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Introduction
Welcome to the Medicare Part D Coverage Gap Discount Program (CGDP) Manufacturer Portal
Users Guide. As a Manufacturer participating in the CGDP, you have agreed to reimburse Medicare
Part D Sponsors advancing the coverage gap discount amount on behalf of Medicare beneficiaries
who received covered Part D drugs while in the coverage gap phase of the Medicare benefit as well as
receive reimbursements from Sponsors for adjusted invoices.

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

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

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

e Invoice review
Invoice selection for payment initiation
Invoice payment deferment
Batch Invoice payment selection
Automatic payment verification
Payment receipt review
Invoice dispute filing
Reports retrieval

The Portal allows Manufacturers the ability to review each invoice line item due to Medicare Part D
Sponsors and the payments due from Sponsors to the Manufacturer. It also provides the ability to
initiate bank-to-bank automated clearing house (ACH) transfers for invoice line item payments due to
Sponsors, similar to the way online banking customers pay monthly bills.

Note: All payments must be processed in the Portal.

This CGDP Manufacturer Portal Introduction and Login Users Guide will provide information
on how to access and navigate through the Portal with tasked-based instructions for login access and
an introduction to the links and tabs and their functionality for you to successfully use the Portal.
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CGDP Portal Security Settings
The Portal is a U.S. government information system. Once the Portal login page displays, the
authorized user is presented with the Welcome and Site Use warning notification and provided with
the ability to review the Terms of Use of the Portal application.

Contact Us | Help

PALMETTO GBA,

Welcome

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

.

This system s provided for Government-authorized use only

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

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

+ By using thiz system, you understand and consent to the followingi
« The Government may monitor, record, and audit your system usage, including usage of personal devices and emall systems
for officml duties or to conduct HHS business. Thaerafore, you have no reasonable expactation of privacy regarding any

communication or data transiting o atored on this ayatam. At any time, and for any lawful Government purpose, the
government may monitor, intercept, and sesrch and seize any communication or data transiting or stored on this system

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

Refer to th

Coverage Gap Discount Program

user 1D: || |
Password: l |

I Login

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

@ 2047 PALMETTO GRA, LLC | RISGMIMER | BRIVACY EQMCY | GRLARQRE RRAQES

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

Aoty Cootan Us
TALMITTR-ANA = o “_
’ ‘ n
VA Topics - Tools »

Welcome to the Third Party Administrator (TPA)

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

Visitors to the website can access information about the CGOT Including information regarding inwoicing and payment procedures. in addition, users can
access valuable links 1o CMS instructions and other afficial resources.

S cea®oe

“‘ Ny

EMAIL UPDATES

.
IMPORTANT UPDATE

THE MEDICARE PARY D CGDP Q3 2018 Reporting Period: Q4 2019
PAYMENT DEADLINE IS 12/9/19 feoler Distribution: 1/34/2630
All CGDP payments tmust be made via the Portal per Inmice Payment Deadline: 3142020
the Direct Payment Process by 12/6/3a To make sare Disputes Submission Deadline: 412000
INVOICES your payment transaction is completed on tinve, it is
_ ot recommended to walt until the Last day before the Learn Maore
payment deadiine to make yoar payment.

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

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

Note: Users will not have the ability to view other Manufacturers’ data.
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CGDP Portal User Roles
The Portal has two (2) different roles for users to access distributed invoices and reports.
1. The Payment Initiator role provides the responsibility that allows a user to view all
functionality of the Portal, including initiating payment of distributed invoices.
2. The Administrator role provides the responsibility that allows the primary point of
contact user to view all functionality of the Portal, save for the ability to initiate
payments.

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

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

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

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

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

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

The following instructions provide step-by-step directions for setting up and logging into the Portal.
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1. Priorto logging into the Portal for the first time, the authorized user will receive an email
from tpa.no.reply@palmettogba.com titled “TPA CGDP Portal — Email Verification”. The
authorized user is required to access the link provided in the email to verify their email
address prior to logging into the Portal.

TPA CGDP Portal - Email Verification

- ; { Reply %5 Repty All » Forward
tpanoreply@palmetiogbacom
To TPASYSTEMS Ved

Please verify your emall by clicking the following link:

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

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

tpaoperations@tpadministrator.com

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

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

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

Contact Us | Help

PALMETTO GBA C M s Test Environment

CUNTIRS PO SRTHCARE & MEDICAID sevic

Coverage Gap Discount Program

* The verification token has expired.

Multifactor Authentication - Email Verification Failure

Please check your email for an updated verification email.
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3. Once the Multifactor Authentication — Email Verification Success screen displays, the
user will select the “Please click here to log into the Portal " link provided on the page.

(\\,O Contact Us | Help
PALMETTO GBA. CM S
A 5 CENTERS FOR METHCARE & MEDICAID SERVICES

CCLERIAN GROUF SOMPANY

Coverage Gap Discount Program

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

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

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

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

File Message Help Acrabat R_(" Tell me what you want ta da
M -~ = M- o5 %y = | 3 BE- M- O Find | Q. Zoom

L] -
= & [ R t B o =

Coverage Gap Discount Program Password

o tpaoperations@tpadministrator.com 2| ¥ o | lEda
Teo This 7/B

Your temporary password 18 provided below. You may call TPA Operations at 877-534-2772 Option 1 if | |
you need assistance obtaining your User 1D

To access the CGDP portal, follow the steps below:

Go to www. tpadministrator.com
Chick on CGDP Portal.
Enter vour vser name and password.
Chick “Login™.
If vou are presented with a "NMultifactor Authentication - Email Venfication” screen:
a  Select the "Resend Verification” button.
b.  Select the link ttled “Logout’.
i, This is the only way to end vour portal session. Do not click X"
1. You must logout before clicking the verification link or vour verification will
not be successful
© You will recerve an email with a venfication link that will allow you to complete the
verification process.
d  Onee successful, select the "Please click here to log into the Portal” link
e Enter vour user name and password.
6. You will receive an email with your “Authentication Token'.
7. Enter the token and select “Validare™.

th & W B o=

Thank you,

TPA Operations
1-877-534-2772 Option 1

PALMETTO GBA

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

AN

SN/
W M Contact Us | Help
PALMETTO GBA.

