The Receipts Transactions region contains five (5) columns that provide a list of invoice line items
that are pending completion of the payment process from a Manufacturer.

Note: To generate Excel reports of the invoices listed on the Receipts tab, use the
CGDRP Portal Instructions — Reporting Link instructions.

5 A P Number B Invoiced Amount C Payment Date D Status E EFTID
P1_7 £60.58 Pending CG15021__7FH7 __7
P1_7 £0.50 Deferrad CG15021__7H7_7
P1__1 51,611.34 Pending CG15021__1H7 __7
P1_2 $1,531.90 Qutstanding CG15021__2H7 __7
P1_5 $3,185.00 Qutstanding CG15021__SH7 7
P1_7 $386.78 Qutstanding CG15021__7H7 7
P1_4 £47.94 Qutstanding CG15021__4H7 __7
P1_5 $3,350.03 Qutstanding CG15021__5SH7__7
P1_7 $1,265.12 QOutstanding CG15021__7H7__7
P1_7 $16.84 Outstanding CG15021__7H7__7
P1_3 $19.84 Qutstanding CG15021__3H7__7
P1__4 51,016.86 03/09/2016 Received CG15021__4H7__7
P1_6 $457.25 QOutstanding CG15021__6H7__7
P1_0 £19.24 Qutstanding CG15021_0H7 _7
P1_4 52,088.99 Qutstanding CG15021__4H7__7

A. P Number column displays the P number.
B. Invoiced Amount column displays the invoice line item amounts due from the
Manufacturer.
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Payment Date column displays the date the invoice line items processed.

o Displays calendar date, in MM/DD/YYYY format, for payments containing a

o Displays blank field for payments containing a status of ‘Deferred’,

C.

status of ‘Received’.

‘Outstanding’ or ‘Pending’.
D. Status column displays the status of invoice line items.
E.

EFT ID column displays EFT identifying information in the specified format of CG for
Coverage Gap, YYQQ for the reporting period, 9999 for the P number without the P,
and H9999 for the contract number. Example: CG15029999H99909.

Status Definitions Region

The Status Definitions region provides explanations of each of the statuses that may display in the
Receipts Transactions region in a two (2)-column table with six (6) rows.

6 Possible Statuses

Deferred Payer has determined that the
amount owed is below their
bank's ACH minimums

Failed  Debiting of the Payer's account
or crediting of your account

was unsuccessful

Qutstanding Payer has not yet initiated
payment

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

Received Funds should now be available

in your account
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Reviewing High Dollar Invoice Line Item ($100M+) Receipts Information

Sponsors may receive what appear to be duplicate invoice line items payable from the same
Manufacturer P Number in a specific quarter. These line items are derived from a single invoice line
item that exceeded the National Automated Clearing House Association (Nacha) size limit of
$99,999,999.99 for automated clearing house (ACH) payments in the Portal for the applicable
quarter. Any invoice line item that is equal to or exceeds $100,000,000.00 ($100M+) is referred to
as a high dollar invoice line item.

When a high dollar invoice line item occurs in an invoice reporting period, the original invoice line
item will be equally split into two invoice line items and will be formatted in bold to stand out from
other line items. An example of a bolded split line item is provided in the screen shot below. The
split line items will be the same, i.e. appear to be a duplicate amount if the $100M+ high dollar
invoice line item was an even dollar amount or will have a $0.01 difference in amounts if the $100M+
high dollar invoice line item was an odd dollar amount.

These invoice line items are loaded to the Portal for the same P Number and displayed on the Sponsor
Portal under the Receipts Tab as bolded invoice line items.

When a Sponsor will be receiving a high dollar invoice line item(s) split into two invoice line items
in the Receipts Tab in a reporting period, the TPA will also individually notify the Sponsor’s TPA
Payment Initiator role (HPMS’s Coverage Gap Discount Program (CGDP) Payment Contact) and
TPA Primary Contact role (HPMS’s TPA Liaison) via email.

Luntac s | My Profile | Logost © MM | leporling

Home

Sponsor Portal

Pay

mer

Congoeten

CGDP Receipts

qaing Pecod. 202004

[neoice Begq:

P Humber: (ALl " Cantract Humbaer: (851 Q1 -weut Rutsiutinfermotion for %21
ol Owed $3a5,635,664.52
$247 417 aEl.03
B Number Invsiced Ameunt Paymant Dute Slatus o 4000
Pi3 §16,333,587.23 0%5/28/2020 eceived CG20011__ 3554 $0.00
Pi_e $52,201,479.43  os/05/3020 Gutstanding COIO01L_955 1 ] [ ok Ouretas $108,217,783.49)|

() $52,261,479.42
11 $387.38
$1,846,048 37

06/05/ 2020

CGR00IL_955__ )
0%/01/2070 3

CGI0011 _15% 1

The reports available on the Reports Tab will contain the original invoice showing the single high
dollar invoice line item amount, not the split dollar amounts. The Summary Report will not have any
changes to its format, which Sponsors are able to download via the Reports Tab. Refer to the
Accessing Quarterly Invoice Reports instruction located in the CGDP Sponsor Portal Reports
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Users Guide located under References on the TPAdministrator.com website to download the

Summary Report.
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Reviewing Invoices on the Receipts Tab Instruction
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Sponsors can utilize the CGDP Portal to view the status of invoice line items that are due for receipt
from Manufacturers. The invoice line item selected on the Home tab drives information displayed

on the Receipts tab.

