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Introduction

Welcome to the Coverage Gap Discount Program (CGDP) Sponsor Portal Reports Users Guide. This
guide provides you, the Sponsor, with information on accessing the CGDP Portal to review and download
reports for distributed quarterly and Benefit Year (BY) Closeout invoices.

As a Sponsor participating in the CGDP (the Program), you have agreed to advance the 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 reports associated
with distributed invoices.

The primary function of the CGDP Portal, here forward known as the Portal, is to provide a central
repository for CGDP-qualified prescription drug event (PDE) invoices to be distributed and paid by
Program participants. In order to facilitate this processing, the Portal’s reporting functionality provides
Sponsors the ability to:

e Review invoice line item information in summary (Invoice) and detail (Data) formats.

o Review Tracking reports that provide the history of all activity that occurred to a PDE.

o Review Batch payment reports submitted as part of the payment batch process detailed in the
CGDP Sponsor Portal Payments Users Guide located under References on the
TPAdministrator.com website.

e Review 1099 information pertaining to Manufacturers receiving payments as part of the Program.

e Request and review reports that are not available in or have been archived off the Portal, such as
Invoice, Data, and Tracking reports, by using the Ad Hoc report functionality.

This CGDP Sponsor Portal Reports Users Guide will provide information on the reporting functions
available in the Portal as well as tasked-based instructions for performing report retrieval and review.
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CGDP Portal Login

The Portal is a U.S. government information system. To access the Reports 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 in the CGDP Sponsor Portal Introduction and Login Users Guide
located under References on the TPAdministrator.com website.

Instructions contained within the guide include:
o Initial Security Data Set Up
e Daily Login
e Account Maintenance
o Navigation of the 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.
PALMETTO OBA SLnpT o wetadd m_
Bl - : &

Welcome to the Third Party Administrator (TPA)

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

Visitors to the website can access information about the CGDT Including information regarding invoicing and payment procedures. In addition, users can
access valuable links to CMS instructions and other official resources.

%, FEITIE

EMAIL UPDATES

CGDP PORTAL

DISPUTES IMPORTANT UPDATE CGDP CUTOFF DATES

THE MEDICARE PART D CGDP Q3 20019 Reporting Period: Q4 2010
EFT INFORMATION PAYMENT DEADLINE 15 12/919 tiwolce Distribution: 1/3/2020

All CGDP payments must be made via the Portal per Iwvoice Payment Deadline: 3010/2020
the Direct Payment Process by 12/a/10 To make sare Disputes Submission Deadline: 4/1/2020

INVOICES your payment transaction is completed on time, it is
not recommended to walt antil the kst day betare the Learn More »
payment deadhine to make yoar payment.

REFERENCES Learis 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 (User ID and temporary password)
provided by the TPA Operations Team. The User ID is the Parent Organization ID number, which
categorizes the information loaded to the Portal. Information is limited to Sponsor contract numbers
associated with the Parent Organization ID only. The TPA provides the initial temporary password to
access the Portal to the Sponsor via email, once the onboarding process is complete.

To correctly exit out of the Portal, you must 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 Reports

The Portal not only provides reporting period data in an invoice format, but also provides the data in its
original flat file format to Sponsors. Each participating Sponsor receives a quarterly invoice report
identifying the payment due from each Drug Manufacturer for coverage gap activity that occurred during
the quarter. In addition, the reports identify what Sponsors owe Drug Manufacturers due to prescription
drug event (PDE) deletions and adjustments. All Part D Sponsor reports appear on the Reports tab of the
Portal for review and download.

There are six (6) types of reports available on the Reports tab. They are Invoice, Data, Tracking, Batch,
Manufacturer 1099 Information, and Ad Hoc reports.

The Invoice, Data, and Tracking reports are loaded in their original flat file format to the Portal and have
report file formats located under the Invoices topic on the TPAdministrator.com website to assist with
reading and understanding the format.

The Batch report is presented in the text file format used to load the data to the Portal for processing.
The Data, Tracking, and Manufacturer 1099 Information reports have data loaded in an Excel spreadsheet
formats to display report information for enhanced readability.

The Reports tab is available for both Administrator and Payment Initiator roles.
The Reports tab contains five (5) regions.

1. Tabbed region displays the tab that is currently active and tabs available for selection.
2. Report Type Selection region provides a user with six (6) types of reports to view by selecting the
corresponding radio button.

¢ Invoice

e Data

e Tracking

e Batch

e Manufacturer 1099 Information
e AdHoc

3. Current Cutoff Calendar region provides a user with key program dates for proper processing of
distributed invoices.

4. Reports Filter region allows a user to search data listed by the defaulted Corporate ID.

5. Reports Filter Results region displays results based on data selected in the Report Type Selection
region. Details displayed in this region depend on the report type selection made.

Note: To generate Excel reports of the invoices listed on the Payments or Receipts tabs, use the
CGDP Portal Reporting Link instructions located in the CGDP Sponsor Portal Payments Users
Guide located under References on the TPAdministrator.com website.

The following sections provide an overview and step-by-step instructions for the reports available on the
Reports tab.
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CGDP Portal — Invoice Reports

The Reports tab — Invoice allows a user to review distributed invoice information for quarterly and
Benefit Year (BY) Closeout invoices.

The Invoice report, distributed quarterly, identifies the payments Part D Sponsors will receive from each
Drug Manufacturer as well as other information the Part D Sponsor can optionally use to identify Drug
Manufacturer payments. In addition, negative amounts on the report summarize the payments Part D
Sponsors are expected to refund back to each Drug Manufacturer as a result of adjusted or deleted PDEs
from previous quarters. The information in this report is the same information that appears on the
Payments and Receipts tab of the Portal.

The Invoice report for BY Closeout invoices, the Contract Reimbursement Summary Report, allows

identification of upheld dispute amounts owed to Manufacturers by specific contract and by closed benefit
year.

Sponsor Portal CGDP Reports -

Report Type
L ® nvoice Data Tracking Batch Manufacturer 1095 Information Ad Woc

Current Cutoft Calendar
Reporting Period 2016

4 Lnvoice P
Farert Org, [D  Contract Number Reporting Penod tnvoice Type 1-Jzeefl

082372016
07/15/3018

Lol

M ) A ~ All v Al v Dispute &

Dispute Distribution

Involce Type Contract Number Reporting Perlod Date Loaded Download Flle Last Download Date
BY Closeout HA_3 2016 07/05/2016
Quarterly H4_3 201502 07/05/2015

The Reports tab — Invoice contains five (5) regions.

1. Tabbed region displays the tab that is currently active and tabs available for selection. This tabbed
region remains available during report type selection.

2. Report Type Selection region — Invoice provides a user with six (6) types of reports to view. They
are Invoice, Data, Tracking, Batch, Manufacturer 1099 Information, and Ad Hoc.

Note: Descriptions of the Data, Tracking, Batch, Manufacturer 1099 Information, and Ad Hoc
report types follow in subsequent instructional sections of this manual for each report type.

3. Current Cutoff Calendar region provides a user with key program dates for proper processing of
distributed invoices. This calendar region remains the same during report type selection.

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

Reports Filter Results region — Invoice displays results based on data selected in the Report Type

Selection region. Details displayed in this region depend on the report type selection made.

o

The upcoming pages will describe, in detail, each region and the functions associated with Invoice
Reports functionality.

5|Page
Revision Date:032022
Version Number:5



CGDP Sponsor Portal
Reports Users Guide

Tabbed Region — Reports
The Tabbed region allows a user to select different activities to perform while accessing the system. In

this example, the Reports tab is active.
1

Home Reports Disputes

Report Type Selection Region — Invoice

The Report Type Selection region provides a user with six (6) report types to display or download
distributed files and reports. They are Invoice, Data, Tracking, Batch, Manufacturer 1099
Information, and Ad Hoc.

The default selection for the Report Type Selection region is Invoice as displayed in this example.

Report Type
n‘mice (JData (JTracking () Batch () Manufacturer 1099 Information () Ad Hoc

The population of the Invoice radio button allows a user to select and view distributed invoice line reports.
The report provides abbreviated information of distributed quarterly and BY Closeout invoices and
provides the ability to download the information for review.

Note: Descriptions of the Data, Tracking, Batch, Manufacturer 1099 Information, and Ad
Hoc report types follow in subsequent sections of this users guide for each report type.

Current Cutoff Calendar Region
The Current Cutoff Calendar region displays pertinent program dates for the applicable reporting

period. The calendar updates each quarter to provide the active reporting period date information.
3 ( -

Current Cutoff Calendar

Reporting Period 2016
Invoice Paid By 08/19/2016
Invoice Distribution 07/15/2016

Dispute Submission
Dispute Distribution
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Reports Filter Region — Invoice

The Reports Filter region — Invoice contains five (5) columns to assist a user with narrowing distributed
invoice search criteria.

41 A parent Org. ID B Contract Number C Reporting Period D Invoice Type Ei1-Zoutof2

H4__3 ALL v ALL v |ALL v|

w >

Parent Org. ID column defaults to the Parent Org. ID utilized to access the system.
Contract Number field displays the contract number for distributed invoices. The drop down
list provides update capability to select any contract number from those assigned to the Parent
Org. ID.
Reporting Period field allows a user to select reporting periods using a drop down menu.
Quarterly distributed invoices are listed by calendar year and quarter, in YYYYQQ format
and BY Closeout invoices are listed by calendar year distributed, in YYYY format. To view
all distributed invoices, users can select ‘ALL’ from the drop down list.
Invoice Type field allows a user to select the type of invoice to view from the drop down
menu. Invoice types can be one (1) of the following selections:

e BY Closeout

e Quarterly
Item Count column displays the number of line items displayed on the current page of the
total number of line items included for the reporting period.

Reports Filter Results Region — Invoice

The Reports Filter Results region — Invoice displays information requested for quarterly or BY
Closeout invoice reports.

The Reports Filter Results region — Invoice contains six (6) columns used to review information of

distributed invoices and allows a user to download the information for review.

A Invoice Type 8 Contract Number Reporting Period 0 Date Loaded ¥ Download File F Last Download Date
BY Closeout He__2 2010 07/06,/2016
Quarterly H4_3 201502 D7/05/2016
A. Invoice Type column allows a user to select the type of invoice to view from the drop down

menu. Invoice types can be one (1) of the following selections:

e BY Closeout

e Quarterly
Contract Number column displays a specific contract, number or all contract numbers
associated with the Parent Org. ID.
Reporting Period column displays the distributed invoice information by reporting period in
YYYYQQ format for quarterly reports and YYYY for BY Closeout reports.
Date Loaded column displays the date the distributed invoice summary files load to the
Portal. Date format is DD/MM/YYYY.
Download File column displays radio button to allow downloading of distributed invoice
summary information loaded to the Portal.
Last Download Date column displays the last date and time distributed invoice report data
retrieved from the Portal. Date format is MM/DD/YYYY. Time format is HH:MM AM/PM.
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CGDP Portal Instructions — Invoice Reports

Accessing Quarterly Invoice Reports Instructions

Sponsors can utilize the Portal to view summary reports of invoice line items available for processing.
The Reports tab — Invoice allows a user to select and view distributed invoice line reports. The report
provides abbreviated information of distributed invoices and provides the ability to download the
information for review.

This instruction provides direction on accessing the Reports tab — Invoice and the functions available
for use. The Reports tab is available for both Administrator and Payment Initiator roles.

1. Authorized end users will access the Portal to review quarterly invoice reports. Instruction for daily
login into the Portal can be located 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 display. Select the Reports tab to view the report types
available for the Sponsor for the reporting period.

footac WS | My Pvofiis | Lagout | Hiip | Reponiog
PALMETTO GBA CMS Logged on 35 HO_B

Ruparts Disputes

Sponsor Portal Coverage Gap Discount Program Home

i N RPPRS -4 ofa Welcoma to Coverage Gap Discoont Fortal where
1o Ineticn Type Numbee Pariod Status 0 s oair ¢ 3
YOU can imtiste & payment, check the status of
"o Jaanuly V| ALL v ALL v |ALL bt payments ond receipt of payments ar well a3 view
your reports
Invelce Type Controct Number we.l;m Status Select For payment functions, start by selecting » line
2 item from the list to the left of this message
Quartarty HI 7 201601 Availabie
Quartarky H? 7 201504 N/A
Quarterly H? 7 201503 Incomplate Avadable [nvoice Is ready for payment initistions
Quartarly HI7 201502 Incomglete Falled One or more items has an unsocosssful
payment attempt
Incompieto One or more items have not been paid
N/a No Invoics due for payment. Kecuipt of
furds duw froen Manufacturer of Spansor
Pending AN line Rema fuave benn initiated
sacomsfully

Sutoeaaful All fine itams have Dean paid suctesafuly

Reporting Perlods with no invoice Hne items
il Contract Number Reporting Period
by L AL v

Contract Numsber Reporting Peried

Thera s an INvoicd repet for the sefacted Contract
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3. On the Reports tab, populate the Invoice radio button in the Report Type Selection region and
select the applicable Invoice Type from the drop down list located in the Reports Filter region —

Invoice.
Contact Us | My Profla | Logoyst | Help | Repaeting
PALMETTO GBA, CM S et
Home Reports Disputes
Sponsor Portal CGDP Reports
rt Type
wrrent f
l nwoice IDats  Tracking - Batch Manufacturer 1099 Information Ad Hoe | $ SACMandee !
Reporting Period 2016
- — e eaadica P ; AR Involcs Paid By 08/23/2016
Sar g. 10 ¢ - o 1 " 11
arent Org. 1D Lnnlra.i u,"-‘ er Hepo .‘f'g ,:,”' Invoice Type ut o thvoice Distribution 07/13/72016
H4_3 AL v AL v l'bﬂ"t‘"v Vl Dispute Submission
Dispute Distribution
Invoice Type Contract Number Reporting Period Date Loaded Download Flle Last Download Date
Quanerly He4_3 201502 07/05/2016

4. To view the quarterly invoice summary reports, populate the Download File radio button that
corresponds to the applicable Contract Number in the Reports Filter Results region — Invoice.