A CILLRIAN GROUP COMPANY CENTIRS FOR MEDICARE & MEDICAID SERVICES

Welcome

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

¢ This system is provided for Government-authorized use only,

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

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

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

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

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

Refer to the Terms of Use.

Coverage Gap Discount Program

User ID: [| I

Password: I l

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

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

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

Contact Us | Logout | Help

CMS E——

CENTERS FOR MEDICARF & MERICAID SERVICES

/\ ('\
\WV
\)

PALMETTO GBA.

A CILLRIAN GROUP COMPANY

Coverage Gap Discount Program

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

Authentication Token: |

Latest Multifactor Authentication Token Expiration: January 11, 2018 9:14:18 AM EST.

‘ Validate || Resend Multifactor Authentication Token

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

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

TPA CGDP Portal - Portal Authentication>
6 tpanareply@palmettogba.con ©y Reply oy Reply All —» Forward

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

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

lYour multifactor authentication token is: 52569074 I

This token will expire Wed Nov 3, 2021 at 09:34:41 AM EDT.
Please contact TPA Operations if you require assistance, As this Is an automated message from the TPA CGDP Portal, please do not reply to this email,

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

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

r‘“.\v\”) Contact Us | Logout | Help
PALMETTO GBA. CMS
CENTERS FOR MEDICARE & MEDICAID SERVICES

f CILLRIAN GROUR COMPANY

Coverage Gap Discount Program

User Validation

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

Authentication Token: [uuuu I

Latest Authentication Token Expiration: January 11, 2018 9:14:18 AM EST.
Validate "I Resend Authentication Token }

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

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

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

Error Messages

# The authentication token is invalid.

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

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

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

X0

PALMETTO GBA.

ROUP COMPANY

Contact Us | Logout | Help

CMS

CENTERS FOR METHUARE & MEDICAID SERVICES

A CELLRIM

Coverage Gap Discount Program

Rules for Passwords:

» |s at least 8 characters long;
« Must start with a letter;
« Must contain @ minimum of one (1) character(s) from EACH of the
following categories:
« Uppercase Letters (A-Z);
« Lowercase Letters (a-z);
* Numbers (0-9);
« Special Characters must include one of the following:
(@ #8$ & 2 o0r#);
e Must contain at least six (6) changed characters from the previous
password;
« Must be different from previous 12 passwords;
« Must be changed every 30 days;
« Cannot contain spaces.

Current Password:
New Password:
Retype New Password: ]:I

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

Enter PIN:
Retype PIN:

Note: This screen shot displays the Payment Initiator role’s Password Expired and Security
Data Missing form.
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\ A

CMS

CENTERS FOR MEDICARE & MEDICAID SERVICES

PALMETTO GBA.

A CILLRIAN GROUP COMPAN

Coverage Gap Discount Program

Rules for Passwords:
» s at least eight (8) characters long;
» Must start with a letter;

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

Current Password:
NewPasswordt [ |
Retype New Password: |:]
Save

Contact Us | Logout | Help

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

11. The Password Expired form displays under the heading of “Your password is expired and

must be changed.”

The authorized user will enter the temporary password, provided by the TPA, into the_
Current Password field, then create and enter a new password in the New Password and

Retype New Password fields.

New passwords must conform to the Rules for Passwords provided above the password
fields and must not match a password that is listed in our password library for compromised

passwords.

Revision Date:052023
Version Number:3
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Your password is expired and must be changed.

Rules for Passwords:
* |s at least eight (8) characters long;
« Nust start with a letter;
» Must contain a minimum of one (1) character from EACH of the following
categories:
» Uppercase Letters (A-Z);
» Lowercase Letters (a-z);
» Numbers (0-9);
« Special Characters must include one ofthe following:
(L@ # 8% & ? or+);
« Must contain at least six (6) changed characters from the previous
password;
» Must be different from previous 12 passwords;

« Must be changed every 30 days;
« Cannot contain spaces.

Current Password: | |

New Password: | |

Retype New Password: | |

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

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

When new passwords do not conform to the minimum character categories rules for passwords,
the system displays an error message. The following are system generated error messages that
may display when passwords do not meet the minimum character criteria entered for the new
password.

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

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

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

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

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

Error Messages

* The new password must contain at least six different
characters from the current password.
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When new passwords are entered that match compromised passwords located in our password library,
the system displays this error message.

Error Messages

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

The next step provides instruction for those users with a Payment Initiator role to set the payment
initiation PIN.

Note: The Security Data Missing section will not display for users assigned an Administrator
role. These users should proceed to the next step following the PIN selection in this instruction.

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

Security Data Missing

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

Enter PIN: | sese |

Retype PIN: [ sese |

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

* Mew PIMN and Retype Mew PIN do not match.

13. After successful completion of the User Validation region, if the User ID does not match the

TPA Liaison personnel information listed in the CMS HPMS, the following Primary Point-
of-Contact Mismatch message will display.
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\\v Contact Us | Logout | Help
PALMETTO GBA. CMS
N CLLLRIAN GROUP COMPANY CENTERS FOR MEDICARE & MEDICAID SERVICFS

Coverage Gap Discount Program

Primary Point-of-Contact Mismatch

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

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

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

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

| acknowledge the HPMS Mismatch.

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

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

in the Portal.

CMS

PALMETTO GBA,

Manufacturer Portal

R

Repons Disputes

Coverage Gap Discount Program Home

SContact Us | My Profile | Logout | Halp | Repoeting

Logged on m XPL_8
Tesl Evernownest

Reporting 1l -8ntcfn
Corporate [D  [nvoice Type. P Namber Pencd Staties
XPL_8 [ ALL v ALV AL V] Al i
Repocting
Invoics Type Pertod
. Number Status Select

BY Dloseout LB 2017 N/A

Quasterly LB 201701 Avallabie

Quarterly PL_B 201604 Faled

Quanterty PL_B 201603 Fades

Quartorty pL_8 01602 Avallable
BY Closeoot PL_EB 2016 N/A

Welcoma 1o Coverage Gap Discount Portal where
you can initlata 3 paymaent, chack tha status of
paymants and fecRipt of payments a6 weil a5 view
YOUr raperts.