This instruction provides direction on accessing the Receipts tab and the functions available for use.

1. Authorized end users will access the Portal to review quarterly invoice line item amounts due
from Sponsors. Instructions for daily login into the Portal are in the CGDP Sponsor Portal
Introduction and Login Users Guide located under References on the TPAdministrator.com

website.

2. After successful login, the Home tab will appear. Select a type of invoice to view from the

Invoice Type field.

PALMETTO GBA

Home

Sponsor Portal

Reponts

Coverage Gap Discount Program Home

Disputes

Parant Org Coetract Ruporting cedat A
o Irveicn Type Numbee Puriod Status e
Mo ALL v ALL v ALL v ALL v
Reporting
Invoice Type Controct NI 2 s
pimher Period Status Select
Quarterly HI7 201601 Availabla
Quartary H? 7 201504 N/A
Quartarty H? .7 201503 Incomplate
Quartarly HI_7 201502 Incomplate

Cootac U5 | My Bvofiis | Logout | Haip | Repoening

Logeed om s WO _ 0

Welcoma to Coverage Gap Discoont Fortal where
YOU can initiste » payment, check the status of
payments and receipt of payments ax well a3 view
your reports

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

Available Invoice is ready for paymant initiations
One or more items has an unsuccessiu
paymant attempt
Incompleta One or more items have not been paid
N/A Mo dnvokce due for paymaont. Raceipt of
funds due from Manufacturer or Spopaor
Pendiag Al line Iterme have been mitlated
successtully
Successtul All ne items have been pald successtully

Fasece

Reporting Perlods with no invoice Hne items
Filt Contract Number Reporting Period
by w7V ALL v

Contract Nuimnber Reporting Period

There i an INVoice repart for the selected Contract
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3. Populate the Select radio button for the applicable reporting

CGDP Sponsor Portal

Payments Users Guide
period then select the Receipts tab

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

PALMETTO

GBA,

Home Payments Reparns Desputes

Sponsor Portal Coverage Gap Discount Program Home

Seotact Us | My Sxufte | Loguut | Malp | Reporting
Logged om a5 HO__B

"'.’;;om 1oweice Type uumb:‘ R:tt:g:o Hlatus 1-dotcfd mm! o Covarage Cag Discount Portal mhere
Sy Y . YOU can initiate & payiment, check the status of
HO_0 ALL Vi AL v {ALL v JALL et paymants and receipt of peymaents as well ey vew
Your mpacts.
Involce Typs  Contract umber  “irting Status For payment functions, start by selecting a fine
e from tha list ta the it of this massage
Quarturly "’ 201801 Avalhabie )
Quartatty  HZY SR L) 51 SE— A .
| Quarturty Hr_7 201503 tntomplete m Avallatile Inveice i ready for paymant intllations
Quarturty N7 J01%02 tncomplets Faled  One ur more iame has an unsucoesafol
paymant attempt
Incaempinte One or more iteee have not been pakd
N/ Hio Ewolce dun for payment, Recsipt of
funds due from Manufacturer of Sporsor
Peadng  All line Iteens have beeo inntiated
succassfully

Successful All how Iteens have baun paid succussfully

[

\

:'mou 5 30 Invoice ropart for the celectod Contract

Reporting Peciods with no invoice line tems

it Contract Number Reporting Feriod
By 7V (Al “v]
Contract Number Reparting Period

4. On the Receipts tab, review the Receipt Information regio
received, pending, and outstanding invoice line items.

n for totals on the deferred,

\

PALMETTO GBA,

MS

b & A b B

Loptact s | Hy Profie | Logout | Halp | Regarting
Logaed oo as MD_ 0

A CELEMAN CROU O

Home

—ra

Fayments Completed Receipes Reports Doputes

Sponsor Portal

CGDP Receipts

= _Invoice Reporting Rerind: 203307 *
Contract Numbee: [HI_7 v

[ P Mumdde: (AL V) Paress Org. 10: MO0 1-48 st of 48
P Number Inyolced Amownt  Payment Dote Stotus EETID

7 280.58 Pending CG15021 _7H7 7
FlL_7 $0.50 Ouferred CEI%02L_THI 7 »~
Pl $1,611,94 Pending CG190211NT.?
P2 150w Outstanding CLI15021.. 2127
s $3,185.00 Outstanding CC15021 _SH? 7
nr $igs 0 Outwtanding CG15021. N2
M4 $47.04 Outstanding CG15021 _aH? 7
L3 $3,350.03 Outstanding CG15021 __5H7 7
FL_7 sL,263.2 Qutstanding CO13021L_7HT__7
F? Flons Dutwtanding CHIN0ILLIHT2
FL_3 $19.54 Outstanding CG15021_3H? 7
P4 $1,076.00 D3/0%/2010 Recelved CRI%021.a7.7
P& £457.25 Outstanding CL15021_BH27
"o 19.24 Outstanding COIS021_OH7 7 =~
Fl_4 $§2,068.99 Outstanding CG15021 _4H? 7

'To wew recapts for p different reporting ponod, reruvm (o the Mome tab and seiect the rado Sutton
U itovn that contame the desired reporting penod.

Bacelpt Lndonmation for MZ_2
 Totm Gwed $33,200.76
Total Racelved $1.018.86
Total Deferred $0.50
| Total Pending 31,671.92

Total Outstanding £32,559.48

Possibia Statuses
Defwrnd  Payer bas detureminad thet the
amount oned b bolow thair
bank's ACH minmmums
Debiting of the Payer's acoount
ar aregting of your account
was unsuccesstul
Oytstanding Payer has not yet initisted
payment
Payer has sstiated payment.
The dabiting process, hokding
periad and crediting procees
il remain
Funds shoukt now be avaliatie
In your account

Panding

focaived
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5. Review the invoice line items in the Receipts Transactions region and locate an invoice line

item with the Status column populated with Received.