N Contact Us | My Profiie | Logout | ¥eip | Reporting
Lopoed s H4_3
PALMETTO GBA, CMS o]
Home Repons Dsputes
Sponsor Portal CGDP Reports
l"':"“t :VP“ 2 ST SR o i " I Currant Cutaff Calandar
. 3 om 0N Ml
[nvoice ata racking . Batch danufacturer 1099 Infermatior 0 Moc Raporting Persod 2916
> r D Numb a ” 1 PP invoice Pald By 08/23/2016
1D . wting Pes voice Type 1410 ; SAS
arent Org. [ Lunlef.l ,u,’j‘ LU eo‘. ting e o fh th o e tnvoice Distributica 07/15/2016
He__3 AL v AL v Quardery V| Dispute Submission
Dispute Distribution
’ Tnvolce Type Contract Number  Reporting Pariod Date Loaded Download File Last Download Date
i Quarterly H4__3 201502 07/05/2016

5. 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 H4__3_201502_invoice_report.txt from apps.tpadministrator.com?

Save v

Cancel

Revision Date:032022
Version Number:5

9|Page



CGDP Sponsor Portal
Reports Users Guide

6. After selecting the Open button, the text file information for the quarterly invoice summary report
output will display.

This example displays an excerpt of a text file for invoice line items.

| HA__3_201502_invoice_report.txt - Notepad o). [

File Edit Format View Help
ITPACH?DI50200002392015031317041010C5MH4_3

TPAMH201 5020000001201 5081817041010C5MPL__4

PTOT 20140G0000001P1__4H4___30000000000000{0000000001164F0000000001164F

TPAMTZ01 5020000001201 5081817041010CsMP1__4 0000001 0000000000000{0000000001164F0000000001164FCGL5021__dnd__3
TPAMHZ201 5020000002201 5081817041010C5MP1__2

PTOT 2014060000001P1__2H4__300000000026204{0000000006295{000000000367 51

TRAMTZ201 5020000002201 5081817041010C5MP1__200000010000000002620{0000000006295{000000000367 5{CGL5021__2H4_3
TPAMHZ 0L 5020000003201 5081817041010C5MPL__4

FTOT 2014060000001P1__4H4__30000000003263000000000054 B4E0000000002221C

TPAMTZ01 5020000003201 5081817041010C5MP1__400000010000000003263800000000054 84E0000000002221CCGL5021__4H4__3
TPAMHZ 01 5020000008201 5081817041010C5MP1__3

PTOT 2014060000001P1___3H4__300000000047 986000000001 8626C0000000013827F
TPAMT20150200000082015081817041010CsMPL__30000001000000000479860000000018626C0000000013827FCGL5021__3nd__3
TPACT2015020000280201 508181704 1010CSMH4___300000080000000011792H0000000038536600000000267431

L

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

8. The Reports Filter Results region — Invoice will display the date and time of the last download of
the specific quarterly invoice’s summary report in the Last Download column.

Cantact Us | My Profile | Aogout | tHelp | Eeporting
PALMETTO GBA, CMS s A
Home c ¢ t Reposts Dispulss
Sponsor Portal CGDP Reports =
L] .T”. Dat “Trac: Barch Manufacturer 1099 Information &d Ho NRTT A CHAMMY Calangae
nvolce n racong » acture . n o oC ﬁ.v g Period 2016
———CCTITY x - e = Involce Fald By 08/23/2010
Parant Org. ID  Comtract huvy?:» .‘tnpu‘rau Pariod Irwoica Type IR ) 1 cs Disttibution 02/1%/2036
He_ 2 AL v ALl v Quantery v Dispute Submizsion
Otapute Distribution
Il Invoice Type Contract Reporting Period Date Loaded c d File
| quarterty He__3 201502 07/03/2016

You have now completed accessing quarterly invoice summary reports.
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Accessing Benefit Year (BY) Closeout Invoice Reports Instructions

Sponsors can utilize the Portal to view BY Closeout invoice summary reports of upheld dispute invoices
due to Manufacturers. The Contract Reimbursement Summary Reports allows Sponsors to identify any
amounts owed to the Manufacturer for upheld disputes by specific P-numbers and by benefit year.

This instruction provides direction on accessing the Reports tab — Invoice and the functions available
for use. The Reports tab is available for both Administrator and Payment Initiator roles.

1. Authorized end users will access the Portal to review BY Closeout invoice reports. Instruction for
daily login into the Portal can be located 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 display. Select the Reports tab to view the report types
available for the Sponsor for the reporting period.

CUOtact s | M Prufile | segoul | eip | Baporting
PALMETTO GBA CMS U);'fi".': n,na:‘:

HCate Reports Omputes

i

Sponsor Portal Coverage Gap Discount Program Home

Parent Org Cantract Neporting dig e
10 tnvoice Typs Hiumbet Punad “xatus e L — Weolcome to Coverage Gap Discount Portad whaere
you can Initiate 3 payment, check the status of
He_ 3 A v ALl v Al v Al v

paymants and receipt of payments as wal 23 view
YOUS FepOns.

Reporting

Inveice Lype  Contract Mumber period Satus Selest Por payment functions, start by selecting a line
S I .- > d iteen From the st 1o the left of this message
8Y Coseout HA_3 2016 Available
Quartarly Ha_3 201502 MIA —
Avaliabie Invoice Is ready for payment Initiations

Falled One or more items has an unsuccessful
payment attempt
incomgiete One or more itams have not Doan paid
N/A Ne invoice due for paymaent. Receipt of
funds due froen Manufacturar or Sponsdr
Danding Al line ltams have besn inltiatad
wuccumalully

Succensful Al line itame Rawe been pald successfully

Reporting Periods with no invoics line items

Filter Contract Numbe Hapanting Patiod
by A v Al v
Contract Number Raporting Period
He_D 201603
HaD 201904
M4 _ D 201902
11|Page
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3. On the Reports tab, populate the Invoice radio button in the Report Type Selection region and
select the applicable Invoice Type from the drop down list located in the Reports Filter region —

Invoice.
PALMETTO GBA @s

‘ Reparns Daspates

Sponsor Portal CGDP Reports

Report Type

Lo dinyoice

Data Trackang Batch Manulfacturat 1099 information A Moe ‘
Parest Org. 10 Contract Sumber  Reperting Period Inveice Type t-1asod]
Ma_) v ALl v By ¢ |.;w..u!vi ’

Contract Number
H4__3

Reporting Period
2016

Date Loaded

Invoice Type
| 07/06/2016

BY Closeout

Contacs U | My Profils

Currant Cutoff Calandar

Reporting Period
Involce Fald By
Invoice Distribution
Olspute Submission
Dispute Distribution

08/23/2016
07/15/2016

Aegaut | Help | Bsparting

Logged an ws 443
Yest Ervrenment

2016

Download File '

ast Downdond Date

4. Toview a specific invoice line item report, populate the Download File radio button that corresponds

to the applicable Contract Number in the Reports Filter Results region — Invoice.

PALMETTO GBA. @s

Repons

Sontact s | My Profile

Logeut | Help | Bepeing

togied onaa 42

Current Cutoff Calendar

Repaorting Period
Envoice Paid By
Invoica Oistribution
Dispute Submisson

| Dispute Distribution

08/23/2018

07/15/2016

2010

Home DBpules
Sponsor Portal CGDP Reports
rl Type
Sfinvalce Data Tracking Batch Manufacturer 1098 Information Ad Hoc ]
Parent Org, 10 Controct Number Reporting Perod Invoice Type 1-Toutckl
Me__ D AL v AL v BY Clossoutv
Invoice Type Contract Number Reporting Peciod Date Loaded

28Y Closeout HA__3

2016 07/06/2016

Downlond File
.

Lost Download Date

5. Select one (1) of the decision buttons in the message that appears at the bottom of the screen.

Open to view the data in text file format
Save to save the data in text file format
Cancel to exit the decision message

This example displays the selected Open button.

Do you want to open or save H4__3_2016_invoice_report.txt from apps.tpadministrator.com?

Open Save

k4

Cancel

Revision Date:032022
Version Number:5
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6. After selecting the Open button, the text file information for the invoice line item will display.

This example displays an excerpt of a text file for BY Closeout invoice line items.

! _3 2215 mioce_reporthd - Notepsd

Fie Ede fomst View Helg
?'N(F.’Ul60:'30(‘51?:'16332“0501‘1ElKSH‘J

| TPAH201 60000001 2016032310501 412uCSP1_0
{PTOT 2011000000171 _0sd__002000000040000000000{ 0000000003
[ TPAMT20160000001 201 6032310500 43.20C5P1 000000000201 200000000000040000000200020{ 2000000000000 1020162 _ (s __3
[ TPAMMR01 6000002201 6032310501 4220CsPl__ 8

{FTOT 20110000001PL__4id__3000000000040200000000 00000000001

| TRAMT20160000022 201 6032310508 4 120CEPL__400000000001C000C0000003040000300000000 { C00I000000000 L0201 62 _4me_3
| TP 20160000003 201 60323105014 12K P15

{PTOT 2011000000191 _S&4__3000000000040C000C0000 {0Q000000001

| TPAMT2UL 80000003 201 603231050141 0IKSP1_S D000000001000000020000042000000200000{ 0000000200000 L0201 61 S __3

| TPACT20160000001 201 503231050181 2uCsH4 30000000020 30000000000000C0000000000000{ C000C00000000L

=1

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

8. The Reports Filter Results region — Invoice will display the date and time of the last download of

the specific BY Closeout report in the Last Download column.

Cantact Us= | My Profils | Logeet

Reports Dispules

| Meln | Reporting
Lgoes on as N6 D

Test Emviron mwet

Hame
Sponsor Portal CGDP Reports =
Type
[nveice Dats Tracking 8arch Manufacturer 1099 Information Ad Hoc l P i
Raporting Peciod 2016
Parant Or ic Contract Numbar Reoponting Pericd Invoice T 1-Toutofy isiegabg QV 09/2/2018
NOE- AR PTG AT Zhlisaith L o Invoice Distribution 07/15{2010
H 2 ANL v | AL v | BY ClaseoutVv Dispute Submission
Disputs Distribation
Invoice Type Contract Number Reporting Period Date Loaded Download File Last Download Date
BY Closeout M) 2016 07/06/2016 07/02/2016 8 7.5 AM

You have now completed accessing BY Closeout summary invoice reports.

Revision Date:032022
Version Number:5
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CGDP Portal — Data Reports

The Reports tab — Data allows a user to review detail information on distributed invoices for quarterly
and BY Closeout invoices.

Sponsor Portal CGDP Reports =
2

Contact Us | My Prafile | Logout | teip | Reporting | Admio Meny
PALMETTO GBA CMS Logied o 55 X2

Report Typa—
Inwvaice Data Tracking Batch Manufactures 1069 Informatior Ad Hor |

e Repocts Dspuies

1 - Currant Cutoff Calendar

e

Reporting Pariod 2016

Parert Org. 1D Contract Number Reporting Perlod Invosce Type i-Jostcrd

= involce Type

BY Clossos

Quinrtarly H2_2 201504 12/31/2019

Quarterly s3_0 201504 12/21/2013
Jaantacly 349 201504 12/31/2015

Inveice Paid By 08/16/2016

v ALL v ALL v

Contract Last Heport Download Last Spreadshoest
Number Repartioy Satcs 2ol Cat I Downloaded Datn Spreadshoet Dawnloaded Date

M2 2010 05/10/2016

The Reports tab is available for both Administrator and Payment Initiator roles.

The Reports tab — Data contains five (5) regions.

1.
2.

Tabbed region displays the tab that is currently active and the tabs available for selection.
Report Type Selection region — Data provides a user with six (6) types of reports to view. They
are Invoice, Data, Tracking, Batch, Manufacturer 1099 Information, and Ad Hoc.

Note: Descriptions of the Tracking, Batch, Manufacturer 1099 Information, and

Ad Hoc report types follow in subsequent instructional sections of the manual

for each report type. Description and instruction of the Invoice report type is

provided in the previous section.
Current Cutoff Calendar region provides user with key program dates for proper processing
of invoice line items.
Reports Filter region — Data allows a user to search for data listed by the defaulted Parent Org.
ID or contract number.
Reports Filter Results region — Data displays results based on data selected in the Report Type
Selection region. Details displayed in this region depend on the report type selection made.

The upcoming pages will describe, in detail, each region and the functions associated with Data Reports
functionality.

14|Page
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Tabbed Region — Reports
The Tabbed region allows a user to select different activities to perform while accessing the system. In

this example, the Reports tab is active.
1

Home Reporis Disputes

Report Type Selection Region — Data

The Report Type Selection region provides a user with six (6) report types to display or download
distributed files and reports. They are Invoice, Data, Tracking, Batch, Manufacturer 1099 Information,
and Ad Hoc.