Far payment functioas, start by selocting a bee
e frotn thi HSE £ Che St of this meisage,

Avallable [nyoice is ready far payment initiations
Falled One or more Roma bas an uasuccesstul
payment attampt
incomplats One or mare Rams hawo not been pald
NA No Invelca due for paymant. Raceipt of
funds dué from Mandacturar of Spoasor,
Ponding Al fine Roms hava bean nitiated
succsastully
Succassfud All fine Rems hava baun paid succasshully

Reporting Poriods with no invaics line items

Filtar by e, o
P Numbes Reporting Perlod
rM__8 201601 A
PL_B 201504
PL_8 201503
P8 201502
P9 201702 v
You have successfully completed an initial login and security data setup in the Portal.
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Resend Email Verification Link
If a user is unable to use the “TPA CGDP Portal — Email Validation” link prior to the link’s
expiration date and time, this instruction will provide steps to assist the user in requesting a new email
verification link electronically.
This instruction contains information for new Program participants accessing the Portal for the first
time with their temporary access credentials or for returning Program participants using their current
access credentials.

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

Contact Us | Help

C M s Test Environment

CUNTIRS POR SRTHCARE & MEDNCAID servac

PALMETTO GBA

Coverage Gap Discount Program

* The verification token has expired.

Multifactor Authentication - Email Verification Failure
Please check your email for an updated verification email.

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

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

ZTPA CGDP Portal - Email Verification D
oo €4 Reply %5 Repty All » Forward
tpa.noreply@palmetiogbacan
0 To TPASYSTEMS Veo

Please verify your emall by clicking the following link:

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

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

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

the Portal.

CENTERS FOR MECHCARE & MEDICAID SERVICES

Coverage Gap Discount Program

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

X0 Contact Us | Help
PALMETTO GBA. CM s
A CILLRIAN GROUF COMPANY

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

You have successfully completed the Resend Email Verifications process for the Portal.

Revision Date:052023
Version Number:3

20|Page




CGDP Manufacturer Portal
Introduction and Login Users Guide

Daily Login Instructions
Daily access to the Portal is a simple two (2)-step process. Authorized users will need a password and
MFA token to gain access.

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

For users that have received a message that ““Your account is no longer active. Please contact TPA
Operations.” or

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

Ntrey Cootacy Uy
PALMETTO oBA L coata U

VA Topics =  Tools =

Welcome to the Third Party Administrator (TPA)

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

Visitors to the website can access information about the CGDT Inclaiting informatton regarding imwicing and payment procedures. tn addition, users can
access valuable finks 1o CMS instructions and other alficial resources.

- CEIBIR

CGRP PORTAL EMAIL UPDATES

DISPUTES IMPORTANT UPDATE CGDP CUTOFF DATES

THE MEDICARE PART D CGDP Q3 2014 ting Period: Q4 3010
EFT INFORMATION PAYMENT DEADLINE 15 12/9/19 :“'” e Dickribotion vtk

NIOOUS peymienis be made via the Portal per Iovobce Payment Deadline: 3A0/2020
the Dérect Payment Process by 12/6/0a To make ware Disputes Submission Deadline: 47

INVOICES your payment transaction is completed on tinse, it is iasa
not recommended to wadt until the last day before the Learn More
payment deadhine to make your payment.

REFERENCES Leatts Mote >
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2. Authorized users of the Portal will enter the Corporate ID in the User ID field and their
password into the Password field in the Login form and select the Login button.

NN

it M Contact Us | Help
PALMETTO GBA.

A CLLLRIAN GROUP COMPA

CENTERS FOR MEDICARE & MEDICAID SERVICFS

Welcome

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

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

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

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

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

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

Refer to the Terms of Use.

Coverage Gap Discount Program

User ID: “ |

Password: | |

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

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

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

Error Messages

» Authentication not successful.

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

Error Messages

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

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

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

Note: The TPA Operations can also disable access to the Portal on a case-by-case basis. If this
message appears, contact TPA Operations to have your account reset. The TPA Operations
contact information is located under the Contact Us link.

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

N
NG

(4 Contact Us | Logout | Help

PALMETTO GBA. CM S

A CELLRIAN GROUP COMPANY CENTERS FOR METHCARS & MERICAID SERVICES

Coverage Gap Discount Program

User Validation

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

Authentication Token: ]

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

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

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

TPA CGDP Portal - Portal Authentication>
6 tnanaseniv®palinettodbacor ™ Reply oy Reply All —» Forward

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

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

IYouv multifactor authentication token is: 52569074 I

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

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

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

Token field.

5. Enter the supplied authentication token into the Authentication Token field prior to the

expiration date listed in the email and select the Validate button.

& TILLRIAN GROUP COMPANY

that has been sent to your email.

‘: .\\\:\:
PALMETTO GBA. (M s
CENTERS FOR MEDICARE & MEDICAID SERVICES

Coverage Gap Discount Program

User Validation

Due to system security requirements you will need to enter the authentication token

Authentication Token: |nunu

Latest Authentication Token Expiration: January 5, 2018 3:04:18 PM EST.

Validate

\ Resend Authentication Token \

Contact Us | Logout | Help

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

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

time is provided in the Latest Authentication Token Expiration field.

6. If auser receives the following message, first verify that the authentication token is not

expired then verify that the token code was entered correctly.

Error Messages

+* The authentication token is invalid.

If this message continues to display after reviewing the date/time and entry of the token provided, the
user should select the Resend Authentication Token button after the expiration date and time
displayed on the User Validation screen has passed, in order to receive a new token via email.
Note: If this error message will not stop appearing after requesting new authentication tokens,
contact TPA Operations. The TPA Operations contact information is located under the Contact Us

link.

Revision Date:052023
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7. Once a user successfully enters their password and the required authentication token, a system
message will display detailing the number of unsuccessful login attempts since the last correct
login.