PALMETTO GBA.

& OTLEMAN (WO A TN - T

Compioied |

CGDP Receipts

Home Paymants. Recopts Anpors

Sponsor Portal

Inveice Reparting Pericd: 201502 *

rv Mumber:[ALL |  ParentOrg.iD: HO0 Contract Number; |Hi_J | 1 a8 ot of 8

" P Number Payment Date Status EETID
n_a s$60.58 Panding CC1503L _THI 7
o5 B $0.50 Defecrad CeL1502L 7?7 N
Pt $1,611.34 Panding CO1S021__tHT_7
P2 $1.531.90 Qurstandng CGLS02L_2M7 7
n_s £3,185.00 Ourstandng CC1S02L __SH? 7
.3 B $300.78 Cutstandng CGINTL_THTT
[ B §47.54 Owtstandng CGLI0L 4w 7
L. 20305 Oststandng CGLIIGIL_ MY
3 $1.265.32 Oststandng CRIN0LL MY
3 1084 Outstandng CGIS008. . M77
P13 $19.84 Qutstandn CGLS028_347__7

P4 S1,010.86 0370972018 Aecerved CaAs0zt_4n7—71

PL_O $457.25 Quastandng CGISL 677
L0 $19.24 Questandng CGLI02I__ W77 =
[ ) $2,088.99 Qutstandng CGLI021_4H7__7

Yo yw raceipts for 3 AMarent FRONTVG Ai0d, ratur [0 e HOMW fad and SeNd the sadio button
Wl (tevm Ihat Zantans (he desued Aporing penod

Comtact Uy ¢ My Frofile | Logout | Help ! RBepecting

Logies oo YRS

Receipt Information for HZ_7
Total Owed £55. 286 76
Total Recsived $1,016,
Total Deferrad $0.5%0
Total Panding $1,671.02
Taral Outstanding $52,500. 48

Possibla Statuses
Deferrad  Payer has determined that the
smount owed is below ther
bank's ACH minimums
Datitiog of the Faymr's sccount
or crediteng of your account
was sewuccesstul

COutstanding Payer has nat yet initlated
paymeot

Valed

Penchng  Payer has initiated paymant.
The debiting pracess, holding
pariod and crediting process
Sl remaen

Fands should now Be avaiable
In your Jccount

Roculved

6. Review the invoice line items in the Receipts Transactions region and locate an invoice line

item with the Status column populated with Deferred.

y

PALMETTO GBA,

& CRLEFAN SO0 Conltve FISUT NG 1000 0 § 00T 00 Se
Hame Fayments Compéeted Recegpts Reports Dispules

Sponsor Portal CGDP Receipts
Lovoics Reporting Pacind: 201502 °
[ # Nuosbae: (ALl v Parant Org. 10) HO..0 Contract Numbar: Hi_7 v| Lo 42 et of 48 |
£ Mumber Inywiced Amount  Payment Date status (37T )
7 $50.58 Panding COASORL__THT 7
et $0.50 Dedmrred CCisadi_THT_7] A

Pt $1.611.34 Panding CoISo2y N7 7
| ) S $L5.%0 Qutstandng COL5021 _2HY 7
[ 3 B $1.185,00 Cutatandog CGAS0R1.SMTLT
FL_7 $386.78 Outstandng COIS021__THT 7
PL_4 $47.04 Qutstanding COL5021__&H7__7
PL_S $3,350.03 Qutstansng CoI5021 __SH?.7
n_a $1,265.12 Cutatandng Ce1sen 27
3 S $16.84 Outstandng CoISaa1 )Y
FL $19.84 OQuestanadng CGLS021_3IHT .7
L 4101686 03/09/2016 Recered CCASORI_aH7 7
5 £457.28 Questanding CCLSO2Y _6HT 7
fL_0 $10.24 Questandng CoISO2I_0NT 7 »
P4 $2,088,00 Cetstandng CGL5021__&H7 7

"To wew recevpes v 3 dfferent reporting pencd, Metum 1o the Home tad and safect the fadvo button

e item that contans the desirad repartang penod

Contact Uz | My Prefée | Logost | Halp | Regording
Logget on ax MO0

Recwigt Information fer HZ..2
Total Owed $53,288.76
Total Racelved $1.016.86
|_Totst Deferred $0.5
Total Pandng $1,671.02
Total Qutstanding ssz,soo.eJ

Poasible Sratuses
Oefarred  Payer has dotarmined that the
amouct omad is below ther
Sank's ACH minimums
Dabiting of tha Payér's Jccount
O craditing of your account
Was unsecoassful
Outstanding Payer has not yet inziated

paymant

Failad

Pending  Payer has intiated paymant.
The cabiting process, halding
period and crediting process
still remain

Roteived  Funds should now be available
In your accownt

—

Revision Date: 032022
Version Number:6

105|Page



CGDP Sponsor Portal
Payments Users Guide

7. Review the invoice line items in the Receipts Transaction region and locate an invoice line

item with the Status column populated with Pending.