This example displays the populated Data radio button.
2 | Report Type i i - i
) Invoice Data ) Tracking ) Batch O Manufacturer 1099 Information () Ad Hoc

The population of the Data radio button provides a user with reports containing quarterly or BY Closeout
detail information of the PDE’s data combined to create the total invoice line item amount distributed to
the Sponsor.

Current Cutoff Calendar Region

The Current Cutoff Calendar region displays pertinent program dates for the applicable reporting
period. The calendar updates each quarter to provide the active reporting period date information.
3 N

Current Cutoff Calendar

Reporting Period 2016
Invoice Paid By 08/19/2016
Invoice Distribution 07/15/2016

Dispute Submission
Dispute Distribution

15|Page
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rts Filter Region — Data

eports Filter region — Data contains five (5) fields to assist a user with narrowing invoice line

item data search criteria.

g

A Parent COrg. ID B Contract Mumber C Reporting Period D Invoice Type

E 1-3outof3

H2_2 ALL W [ALL V| [ ALL v|

Repo

Parent Org. ID column defaults to the Parent Organization ID utilized to access the system.
Contract Number field displays the contract number for distributed invoices. The drop down
list provides update capability to select any contract number from those assigned to the Parent
Org. ID.

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

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

BY Closeout

Quarterly

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

w >

rts Filter Results Region — Data

The Reports Filter Results region — Data displays information requested for data reports and contains
eight (8) columns that assist a user in reviewing invoice line item detail information of approved PDE

files and provides the ability to download the detail information for review.

Downioad
Spreadshest

Contract
Number
M3 J

¢ Last Report
Downloaded Date

,y Last Spreadshect |

0 Date Loaded Downloaded Date

voice Type ® Reporting Period E Download File

Classout
Juarterty M2
SJd 0

53

Quartuty

Quartery

Revi

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

o BY Closeout
e Quarterly
B. Contract Number column displays a specific contract number, or all contract humbers
associated with the Parent Org. ID and based on the criteria selected in the Reports Filter
region — Data.
C. Reporting Period column displays the distributed invoice summary by reporting period, in
YYYYQQ format for quarterly reports and YYYY for BY Closeout reports.
D. Date Loaded column displays the date the distributed invoice detail files load to the Portal.
Date format is DD/IMM/YYYY.
E. Download File column displays a radio button to allow downloading of distributed invoice
summary information loaded to the system in text file format.
F. Last Report Downloaded Date column displays the last date and time distributed invoice

summary data retrieved from the Portal. Date format is MM/DD/ YYYY. Time format is
HH:MM AM/PM.
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G. Download Spreadsheet column displays a radio button to allow downloading of distributed
invoice summary information loaded to the system in an Excel spreadsheet format.

H. Last Spreadsheet Downloaded Date column displays the last date and time distributed
spreadsheet invoice summary data retrieved from the Portal. Date format is MM/DD/ YYYY.

Time format is HH:MM AM/PM.

17|Page
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CGDP Portal Instructions — Data Reports

Accessing Quarterly Invoice Data Reports Instructions

Sponsors can utilize the Portal to view detailed data reports for distributed invoice line items. The
Reports tab — Data provides a user with reports containing detail information of the PDE’s combined to
create the total invoice line item amount distributed to the Sponsor.

This instruction provides direction on accessing the Reports tab — Data and the functions available for
use. The Reports tab is available for both Administrator and Payment Initiator roles.

1. Authorized end users will access the Portal to review quarterly invoice data reports. Instruction for
daily login into the Portal can be located 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 display. Select the Reports tab view the report types
available for the Sponsor for the reporting period.

Contact Uy | My Srofile | Logout | Melp | Begocting
PALMETTO GBA CMS tosged or e w22

More Reports Dtsputes

Sponsor Portal Coverage Gap Discount Program Home

Parant Org Contract Reporting

D Invoice Type Number Period Status 1-Smtefy Welcoma to Coverage Gap Discount Portal whers
you can initiate @ paymant, chack the status of
K12 ALL = MLV ALL — AL st payments and receipt of payments as well sy view
T I p— o S FOUr reports
lnyeice Type Contract Number Puﬂ:‘:“ Stotus Select For payment functions, start by selecting a lne
Quarterty M2__2a 201504 Availobie tem from the Sst to the left of this message
Quarterty H2_2 201504 Avalabie -
Quarterty 53—0 201504 Avaiable Avallable Invoice is ready for payment Initiations
Quartarly H2_2 201503 Available Fallod Ome or more items has an unsuccessful
Quartarly H2..2 201503 Avalatie payment attempt
Quarterly 530 Available Incomplete Ome or more items have not boen paid
Quartarly H2_2 Availabss NA No Inwoice aua for paymant. # ipt of
Quartarly H2_2 Available funds dus from Manufacturer o Sponsos
Quarterly s3I0 Availabie Panding Al Boe items have beun initiated
succusaiuily

Suctessful AN Ine items have been paid successfully

Reporting Perlods with no involce line items

Filter Contract Number Reporting Period
by AL v AL v
Contract Number Reporting Perlod
H2__2 201602
H22 201608
830 201604
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3. On the Reports tab, populate the Data radio button in the Report Type Selection region and select

the applicable Invoice Type from the drop down list located in the Reports Filter region — Data.

PALMETTO GBA, @§“

Home

I Roponts Ospunes
(5 »

CONLACT 18 | My Profile | Logout

Help | Reporting | Agmin Meay

Logged on as XHK?
Test Ermrontnet

Sponsor Portal CGDP Reports =
Roport Type rurre "
| Invoice |8l Tracking Batch Manafacturer 1099 Information Ad Hoc .mm‘; "ﬂ:dmlo S 2016
Involce Pald By 0B/19/2016 |
Parant Org. ID  Centract Numbar Reporting Penod Invoica Typa I-Joutofd involce Distribution 07/15/2010
HZ_2 v| AL v (Al vl [p-ms«y v] Dispute Submission
Disputs Disgribution
Contract Last Report Download Last Spreadsheet
Invoice Typa Number Reporting Period  Date Loaded  Download File Downloaded Date Spraadsh dad Date
Quarterly H22 201504 12/31/2015
Quarterty Hz_2 201504 12/31/201%
Quarterly S1_0 201504 12/31/2015

4. To view the detail invoice line item report in a text file format, populate the Download File radio

button that corresponds to the applicable Contract Number in the Reports Filter Results region —

Data.
Lontac s | My Profile | Logeut | telp | Repoing
PALMETTO GBA, CMS i o okl
A CELEMAN BEORLY CUNIVAN TN I A A ST
Home Repors Disputes
Sponsor Portal CGDP Reports =
Roport 1
| ' Invoice ata Tracking Batch Manufacturer 1099 Information Ad Hoc ‘ Repacting N"mo:'h" Celendar 2016
- Invoice Padd By 08/19/2016
Parent Org, IO Contract Humber Reporting Period involce Type T-lccdd Inveica Distrduticn 07/15/2016
Hi_2v AL v AL v Cuatarly W Disputa Submissicn :
Dispute Distribution
Contract Last Raport Download Last Spreadsheat
Involce Type Nember Reporting Perlod  Date Loaded  Download File Downlosded Dete Spreadsheet nlosded Date
Quartarly MI.2 201504 12/31/2015 l—.;]
Quarterly H_2 201504 12/31/2015
Quarterly S1_0 201304 12/31/2013 o
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5. 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 H2_2_201504_detail_report.txt from a/0lppaltedi003.a70adexmed.com? | Open Save | ¥|| Cancel

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

IE_2 XY ekl wpattat - Wcwpadt -

e i1 bomst Yew ey
TPACAZOL 30400001 20140021200 52310C0TH2_2

P01 5040000071 2014
2YRn JOLSH40000001 2012
L6 TCRUT 2080000001 000030007 §1 £ 32 05000000004 $ 6321060 00000831302 50135000501 $3000 200 2083401 1 7 003000000 { POONLON] § 560000 §IF+C 11 200000

19CoTd000301 00000020000 [ 000000002 M 200XE000NT 338

00000012781 B0 300050 000000000 { 00000007 ${ 00 W7 5100 2607000000

PETCOJUL 504 0000002 00__ 10000000 0000041 41192 0.08000200220002 23 1130 0000003000 { DOOXS002 1360 o 2008200050

SETCOL01 50000000 30000000000 5 M L2 0000 { LODHLO H_280720030

CETCON0L $I80MC003(0__tU0X00ETDLL. e 2007203

SETCLI01 504000000 500_EO000C00E7 06 5 168 CO0NICHTINNG__ 2004201 397

26 TOOX 01 SO4 00000600, EODN000E71 33560 0000001 38561 00N 3850021221303

PETCRI 00 S04 000000700 __ 60000000471 68137701 20004 563571 860 000008 374371000 100050003000221 7210118 4 000000034 % DO00S00 IS4 FONO0ISI ARG _20072m 291

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

8. The Reports Filter Results region — Data will display the date and time of the last download of the
specific invoice line item(s) in the Last Report Downloaded Date column.

PALMETTO GBA, CMS Longec e pe XY

e pp—T

Hame ‘ Repons Depules

Sponsor Portal CGDP Reports =

Report Typg = Current Cutotf Calendar
Invweice UsiData Tracking Batch Manufacturer 1090 Information Ad HoC
Repocting Seviod 2016
= O ID T T - > = 3 - = Invoice Paid By 08/19/2016
s » or arth i oo Type I-Soutof . <
srent Org. ID - ‘Contract Mumber  Reporting - oYorce-Typ Invveice Distribution 07/15/2016
Hi_2 v AL W AL v Qaartery v Dispute Submission

Dipute Distribution

Invoice Type z‘::::: Reporting Period Date Loaded  Download File Do:r:a:;mam B:W"'“:.d ::"“ s_pn‘:“’.’m
Quarterly W22 201304 12/31/2013 [07/057361E @ 11-06 AH
Quartedy H2_2 201504 12/31/2015
Quarterly 530 201304 12/31/201%
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9. To view the detail invoice line item report in an Excel spreadsheet format, populate the Download

Spreadsheet radio button that corresponds to the applicable Contract Number in the Reports Filter
Results region — Data.

Contact Us | My Profile | Legout | Help | Repaming
PALMETTO GBA CM S u-;_.:':yi»:n

Homre Repons Disputes

Sponsor Portal CGDP Reports =

Raport Ty,
't rr ! ar
| Involce [8iData Tracking Batch Manufacturer 1099 Information Ad Hoc I Current CutolY Celend

Reporting Pered 2016
o | Involce Pald By 08/19/2016
Parent Org, ID  Contract Number Reporting Feriod Invoice Type 1-Jontof :; tnvoice Distribution 07/15/2016
07/15/2016
Mi_2v AL W AL v Quartarty e Disputs Submission
Dispute Distribution
| Contract = Lost Report Downlood Last Spreadsheet
Invoice T Heporting Period t wnlood Fil
Sob) Lo Number i echol B Date Loaded Do 2 Downloaded Date Spreadshest Downloaded Date
Quartarly H2_.2 201504 12/31/2015 ie|
Quarterty HI_ 2 201504 12/31/2015
Quartarly Si_0 201504 12/31/2015

10. A separate window may open requiring a user to make a selection regarding the information contained
in the data file summary section. Since Excel spreadsheets can only contain a limited number of lines
of data, multiple sections may be available for download.

. " — = =
= Select Spreadsheet Section - Internet Explorer w

>

Due to the large volume of data needed to generate this report, the
most efficient option at this time is to download the report in
sections. Please select each section from the list below.

I Download Report "

—

Section 2
Section 3
Section 4
Section 5
Section 6
Section 7
Section 8
Section S

11. Select one (1) of the decision buttons in the message that appears at the bottom of the screen:
e QOpen to view the data in Excel spreadsheet format
e Save to save the data in Excel spreadsheet format
e Cancel to exit the decision message

This example displays the selected Open button.

Do you want 1o open or save H2__2 201504 _readable_detail report.dsx from a7lippaltedi003.270adexmed.com? Save | v Cancel
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12. After selecting the Open button, an Excel spreadsheet containing the invoice line item summary will
display.

WIIHB T AQGAEET M-S MI_2 0504 readable_pwtad segort st < Microsak bosl te=oid ng
n Mems  femert  Tegulopast  fuwudai  Osis Keovw W  iocha @=an
| T - v - A r ¥ ok " .. S K tetem -
Taly L o L a8 T tep e = . | = 3 - T N
& - A A - erd Gorw ’“ # / 3 I = T lﬂ
. videe A Sin Chrdny * .Y ol A londiune Pesul O Bied Dewls Suet ) Lt & Pt
2z DL gl = A" EEX EF Jlvegeatinnc 3%« WA s v A S : 2w Epus S
Joawa fant B meon Yot Irh igmag
4 - & .
A 8 < 0 £ F ] H I i X v &
TRAH - TRALH - TFAMH - DETCG - |OETCG - |OETCG - DETCG - DETCG - DETCG - DETCG - DETUG - |DETCG -
SLEMITTING CUREENT MANUFACTURER [RECORD [REPORT IO [SEQUENCE [DETAIL REF NUMSER  |PREVIOUS [PRODUCT PRESCRIPTION |FRL DAYS
CONTRACT NUMEER | REPOSTING PNLIM2ER e pos 611} WO (pos 18-38) REPORT D [SERVKE B SERVICE NUMSER  [sueey
|pes 33-42) PERIOD (pos 38-42) Co0E (pos 12.18] {pas 39.44) |{pos &5.63) REFERENCE MO |{pos 76.77) | (pos 78-80)
1 o0 8-11) 1-5) 84-1%)
I Hl_2 0154 r_1 DETCD M08 0000001 00__0000C00073149105 000000 00456321060 (000060350 02 0
| v, v v > v v v
Il H_2 W15M DETED 200304 000008 0F_B0000000TIESE02 000000 0ISEIENIN 0000005MIN 00 o
| & H2_2 0154 DETCD 203138 0000062 00__B000C00T 73228145 000000 00228388790 tooneeanrsz ‘m ‘=0
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13. Once review of Excel spreadsheet is complete, return to the Reports tab.

