
CGDP Sponsor Portal 

Payments Users Guide 
 

 

Coverage Gap Discount Program (CGDP) 

Sponsor Portal 

 
 

Payments 

Users Guide 

  

 



CGDP Sponsor Portal 

Payments Users Guide 
 

i | P a g e 

R e v i s i o n  D a t e :0 3 2 0 2 2 

V e r s i o n  N u m b e r :6   

TABLE OF CONTENTS  

INTRODUCTION  .................................................................................................................................... 1 

CGDP PORTAL LOGIN  ........................................................................................................................ 2 

CGDP PORTAL USER ROLES .............................................................................................................. 4 

CGDP PORTAL PAYMENT INITIATOR ROLE AND ADMINISTRATOR ROLE  ................................................... 4 

CGDP Portal Payment Initiator Role .......................................................................................................... 5 

CGDP Portal Administrator Role ................................................................................................................ 7 

CGDP PORTAL PAYMENTS  ................................................................................................................. 8 

CGDP PORTAL PAYMENTS TAB ï QUARTERLY INVOICES ............................................................... 9 

TABBED REGION - PAYMENTS  ....................................................................................................................... 11 

INVOICE REPORTING PERIOD REGION  .......................................................................................................... 11 

PAYMENTS DUE REGION  ................................................................................................................................ 11 

FILTER REGION ï PAYMENTS  ........................................................................................................................ 11 

PAYMENT INFORMATION REGION  ................................................................................................................. 12 

PAYMENT INITIATION REGION  ...................................................................................................................... 12 

PAYMENT INITIATION UPLOAD REGION  ....................................................................................................... 18 

ERROR DESCRIPTION REGION  ....................................................................................................................... 19 

PENDING TRANSACTIONS REGION  ................................................................................................................ 19 

CGDP PORTAL INSTRUCTIONS ï PAYMENTS TAB: QUARTERLY INVOICES ................................................ 22 

Processing Invoice Payments Instruction ................................................................................................... 22 

Processing Future Dated Invoice Payments Instruction ............................................................................ 26 

Initiate All Functionality for Payment Processing and Future Date Processing Instruction ..................... 30 

Processing Stop Payments Instruction ....................................................................................................... 38 

Processing Payment Initiation Upload Batch Instruction .......................................................................... 43 

PROCESSING DEFERRED INVOICES ................................................................................................................ 52 

Defer Eligible Invoices ï Total Available Less Than $20.00 USD Instruction .......................................... 53 

Non-Eligible Defer ï Total Available Greater Than $20.00 USD Instruction ........................................... 58 

Prior Reporting Period Defer ï N/A Payable Invoices Distributed for Reporting Period Instruction ...... 62 

Prior Reporting Period Defer ï No Invoices Distributed for Current Reporting Period Instruction ........ 69 

CGDP PORTAL ï PAYMENTS TAB: BENEFIT YEAR CLOSEOUT (BYC) INVOICES ........................ 76 

REIMBURSEMENT REPORT YEAR REGION  .................................................................................................... 77 

PAYMENT INITIATION REGION  ...................................................................................................................... 77 

CGDP PORTAL INSTRUCTIONS ï PAYMENTS : BENEFIT YEAR (BY) CLOSEOUT INVOICE  ......................... 78 

Processing BY Closeout Invoice Payments Instruction .............................................................................. 78 

CGDP PORTAL ï COMPLETED TAB: QUARTERLY INVOICES ......................................................... 83 

TABBED REGION - COMPLETED  ..................................................................................................................... 84 

INVOICE REPORTING PERIOD REGION  .......................................................................................................... 84 

FILTER REGION ï COMPLETED  ..................................................................................................................... 84 

PAYMENT INFORMATION REGION  ................................................................................................................. 85 



CGDP Sponsor Portal 

Payments Users Guide 
 

ii  | P a g e 

R e v i s i o n  D a t e :0 3 2 0 2 2 

V e r s i o n  N u m b e r :6   

COMPLETED TRANSACTIONS REGION  .......................................................................................................... 85 

STATUS DEFINITIONS REGION  ....................................................................................................................... 86 

CGDP PORTAL INSTRUCTIONS ï COMPLETED TAB: QUARTERLY INVOICES ............................................. 87 

Reviewing Quarterly Invoices on the Completed Tab Instruction .............................................................. 87 