(CcMms

PALMETTO GBA,

Hara Paymarns Compwtes Recogts

Sponsor Portal CGDP Receipts

Rapons Dispntos

Iivoics Reporting Pardod: 201502 '
r' Numiber: ALl v Pacent Org [0 W0 Contrac Number: | =7 1 t-Monsta

M&M Staney EELLD

1 E Fending CC18051_MI—7]
7 $0,50 Deferred CRIN0LTM7...7T »

[Pt 161134 Pending CG15021__AH7__7]
2 $1.551.90 Outstanading Ce1s021__2m2 7
Fl.> $3.185.00 Outstanding CGII0203H7 .7
Flo? $ane.7n Outstanding CEIN0IL.THI.LT
PL_4 $47.94 Outstanding COI5020_AH7_7
FL_= $3,35%0.02 Ouwndmg CRI802L _SM? 7
Fi_7 $1,265.12 Outstanding COI02L_THTT
7 51684 Cutstanding CCIS02L_ W77
P13 10,84 Outstanding CC15028 3177
PLA $3.016.88 oyjoR/ze1e Racaived CLIA0AT AN .7
L6 $457.25 Outstanding CG15021__8H7_7
P10 $10.24 Outstanding CC1S021_0H?—7 =
B4 £2,088.59 Dutstanding CGI302L_4M7_7

*To wew receies for & déferent repartimg peniad, retarn (o the Home tab and select e rado dotton
BN (R EASC CONtavss The doakad rapavting paviod

ConmactVs | My.Brofile | Logous | Help | Beparting
Lagaed ox e PR 0

Recelpt Information for HZ_2
Total Owed 35,280,780
Total Racotved $1,016.66
Tutal Defurrad

Tosal
Total QuEstanding

Possithe Statuses
Deferred  Payer nas dotarmined that the
amount omed |s Selow ther
bank's ACH minimums
Dwbiting of the Payec's account
or crediing of your accownst
was unsuccessfal

Outstandng Payer Bas not yet intisted

payment
Punting

Fatiad

Payet s ntiated payment.
The debiting process. holding
percd and cradting process
il remain

Funds should now be avalable
in your account

Ancetved

item with the Status column populated with Outstanding.

Review the invoice line items in the Receipts Transactions region and locate an invoice line

S - Cuntact Us | My Profie | Lopod | mulp | Rapatting
PALMETTO GBA, c s Logyed o%.25 MO0
A CALAIRAN GAOLS Condias 11T e T L 1004 03 ST

Home Payments Completsd Recepts ‘ Reports Dasputes

Sponsor Portal CGDP Receipts =
Invsice Ropocting Peciod; 201302 °
[ # Number: (ALL v Parent Org. 107 HO_0 Contract Numberi [HZ_7 v| toaseeda | Hswipt information (et HZ_2
Total Owed $55.288,76
Tetal Raceived $1.016,86
1nveiced Amount Eaymaent Date Status Efne Tutal Delursed $0.%0
P17 $60.58 Pending CoAS2L_ T 7
Tutal Pendog $1,673.93

n_o 20.50 Dedwrrad COISORL_THIT A Tatel Outrion T332 989

Pt 31.611.34 Pending CC1S021__iny__Y W 5T east R

() $1.531.90 Outstandng CGI50321 a7 7§

Pl.3 $3,18%.00 Owtstandng COISZ1SHT.7 Poasible Statuses

.y 308,78 Outatandog CGL802T_THT— 7| Defacred  Payer has determined that the

Fl_4 $47.94 Outstandng CGIS071 . SHT. 7 amount owed is Belom theiv

. Bank's ACH minimums

Fl.> $3,350,03 Outstandng CGISa 1 _SHT.__7

P17 $1,265.12 Outstanding CGL5021__THT 7 Falles ?“;..":&:2'3‘7,2311 il

2 $146.84 OQutstandng CCisea1_ MY o )

PL_2 £19.84 Qustandng COLSOR1_3IH7_T7 Fayar has not yat inkiated

Plot L1606 Q3002016 Receinad, _ CCLSOI1_NT T, paymant

n_g& £457.28 Outatandng ceiseni 27 Fanding  Fayer has inftisted payment

PLD $19.24 Qutstandng OCL13031 oMY 7] » The debiting process, holding

Eled 52088395 n GLY 5347 periog and credting process

Still remain
Mucaived Funds should nom be avalable
LYo wew receipcs fov 3 AATRVANT MAPOITING PEriod, TEUrn 1o ENe HOME 3l 3nd SeNCT the Famo burton n your accoont
e iteem that contams the dewired repocting pevacd

You have now completed reviewing invoice line item receipts.
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CGDP Portal Reporting Link

The Reporting link allows Sponsors to create on-demand spreadsheets for invoice line items,
receipts, or summary reports for overall totals by reporting period via the Portal. The design of the
Reporting link assists users in creating a report containing all data in one (1) Excel file versus
individual pages of data obtained by using the Print icon available on each tab.

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

—
Contass Us | My Profile | Help | Logout | Reportng

Coverage Gap Discount Program

Invoice Line Item Reporting

1 Select which items you want to displsy on the report (Detail Reports Only)
Parent Org, ID Contract Number P Number Status
Reporting Pariod Irwoica/Reoxipt Amount Payment Statys Date Payment Intiation Dats EFT

Report Scurcs v

ontract Numbes

Reporting Perod v

Run Query for Detalled Report
2 Spoasor Summary Report

Summary Report for

Contract Number

Reporting Peciod S

Sponsor Status v

Run Sponsor Summary Query

The Reporting link contains three (3) regions.