14. The Reports Filter Results region — Data will display the date and time of the last download of the
specific invoice line item(s) in the Last Spreadsheet Downloaded Date column.

Qootact.us | My Prefile | Legout | Melp | Bepating
Logged 90 a5 XHKT
PALMETTO GBA, ng g o fibedenk

»

Home K Repons Osputes
Sponsor Portal CGDP Reports o
Report Ty urrent Cutoff Cel
| Envoice leiDats Tracking Batch Manufacturer 1099 Information Ad Hoc | m‘v:\g mwﬁu‘o der Zo10 |
Involce Pald By 08/19/2016 |
Fareet Org. 1D Comtract Number  Reporting Pariod Irrvoics Type 1-3outofd tnvoice Distribution 07/15/2016 |
HZ_2 v ALL v AL v Custatty v Disputo Submission |
Disputa Distritution
[ Contract Last Report Download Last Spreadshect
Invoice Type Number Reporting Period  Date Loaded  Download File loaded Date Spreadsh
Quarterty H2_2 201304 12/31/2013
Quarterly .2 201304 12/31/2015
Quartertly 830 201504 12/31/201%

You have now completed accessing detail invoice line item data reports.
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Accessing Benefit Year (BY) Closeout Data Reports Instructions

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

This instruction provides direction on accessing the Reports tab — Data and the functions available for
use. The Reports tab is available for both Administrator and Payment Initiator roles.

1. Authorized end users will access the Portal to review BY Closeout invoice data reports. Instruction
for daily login into the Portal can be located 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 display. Select the Reports tab view the report types
available for the Sponsor for the reporting period.

Home

Parent Org

Sponsor Portal

Repons ‘ Dxspues

Coverage Gap Discount Program Home

Reparting

Gonmtact Us | My Prafile | Logust | Melp | Bepontiog

Logped 20 as HA__%

.

73] Invoice Type Paricd Status =
He_S 1ALL v Al v v
Inveice Typs  Contract Number — Soooin'd Status  Selet
Quarterty HA_3 201702 Succecsrul
Quarterly He_4 201702 Successful
Quarterly H4__2 201701 Avallable
Quartecty He 3 201701 Available
Quarterty He 3 201604 Available
Quarterly He_4 201604 NIA
Quarterly H4 201603 Avallable
Quarterly MHe__4 201003 Avallable
Quanecty Ha 201603 nNA
Quarterly s6.3 201603 Available
Quarterty HA_3 201602 Avallable
Quarterly HY _4 201602 NSA
Quarisety H4 201602 Avallable
Quanterly HS .7 201602 Available
BY Closeout H4__5 2016 Avallablie

Weicome to Coverages Gap Discount Portal where
you Can initiats a paymant, chack the status of
payments snd receipt of payments 48 well as view
your reports

For paymant functions, start by selecting a line
iem from the fist to the left of this message

Avallable Invoice is ready for payment initiations
Failled  One or more items has an unsucoessfu
payment attompt

Incomplete One or more Rems have not baen paid

NA No invoics dus Tor paymant, Receipt of
funds dos from Manufscturer or
Spongor

Pending AN Bne items have been intiated
successfully
Seccesshyl All Bne Items have been pald successfully

Reporting Pariods with no invoice line items

Flter Contract Numvbar

Reporting Period
by AL Vv ALL

v

Contract Numbes

He_3 201704
~
HA_3 201703
He_3 201504
HA_3 201503
Hae_2 201502 v

Reporting Perlod

3. On the Reports tab, populate the Data radio button in the Report Type Selection region and select
the specific Invoice Type from the drop down list located in the Reports Filter region — Data.
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Contacs Vs | My Profiis | Logout | Help | Reponing

‘ M s LOJOas tn as S
Tent Pnsvsoment
IATIR R T A A S A IV

PALMETTO GBA,

Home Repocts J Depuies
Sponsor Portal CGDP Reports =
Ruport Type—
2 it Catoff

| Involce | SiDsts Tracking Batch Manufscturer 1058 Information Ad Hoc SRITINS CUSOl Colendax
Reporting Perlod 2010
Invaice Pald 8y 08/23/2016
Invoice Distribution Q07/15/2016

Parent Org, 10 Contract Number Repurting Period Imvosce Type 1-3outef 1’

"a__5 HA_Sv A v IYEH '.‘lusa..urv]

Dispute Submission
Dlspute Distribution

Contract z Last Report Download Last Spreadsheat
Involce Type Hirbas Reporting Period Dote Loaded  Downlood File Downloadad Data Spraadsh " loadad Date
By Clessout H4 3 2014 07/06/2018

4. To view a specific detail invoice line item report in a text file format, populate the Download File
radio button that corresponds to the applicable Contract Number in the Reports Filter Results region

— Data.
Lentact Us | My Profils | Legout | Help | Bsponing
PALMETTO GBA, C "V S iz orsokoon
Home Repoms Drsgnniss
Sponsor Portal CGDP Reports =
| Report Typ
> rrent Cutoff Colend
Inwoice Data Tracking Batch Manufacturer 1092 Information . Ad Hoc_ l n:‘: Pur»:-d“ 20 - 2016
[ \ Inveice Paia By 08/23/2016
Farent Org. ID  Contract Number Reporting Perlod Invoice Type I-tawef) tivolce Biatribution 07/14/2018
He__Y HA_Sv AL v BY Clossoutv Dispute Submission
- Dispute Distridution
| 4o Contract Last Report Download Lost Spreadshect
Invoice Type Number Reporting Period  Date Loaded  Download File = tonded Dote prandsh Downlonded Date
| BY Closeaut Ma__5 2016 07/06/2016 (=]

5. 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 apen or save H4__5_2016_detail_report.tt from apps.tpadministrator.com? Open Save |¥ | Cancel
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6. After selecting the Open button, the text file information for the invoice line item wi

Il display.

3 M5 018 _detwl_report tut - Natepad

Ll n

[ 6B fome Weu_tip

| TPACH201 60000001 2016032 110501 32 20CTHE 3
|
TP AVIK201 60000001201 6032310501 32 20C0P1__O

[ BYRE 2016000000120112018032310501 31210
{ DETCDOO00001 007633910 000006192272020010000015000201 21201000 8 0000000000 40000000000 { 00000000003 2011 4004

éBvllT 2018000000120112016012 310503 31 20C DOOOOOOOO00L W00/ { 0000000000000
| TPAMT20L60000001 2016032310501 FL2uC0r]__ 000000000001 MOO0ADI0E { COOOOO0000000)
{TPAMQ01600000022016032 110501 31 20C0P1__5
1BYRE 2016000000120112018032310%013120CD
iD(thDO!OO_.’O}!‘HE 000006192272020020000015000201 21205001 3 [ 2000000 {¢ 1201103004
[hyRT 2016000000120112016032 310501 3121 D00COCO00N0T HOOADON { 0000000000000
[ TRAMT 20160000002 2016032 110501 11 2UCOP1__ 500000000001 OO [DO000O00000003
0B, {0000000000000K

5wacnmw)ooomzumoz:nomzszzwpm_scocoooo)o:,

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

8. The Reports Filter Results region — Data will display the date and time of the last download of the

specific invoice line item(s) in the Last Report Downloaded Date column.

b AN NG TTTI U T U L A T

Home e | [eporns l Disputes

Contack O3 | My Profile | Logout | Help | Reporting
PALMETTO GBA. CMS 3

Logges o as HA_S

e Trrezsrament
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Sponsor Portal CGDP Reports =
Report Ty
Current Cutoff Calendar |
M ad W {
I Invoke ats Tracking Batch anufacturer 1099 Information d Hot J Hep 3 Period 2010 |
r = - Paid By 0B/23/2016 |
Parent Org. 1D Contract Number Reporting Period Irvolos Type 1-1auteofl Invoice DistrdULON 07/35/2016 ‘
HeS na_sv| AL v [0y Cosecutv| Dispute Submissica ‘
Dispute Distribution
Contract Last Report Download Last Spreadsheot
Invoice Type Number Reporting Period Date Loaded Download File loaded Date Spreadsh Soaded Date
8Y Clossout HA_S 2016 07/06/2016 DRI L) N B URERUD)
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9. To view a specific detail invoice line item report in an Excel spreadsheet format, populate the
Download Spreadsheet radio button that corresponds to the applicable Contract Number in the
Reports Filter Results region — Data.

Contac s | My Profils | Lagous | Help | Beganting
PALMETTO GBA, CM S s i

Home Reponts Disputes

Sponsor Portal CGDP Reports ' =

Current Cutoff Calendar
Raportng Period
[nvoice Paid By

Report T .
|_7 Involce jeiData ' Tracking Batch Manufacturer 1099 Information Ad Hoc l

[ o Org. I Contrac »ar R Pariot : vpe ~tetot 1]
arent Org. ID Contract Numbar leporting Pariod Invoice Type 1 s 1 trvoice Oistribution
iiemal SN L BY Closeoaty/ Dispute Submission
Dispute Dstribution
Contract Last Report Download Last Spreadsheet
i ) riod Jat Do ! Vil
laveicn Type Number Reporting P Oste Loaded Oownlead F Downloaded Date Spreadsheat Downloaded Date
By Closwout wa_ 8 2016 DY/08/2018 07/07/2016 © 10:14 aM .;E

10. A separate window may open requiring a user to make a selection regarding the information contained
in the data file summary section. Since Excel spreadsheets can only contain a limited number of lines
of data, multiple sections may be available for download.

& , = = ~
=2 Select Spreadsheet Section - Internet Explorer l_‘:’ | _@

2l
f@ https://apps.tpadministrator.com/tpacgdp/SpreadsheetSelectionSernviet & |

Due to the large volume of data needed to generate this report, the
most efficient option at this time is to download the report in
sections. Please select each section from the list below.

H Download Report "

Section 2
Section 3
Section 4
Section 5
Section 6
Section 7
Section 8
Section §

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 Excel spreadsheet format
e Save to save the data in Excel spreadsheet format
e Cancel to exit the decision message

This example displays the selected Open button.

Do you want to open o save H4_5_2016_readable_detail_report.xlsx from apps.tpadministrator.com? | Open Save |*| Cancel
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12. After selecting the Open button, an Excel spreadsheet containing the invoice line item summary will
display.

HISHEGI=38r-9- 383+ H4_5 M1E resdable detal sepat.ad - Mioosof Exdl
Home Toxt Tagelznd ToTmiEs Dz Revew ew igoba
a7 =
| b | E =l (T [T
Josrco- [oere DErCD DETCD perco-  |pgm-  [pem- [oero
SUZMITTING {REPORT |MANUFACTURER|SECORD [SEQUENCENO[PRODUCT  |PRESCRIPTION [FILL pays  |quasTiT|parsor
e [posen)  [swcem  [sewice NUMBER [suPpy  [pesENsE |seawice
NUMBER  [posé-9) [P°S {pos13-31)  |REFERENCENG |[pos44-85] |(pos&5-45) (D (pos 5568}
|1 [pos35a) {pos1-5) 3243} o
245 0ETCD m:mn 02763810 DOODELSZZ 2 (75} 15.000 2012120t
IHS WS Pl STCD DONCOI 0 30 COOM6ISNT? @ (% " 1500
i—*‘-'_’ DETAIL REPORT [pagz 1) /5 iL z
| Bz

13. Once review of Excel spreadsheet is complete, return to the Reports tab.

14. The Reports Filter Results region — Data will display the date and time of the last download of the
specific invoice line item(s) in the Last Spreadsheet Downloaded Date column.

A9 Lontact Us | My Profile | Lagest | Haln | Reparting
PALMETTO GBA. CMS g -l
LA i caim e A 430 a0 0

Home Repons Dspules
Sponsor Portal CGDP Reports =
Report Ty o

urrant CutalT Calenda
Invoke ata Tracking Batch Hanufacturer 1099 Information Ad Moc ] ki ’:‘M utol wndar s
Pacent Org, | t Number Heporting Pedod 1 T 1-3sutdd R P Y U0
o ~ g 1o
acent Org, 10 Contract Num porting Penod m olce vp—i 2ul Tovilce Dictribution 07/15/2016
MA_S HA_Sv] AL V| BY Classoutv| Dispute Subminsion
Dispute Distribution
( Contract Last Report Download Last Spreadshest
Invoice Type Number Reporting Pariod Date Loaded Download Flle D loaded Date Spreodsh looded Date
| BY Closoout He_S 2016 07/06/2016 07/07/2016 O 10:14 AN [G770773016°§ 10-18 AM]

You have now completed accessing BY Closeout detail data reports.
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CGDP Portal — Tracking Reports

The Reports tab — Tracking provides Sponsors with the ability to review the history of distributed
invoice information. The Tracking report is a cumulative report showing the status of each gap discount
PDE saved in the DDPS database. There is one (1) Tracking Report for each benefit year. Status codes
on the report indicate if a PDE was invoiced or pended.