This system message displays a successful access attempt:

apps.tpadministrator.com says

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

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

apps.tpadministrator.com says

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

Sontact Us | My Profiie | Logoot | Help | RBepeeting
PALMETTO GBA CMS e Eveabornans
Repons Disputes

Manufacturer Portal Coverage Gap Discount Program Home -

Repotting .
Corporate ID  Invoice Type P Nember Pencd Staties 10wt R Welcoma 1o Coverage Gap Discount Portal whare
Yyou can initlata 3 payment, chack tha status of

XP1_8 ALL v AL v ALL v (ALl s paymants and recaipt of payments as weil s viuw
YOUur raperts
Beporting
Inyoics Type B Numbar Pariod Status Select For payiment funiticas, start by swlecting 2 bne
I e 3 S MRisad
BY Closeout LB 2017 NA W froon thia HSE B0 e St of 1his mmisagw
Quasterly PL_s8 201701 Avallabie —
Quarterly PL_B 201604 Failed
Quanterty PL_B 201603 Fadlen Avallable [nvoice is ready far payment initiations
Quartorly PL_B J01602 Avallable Falled One or more Rema bas an unsuccesstal
EY Closeout PL_B 2016 N/A payment attampt

incomplate One or mMore Rams hawe not been pald
A NO Invelca due for paymant. Receipt of
funds due from Mandacturar or Spoakor.
Ponding Al fine Roms hava bean initiated
sccsasfully
Succassfd All fine Mems hava boun paid succassiolly

Reporting Periods with no invaics line items

Tibad & P Number Keporting Pariod
Filter by A .
ALL v AlL v
P Numbes Reporting Pertod
M8 201601
~
PL_B 201504
PL_8 201503
PL_8 201502
L9 201702 N

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

‘ M S Contact Us | My 2rofile 1 Help | Reposting

Logged on

PALMETTO GBA.

& CELEREAN GROUE CONPEN

CENTIRS FOR WERMCAIE & VIO SITVCES

Home Payment ks = Sepors Disputes

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

Error Messages

* An active session already exists for the credentials provided.

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

You have successfully completed the daily login and logout process.
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Account Maintenance Instructions
Account maintenance provides Portal users with the ability to update information via the My Profile
link in the upper right hand corner of the Portal after completing login.

A/

‘ M S Contact Us ||[My Profilefl| Logout | Help | Reporting

Logged on

PALMETTO GBA.

~c A =Tl e y CENTIRS FOR M HCARE & MEDICAID SERVICFS
4 CELERIAN GROUP COMPANY ENTFRS FOR MEDICARE & MEDICAID SERVICE

Home A \pleted Receipt Reports Disputes

Users can update the information listed below:
Change Password

Update PIN

My Organization

Request Payee Account Modification
Request Payer Account Modification

The ability to update these items is dependent on being able to access the Portal. If a user is unable to
access the Portal to update any of these categories, the Contact Us link on the TPAdministrator.com
website is available for users to contact TPA Operations for assistance.
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Change Password — Pre-Password Expiration Instruction

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

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

PALMETTO GBA @s

Coverage Gap Discount Program

&'142021 2102 M Logoed on as
Account Maintenance

Chanae Passwolt
[Ehange Pastword]

Undate PIN
Organization Information
My Qraanization

EFT Information for Parent Organization

Ragusst Favaa Account Modification] [Reousst Payer Account Modification
Company 1D Payea Routing # Payee Account # Payar Routing # Payer Account #
31 RALMETTO OB4. LT | QIRCLAIMER | BRIVACY PQUSY | GREARQRR SRA202

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

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

N

PALMETTO GBA,

A CELERIAN GROUP COMPANY

CMS

CENTERS FOR MEDICARE & MEDICAID SERVICES

Coverage Gap Discount Program

Logged on as
Test Environment

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

« Must contain a minimum of one (1) character(s) from EACH ofthe
following categories:
« Uppercase Letters (A-Z);
» L owercase Letters (a-z);
« Numbers (0-9);
¢ Special Characters must include one of the following:
(1@ #89 & 2 or+),
» Must contain at least six (6) changed characters from the previous
password;
¢ Must be different from previous 12 passwords;
« Must be changed every 30 days;
« Cannot contain spaces.

Current Password: |

New Password: H

Retype New Password:

l Save H Cancel |

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

Note: Both the Payment Initiator role and the Administrator role have access to this
functionality.
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3. New passwords must conform to the specific formats provided in the Rules for Passwords
section.
Rules for Passwords:
= Is at least eight (8) characters long;
« NMust start with a letter;
= Must contain a minimum of one (1) character from EACH of the following
categories:
» ppercase Letters (A-Z);
* | owercase Letters (a-z);
« Numbers (0-9);
« Special Characters must include one of the following:
(L@ # %, & 2, or +);
« Must contain at least six (6) changed characters from the previous

password;
« Nust be different from previous 12 passwords;

= Must be changed every 30 days;
= Cannot contain spaces.

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

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

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

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

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

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

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

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

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

Error Messages

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

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

Error Messages

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

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

You have now successfully completed changing your password in the Portal.

30|Page
Revision Date:052023
Version Number:3



CGDP Manufacturer Portal
Introduction and Login Users Guide

Change Password — Password Expired or User Locked Out Instructions

This instruction guides authorized users who are unable to successfully log into the CGDP Portal and

need assistance with resetting their password. A user will need to contact TPA Operations to request a

password reset and receive a temporary password via email.

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

CMS S

CENTIRS POR AETHCARE & MEDICAID SETVDCTS

PALMETTO GBA,

i N GROUF CONPAN

Welcome

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

This system is provided for Government~authorized use only.

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

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

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

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

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

Refer to the Terms of Use.

Coverage Gap Discount Program

User ID: | |

Password: [ ]

[ Login

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

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

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

File Message Help Acrobat Q  Tell me what you want to do
1] O = A i © % -5 | ] Markunread BE- [ " £ Find | Q zoom

~ o
Eq|E 2L [y X £y B = x =

CGDP Password Reset

. - L < el & enly A > a “en
tpaoperations@tpadministrator.com ) Reply ) Reply All Foryard
fo [Fri 7/9/2021 11126 AM

Your temporary password is Ehib 4
The temporary password will expire after 24 hours,

Note: The temporary password received via email will expire 24 hours after the time the email is
provided. Once the temporary password has been updated to a new password, the system
requirement for password update is every 30-day interval. However, the Portal will not send
notifications or reminders to update a password.
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3. The Password Modification form allows an authorized user to enter their temporary
password, then enter their new password in both the designated New Password and Retype
New Password fields.