1. Detail Report Column Header Selection region provides users with ability to select
column headings for populating a report with data for invoices or receipts based on the
column headings and applicable data chosen for an Excel spreadsheet output.

2. Detail Report Filters region allows a user to select specific criteria to display in detail for
invoices or receipts.

3. Sponsor Summary Report region allows users to generate payment summary reports for
a Parent Organization ID including payment summary information for all contract numbers,
Reporting Periods and Payment Statuses or have the ability generate reports based on
specific contract numbers, Reporting Periods or Payment Statuses, as determined by a user.

The upcoming pages will describe each region and its associated functions.
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Detail Report Column Heading Selection Region

The Detail Report Column Heading Selection region provides users with the ability to select specific
column headings for populating reports with data for invoices or receipts.

The Detail Report Column Heading Selection region contains nine (9) check boxes to provide users
with options for populating invoice line item or receipt data to an Excel spreadsheet on- demand report.

1 Select which items you want to display on the report (Detail Reports Only)

A [ parent Org. ID 8 || Contract Number C ] p Number D [ status

Ed Reporting Period F O Invoice/Receipt Amount G O Payment Status Date H [ Payment Initiation Date | 1 EFT

A. Parent Org ID check box will display Parent Organization ID column headings for
data included in the spreadsheet.

B. Contract Number check box will display contract number(s) column headings for data
included in the spreadsheet.

C. P_Number check box will display P number(s) for data included in spreadsheet.

D. Status check box will display Status column headings for data included in spreadsheet.

E. Reporting Period check box will display Reporting Period column headings for data
included in the spreadsheet.

F. Invoice /Receipt Amount check box will display Invoice Amount or Receipt Amount
column headings for data included in the spreadsheet.

G. Payment Status Date check box will display Payment Status Date column headings for
data included in the spreadsheet.

H. Payment Initiation Date check box will display Payment Initiation Date column
headings for data included in the spreadsheet.

I. EFT check box will display EFT column headings for data included in the spreadsheet.

Note: This region is only available for detail Invoice or Receipt reports.
A user is not required to select any of the check boxes.

Leaving all checkboxes blank will populate the on-demand report with all column headings on the
spreadsheet output. Selection of additional filters will limit the data displayed on a report.
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Detail Report Filters Region

The Detail Report Filters region contains six (6) fields to assist a user with defining data included in
an on-demand report.

Z Detail Report Filters
A Report Source
B select P Number
C Select Contract ID
D select By Status
E Reporting Period

<

F Run Query for Detailed Report

A. Report Source field allows users to select between Invoice and Receipt from the drop
down list.
Note: Selection of the Report Source is required to determine the type of data included in
the on-demand spreadsheet report.

B. Select Contract Number field allows user to select specific contract number(s) from
the drop down list.

C. Select P Number field allows user to select specific P number(s) from the drop down
list.

D. Select By Status field allows users to select specific Status from the drop down list.
Statuses include Completed, Deferred, Failed, Pending, and Unpaid.

E. Reporting Period field allows users to select specific Reporting Period(s) from the
drop down listing.

F. Run Query for Detailed Report link creates on-demand report spreadsheet(s) with
column heading and filter data selections populated by a user.

Note: Population of the Report Source field is required to generate an on-demand spreadsheet report.
All other fields are optional.

Selection of additional filters will limit the data displayed on a report.

109|Page
Revision Date: 032022
Version Number:6



CGDP Sponsor Portal
Payments Users Guide
Sponsor Summary Report Region
The Sponsor Summary Report region displays selection criteria fields to allow users to customize
summary reports based on contract number, reporting period or status for payment data only.

The summary report region contains four (4) fields to limit data displayed on the on-demand report
spreadsheet.

3 Sponsor Summary Report
Summary Report for
A Contract Number:
B Reporting Period
(C Sponsor Status

D Run Sponsor Summary Query

A. Summary Report for Contract Number field allows user to select specific contract
number(s) from the drop down list associated with the Parent Organization ID.

B. Reporting Period field allows users to select specific reporting period(s) from the drop
down listing.

C. Sponsor Status field allows users to select specific Status from the drop down list.
Statuses include Completed, Deferred, Failed, Pending, and Unpaid.

D. Run Sponsor Summary Query link creates on-demand report spreadsheet with
summary report filter data selections populated by a user.

Note: Population of all fields is optional.

Selection of additional filters will limit the data displayed on a report.
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Accessing the Reporting Link Instruction
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Sponsors can utilize the Reporting functionality to view a readable version of the data report in
Microsoft Excel via the Portal. This ad hoc/on-demand reporting tool provides users with the ability to

filter invoice and receipt related information.

This instruction provides direction on accessing the Reporting link and the functions available for use.

1. Authorized end users will access the Portal to create and review detail invoice and receipt
reports. Instructions for daily login into the Portal are in the CGDP Sponsor Portal
Introduction and Login Users Guide located under References on the TPAdministrator.com

website.

2. After successful login, the Home tab will appear. Select the Reporting link in the upper right

hand corner of the screen.

Coverage Gap Discount Program Home

Rapons
Sponsor Portal

Parant Ory Coetract Reporting

Dsputes

1 4o of
1o Irvoicn Type Numbee Pariod Status
MO0 ey v AlLL v ALL v ALl v
Ruportin
Invoice Type Controct Number Peri I" Status Select
Quartary HI_7 201601 Availabla
Quartarky H?7 201504 N/A
Quartany H7 .7 201503 Incomplata
Quarterly HI_.7 201502 Incomplate

Cootac us | My Profis | Lapout | Haip (|Bsponings

Logged om »s WO _D

Welcoma to Coverage Gap Dizcoont Fortal mheore
YOUu can initiste & payment, check the status of
payments and receipt of payments a2 well a1 view
your reports.