Contact Us | My Profile | Legowl | Help | Reponting
PALMETTO GBA CM S Logged on 25 W02

Fome Rapons Oesjunes

Sponsor Portal CGDP Reports 7 2 =

Report
2 |Rewe Type = Hie Cusrent Cutoff Calendoar
involce Data mTrachra Batch Manufacturer 1099 Infarmation Ad Hoc
. = ————] Reporting Pariod
| Invoice Pad By
Parert Org. 1D Contratt Number  Reporting Panod Invoice Typs 1-4oundfa =
Invoice Déstribetion
MO0 A v v A v Dispute Subenission
Disputs Distribation
Invoica Type Contract Numbear Repocting 1D Date toaded Download File Last Downloaded Date
Quarterly 5.2 201214 0 07/07/2016 D 1:27 PH
atarly 58 01214
Quarterly 532 201117
uaryarty ] 111

The Reports tab is available for both Administrator and Payment Initiator roles.
The Reports tab — Tracking contains five (5) regions.

1. Tabbed region displays the tab that is currently active and the tabs available for selection. This
tabbed region remains the same during report type selection.
2. Report Type Selection region — Tracking provides a user with six (6) types of reports to view.
They are Invoice, Data, Tracking, Batch, Manufacturer 1099 Information, and Ad Hoc.
Note: Descriptions of the Batch, Manufacturer 1099 Information, and Ad Hoc
report types follow in subsequent instructional sections of the manual for each
report type. Descriptions and instructions of the Invoice and Data report types
are provided in prior sections.
3. Current Cutoff Calendar region provides a user with key program dates for proper processing
of distributed invoices. This calendar region remains the same during report type selection.
4. Reports Filter region — Tracking allows the user to search data listed by the defaulted Parent
Org. ID.
5. Reports Filter Results region — Tracking displays results based on data selected in the Report
Type Selection region. Details displayed in this region depend on the report type selection made.

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

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

Home Reports Disputes

Report Type Selection Region - Tracking

The Report Type Selection region provides a user with six (6) report types to display or download
distributed files and reports. They are Invoice, Data, Tracking, Batch, Manufacturer 1099 Information,
and Ad Hoc.

This example displays the populated Tracking radio button.
2 R__c_aport Type:

U Invoice O Data Tracking ) Batch O Manufacturer 1099 Information O Ad Hoc

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

Current Cutoff Calendar Region

The Current Cutoff Calendar region displays pertinent program dates for the applicable reporting
perio'd. The calendar updates each quarter to providg the active reporting period date information.

3 Current Cutoff Calendar
Reporting Period 201504
Invoice Paid By 03/10/2016
Invoice Distribution 01/31/2016
Dispute Submission 04/01/2016
Dispute Distribution 06/08/2016
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Reports Filter Region — Tracking

The Reports Filter region — Tracking contains five (5) fields to assist a user with narrowing distributed
invoice search criteria.

4| A Parent Org. ID B Contract Number C Reporting Period D Invoice Type E 1-4outofs

HO_0 ALL v ALL V| |ALL v|

™ >

Parent Org. ID column defaults to the Parent Organization ID utilized to access the system.
Contract Number field displays the contract number for distributed invoices. The drop down
list provides update capability to select any contract number from those assigned to the Parent
Organization ID.

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

Invoice Type field allows a user to select the type of invoice report to view from the drop
down menu. The Invoice Type field defaults to Quarterly.

Item Count column displays the number of tracking report line items appearing on the current
page of the total number of tracking reports included for the reporting period.

Reports Filter Results Region — Tracking

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

The Report Filter Results region — Tracking contains six (6) columns used to review the cumulative
benefit year reports that provide the status of each gap discount PDE saved in the CMS database and

allows the user to download the information for review.

A Invoice Type 4 Contract Number [ Reporting 1D 0 Date Loaded  E Download File F Last Downloaded Date

Quanerly 5§52 201214 10/21/2015 07/07/2016 @ 1:27 PM

Quarterly 53_8 201214
Quartert

Quant

201117 10/2

erly 558 201117 10/2£/201

A.

Invoice Type column displays the type of invoice selected in the Reports Filter region and
defaults to Quarterly.

Contract Number column displays a specific contract number, or all contract numbers
associated with the Parent Organization ID.

Reporting ID column displays distributed quarterly tracking reports by corresponding
reporting period, in calendar year and quarter, YYYYQQ, format.

Date Loaded column displays the date distributed tracking reports are loaded to the Portal.
Date format is DD/IMM/YYYY.

Download File column displays a radio button to allow downloading of distributed invoice
information loaded to the Portal.

Last Downloaded Date column displays the last date and time distributed invoice report data
retrieved from the Portal. Date format is MM/DD/YYYY. Time format is HH:MM AM/PM.
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CGDP Portal Instructions — Tracking Reports

Accessing Tracking Reports Instructions

Sponsors can utilize the Portal to view tracking reports that contain invoice line item history. The Reports
tab — Tracking provides Sponsors with the capability to select and view the cumulative benefit year
reports that display the status of each Gap Discount PDE saved in the CMS database.

This instruction provides direction on accessing the Reports tab — Tracking and the functions available
for use. The Reports tab is available for both Administrator and Payment Initiator roles.

1. Authorized end users will access the Portal to review the tracking reports. Instruction for daily login
into the Portal can be located 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 display. Select the Reports tab view the report types
available for the Sponsor for the reporting period.

Lontact Us | My Profile | LOgOoUE | Hedp | Repedting
PALMETTO GBA, CMS O Dot
Home Arports Desputes

Sponsor Portal Coverage Gap Discount Program Home

[ Darent Ory Contrac Ruparting = =
o Invaice Type Moarn e Furiod Status Welcome to Coverage Gap Dacount Portal where
you can Initiste 2 payment, check the status of
i at s Al s a > . > paymaents ané recaipt of paymaents a5 well 35 view
your raports
: feporting
Luvoick Typs - Contraa Numbise Peciod Slatus Selea For paymant functions, start by selacting 2 line

Rem feom the list 10 the left of this message

Quarterty S5..2 Avallable

Quarterty 552 incomplete ==

Quarterty 55—£ Available Avallabile Tvvcicn Is randy for payment inltiations
Falled  One or more Bemy has an unsuccessful

payment attempt
| Incompiote One or more items have not been pald
H/a No invoice due for payment. Recept of
funds due from Manufacturer or Sponsor
Fenang Al line items have been imitiated
successfuly

Seccesstul All line Iltoms have been pad successfully

Heporting Periods with no invoice line Hems
Filtes Contract Number Reporting Pariod
by Al v Al v
Contract Number Reporting Period
S8.2 160
§5..2 g
S5__8 201601
558 204504
SS__8 201503
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3. Onthe Reports tab, populate the Tracking radio button in the Report Type Selection region. Review
the invoice types available for download when the Invoice Type is set to ‘ALL’.in the Reports Filter

region.

PALMETTO GBA. @s

Sponsor Portal CGDP Reports

O Reponts Oy

Contact Us | My Profile | Logout | Help | Reporting
90ed 00 a5 WO__0
Tuat Bryvercreemrs

-

“ﬁ‘t::::‘::ln' Dalaj? racking Batch Manufacturar L0090 [nformatio d ¢ ] EREVNT Ottt Colandar
L { R C o Ad Hoc % X ~
Reporting Paricd 2016
Parent Org. ID Contract Number Reporting Panod “Inveice Type |- dout ol 4 1veice Paid By Oh/13/2910
3 o~ 3 Crriemmuihd Invoice Distribution 07/15/2010
HO__D AL v ALL v I ALL v Dispute Submission
Dispute Destribotion
( Invoice Type Contract Number Reporting 1D Date Loaded Download File Last Downloaded Date
Quarterty 552 201214 10/21/2015
Quarteriy 858 201214 10/21/2015
Quirterly $8..2 208117 10/21/2015
Quinrterly SA_8 200117 1NI1/2012

4. To view a specific cumulative benefit year report, populate the Download File radio button that
corresponds to the applicable Contract Number in the Reports Filter Results region.

PALMETTO GBA, @S

Varent Org, D Contract Number  Reporting Puriod Inveice Type

NO_D ALl ~ Al v ALl v

Home Deaputes
Sponsor Portal CGDP Reports
Report 1
I pmvmv.':pe Data Ehkag Raich Marvulacturue 1069 Information Ad Moc l

Corgact Us | My Peofile | Logout | Help | Beporiog

Logged o0 = MO0
Tem Enve .

e

Current Cutoff Calendar
oporting Panod 2016
Inveice Paid By e
Invoice Distribution 07/15/2010
Disputs Submission
Dispute Distibution

Involce Type Contract Number Reporting 10 Date Loaded
Quartesty 852 201214 10/21/2015
Quartary 558 208214
Quarterly si_2 205117 10/21/2013
Quinrteiy O] 201117 10/21/3014

Download Flle

Last Downloaded Date

5. 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 53__2_201214_tracking_report.txt from apps.tpadministrator.com? Open Save |7

Cancel
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e file information for the invoice line item will display.

792 01214 tracking gt - Notrpad
[We tox fome ew by
CETOR201 2140000303201 308181 7104 1 OCHTHY.7

COTERO01 2140000003 201 508281 7184 1 oaTss__ 2001
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RCHCOO00000INN1 201 201 S 30000020000000274279330__2879959
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{ 0000000000602000 00000000 D0G0UDNDE0NGTN0F0000!
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t
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0300070035 3851102 6000000 2809201 20302011 1 2012-93-02 20:30:12, DOOQUVIGO 1L 3&F
DOO063 554 5000010000003 0000001 20307011 S 1012-10-02 11:54:39, 000000 000N
0000004 671400203 000000000001 1021001 B 2012-92-16 21:30:01, DOODOOYIOOL 724D
DO0COESE7 1660, 2120310011 ] 2012-03-19 FL:22:48, D0OMOOYDIOL 7240
D000 ET (OF02B0000030000201 2031 %L 4 2M2-93-13 + DROYDUYDLOLO28]
DOO000E 3551 00002 BE00O0L 0000201 20 314208 4 2012-03-14 . 000000YDo0064 16
B00S00222 52602030000003000020120206018 3 2015-95-29 20147254, D0O00YDSOE TG
000200207 DE20S010000002 0000001 20511008 ! 2033-05-20 20:47:35, 000000YOO0L 287D
000005 3I2440802030000001 5000201 20320018 _____B 2052-01-17 01112335, 0000000001 228D
0002001641 261 0000200000201 20619211 3 AJO31-05-20 18101152, 00000VOR0112 710
000050367 200030000003 0000201 2091 7011 6 2055-05.29 15:01:55. 000000YDO05L620

200100000503 357 DOUL0S §502 DCT0000004 357 DO0004 194 DEC H0D00S000 030000000 030000 | H00C0N000030000000C0000
(carss 20000008 g immﬁ;&%ﬁgg g 000341 776156¢ 00003 0000000202000 0000 { 0O U000 U0 0J000000000C

7. Once review of text file is complet

e, return to the Reports tab.

8. The Reports Filter Results region — Tracking will display the date and time of the last download

of the specific invoice line item(s)

in the Last Downloaded Date column.

TMS

Contact Us ¢ My erofils | Logogt | Help | Baporting

PALMETTO GBA. b Al e
Home Repons Crspenes
Sponsor Portal CGDP Reports =
Regport Type
-~ pt ~ - - Current Cutoff Colendar
- Involce Data E]'l’ndung Batch Manufacturer 1099 Information Ad Hoc l R g Pariod 2016
nvoice Fai 08/23/20
Parent Org, D Contract Numbers  Raeporting Panod Inyoice Type 1 doutels :Molc: ci:t'n:'xmn 074‘5;0::
MR O AL RS = ooy (R
HO_0 ALL V| [ALL v |ALL hd | Dispute Submission
Dispute Distribation
Invoice Type Contract Number Reporting 1D Date Loaded  Download File Last Downlooded Date
Quartarty §5..2 201214 10/21/2015 PR R
Quarterly si_8 201214 10/21/2013
Quisrteely 852 201117 10/21/2015
Quarterly ss_8 201117 10/21/2015

You have now completed accessing qu
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CGDP Portal — Batch Reports

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

FPALMETTO GBA, @ S Lgnhace U | My Profie | Logout | Halp | Repurting

Logpnd 4N 25 HO15D

Home \ Repons Dupuies
Sponsor Portal CGDP Reports

2 l..w" Typw

)
Involco Data Tracking mﬂalcl\ Manufactorer 1099 Information Ad Hoc ] SRR Sutalt Cotdndar -
Reporting Period 2016
- - - Inyolcs Paid Dy on/22/3010
Parent Org, 1D Contract Number Reporting Perlod Involce Type 1- 3T astot 17 1nvoica Distribution 07/01/2016
HO_D ALL v ALL v Dispute Submission
. = Dinpute Distribution
Parent Org. 1D Submission Date Status Download File Last Download Date
Sutimitied st 03/31/2030
Ho_O © L0:57 AN Successfully processad A

Submitted at 03/11/2056 Last downloaded on

ON11/3010 O 10:33 AM
Last downloaded on
19/11/2015 @ 4:12 FM

Q@ 10:53 AM Totally Rejectnd
Submitted at 00/31/2015
O 412 M Partlally Rejected
Submitied ot 09/11/2015%  Flin rejected: Invald
LR Header racord
....... Last downloaded on

D 4:18 M Successiully processed 02/24/2010 © 11:10 AM

Submitted at 08/13/2015
0 4109 #M Totally Rejected
Submitted at 08/13/201% Frimary Id and logon do

Last downloaded on
D 130 PH not match

ML E2018 @ 2:28 pm VY

The Reports tab is available for both Administrator and Payment Initiator roles.
The Reports tab — Batch contains five (5) regions.