CGDP PORTAL ï COMPLETED TAB: BENEFIT YEAR CLOSEOUT (BYC) INVOICES ..................... 91 

REIMBURSEMENT REPORT YEAR REGION  .................................................................................................... 92 

COMPLETED PAYMENTS TRANSACTIONS REGION FOR BY CLOSEOUT INVOICES ...................................... 92 

CGDP PORTAL INSTRUCTIONS ïCOMPLETED TAB: BENEFIT YEAR (BY) CLOSEOUT INVOICES .............. 93 

Reviewing BY Closeout Invoices on the Completed Tab Instruction .......................................................... 93 

CGDP PORTAL ï RECEIPTS TAB ...................................................................................................... 97 

TABBED REGION ï RECEIPTS ........................................................................................................................ 98 

INVOICE REPORTING PERIOD REGION  .......................................................................................................... 98 

FILTER REGION ï RECEIPTS .......................................................................................................................... 98 

RECEIPT INFORMATION REGION  ................................................................................................................... 99 

RECEIPTS TRANSACTIONS REGION  ............................................................................................................... 99 

STAT US DEFINITIONS REGION  ..................................................................................................................... 100 

REVIEWING HIGH DOLLAR INVOICE L INE ITEM ($100M+) RECEIPTS INFORMATION  ............................ 101 

CGDP PORTAL INSTRUCTIONS ï RECEIPTS ............................................................................................... 103 

Reviewing Invoices on the Receipts Tab Instruction ................................................................................ 103 

CGDP PORTAL REPORTING L INK  .................................................................................................. 107 

DETAIL REPORT COLUMN HEADING SELECTION REGION  ......................................................................... 108 

DETAIL REPORT FILTERS REGION  .............................................................................................................. 109 

SPONSOR SUMMARY REPORT REGION  ........................................................................................................ 110 

CGDP PORTAL INSTRUCTIONS ï REPORTING L INK  .................................................................................. 111 

Accessing the Reporting Link Instruction ................................................................................................. 111 

SUMMARY  ......................................................................................................................................... 117 

REFERENCES .................................................................................................................................... 118 

APPENDIX A:  ACRONYM L IST ..................................................................................................................... 118 

APPENDIX B: ERROR MESSAGE DESCRIPTIONS.......................................................................................... 119 

Payment Batch Error Messages ............................................................................................................... 119 

Payment Reporting Error Codes ï Payments Tab ................................................................................... 120 

APPENDIX C: SPONSOR PAYMENT INITIATION UPLOAD BATCH INPUT REQUIREMENTS  ......................... 121 

GLOSSARY .................................................................................................................................................... 122 

 



CGDP Sponsor Portal 

Payments Users Guide 

 

1 | P a g e 

R e v i s i o n  D a t e :0 3 2 0 2 2 

V e r s i o n  N u m b e r :6   

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 Portalôs 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 Sponsorsô data. 

 

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

 
 

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.  

https://tpadministrator.com/
https://tpadministrator.com/internet/tpa.nsf/docsCat/TPA~Third%20Party%20Administrator~TPA%20Drug%20Manufacturer~References?open&expand=1&navmenu=TPA%5e%5eDrug%5eManufacturer%7C%7C
https://tpadministrator.com/
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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 ID. 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 ñXò 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. 

¶ The Payment Initiator role provides the responsibility that allows a user to view all 

functionality of the Portal, including initiating payment of distributed invoices. 

¶ 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 Sponsorsô 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. Priceôs 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. Rentenmarkôs 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. Priceôs 

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 IDôs 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.  

https://tpadministrator.com/
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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. 

  
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.  
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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. 

 
 

The instructions included in this guide provide Payment Initiation associates step-by-step guidance to 

complete payment processing. 

1. Processing Invoice Payments 

2. Processing Future Dated Invoice Payments 

3. Initiate All Payment Processing Functionality 

4. Processing Stop Payments 

5. Processing Payment Initiation Upload Batch Functionality 

6. Processing Deferred Invoices 

 

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 ñInvoice Paid 

by 38th Calendar Day After Receiptò as listed on the Medicare Part D CGDP Calendar. 

  

https://www.tpadministrator.com/internet/tpaw3.nsf/DID/N7AQZ589EY
https://www.tpadministrator.com/internet/tpaw3.nsf/DID/N7AQZ589EY
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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. 

 
These six (6) functions are not available with the Administrator role. 