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

[nvoice is ready for paymant initiations

Ond of more itamsa has an un:

payment attempt

Incempiate One or mere itams have not bean paid
N/A No Invoice doe for payment. Receipt of

funds doe from Manufacturer or Sponsor
Panding All line items have dbeen Initated
successtully

Avadabie

Failed sful

Sucomsstul All ling tems have deen pald successfuly

Thare & an Invoicd repaet for the sefected Contract

Reporting Perlods with no invoice Hne itoms
Filte Contract Number Reporting Period
by g 1 AL v

Contract Nuimnber Reporting Period

3. The Reporting link page contains three (3) sections that allow a user to filter ad hoc/on-

demand reporting content.

e Detail Report Column Heading Selection region
e Detail Report Filters region

e Sponsor Summary Report region
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This example displays the Reporting link page.

Contact Us | My Profile | Help | Legout | Regorting
PALMETTO GBA c M S Logged on e 1900

Coverage Gap Discount Program

Invoice Line Item Reporting
Salect which itams you want 1o display on e ruport (Dotall eparts Only)

Farent Org. 1D Contract Numbur P Number Status

Reporting Pertod Invoice/Recaipe Amount Payment Status Date Fraymaent Intiation Date EFT

Run Query for Detolied Beport

Summary Report for
Contract Number

Reporting Peviod =

Sponaor Status v

Run_Spoonaer Summary. Gusry

4. The upcoming steps provide direction for generating detail invoice and receipt reports utilizing
the Detail Report Column Heading Selection and Detail Report Filters regions.

5. The first region of the Reporting link page, the Detail Report Column Heading Selection
region, allows a user to filter information by populating one (1) of the nine (9) check boxes
available.

Select which items you want to display on the report (Detail Reports Only)
F Parent Org. ID [ contract Number [1 P Number [] status
O

Repeorting Pericd O Invoice/Receipt Amount O Payment Status Date O Payment Initiation Date [ err

Note: Selection of check boxes in this region limits the data displayed in the report output. To view
all available data for a Parent Organization ID for both invoices and receipts, leave all check boxes
blank.

6. The second region of the Reporting link page, the Detail Report Filters region, allows a user
to select between Invoice or Receipt reports. The Report Source field is a required field.

Detail Report Filters

F.eport Source

Select Contract Mumber
Select P Number
Select By Status
Reporting Period

<

Run Query for Detailed Report

Note: Selection of specific data in each filter in this region limits the data displayed in the report
output. To view all available data for a Parent Organization 1D for both invoices and receipts, leave
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all filter fields blank except the Report Source field then select the Run Query for Detailed Report
link to generate the detail report.

7. To generate an Invoice report, select the Detail Column Heading Selection region check boxes
applicable to the desired report output, populate the Report Source field using the drop down list
and any applicable report filter fields in the Detail Report Filters region then select the Run
Query for Detailed Report link.

This example displays detail report selections for an Invoice report containing all available data for a
Parent Organization ID.

Contact U | My Profile | Help ! Legout | Reportiog
PALMETTO GHA C M S Lppedanse MO0

Coverage Gap Discount Program

Invoice Line Item Reporting

Parent Org. 1D Contract Numbar P Number Status

Reporting Pariod Involce/Recaipt Amount Paymant Status Dats Payment Initiation Date EFT

Select P Number v

Select By Ststus Dt

Reporting Period P

Run Query for Detalled Report

8. Select one (1) of the decision buttons in the message that appears at the bottom of the screen.
e Open to view the data in text file format
e Save to save the file in text file format to a user’s hard drive or system
e Cancel to exit the decision message

This example displays the selected Open button.

De you want to open or save H0 _0_detailed_report.adsx frem a70lppaltedi003.a70adexmed.com? Open ‘ Save | ™ Cancel

9. After selecting the Open button, review the Excel spreadsheet output containing invoice data.
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10. To generate a Receipt report, select the Detail Column Heading Selection region check boxes

applicable to the desired report output, populate the Report Source field using the drop down list
and any applicable report filter fields in the Detail Report Filters region then select the Run

Query for Detailed Report link.

This example displays detail report selections for a Receipt report containing all available data for
a Parent Organization ID.

Cantact Us | My Prafils | Malp | Legeut | Bepanting
PALMETTO GOA CMS Lagued s MO0

Coverage Gap Discount Program

Invoice Line Item Reporting

Seloct wiiich Ttums you want 1o display on the raport (Dotall Keports Only)
Parunt Org. 10 Contract Number P Number Status
Reporting Purtod L] Involce/Recsipt Amount Paymant Status Date Payrmant Initiation Datwe FT

ontract Number

Se t P Number ~|
Seloct 8y Status i

Reporting Period >

. A !

11. Select one (1) of the decision buttons in the message that appears at the bottom of the screen.
e Open to view the data in text file format
e Save to save the file in text file format to a user’s hard drive or system
e Cancel to exit the decision message

This example displays the selected Open button.

Do you want to open or save H0_(0_detailed_report.xdsx from a70lppaltedi003.a70adexmed.com? Open Save |¥ Cancel
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12. After selecting the Open button, review the Excel spreadsheet output containing receipts data.