1.

Tabbed region displays the tab that is currently active and the tabs available for selection.
2.

Report Type Selection region — Batch provides a user with six (6) types of reports to view.
They are Invoice, Data, Tracking, Batch, Manufacturer 1099 Information, and Ad Hoc.
Note: Descriptions of the Manufacturer 1099 Information and Ad Hoc report
types follow in subsequent instructional sections of the manual. Descriptions and
instructions of the Invoice, Data, and Tracking report types are provided in prior
sections.

Current Cutoff Calendar region provides a user with key program dates for proper processing
of invoice line items.

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

Reports Filter Results region — Batch displays results based on data selected in the Report
Type Selection region. Details displayed in this region depend on the report type selection made.

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

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

Home Reports Disputes

Report Type Selection Region — Batch

The Report Type Selection region provides a user with six (6) report types to display or download
distributed files and reports. They are Invoice, Data, Tracking, Batch, Manufacturer 1099 Information,
and Ad Hoc.

This example displays the populated Batch radio button.
2 | Report Type

) Invoice ) Data ) Tracking [elleatch O Manufacturer 1099 Information () Ad Hoc

The population of the Batch radio button provides a user with reports containing uploaded batch file
results when using the Payment Initiation Upload process. A user can view batch file status for
successful processing, partially or totally rejected batch file uploads and review errors associated with
rejected records.

Current Cutoff Calendar Region

The Current Cutoff Calendar region displays pertinent program dates for the applicable reporting
period. The calendar updates each quarter to provide the active reporting period date information.
3 '8 ™

Current Cutoff Calendar

Reporting Period 2016
Invoice Paid By 08/23/2016
Invoice Distribution 07/01/2016

Dispute Submission
Dispute Distribution

\

Reports Filter Region — Batch

The Reports Filter region — Batch contains five (5) columns to allow a user to view batch file data
uploaded to the system.

41 A parent Org. ID B Contract Number C Reporting Period D Invoice Type E 1-17 out of 17
HO__0 ALL v/ |ALL v|

Parent Org ID column defaults to the Parent Organization ID utilized to access the system.
Contract Number field remains blank.

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

Owp
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D. Invoice Type field allows a user to select the type of invoice to view from the drop down
menu.

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

Reports Filter Results Region — Batch

The Reports Filter Results region — Batch contains five (5) columns used to review batched payment
initiation files loaded to the system.

5 A Parent Org, ID B Submission Date . Status D DPownload File E Last Download Date
Submitted at 03/11/2016 A
HO_.0 © 10:57 AM Successfully processed
Submitted at 03/11/2016 Last downloadad on
© 10:55 AM Totally Rejected 03/11/2016 © 10:55 AM
Submitted at 09/11/2015 Last downloaded on
D 4:12PM Partially Rejected 09/1172015 @ 4:12 PM
Submitted at 09/11/2015  File rejectad: Invalid
@ 4:11PM Header record
Submitted at 08/13/2015 Last downloaded on
D 4:18 PM Succassfully processed 02/24/2016 © 11:10 AM
Submittad at 08/13/2015%
o 4:09 "M Totally Rejected
Submitted at 08/13/2015 Primary 1d and logon do Last downloadad on
@ 1:30PM not match 08/13/2015 @ 2:25 PM v
A. Parent Org. ID column defaults to the Parent Organization ID utilized to access the system.
B. Submission Date column 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.

C. Status column provides the condition of the batch file loaded to the system. Processed batches
display statuses such as successfully processed, partially rejected (containing line failures),
or totally rejected.

D. Download File column displays a radio button to allow downloading of batch file information
loaded to the system.

E. Last Download Date column displays the last date and time batch summary data retrieved
from the Portal. Date format is MM/DD/ YYYY. Time format is HH:MM AM/PM.
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CGDRP Portal Instructions — Batch Reports

Accessing Batch Reports Instructions

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

This instruction provides direction on accessing invoice batch reports functionality. The Reports tab is
available for both Administrator and Payment Initiator roles.

1. Authorized end users will access the Portal to review batch reports. Instruction for daily login into
the Portal can be located 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 display. Select the Reports tab to view the report types
available for the Sponsor for the reporting period.

Lootac s | My Pvoliis | Lagout | Haip | Bspoaing
PALMETTO GBA CMS o orluehe St

Ruparts Disputes

Sponsor Portal Coverage Gap Discount Program Home

Parant Org Coetract Reporting

1 4o ofa o\ - 0 - .
1o Ireticn Type  Mumbsee Parkod Status EEWHIENR LO.COVATAQY (Wap Divcount Portat wivers

YOU can imtiste » payment, check the status of
payments and receipt of payments a1 wel a3 view
your reports

MO0 Daanturly | LALL v ALL v ALL v

Inveice Type Controct Number Peri h;u Status Select For payment functions, start by selecting » line

item from the list to the left of this message

Quartarty H? .7 2016012 Available
Quartarly H?.7 201504 N/A
Quartardy H? .7 201503 Incomplate Avadable [nvoice is ready for payment initistions
Quartarly HI_7 201502 Incomglate

Falled One or more (tems has an unsocosssful
payment attempt

Incompiete One or more items have on patd

N/Aa No Invoics due for paym
furds dus froen Manufacty

Pending AN line Rema fuve benn initd

sesccansf ully

Sutomaful All fine items have Deen paid suctesafiuly

Reporting Perlods with no invoice Nne items
il Contract Number Reporting Period
by 7V AL v

Contract Nunmber Reporting Period

There s an INvoicd repaet for the sefocted Contract
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3. On the Reports tab, populate the Batch radio button in the Report Type Selection region.

Contact Us | My Profils | Logout | Meip | Reporting
PALMETTO GBA, CMS Laggad an aa b
A CELERRAM QHOUP COM MY e T T
Home et Pt f Reparns Dispanes
Sponsor Portal CGDP Reports =
Report Type Calen
| Invoice ' Dats  Tracking @Qltth ' Manufacturer 1099 Information ) Ad Hoc ] HTent Cutoft dar
Reporting Fariod 201504
P /201
Parent Org. 1D Contract Number Ra.?omnq Pariod ‘ Invaice Type : 1-17eutof 17 :::::: a:“ _Bv o g::;?ﬁgx:
MO0 ALL Vi ALL d Dispute Submission 04/01/2016
Dispute Distribution 06/08/20106
Parent Org. 1D Submission Date Stotus Download File Last Download Date
Submitted at 03/11/2016 "~
HO__ O Q@ 10:57 aAM Successfully processed
Submitted at 03/11/2016
S 10:55 AM Totally Rejectsd ) 03/11/2016 @ 10:55 AM
Submitted at 09/11/2015
Q412 PM Partially Rejacted L 09/11/2015 © 4:12 PM
Submitted 3t 09/11/2015  Flle rejectad: Invalld
¢ 411 PM Header record
Submitted at 08/13/2015
0 418 PN Successfully processed C 02/24/2016 @ 11:10 AM
Submitted at 08/13/201%
@ 4:00 PM Totally Rejected
Submitted at 08/13/2015 Primary 1d and logon do
@ 1:30 PM not match ‘ 08/13/2015 @ 2:25pM ¥
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4. Populate the Download File radio button to correspond to the applicable batch file to review.

Contact Us | My Profiie | Logout | Melp | Reporting
PALMETTO GBA, CMS - d
Rt i VIV D0 e A T ) A
Hoeme Repons Disputes
Sponsor Portal CGDP Reports =
Report T
I pl::m'::pe Data Tracking Eastch Manufacturer 1099 Information Ad Hoc I Fumnl Sttt Calandar .
Reporting Period 201504
( Parent Org. 10 Contract Number Reporting Pariod Invoice Type 1-17 ot of 1'. EOPs T By S 0/2010
s Invoica Distribution 01/31/2016
HO_D AL v ALl v Dispute Submission 04/01/2016
Dispute Distribution 0&/08/2016
Parent Org. 1D Submission Date Status Download File Last Download Date
Submitted at 03/11/201¢6
HO...D @ 10:57 AM Successfully processed . £
Submitted at 03/11/2016
Q 10:55 aM Totalty Rejected 03/11/2016 @ 10:55 AM
Submitted 3t 09/11/2015
0 4:12 PH Partially Rejected 09/11/2015 @ 4:12 PM
Submitted at 09/11/2015  Flle rejected: Invalid
S 411 PM Header racord
Submitted at 08/13/2015
O 4:18 PM Successfully procassed 02/24/2016 @ 11:10 &M
Submitted at 08/13/2015
@ 400 PM Totally Rejected
Submitted at 08/13/2015 Primary 1d and logon do
O 1:30 PM not match 08/13/2013 © 2:23 PM v

5. 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 HO__0_batch_report.txt

from apps.tpadministrator.com? LEE s _—

6. After selecting the Open button, review the downloaded batch text file for line items containing both
success and failed line items.

e =N
| HO__0_batch_report (1).txt - Notepad M

File Edit Format View Help

HDR; HO__0; 201504 -
DET;S5__2;P1_ 0;CG15041__055__2;20160311;N;Payment Initiated

7. Once review of text file is complete, return to the Reports tab.
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8. The Reports Filter Results region — Batch will display the date and time of the last download of
the specific batch file item(s) in the Last Download column.

S Contact Us | My Prafits | Logout | Halp | Repoting
PALMETTO GBA, CMS Logsad on a4 HO__0

¥ SO PANY

Home ¢ ele ter et Repornts Disputes

Sponsor Portal CGDP Reports =
Report T
l Irwnicrm Data Tracking msatch Manufacturer 1099 Information Ad Hoc ‘ e Eee UNtaly Calendar
Regporting Period 201504
= = Involce Paid By 03/10/2016
Pacent Org. ID  Contract Numbar Ru{nrtlrﬁg» Period  invoice Type 117 ot of 17} Shcoice Distrbution 01/31/2016
Ho_0 ALV ALL ™ ‘ Dispute Submission 04/01/2016
Dispute Distribution 06/08/2016
Parent Org. ID Submission Date Status Download File Last Download Date
Submitted at 03/11/2016
HO_0 O 10:57 am Succsssfully processed LQ;;’_]_;"ZQ;D 0 10:47 &N'
Submitted at 03/1172016
O 1055 AM Totally Rejected 03/11/2016 @ 10:55 AM
Submitted at 00/11/2015
2 412PM Fartially Rejected 09/11/2015 @ 4:12 PM
Submitted at 05/11/2015  Fée rejected: Invalid
9 4:11MM Header tecord
Submitted at 08/13/2015
Q@ 4:118PM Successfully processed 02/2472016 © 11:10 AM
Submitted at 08/13/2015
S 4:09 PM Totally Rejected
Submitted st 08/13/2015 Primary Id and logon do
Q@ 130#M not match 08/13/2015 P 2:25 P VY

You have now completed accessing Batch Reports.
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CGDP Portal — Manufacturer 1099 Information Reports

The Reports tab — Manufacturer 1099 Information provides a user with the ability to review
Manufacturer 1099 related non-bank account information for entities receiving payments from Sponsors
via the Portal.

This 1099 information report will give a user relevant, easily identifiable, non-bank account information
for Manufacturers such as business name, tax identification number/employer identification number
(TIN/EIN), and mailing address.

Contact Us | My Profile
PALMETTO G8A CMS

Sponsor Portal CGDP Reports

Home ' Reports ‘ Disputes

R 1 Type
eport Type Current Cutoff Calendar

Reporting Penod
[nvoice Paid By 08/23

Invoice Data Tracking Batch ‘. i”J'\U"J:’.JfC' 1099 Information Ad Hoc a

2016

. 372016
Parent Org, ID n : :

arent Org, 1D Choose Format (nvoice Distribution 07/15/2016

He__3 Download Taxt File Download Spreadsheat Dispute Submission

16 {‘
16
\
: |
Dispute Distribution ‘

The Reports tab is available for both Administrator and Payment Initiator roles.

The Reports tab — Manufacturer 1099 Information contains four (4) regions.

1. Tabbed region — Reports displays tabs available for selection and the tab that is currently active.
2. Report Type Selection region — Manufacturer 1099 Information provides a user with six (6)
types of reports to view. They are Invoice, Data, Tracking, Batch, Manufacturer 1099
Information, and Ad Hoc.
Note: Description of the Ad Hoc report type follows in a subsequent
instructional section of the manual. Descriptions and instructions of the Invoice,
Data, Tracking, and Batch report types are in prior sections.
3. Current Cutoff Calendar region provides a user with key program dates for proper processing
of invoice line items.

4. Parent Org ID Choose Format region displays the defaulted Parent Org ID and allows the user

to select the report format to download the Manufacturer 1099 Information report, in either a
text file or Excel spreadsheet.

The upcoming pages will describe each region and the functions associated with Manufacturer 1099
Information Reports functionality.
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Tabbed Region — Reports
The Tabbed region allows a user to select different activities to perform while accessing the system. In

this example, the Reports tab is active.
1

Home Reporis Disputes

Report Type Selection Region — Manufacturer 1099 Information

The Report Type Selection region provides a user with six (6) report types to display or download
distributed files and reports. They are Invoice, Data, Tracking, Batch, Manufacturer 1099 Information,
and Ad Hoc.

This example displays the populated Manufacturer 1099 Information radio button.
2 | Report Type- _ _ _
) Invoice ) Data (JTracking () Batch Man ufacturer 1099 Information ) Ad Hoc

The population of the Manufacturer 1099 Information radio button provides a Sponsor with 1099
information for each Manufacturer participating in the Program. This 1099 information report will
provide a user with relevant, easily identifiable, non-bank account information for Manufacturers. A user
can view the file in text or spreadsheet format.