Contact Us | Logout | Help
C M s Logged on as
CINTERS FOX MEDICART & MEIICAID SERVICTS

PALMETTO GBA

Coverage Gap Discount Program

Rules for Passwords:

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

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

» Lowercase Letters (3-z)
» Numbers (0-9)
o Special Characters (@, %, !, ?, +, &or §)

Must contain at least six (6) changed characters from the previous password

« Must be different from the previous 12 passwords
» Must be changed every 30 days

= Cannot contain spaces

Current Password:

New Password: | l
Retype New Password: | |

| Save |

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

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

section.
Rules for Passwords:

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

s Must contain @ minimum of one (1) character from EACH of the following categories:
» Uppercases Letters (4-Z)

s Lowercase Letters (a-z)

s MNumbers (0-9)

s Special Characters (@, &, !, 7, +, & or &)
s Must contain at least six (6) changed characters from the previous password
s+ Must be different from the previous 12 passwords
» Must be changed svery 30 days

» Cannot contain spaces

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

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

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

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

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

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

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

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

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

Error Messages

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

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

Error Messages

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

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

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

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

Coverage Gap Discount Program

WINZL 202 PM  Logged on m

Account Maintenance
Change Pagsword
Lindate DIy

Qrganization 1nformation

My Qrganization

EFT Information for Parent Organization

[Bmgyast Fayms Account Modification] [Reguest Bayar Account Modification

Company 1D Poayes Routing # Payee Account # Payer Routing » Payer Account »

AESSLAIMES | INUIVACY SCLILY ' QET ADORE Spapes

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

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

/,»\ e \
NNV
D

CMS

CENTERS FOR MEDICARE & MEDICAHD SERVICES

PALMETTO GBA.

A CELERIAN GROUP COMPANY

Coverage Gap Discount Program
Logged on as

PIN Modification
old PIN: |

Hﬁ&yp—e T\JEW’—J‘
PIN:

Save Cancel

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

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

You have successfully updated your payment initiation PIN in the Portal.
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View My Organization Instruction

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

PALMETTO GBA @S

Coverage Gap Discount Program

6'1a/2021 2:02PM Logged oo 5
Account Maintenanco
Shance Passworg
Updats PIN
Organization Information

Sy Qrasnization

EFT Information for Parent Organization

[Beouast Paveg dccount Modification) [Resusst Payver Account Modification!
Company 1D Payee Routing & Payee Account & Payer Routing # Payer Account #

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

PALMETTO GBA @S
Coverage Gap Discount Program
Logged on as
Return to My Profile
LA Parent Organization Information for
Typea:
Name:
O Associated Users
Name (1 / Type Payment Initiator )
Title
Phone: (#i ) #un - wins ExC s
Email:
Name ( fLvpe )
Tille
Phone: (W) M - i Ext: miw
Emall:
@ Associated Companies
i Name Status Begin Quarter
Qrganization Name Activa 20YY 0N
Organization Name Active 20YY0#
Qrganization Name Actlve 20YY0#
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3. The regions displayed on the My Organization screen are provided with detail for each
below.

[Parent Organization Information for |

Type:
Name:

A. Parent Organization: Displays the type and name of the parent organization.

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

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

users.
Associated Users

Name (1 / Tvpe Payment Initiator )
Title
Phone: (#%# ) ###% - ###% Ext:#%
Email:
Name ( / Type )
Titie
Phone: (## ) ###% - ###% Ext:##
Email:

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

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

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

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

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

|Associated Companies |
1D Name Status Begin Quarter
Qrganization Name Active 20YYo#
Organization Name Activa 20YYOM
Organization Name Active 20YY 0

e ID: Displays the P Number of companies with the parent organization.
e Name: Displays the name of the associated organization.
e Status: Displays the status of the companies associated with the Parent Organization.

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

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

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

You have successfully reviewed your organization information in the Portal.
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Request Payee Account Modification — Manufacturer Instruction

1. Torequest an update to the Payee Account, select the Request Payee Account Modification

link.

PALMETTO GBA

Coverage Gap Discount Program

/1472021 2:02 PM logosdonas
Account Maintenance

e Passwaord

Ugdate PIN
Organization Information

My Qrganization

EFT Information for Parent Organization

[Reguest Payee Account Modification [Request Payer Account Modification]

Payee Routing # Payee Account #

Company ID

Payer Routing #

Payer Account #

Revision Date:052023
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2. The Payee Account Modification form becomes available for an authorized user to complete
the fields provided on the form. This form is utilized to update the depository account in
which funds payable and initiated by a CGDP entity are deposited.

Contact Us | Help | Legout

c M s 6/14/2021 3;53 PM Logged on as

CENAERE SO AP ANE & ST AN AERVIEC TS

PALMETTO GBA

Coverage Gap Discount Program

Az Third Party Administrator (TFA) Support Canter for the Coverage Gag Discount Program (CGDP) under contract with the Centers for Madicare &
Madicaid Services (CMS), Palmatto GBA, LLEC. will faciiitate elactronic funds translers (n the form of an ACH transaction betwesn the drug
manufacturars and sponsors. By completion and submizsion of this form, you are authorizing Palmetto GBA, LLC. to!
1. Provide (nstructions to the bank to initiate credit entries to the bank account lizted below, and iIf necessary to electronically debit the
account to correct arronacus transactions
2. Provide the bank account ligted balow, directly 1o authorized CGOP program payers in situations whare only an indirect payrment (s possible,

This authorization will remain in full force and effect untl Palmetto GBA, LLT, recelves written notification that you wish to revoke the
authorization, Notification must be given in such time and such manner as to afford Palmetto GBA, LLC. ¥ reasonable apportunity to sct on it

Organization Information
Name of Organization: [
Address: [ \
City, State Zip: [ \

P Numbars:
Semicolon defimited, Required for | [
multiple numbers.