(3] 27 el B % W G W - (3 o e |- HO150_detalled_reportxdsx = Microsoft Excel [t 0.
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#* Calibri i | ™ e e &P General - A T34 Insert - = /\r }}
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da-| B J U~|A A BN § % 0| | EDelete - | [§]- S" 8 Fl ‘.,1
‘ . SIVRES | ot ont & Find &
s = Sa=- A~ e e 2 *a8 &8 . SdFarmat = | 2= Fiter+ Select *
Clipboard 1. | Font . Alignment o | Number : Cells | Editing
Ka - ) -
A 0 [ (3] [ [ G " =
PARENT CONTRACT |P INVOICE REPORTING |STATUS DATE [INITIATION EFT [
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v B
3 'HO_ O HO__ O P1_2 6312.93 201502 03/12/2016 03/11/2016 CG15031 __2HO__ O
v .
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5 |[HO_0O HO_ O Pl1_Aa '53118.28 201503 02/10/2016 02/10/2016 CG15041__aH0__0
6 |HO_ 0O HO_ O P1_8 "16440.63 201502 03/08/2016 02/09/2016 CG15021__8HO__0
7 HO_0O HO__ 0 P1_8 "17162.11 201504 03/08/2016 CG15041__8HO_ O
8 |Ho_ 0 HO__ 0 P1_8 "17822.01 201503 02/09/2016 CG15031__BHO__ 0 &
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13. The upcoming steps provide direction for generating summary reports utilizing the Sponsor
Summary Report region.

14. The final region of the Reporting link page, the Sponsor Summary Report region, allows a
user to generate summary reports filtered by Contract Number, Reporting Period, and Sponsor
Status.

Sponsor Summary Report

Summary Report for

Contract Mumber:

Reporting Period
Sponsor Status

Run Sponsor Summary Query

Note: Selection of specific data in each filter in this region limits the data displayed in the report
output. To view all available data for a Parent Organization ID, leave all filter fields blank then
select the Run Sponsor Summary Query link to generate the summary report.

15. To generate a Summary report, populate the drop down listings of each field to limit the data
displayed, if applicable, and then select the Run Sponsor Summary Query link.
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This example displays field selections chosen for a Summary report containing all available data for a
Parent Organization ID.

Contact Us | My Profile | Help | Logout 1 [Re
PALMETTO GBA CM S Legges ¢n &

Coverage Gap Discount Program

Invoice Line Item Reporting

Ol varent Oy 10 ] Contract numbaer 1 # number ] sratus

[ nepocting Pered [ [nvoice/Receipt aAmount [ Payment Status Disto [l Payment Initiation Date [ £FT
Raport Source —
Safact Contract Mumber ~i
Sewet P Humber ]
Saact By Status B =
Raporting Peclod :E']

Sumamuary Neport for I’ o vl
Contract Number J
Reperting Paried I )

| v
|y
Sponscs Status ||

(R Sponsor Summacy Gueny]

16. Select one (1) of the decision buttons in the message that appears at the bottom of the screen.
e Open to view the data in text file format
e Save to save the dispute file in text file format to a user’s hard drive or system
e Cancel to exit the decision message

This example displays the selected Open button.

Do you want to open or save HO__0_summary_report.xlsx from apps.tpadministrator.comy]  Open Save |~¥ Cancel

17. After selecting the Open button, review the Excel spreadsheet output containing receipts data.
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You have now completed accessing the Reporting link.
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Summary

This CGDP Sponsor Portal Payments Users Guide introduced the CGDP Portal’s Payments tab
functionality.

The primary function of the Portal is to provide a central repository for Program-qualified PDE
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 customer pay
monthly bills.

You have learned that the Portal houses invoices for Quarterly and BY Closeout invoices and has
two (2) different roles for users to access distributed invoices and reports: The Payment Initiator
role and the Administrator role.

This Users Guide also introduced the following functionality available to authorized Sponsor users:

o The Payments tab provides payment capabilities to allow the selection of one (1), some, or
all the invoices distributed for payment processing. Invoice payments can be future dated
(scheduled) and stop payments can be processed if certain criteria are met. Payments may
also be available for deferability, if the amounts fall below the systems deferred allowable
amount.

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

e The Receipts tab provides a listing of invoiced line items due to be paid to Sponsors by
Program-participating Manufacturers.

e The Reporting link provides a user with the ability to generate on-demand spreadsheets for
invoice line items, receipts, or summary reports for overall totals by reporting period.

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 Closeout Benefit Year Closeout

CGDP Coverage Gap Discount Program

CMS Centers for Medicare & Medicaid Services
EFT Electronic Funds Transfer

HPMS Health Plan Management System

ID Identifier or Identification

IRS Internal Revenue Service

Nacha National Automated Clearing House Association
PIN Personal Identification Number

PDE Prescription Drug Event

TPA Third Party Administrators

usb United States Dollar

118 |Page

Revision Date: 032022

Version Number:6




CGDP Sponsor Portal
. o Payments Users Guide
Appendix B: Error Message Descriptions

Payment Batch Error Messages

Batch Report Errors

File rejected: The report is empty

File rejected. File must start with a header record

File rejected: Improperly Formatted — Missing header and footer

File rejected: Invalid Header record

File rejected: Each header record must contain 'HDR', Primary ID and Reporting period

Primary Id and logon do not match

File rejected: Invalid Reporting Period

Header row without details

Invalid Record Type

Unable to process due to invalid header type

Dtl. record must contain 'DET', ID, EFT, Scheduled Date, Defer (optional). Ensure that semicolons
are separating each item on the line