Current Cutoff Calendar Region

The Current Cutoff Calendar region displays pertinent program dates for the applicable reporting
periqd. The calendar updates each quarter to providg the active reporting period date information.

3

Current Cutoff Calendar

Reporting Period 2016
Invoice Paid By 08/23/2016
Invoice Distribution 07/15/2016

Dispute Submission
Dispute Distribution

Parent Org ID and Choose Format Region

The Parent Org ID and Choose Format region contains the Parent Org ID column that defaults to the
Parent Organization 1D utilized to access the Portal and allows a user to view 1099 data uploaded to the
system. It also contains two (2) radio buttons to allow a user to select between text files or Excel
spreadsheet files to view 1099 data.

4 Parent Org. ID Choose Format

H4__3 ) Download Text File C) Download Spreadsheet

A. Download Text File radio button selected to view the Manufacturer 1099 data in a text file
format.

B. Download Spreadsheet radio button selected to view the Manufacturer 1099 data in an Excel
spreadsheet format.
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CGDP Portal Instructions — Manufacturer 1099 Information Reports

Accessing Manufacturer 1099 Information Reports Instructions

Sponsors can utilize the Manufacturer 1099 Information Reports functionality in the Portal to view
non-bank account information to assist with 1099 reporting for payments made to Manufacturers.

This instruction provides direction on accessing the 1099 information reports functionality. The Reports
tab is available for both Administrator and Payment Initiator roles.

1. Authorized end users will access the Portal to review Manufacturer 1099 Information reports.
Instruction for daily login into the Portal can be located 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 display. Select the Reports tab view the report types
available for the Sponsor for the reporting period.

Lootac s | My Pvoliis | Lagout | Haip | Bspoaing
PALMETTO GBA CMS st St s

Ruparts Disputes

Sponsor Portal Coverage Gap Discount Program Home

i Spoves SRS 14sofa Welcoma to Coverage Gap Discoont Fortal mhere
1o Ineticn Typs Numbee Pariod Status . » e v N
YOU can intiste » payment, check the status of
HO_0 Quanwrly V| JALL v AL vi |ALL At payments and receipt of payments sz well a1 view
your reports
Invoice Type Controct Number %‘0 Status Select For payment functions, start by selecting » line
: RS2 item from the list to the left of this message
Quartarty HI .7 201601 Availabie
Quartarly H?7 201504 N/A
Quartardy H? .7 201503 Incomplate Avadlable [nvoice is ready for payment initistions
Quartarly HI 7 201502 Incomgilate Fallsd  One or more items has an unsocomssfy|
paymant attempt
Incompieto One or moes itema have not been paid
N/a No Invoics due for payment. Kecuipt of
funds due froen Manufacturer of Sponsor
Feniding AN line Bams fave benn initiated
scomsfully

Sutomaful All fine items have Dean paid suctesafiuly

Reporting Perlods with no invoice lne itoms
Filtew Contract Number Reporting Period
oy T IV AL v

Contract Nunsber Reporting Period

Thera s an INvoicd repart for the sefocted Contract
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3. Toreview the Manufacturer 1099 Information, select the Reports tab and populate the Manufacturer

1099 Information radio button.

PALMETTO GBA @s

Home

’ Reports Desputes

Sponsor Portal CGDP Reports
Report Type y 1
| Invoice Data Tracking Batch uManuf:cﬁurcr 1099 Information Ad Hoc |

Choose Format
Download Text File

Farent Org, ID

Ha Download Spreadsheat

J

§ | My Profile |

Reporting

Logged 3 35 WE__3

Test Errernmment

Legout | Help

Reparting Penod 2010
Invoice Paid By 082372016
Invoice Distribution 07/15/2016

Dispute Submission
Dispute Distribution

Current Cutoff Calendar

4. To view the 1099 information in text file format, populate the Download Text File radio button.

e -

PALMETTO GBA

Sontact Us

| ty Profile | Logout | Help

Reporting

Logoed an as 83

Test Errermment

Home Reports Disputes
Sponsor Portal CGDP Reports

Report Type 1

| Invoice Data Tracking Batch  [®iManufacturer 1099 Information Ad Hoc \

Choose Format
{2 Download Taxt File

Farent Org, ID

He_3 Download Spreadsheat

Reporting Perod 2016
Invoice Paid By 08/23/2016
Invoice Distribution 07/15/2016

Dispute Submission
Dispute Distribution

Current Cutoff Calendar

5. 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 H4__3_1099 report.tit from apps.tpadministrator.com?

Open

Save |¥ Cancel
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6. After selecting the Open button, review the downloaded text file for Manufacturer 1099 Information.

This example displays the downloaded text file with the type of information available on the

Manufacturer 1099 Information report after selecting the Download Text File radio button.

7 H1 200 repotn - N

|Fie it Fomat View Heb
" : : IRS State ; WS Zip; o

P nmbzr; Drug Werufactorer Aame ; EIN ; IRS Wan2 ; IRS Street adoress 1 IRS Streer aodress 1) IRS City

P393 ;Umited States of Americz Ins. Co.;30-03029030 ;

United States of America Ins. Co. ; 123 (&P Portal DPP Drive | Anytoam; M0 ;

1 93939 108/15/2015 |

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

8. To view the 1099 information in spreadsheet format, populate the Download Spreadsheet radio

button.

U

Home ’ Reports } Dsputes

Hy Profile | Legout | Help | Reporting

Contact Us
PALMETTO GBA @S

Logoed an as D

Teat Errernmment

Sponsor Portal CGDP Reports

Parent Org. 1D Choose Format

Ha Download Text File (o] Download Spreadsheat

Current Cutoff Calendar

| Report Type
< - | 108 ‘
Invoice Data Trackin Batch  [®iManufacturer 1099 Information Ad Hoc
- cxng l—‘ — - Reporting Penod 2016
[nyoice Paid By 08/23/2016
07/15/2016

[nvoice Distribution
Dispute Submission
Dispute Distribution

9. 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.

Open

Do you want to open or save 1099_report.xlsx from apps.tpadministrator.com?

Save | ¥ Cancel
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10. After selecting the Open button, review the downloaded Excel spreadsheet for Manufacturer 1099
Information

This example displays the type of information available on the Manufacturer 1099 Information report
after selecting the Download Spreadsheet radio button.

d3Idddauad G lalale SHAENFTE et et st « Moo Evce T -
ooe " Tepelaped  Pormew Duts  Ferw v @=3n
A2 o AN Smie B et Gerery h e ’;’ =57 A
parts ;‘,, i | BZ W B A EXEZ RE Mwrhtemr S8 WA ’n::'-'q: Ripond .n,: Pt Dite reme t e Jat heea
1 .x":" . L‘ shgTme et Ive " Catryy
A ] 0 3 ¥ i o . -l
P Nurber Drug Masulacheror Nase N lme S Street Addvess t IS Stroet Addvess 2 [SS City  [IRS SLate IS Bp [Rovised  |For ii
Dot Futues
e
P Urited States of Americs Irs, Co, 195999077 Untted Shates of America vy Co. 1M CGDP Portal DP2 Drove Avytows MO 955 WVieas [
1 " AL L9 BHORMATION ” ‘.l 3 ...; X
| Foosy « 31 1 -
11. Once review of the Excel file is complete, return to the Reports tab.
You have now completed accessing the Manufacturer 1099 Information reports.
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CGDP Portal — Ad Hoc Reports

The Reports tab — Ad Hoc is used to provide a user with the ability to access special data and reports,
such as archived reports or other documentation, which are not readily available in the Portal.

The Ad Hoc functionality allows a user to view data requested from the TPA using contact information
listed on the Contact Us link in the Portal. Fulfilled report requests are available via the population of the
Ad Hoc radio button.

Note: Access to submit a request for an Ad Hoc report does not require authorized access to the
Portal.

Reports that can appear under the Ad Hoc radio button can consist of:
e Archived reports: Reports typically removed from the Portal two (2) years after initial load.
Reports that are archived off the Portal consist of:

e Invoice
e Data
e Tracking

e Special request data: Reports or notifications that do not conform to the existing report
formats available on the Reports tab

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

o Fourteen (14) calendar days from request date

e Seven (7) calendar days after download
Reports are removed from the system depending on which time period expires first, request date or last
download date.

Contact Us | My Profile | Logoot | Help | Reportng
PALMETTO GBA CM s oaged 20 a 510

Home

Sponsor Portal CGDP Reports -
; ichoﬂ Type ’ Current Cutoff Calendar
! 2017

Imvoice Data Tracking datch Manufacturer 1095 information l'E! d Hoc Reporting Period
Irwoice Paid By -

Invveice Distribution

4 Parent Org. ID Contract Number
) Al v Despute Submiszion
Owpute Distribution

: } Contract Number Reporting Perlod Report Type Date Loaded Download Flle Last Downloaded Date

HE_A 201501 S/2017
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The Reports tab is available for both Administrator and Payment Initiator roles.

The Reports tab — Ad Hoc contains five (5) regions.

1. Tabbed region — Reports displays the tabs available for selection and the tab page that is
currently active.
2. Report Type Selection region — Ad Hoc provides a user with six (6) types of reports to view.
They are Invoice, Data, Tracking, Batch, Manufacturer 1099 Information, and Ad Hoc.
Note: Descriptions and instructions of the Invoice, Data, Tracking, Batch and
Manufacturer 1099 Information report types are provided in prior sections.
3. Current Cutoff Calendar region provides a user with key program dates for proper processing
of invoice line items.
4. Reports Filter region — Ad Hoc allows a user to search data listed by the defaulted Parent Org.
ID and all contract numbers associated with that Parent Org. ID.
5. Reports Filter Results region — Ad Hoc displays results based on data requested for review.

The upcoming pages will describe each region and the functions associated with Ad Hoc Reports
functionality.
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Tabbed Region — Reports

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

Home Reports Disputes

Report Type Selection Region — Ad Hoc

The Report Type Selection region provides a user with six (6) report types to display or download
distributed files and reports. They are Invoice, Data, Tracking, Batch, Manufacturer 1099 Information,
and Ad Hoc.

This example displays the populated Ad Hoc radio button.
2 |Report Type-

) Invoice ) Data O Tracking ) Batch () Manufacturer 1099 Information [e]|ad Hoc

The population of the Ad Hoc radio button provides a Sponsor with the ability to request reports for
Invoice, Data, Tracking, and Dispute Resolution files for data no longer available in the Portal.

Current Cutoff Calendar Region

The Current Cutoff Calendar region displays pertinent program dates for the applicable reporting
period. The calendar updates each quarter to provide the active reporting period date information.

3

Current Cutoff Calendar

Reporting Period 2017
Invoice Paid By 08/26/2017
Invoice Distribution 07/19/2017

Dispute Submission
Dispute Distribution

Reports Filter Region — Ad Hoc

The Reports Filter region — Ad Hoc contains three (3) fields that allow a user to view ad hoc data loaded
to the system.

A

4| A parent Org. ID B Contract Number C1-1outofl
51_0 ALL W

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

B. Contract Number field defaults to ALL, but allows a user to sort reports visible by contract
number associated with the Parent Org. ID.

C. Item Count column displays the number line items displayed on the current page of the total
number of items available for the Parent Org. ID.
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Reports Filter Results Region — Ad Hoc

The Reports Filter Results region — Ad Hoc contains six (6) columns to allow a user to display or
download requested reports.

Note: Reports that have a date greater than 2015Q2 will not be available on the
Ad Hoc page.

Requested reports will be available for download for one (1) of the following periods: two (2) weeks from
request date or one (1) week after download. Reports are removed from the system depending on which
time period expires first, request date or last download date.

* Contract Number °© Reporting Period © Report Type U pate Loaded E pownload File © Last Downloaded Date

HO__2 201501 Invoice 07/25/2017

A

B.

Contract Number column displays to the contract number associated with the specific Report
Type requested.

Reporting Period column displays to the quarterly reporting period for the requested Report
Type. Format of Reporting Period is YYYYQQ, where YYYY represents the calendar year
and QQ represents the quarter. Example: The Reporting Period of 201501 represents calendar
year 2015 first quarter.

Report Type column displays to the requested report. Report types available for Ad Hoc
requests consist of Invoice, Data, Tracking, and Dispute Resolution reports.

Date Loaded column displays the date the requested Ad Hoc file was loaded to the Portal.
Files will remain available in the Reports Filter Results region — Ad Hoc page for fourteen
(14) calendar days from the Date Loaded or seven (7) calendar days after the Last Download
Date, whichever comes first.

Download File column displays a radio button to allow a user to view the specific Report
Type in a text file format.

Last Download Date column displays the last date the specific Report Type was downloaded
in DD/MM/YYYY and HH:MM AM/PM format. Files will remain available in the Reports
Filter Results region — Ad Hoc page for fourteen (14) calendar days from the Date Loaded
or seven (7) calendar days after the Last Download Date, whichever comes first.
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CGDP Portal Instructions — Ad Hoc Reports
Submitting and Accessing Ad Hoc Reports Instructions

Sponsors can utilize the Ad Hoc Reports functionality to view distributed invoice reports prior to the Q2
2015 invoicing period. Report types available for review on the Ad Hoc report page: Invoice, Data,
Tracking, or Dispute Resolution reports.

This instruction provides direction on accessing the Ad Hoc reports functionality. The Reports tab is
available for both Administrator and Payment Initiator roles.