TIN/EIN Name:

Business Name for tax purposes | [
(s registered with the [RS). A

W-9 may be reguirad,

Employer/Tax
{dentification Number: (EIN| \
or TIN)

9 Mailing Address for 1099 Tax Form
Address Line =1 | [
Address Lina #2; [ |
City, State Zip: | \
0 Financlal Institution
Nama of Bank: [ |
Name of Bank 2: [ \
Address: [ [
Clty, State Zip: [ |
ACH/EFT Coordinator | |

Name:

ACH/EFT Coordinator |
Phone:

Routing Transit (ABA)
Number: [

(Nine Digits)

Depositor Account |
Numbar:

EFT Type: ACH
Bank Account Type: | v

Q Form Completed By
Your Name: | '
Your Email [ |
Your Phone Numbar: [

@ Authorized Signer Information
Namea: [ |
Emall: [ |

Phone Number: | \

@ | Initiate Request |

39|Page
Revision Date:052023
Version Number:3



CGDP Manufacturer Portal

Introduction and Login Users Guide

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

0 Organization Information

Name of Organization: |

Address: |

City, State Zip: |

P Numbers:

Semicolon delimited, Required for |

multiole numbers.

TIN/EIN Name:

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

W-9 may be required.
Employer/Tax

Identification Number: (Emi

or TIN)

4. Enter organizational information for the 1099 mailing information.

@ Mailing Address for 1099 Tax Form

Address Line #1: |

Address Line £2: |

City, State Zip: |

5. Enter financial institution information of the bank where the bank
__Payee account.

account to be used as the

@ Financial Institution

Name of Bank:

Name of Bank 2:

City, State Zip:

ACH/EFT Coordinator

V
I
Address: '
!
Name: '

ACH/EFT Coordinator ’
Phone:

Routing Transit (ABA)
Number: '
(Nire Digits)

Depositor Account ’
Number:

EFT Type: ACH
Bank Account Type: l v

Revision Date:052023
Version Number:3
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6. Enter information for the associate completing the Payee Bank Account Modification form

and information for the organization’s associate that is authorized to sign for bank account
changes.

O Form Completed By
Your Name: } 1

Your Email: | \

Your Phone Number: |

@ Authorized Signer Information
Name: | |

Email: ] \

Phone Number: ] ]

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

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

You have now learned how to submit a payee account modification request in the Portal.

Revision Date:052023
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Request Payer Account Modification — Manufacturer Instruction

1. To request an update to the Payer Account, select the Request Payer Account Modification
link.

PALMETTO GBA (Ms

Coverage Gap Discount Program

6714/2021 2102 PM logpedanas
Account Maintenance
Lhange Passancd

Update PIN
Organization Information

My Qrganization

EFT Information for Parent Organization

[Reguest Payee Sccognt Modification] FRaguess Payar Account Moddication]|
Company 1D Payee Routing # Fayee Account & Payer Routing & Payer Account &

DISCLATMER { PRIVACY BORICY | GET ADDBE SES0ER
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2. The Payer Account Modification form becomes available for an authorized user to
complete the fields provided on the form. This form is utilized to update the bank account in
which funds payable and initiated by a CGDP entity are drafted from as an electronic funds
transfer (EFT).

Contact Us | Help | Logout

‘ M s 6/14/2021 2:02 PM Loggedonas

CINTERS TOR AEDRCARE & MEDICAID SEXVICTS

PALMETTO GBA

Coverage Gap Discount Program

ELECTRONIC FUNDS TRANSFER (EFT) AUTHORIZATION FORM
o (ORGANIZATION NAME (Applicant): |
ADDRESS:
CITY, STATE ZIP:

P NUMBERS: | |
Semicolon delimited. Required for multiple numbers. !
ITIN/EIN NAME: (Business name registered with the | |
IRS; a W-9 may be required):

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

CITY, STATE ZIP: |

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

NINE DIGIT ROUTING TRANSIT {ABA) NUMBER: |

ACCOUNT NUMBER: |

EFT TYPE: ACH
BANK ACCOUNT TYPE: ( v|

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

AUTHORIZED SIGNER INFORMATION

] |

Authorized Signer Name: Authorized Signer Email:

l

Luthorized Signer Phone Number:

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

0 ORGANIZATION NAME (Applicant):

CITY, STATE ZIP:

P NUMBERS:

Semicoion delimited. Required for multiple numbers.
TIN/EIN NAME: (Business name registered with the ‘ |
IRS; a W-9 may be required):

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

CITY, STATE ZIP: \ |

|
ADDRESS: \
|
[

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

@) ANk NAME: | |

ADDRESS:
CITY, STATE ZIP: |

EFT COORDINATOR NAME: | |
EFT COORDINATOR PHONE: | |

NINE DIGIT ROUTING TRANSIT {ABA) NUMBER: |

ACCOUNT NUMBER: |

EFT TYPE: ACH
BANK ACCOUNT TYPE: | v|

5. Enter information regarding who has signatory authority for the organization.
Note: This information will be utilized by TPA’s Adobe eSign functionality to send and collect
electronic signatures for updated financial data to allow secure, electronic processing of requests.

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

AUTHORIZED SIGNER INFORMATION

l |

Authorized Signer Name; Authorized Signer Email:

Authorized Signer Phone Number:
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6. Once the information has been entered, select the Initiate Request button.

‘ Initiate Request |

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

You have now learned how to submit a payer account modification request in the Portal.
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There are recurring icons and links throughout the Portal that appear throughout the system. These

icons and links provide quick access to the following functions:

ICON Definition

Calendar Icon provides an expanded calendar that allows users to select future

’1'._»;| months and dates.

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

Excel file.

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

Link Definition

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

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

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

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

Reporting Link provides access for creation of reports containing specific data

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

Revision Date:052023

Version Number:3
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The Payments tab screen shot below depicts the relative locations of the Icons and Links in the
Portal.