1. Initiate All check box will appear but not be functional. 

2. Payment Initiation Upload region 

3. Update All 

4. Submit button 

5. Click to stop all check box will appear but not be functional. 

6. Stop Payment(s) button 

 

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 ñInvoice Paid by 38th Calendar Day After 

Receiptò as listed on the Medicare Part D CGDP Calendar. 

  

https://www.tpadministrator.com/internet/tpaw3.nsf/DID/N7AQZ589EY
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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. 

 

¶ 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 

ñInvoice Paid By 38th Calendar Day After Receiptò 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.  

 

¶ 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 payeeôs 

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. 

 

¶ 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 payeeôs 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. 

 

¶ 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. 

  

https://www.tpadministrator.com/internet/tpaw3.nsf/DID/5KGY1ZC99G
https://tpadministrator.com/
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CGDP Portal Payments Tab ï 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. 

 
 

The Payments tab contains nine (9) regions. 

 

1. Tabbed region ï 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 ï 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 ï 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. 

 
 

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. 

 
 

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. 

 
 

Filter Region ï Payments 
 

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

line item search criteria. 

 
 

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 óALLô, 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. 

 
 

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 ï 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. 

 
 

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/YYYY format or 

utilize the Calendar icon to populate the updated payment date. 

 
 

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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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 ñThere are no more remaining invoice line 

items for the quarter.ò 

 

Additional Notes: 

¶ 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. 

¶ 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. 

 
 

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 : 

¶ The Total Available amount field in the Payment Information region totals less than the 

Portalôs defer-default allowable amount and 

¶ A Sponsorôs 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 
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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 Portalôs defer-default allowable amount, currently designated as $20.00 USD. 

 

For example, a Sponsorôs 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: 

¶ Sponsors are responsible for verifying their banking institutionôs specific threshold for low- 

dollar ACH amounts permitted for processing. 

¶ 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 Sponsorôs ACH low-dollar amount threshold. 

The Defer column displays a check box for the invoice line item for deferral to the subsequent 

reporting period. 

 
 
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 Sponsorôs ACH low-dollar amount threshold. The Defer column displays a 

check box for invoice line item for deferral to the subsequent reporting period. 

 
 

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 Sponsorôs ACH low-dollar amount threshold, which disqualifies the invoice 

line items for deferral to the subsequent reporting period. 

 
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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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 ï Payments 

Tab.  

I. EFT ID column provides a descriptive identifier for distributed invoice payments 

made to Manufacturers to allow reconciliation of payments received. 

 
 

The format of the EFT ID is CGYYQQ9999H9999. 

¶ CG: Coverage Gap payment 

¶ YYQQ : Current Reporting Period 

¶ 9999: Manufacturer P Number (Note: P Number displayed without the preceding óPô) 

¶ 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. 

Note: Selection of the check box and update of the calendar date in the Update All Payment 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. 

 

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. 

¶ 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. 
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K. Submit button provides the user one (1)-click functionality to process the active pageôs 

selected invoice line items for payment. 

 
 

The Payment Initiation region may display ñPlease contact TPAò 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. 

 
 

Examples of why ñPlease contact TPAò may display: 

¶ Invalid banking information on file for Manufacturer 

¶ 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. 

 
 

A. Browseé 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. 

 
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 ï 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. 

 
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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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 userôs 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.  

Å 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.  

Å 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. 

 
 

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

 
 

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

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. 
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CGDP Portal Instructions ï 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. 

 
  

https://www.tpadministrator.com/internet/tpaw3.nsf/DID/5KGY1ZC99G
https://tpadministrator.com/
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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. 

 
 

4. On the Payments tab, review Payment Initiation region and the Payment Information 

region for available invoice line items. 
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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. 

 
 

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. 
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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. 

 
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. 

  



CGDP Sponsor Portal 

Payments Users Guide 

 

26 | P a g e 

R e v i s i o n  D a t e :0 3 2 0 2 2 

V e r s i o n  N u m b e r :6   

Processing Future Dated Invoice Payments Instruction  

 

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. 

¶ 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. 

 
  

https://www.tpadministrator.com/internet/tpaw3.nsf/DID/5KGY1ZC99G
https://tpadministrator.com/
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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. 

 
 

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

 
 

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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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. 

 
 

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. 

 
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. 

 
  

https://www.tpadministrator.com/internet/tpaw3.nsf/DID/5KGY1ZC99G
https://www.tpadministrator.com/internet/tpaw3.nsf
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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. 

 
 

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. 

 
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.  

 
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. 

 
 

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. 

  






















































































































































