Invalid Detail record

Duplicate line item

P Number is not associated with this Corporate 1D

Contract Number is not associated with this Parent Org. ID

Payer account invalid

Payee data account missing — Contact the TPA

Payee account invalid

Invoice line item not found

The payment for this line item is already initiated

The payment for this line item is already deferred

Invalid EFT ID

Payment date contains non-numeric characters

The payment date is in the incorrect format

Payment date cannot be before the current date

The defer indicator is invalid
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Payment Reporting Error Codes — Payments Tab

Reporting Error Codes | Code Description

RO1 Insufficient Funds

RO2 Account Closed

RO3 Unable to Locate Account

R0O4 Invalid Account Number

R0O5 Unauthorized Corporate Debit
RO6 Returned per ODFI's Request

RO7 Authorization Revoked by Customer
RO8 Payment Stopped

RO9 Uncollected Funds

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

R13 RDFI Not Qualified for ACH

R14 Payee Deceased

R15 Beneficiary Deceased

R16 Account Frozen

R17 File Record Field Errors RDFI
R20 Non-Transaction Account

R23 Credit Entry Refused by Receiver
R24 Duplicate Entry

R29 Debit Block

R31 Permissible Return Entry

R33 Return of XCK Entry

R37 Source Document Previously Paid
R38 Source Document Stop Paid

R39 Improper Source Document

R50 State Law Affecting RCK Acceptance
R51 Ineligible Item

R52 Stop Payment ADJ

R53 Check and ACH Presented

R61 Misrouted Return

R67 Duplicate Return

R68 Untimely Return

R69 Transaction Field Error

R70 Permissible Return Entry Declined
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Appendix C: Sponsor Payment Initiation Upload Batch Input Requirements

Utilize this reference document to format text files for use in the Payment Initiation Upload
process.

Collect payment initiation information of the Parent Organization 1D and reporting period to be
included in the header record to create a batch upload file.

The format of the Payment Initiation Batch header record will be as follows:

Data Type Length Description

HDR 03 Header record type for batch

Data divider 01 ; (semicolon)

Parent Org. ID 06 Responsible contract number or ST number

Data divider 01 ; (semicolon)

Reporting Period 06 Year and Quarter of invoice, in YYYYQQ format
EOL Variable | End of line indicator — Example — CRLF

Collect payment initiation information of the individual invoice line items selected to be processed
and included in the detail record to complete the batch upload file.

The format of the Payment Initiation Batch detail record(s) will be as follows:

Data Type Length Description

DET 03 Detail record type for batch

Data divider 01 ; (semicolon)

Contract Number 05 Submitting contract number

Data divider 01 ; (semicolon)

P Number 05 Manufacturer P number

Data divider 01 ; (semicolon)

EFT ID 15 CG for Coverage Gap, YYQQ for reporting period, P
Number, Contract Number. Example of format:
CGYYQQitHH#HiHH#H

Data divider 01 ; (semicolon)

Payment Initiation Date | 08 Date payment of invoice to begin processing, in
CCYYMMDD format

Data divider 01 ; (semicolon)

Defer 01 Designation for deferment of
invoice. Y for Yes to Defer. N for
No to Defer.

Data divider 01 ; (semicolon)

EOL Variable | End of line indicator — Example — CRLF
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Term

Definition

Authorization

Displays the amount authorized for payment processing, including amounts

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

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

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

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

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

Contract Pending contract number assigned by CMS which allows participation in the

Number Coverage Gap Discount Program.

Corporate ID

Numerical designation assigned by CMS to Manufacturers.

For Manufacturers, the current Mailbox ID will be the Corporate ID.

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

Date Displays the invoice distribution date. This date corresponds to the end of

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

Date Displays the calendar date, in MM/DD/YYY'Y format, the invoice line item was

Submitted 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 represents 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.
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Term Definition

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

Distribution Displays the date Dispute distributions are due to be loaded to the Portal.

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

Submission Displays the date Dispute submissions are due to be entered in 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
Z9999 for the contract number. Example: CG1403999929999.

Failed (Status)

Status designation of an invoice that represents 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 represents that one (1) or more items have
not been paid.

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

Payment 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 data.

Distribution Displays the date distributed invoices were posted to the Portal.

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

Paid by 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 line

Reporting items displayed.

Period

Last Displays the last date and time distributed invoice summary data retrieved from

Download 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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Term Definition

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 represents no payment activity has taken
place.

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

Parent Numerical designation assigned by CMS to Sponsor.

Org. ID

Payment Displays current date of a generated invoice line item payment in

Date MM/DD/YYYY format.

Payments Region of the active tab that provides the final date invoice line item payment

Due initiations due to complete initiation.

Payment/Failed
Date

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

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

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

Deferred

Amount

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

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

Period distributed to Manufacturers and Sponsors.
BYC 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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Term Definition

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

Payment payment for future dated payments.

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

Total Displays the total dollar amount of remaining invoice line items requiring

Available payment.

Total Displays the total dollar amount of deferred invoice line items with amounts

Deferred less than the allowable amount to the subsequent reporting period.

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

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

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

Invoiced the reporting period.

Total Displays the total dollar amount of remaining invoice line items requiring

Outstanding 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 Displays the total dollar amount of invoice line items selected for payment for

Pending the reporting period.

Total For Manufacturers: Displays the total dollar amount of negative invoice line

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

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

Successful 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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