[{Cantast ula | My Profile | Logeut | Haip | Baporting |
PALMETTO GBA, CMS Logged on o5 XPL_ B
; 5 b Ry vorses o5 seTme 1% 0 cowe e SOV
More Paymens Completed Receipts Regorts Dsgutes
Manufacturer Portal CGDP Payments El
Lovsice Neparting Pudod: 201503 Payiments due. 12/09/2015
I Contract Numbee: (5L v Corporate 107 X018 P Humber: (P1_% v mm 159 oun of 6% | Bdyiant Lnlormatsy |
= z = Total Invaicnd $137,958,08
| nitiate A3 Totad Failed $58.33]
: oo \ Total Deferrod $82.67
Contract  Iavaiced R Paymant/Failed  Initiate Total Pending §595,500.02
3 Deferred Defor Failed EFT 1D T B
Number  Amount ' | o L Date Payment Tots! Succunndul $24,744.33
BINIZOIE | Total Avakabie $17,607.44
Hi.2 §212.47 $o.00 PU1R0IS cursest a2 Al S e ——
Hi_§ 230,53 s1.75 {1320 53
H3_0 $802.25 so.0p DM12AIS CGIMAL_I0. 0
BInIE0Ie Payment [nitiation Upload
MY #3796 $0,00 [INEVIE Co1%esl_seil_2 Beowia 3 i
Hi_7 S0.86 s0.00 OV CEA5A31_4e0_
Hi_2 $633,92 $0.00 1 CGIm_ B3
Ml $30.91 $0.00 9713 COISL—_t1_A Frror Duscription
J HI 1 £562.63 516720 PV Ch15eat_AMI_L ROT LnsufMicient Funds
T | Ll
M2 $52.24 s0.00 (01132010 coima_pa_ s V)
RS = Arcoont
Update All [ " miw
» . ORG Sroc Favereet Avalibhe LNt Asr il peg ” ROS Unauthonasd £ arate Debit
(ding Tronsas oo Faem EL WU Agpvoeinately 2000 PN £ L% .
e Jhddsaneriinionind Bl ek RO Returned par ODFT's Reqeast
Contract Mumber Autharizotion Amt  Date Submitted Payment Date Stop Payment RDT Aushorizabon Revoked try Cwstormer
R OB Diyment Stopped
O3 6,07 11/0272015 RO0 Uncatlectés Funde
02..0 saBSLAY 12/02/203% 0 R10 Customer Advises Hot Authorized
El_A $74,682.33 / 12/02/2035 [ K11 Cowck Truncation Entry Return
Ea_4 $11,01745 12/032015 12/02/2015% &
R1Z Bfancn Sold to Another DFL
EL_0 $7,375.00 12/02/2013 12/99/201% |
‘ R332 RUFT Not Qualified for ACH
R34 Paywe Daceasna

Note: Not all Icons may be visible on all pages in the Portal. For example, the “Next Page” and
“Prior Page” icons may not be available if the Manufacturer has less than 99 invoices available for
selection in a specific region.
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Contact Us link:

N\
' M s Contact Us||| My Profile | Logout | Help | Reporting

Logged on

PALMETTO GBA.

A CELERIAN GROUP COMPANY CENTERS FOR METHCARF & MEDICAID SERVICES

Home Payments Reporis Disputes

Contact Us link content;

The Contact Us link provides information to email assistance requests or to call to speak with a TPA
CSR.

=] https/‘/apps.tpa&vninﬁﬁ!of.cﬁuﬁtpacgdp_vaﬁdaﬁonJContactUs

P

PALMETTO GBA.: CMS

A CELERIAN GROUP COMPANY CENTIRS FOR MEDICARF & MEDICALD SERVICES

Coverage Gap Discount Program

Contact Us

For any gquestions 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
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Help link:

N
PALMETTO GBA.

A CELERIAN GROUP COMPANY

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

Logged on
CENTERS FOR METHOARF & MEDICALD SERVICES

J

Home Payments Compleied Ret:

1)
7

is Reports Disputes

Help link content:

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

pmoan b =T Feiaatan __

VA Topics » Tdols »

Welcome to the Third Party Administrator (TPA)

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

Visitors to the website can access information about the CGOT Including information regarding invoicing and payment procedures. In addition, users can
access valuable finks 1o CMS instructions and other afficiat resources.

‘g N CEIBID

—“ b

CGPBP PORTAL

EMAIL UPDATES

DISPUTES IMPORTANT UPDATE CGDP CUTOFF DATES

THE MEDICARE PARY D CGDP Q3 2019 Heporting Period: Q4 2000
EET INFORMATION PAYMENT DEADLINE 15 12/9/19 twolcr Distribution: 1134/2020

All CGDP payments must be made via the Portal per Ivotce Payment Deadline 31002020
the Dérect Payment Process by 129/ To make sare Disputes Submission Deadline: 4/1/2020

INVOICES your payment transaction is completed on tinve, it is
not recommenided to walt until the Last day before the Learn More
payment deadhine to make your payment.

REFERENCES Leatts Mote >
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Logout link:

N

PALMETTO GBA.

A CELERIAN GROUP COMPANY

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

CENTERS FOR MEDICARE & MEDICAID SERVICES

Home Payn

Reporis Disputes

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

Daily Login Instructions section.

: Contact Us | Help
PALMETTO GBA. CMS

A CLLLMIAN GERSUIN GUMBANY CONTERS FOR MUIEANE A MEIIEARD MIVIC TS

Welcome

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

* This system is provided for Government-authorized use only,
* Unauthorizad or impropar use of this system w prohibited and may result in disciplinary action and/or civil and enminal panalties.

* Personal use of social media and networking sites on this system is limited as to not interfere with official work duties and 15
subject to monitoring,

* By uzing thiz system, you understand and consent to the following:

+ The Government may monitor, record, and sudit your system usage, including usage of personsl devices and email systems
for official duties or to conduct HHS business. Tharefore, you have no reasonable expectation of privacy regarding any
communication or data transiting or stored on this system, At any time, and for any lawlul Government purpose, the
govarnment may monitor, intercept, and search and seize any communication or data transiting or stored on this system.

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

Refer to the Terms of Uss,

Coverage Gap Discount Program

user 1D: || |
Password: | |
1 Login |
The CGDP Portal will be ilable for scheduled maintenance Sundays from 5-10pm ET,

Please arrange to submit transactions before or after this scheduled maintenance period.