1. Tosubmit arequest for an Invoice, Data, Tracking, or Dispute Resolution report no longer appearing
in the Portal, users should contact the TPA utilizing the Contact Us link in the Portal. The Ad Hoc
request, submitted via email or phone, should contain the reporting period and report type, which
should be loaded to the Portal for viewing and downloading.

Access to submit a request for an Ad Hoc report does not require authorized access to the Portal.

PALMETTO GBA.
CENTERS FOR MEDICARF & MEDICAID SERVICES

& CLLLRIAN GROUP COMPANY

v
Welcome
>
| (& Contact Us - Internet Explorer =
P x . . - | » . o5
|5;3 https://zpps.tpadministrator.com/tpacgdp/ContactUs Bl’-m;‘ ) L5909
aNTD
O
D
PALMETTO GBA. CMS
A Ci-EHU’-N '.:nrl.:)LIP l:i!:)"-(PAf\Y CENTERS FOR MEDICARFE & MEDICALD SERVICES

Coverage Gap Discount Program

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

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

By Email: tpaoperations@tpadministrator.com

© 2017 PALMETTO GBA, LLC | DISCLAIMER | PRIVACY POLICY | GET ADOBE READER
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2. Authorized end users will access the Portal to review completed Ad Hoc reports requests. Instruction
for daily login into the Portal can be located in the CGDP Sponsor Portal Introduction and Login
Users Guide located under References on the TPAdministrator.com website.

3. After successful login, the Home tab will display. Select the Reports tab view the report types
available for review and download.

Contact Us | My Profile | Logoyt | Help | Reporting
PALMETTO GBA. CMS Logged 20 a2 S1.0

Test Enarinment

Home Reports Dapiten

Sponsor Portal Coverage Gap Discount Program Home =
Parent Org. Contract Reporting PPN " =
o Invoice Type Number Period Status '‘eicomae 10 Coverage Gap Discount Portal where
you can initlate 3 paymaent, check the status of
s1..0 1ALL v |AL v ALL v Al ~ payments and receipt of paymaents as mell as view
your reparts
Invoice Type Cootract Number Bx‘r:gm Status Sefect For payment functions, start by selecting a fine
GQuarterly o4 201404 Avallable {tem fram the Sst to the left of this mescage
Quarierly 1.0 201804 Availatile
Quariucly wo__3 201603 Avallable —_
Quinrtecly $1.0 205603 Avallable Avallatile Tnvoice s ready for payment inltiatiany
Falled  Oow of more Bems has an unsuceusiul
Ppaymant attemgnt
Incomplete One ar mars tems Rave not been paid
A No ervoics due for paymant. Recsipt of
fands dus from Manufacturar or Sponaor.
Punding Al ko iteems have baen mtiated

succesafully
Socomsntul AN B items have baen paid succesefully

Raporting Periods with no invoice line items

Fixer Contract Numbar Reparting Peried
by: alL ™ ALL W
Contract Number Reporting Period
HO 4 201602 “
HO__& 201304
HO—2 201303
HO__4 201302
510 201002 v
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4. To review the Ad Hoc report request, select the Reports tab and populate the Ad Hoc radio button.

Contact Us | My Profile | Logout | Halp Reporting
PALMETTO GBA, CMS gt
Home Repons Disputes
Sponsor Portal CGDP Reports ac
Report Type Current Cutoff Calendar
l Involce Data Tracking Batch Manufacturer 1099 Information m:-n Hoc I Reparting Pariod 207
Inveios Paid By 08/26/2017
Parert Org. ID  Contract Number 110l Invoice Distribution 07/16/2017
S190 ALL v Dispute Submission
Cispute Distribution
Contract Number Raporting Perfod Raport Type Date Loaded Download File Last Downloaded Date
Ho_4 201501 [nvoice 0772512017

5. To view the requested ad hoc reports in text file format,

corresponding to the specific requested report.

populate the Download File radio button

TNETW AT &

Contact Us | My Srofile | Logout | sealp | Rapocting

Logoed on a2 S1_0

Tazt Ermaroemnert

1w Repons Dsputes
Sponsor Portal CGDP Reports =
Raport Type . . ]
. Current Cutof! Cale
[ Invoice Data Trackang Batch Manufacturer 1095 Information '® Ad Hoc ’ " o war " \
Reporting Pericd 2017 |
= D ez T Enveice Paid By 08/26/2017 |
nt O Contract ¢ . R T
pir g tiraier e tnvoice Distribution 07/19/2017 |
S1..0 AL v Dispute Submission
| Dispute Distribestion
Contract Number Reporting Period Report Type Date Loaded Download File Last Downloaded Date |
HO__4 201501 Invoics 07/25/2017 J

6. 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 Save button.

Do you want to open or save S1__0_report.bet from aHsRRaRRERS 3.7 F d.com?

Open Save |¥ Cancel

Note: It is recommended to save the requested report, since requested reports will be available for
download for one (1) of the following periods: fourteen (14) calendar days from request date or seven (7)
calendar days after download. Reports are removed from the system depending on which time period

expires first, request date or last download date.
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7. After selecting the Open button, review the downloaded text file for Ad Hoc reports.

This example displays the downloaded text file with the type of information available on the Ad Hoc
report after selecting the corresponding Download File radio button.
| S1_0 reporttit - Notepad . - =B

file. Edit Format Veew Hep
TPACH20150100000112015042218082510CSHHO 4 -

TPAMH20150100000012015042218082510CswP1_2 =

PTOT 2012130000001P1 _200__40000000002955D0000000000000{0000000002955M

PTOT 2013090000002P1__250__400000000017 34 HODOOC00000000{ 0000000001 734Q

JiPTOT 2012050000003P1__2H0__40000000005603E0000000066635800000000610316

| PTOT 2015010000004P1__280__40000000000000{ 000000010094 6A00000001009464

|| TPAVMT2015010000001201 504221808251 0CsMPI__ 20000004 000000001035360000000167 5831C0000000157227FCG15011__ZH0__ 4

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

9. 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 Profie | Logout | Melp | Repeetiog
PALMETTO GBA, CMS L.gfirfv(st:o'

Home Repons Disputes

Sponsor Portal CGDP Reports =

2 t Type Currant Cutoll Calandar |
Invoice Data Tracking Halch Manufacturer 1058 Informaton  ® ad Moc
Repocting Penga 2017
|
( " o o C ot Bumbs : 73 Irvoice Paic By 08/26/2017 [
Farent Org, 1 Contract Sumber ST )
Eet o Irrvoikce Distribution 07/19/2017

— = Dispute Submission
Dispute Oistribution

"4 201501 nvoice 07/25/2017

’ Coantract Numbes Reporting Pariod Heport Type Date Loaded Download File Last Downloaded Date ’

Note: Requested reports will be available for download for one (1) of the following
periods: fourteen (14) calendar days from request date or seven (7) calendar days after
download. Reports are removed from the system depending on which time period expires
first, request date or last download date.

You have now completed submitting and accessing requested Ad Hoc reports.
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Summary
This CGDP Sponsor Portal Reports Users Guide introduced the CGDP Portal’s reporting functionality.
The Portal not only provides reporting period data in an invoice format, but also provides the data in its

original flat file format to Sponsors. Reports are distributed to the Portal on the “Quarterly Invoice Receipt
Date” as defined in the Medicare Part D CGDP Calendar.

This guide presented six (6) types of reports available on the Reports tab in the Portal. They are Invoice,
Data, Tracking, Batch, Manufacturer 1099 Information, and Ad Hoc reports.

All these Part D Sponsor reports appear on the Reports tab, both quarterly reports and BY Closeout
reports, which are available for review and retrieval.

Note: Sponsor report formats are located under Invoices on the TPAdministrator.com
website to assist end users with reading the text file formats of quarterly and BY Closeout
invoice reports.
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Appendix A: Acronym List

Acronym
ACH
BY Closeout
CGDP
CMS
DPP
EFT
EIN
GBA
HPMS
ID

IRS
NCPDP
NDC
NPI
NSF
PIN
PDE
SFTP
SSA
TPA
TIN
UPIN
usb

Description

Automated Clearing House

Benefit Year Closeout

Coverage Gap Discount Program
Centers for Medicare & Medicaid Services
Direct Payment Process

Electronic Funds Transfer

Employer Identification Number
Government Benefits Administrators
Health Plan Management System
Identifier or Identification

Internal Revenue Service

National Council of Prescription Drug Programs
National Drug Coder

National Provider Identifier
Non-sufficient Funds

Personal Identification Number
Prescription Drug Event

Secure File Transfer Protocol

Social Security Act

Third Party Administrators

Tax ldentification Number

Unique Physician Identification Number
United States Dollar
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Appendix B: Error Message Descriptions
Payment Batch Report Errors

Payment 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 Code Description

RO1
RO2
RO3
RO4
RO5
RO6
RO7
RO8
RO9
R10
R11
R12
R13
R14
R15
R16
R17
R20
R23
R24
R29
R31
R33
R37
R38
R39
R50
R51
R52
R53
R61
R67
R68
R69
R70

Revision Date:032022

Version Number:5

Insufficient Funds

Account Closed

Unable to Locate Account

Invalid Account Number
Unauthorized Corporate Debit
Returned per ODFI's Request
Authorization Revoked by Customer
Payment Stopped

Uncollected Funds

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

RDFI Not Qualified for ACH
Payee Deceased

Beneficiary Deceased

Account Frozen

File Record Field Errors RDFI
Non-Transaction Account

Credit Entry Refused by Receiver
Duplicate Entry

Debit Block

Permissible Return Entry

Return of XCK Entry

Source Document Previously Paid
Source Document Stop Paid
Improper Source Document

State Law Affecting RCK Acceptance
Ineligible Item

Stop Payment ADJ

Check and ACH Presented
Misrouted Return

Duplicate Return

Untimely Return

Transaction Field Error
Permissible Return Entry Declined
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Term
Authorization Amount
Available
Batch
Batch ID
Contact Us
Contract Number
Corporate ID

Data

Date Loaded

Date Submitted
Date Time

Defer

Deferred

Description (Batch)
Dispute
Dispute Distribution

Dispute Submission

Download

CGDP Sponsor Portal
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Definition

Displays the amount authorized for payment processing, including
amounts located in the Invoice Amount and Previous Deferred Amount
fields.

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

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

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

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

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

Numerical designation assigned by CMS to Manufacturers.

For Manufacturers, the current Mailbox 1D will be the Corporate ID.
Report type that displays the detail information of distributed invoices
and invoice line items and provides the ability to download files for
review.

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

Displays the calendar date, in MM/DD/YYYY format, the invoice line
item was processed for payment initiation.

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.

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.

Status designation of an invoice that denotes that invoice amount falls
below minimum. Invoice line items can only be deferred if the
Manufacturer or Sponsors banking ACH process prevents payment of
invoice line items that fall below the minimum ACH processing amount.
Displays the batch file name loaded to the system.

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

Current Cutoff Calendar field that displays the current reporting period
data. Displays the date Dispute distributions are due to be loaded to the
Portal.

Current Cutoff Calendar field that displays the current reporting period
data. Displays the date Dispute submissions are due to be entered in the
Portal.

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

59|Page

Revision Date:032022
Version Number:5



Term

EFTID

Failed (Status)
Failed (Code)

Help

Incomplete

Initiate Payment
Invoice

Invoice Distribution

Invoice Paid by

Invoiced Amount
Invoiced Reporting

Period
Last Download

Logout
Manufacturer

My Profile
Outstanding
P Number

Parent Org. ID
Payment Date

Payments Due
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Definition

Displays EFT identifying information in the specified format of CG for
Coverage Gap; YYQQ for the reporting period; 9999 for the P number
and 29999 for the contract number. Example: CG1403999929999.
Status designation of an invoice that denotes that one (1) or more items
have an unsuccessful payment attempt.

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

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

Status designation of an invoice that denotes that one (1) or more items
have not been paid.

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

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

Current Cutoff Calendar field that displays the current reporting period
data. Displays the date distributed invoices were posted to the Portal.
Current Cutoff Calendar field that displays the current reporting period
data. Displays the final due date all invoice line items are to be processed
for payment.

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

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

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

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

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

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

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

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

Numerical designation assigned by CMS to Sponsor.

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

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

Payment/Failed Date

Pending

Previous Deferred
Amount

Received

Reporting Period

Sponsor

Status
Status (Batch)

Stop Payment
Successful
Total Available

Total Deferred

Total Failed

Total Invoiced
Total Outstanding

Total Owed

Total Pending

Total Received
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Definition

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

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

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

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

Quiarter and Calendar year, in YYYYQQ format, prescription drug event
data distributed to Manufacturers and Sponsors.

BY Closeout reimbursement period, in YYYY format, for quarter 17
upheld disputes not offset in prior quarter invoice distributions.

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.

The current designation of an invoice line item within the system.
Displays the condition of the batch file loaded to the system. Batches can
be successful, partially successful (containing line failures) or failed.
Provides a check box with the ability to stop payment processing prior to
actual payment for future dated payments.

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

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

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

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

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

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

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.

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

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

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

Total Successful Displays the total dollar amount of invoice line items that have
successfully paid and are no longer visible in the Payment Initiation or
Pending Transaction regions of the Payments tab.

User ID Credential information provided by TPA to Manufacturer or Sponsor for
access to system.
User ID is the Corporate ID, formerly the Mailbox ID for Manufacturer.
User ID is the Parent Organization ID (Parent Org. ID) for Sponsor.
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