@ 2017 PALMETTO GBA, LLC | RISCLAIMER | SRIVAQY POLICY | GET ARQBE READER
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My Profile link:
Contact Us |[My Profilalll Logout | Help | Reporting
PALMETTO GBA, CMS Logged on
Home Reports Disputes

My Profile link content:

The My Profile link provides an authorized user with the ability to review and update their Portal

authorized access information, such
information.

as changing passwords, payment initiation PIN, or banking

PALMETTO GBA

[Request Payee Acco

Coverage Gap Discount Program

6/14/2021 2:02 PM

EFT Information for Parent Organization

CMS

CINTERS FON MEDICARE & AEDICAID SERVICTS

Logged on as
Account Maintenance
Change Password
Update PIN
Organization Information
My Organization

unt Modification] [Request Payer Account Modification]

Company ID Payee Routing #
o Osexa:xxxxg
—4 Qexsxnxxq
il =

x=xx=x=Q

2021 PALM

)

770 GBA, LLC | DISCLAIMER | PRIVACY POLICY | GET ADOBE READER

Payee Account # Payer Routing # Payer Account #

*EkEXFAL Q*****x0q by
ExRTEXXLL Q**=x=xxgg Eib o o o o &
EkkREELL Q*****=g0qg *HEEFREY

The EFT Information for Parent Organization region provides a listing of the P numbers associated
with the Manufacturer parent organization. Current information pertaining to the bank accounts linked

with each Company Identification (I

D) for Payee Account (depository bank account for Portal paid

Invoice receipts) and the Payer Account (draft bank account for Portal initiated Invoice payments) are

provided in table format.

The Account Maintenance form also
information requires update.

Revision Date:052023
Version Number:3

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

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

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

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

QP

Contact Us | My Profile | Logout | Help |[Reporting
PALMETTO GBA. M S Logged on

A CELERIAN GROUP COMPANY CENTERS FOR MEDICARE & MEDICAID SERVICES

Home Payments Receipts Reports Disputes

Reporting link content:

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

Contact Us | My Profile | Help | Logaut | Reporting
PALMETTO GBA. CMS g &

B R

Coverage Gap Discount Program

Invoice Line Item Reporting

[l corporate 1D _| P number ] Contract Number L] status
[] reporting Period _| 1nvoice/Receipt Amount | payment Status Date || Payment Initiation Date | EFT

Repart Source [ v|

Select # Number l v
Select Contract ID [ vl
Select By Status C v
Reparting Pariod [ v|
Run Quary for Detailed Report

Summary Report for P

| v
Number: } 3
Repoarting Period { v|
Manufacturar Status | v

Run Manufacturer Summary Query

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

Kautact Us | My Prufile | LleQaut | Halg | Repaning
Viame [ Reorat Taten

Manufacturer Portal cCoverage Gap Discount Program Home -

Ropartng . 3
et ot 3 Walume to - Gap Dinces =
Corparate 1D Invoku Type P Humbaer Periad Fratus Wekuoma it Caverage Gap Diacount Portal mherw
you Can Inltiate o payment, chieck the status of
Paymunts sod recelpt of paymants an wet s view
YOur (&pany

4 ALl ~| AL ~ ~ ALl ~

Y| tovelce tyes  Corperms 1o P Numbsr "f,"c';':i‘l;"' States Select Far PIYMENE TnCEIONS, Start by selacting & ke

Itam from the Bat to the Inft uf 1N musseg

P19 L9 2014 Available

XPl.9 (e 201502 Avallabln
P19 (31 9 201502 Avallable

successfully

Succesotul All line itesns havae Deen pald succezafuly

Roporting Pariods with ne nvolon ine itams
A P Humbar B Reporting Perlod
Fimor by A
~ ALl v

» Minbaer Kepotting Period

L5 B 201801
L 201504

The Home tab contains six (6) regions.

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

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

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

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

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

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

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

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

e Home
e Reports
e Disputes

-1
| Home | Reports Disputes

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

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

Filter Region — Home

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

2 Reporting E
1-3outof3
A corporate ID B Invoice Type C P Number D  Period E status e
XP1_9 ALL vl JALL v AL v| [ALL v|

A. Corporate ID column defaults to the Corporate ID utilized to access the system.

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

o BY Closeout
e Quarterly

C. P Number field allows a user to select a P number from the drop down list that is
associated with the Corporate ID.

Note: Manufacturers may have multiple P numbers associated with the Corporate ID. To view all
P numbers for the Corporate ID, users can select ‘ALL’ from the drop down list.

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

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

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

F. ltem Count column displays the number of invoice line items displayed on the current

page of the total number of invoices included for the reporting period.
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Welcome Message Region

The Welcome Message region on the Home tab provides a quick overview of some of the tasks that
are available in the system as well as providing instruction for beginning the payment functionality

process.

3
Welcome to Coverage Gap Discount Portal where
you can initiate a payment, check the status of
payments and receipt of payments as well as view

your reports.

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

Filter Results Region — Home

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

The Filter Results region contains six (6) columns that assist a user in reviewing distributed invoices

for processing payment initiations.

Reporting
4 A Invoice Type B Corporate ID C P Number D Period E status
BY Closeout XP1__9 P1_9 2016 Available
Quarterly XP1_9 P1_9 201503 Available
Quarterly XP1__9 P1_9 201502 Available

F select

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

Closeout.

B. Corporate ID column defaults to the Corporate ID utilized to access the system.
C. P Number column displays a specific P number, or all P numbers associated with the
Corporate ID, based on the distributed invoice line selected in the Filter region on

the Home tab.

D. Reporting Period column displays BY Closeout invoices by calendar year, in YYYY
format and quarterly invoices distributed by calendar year and quarter, in YYYYQQ
format. Display can contain specific reporting periods or all distributed reporting

periods, based on the selection criteria used in the Filter region.

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

the Filter region.

F. Select column displays a radio button to allow a user to select an individual

distributed invoice for a specific reporting period to access the invoiced line items.

This action also activates all tabs in the Tabbed region.

Revision Date:052023
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The example below displays the populated Select radio button for a specific reporting period.

Reporting
4 A Invoice Type B Corporate ID C P Number D Petiod E status F Select
BY Closeout XP1_9 P1_9 2016 Available
Quarterly XP1_9 P1_9 201503 Available )
Quarterly XP1_9 P1_9 201502 Available 2

Status Definitions Region

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

S | Available Invoice is ready for payment initiations

Failed One or more items has an unsuccessful
payment attempt

Incomplete One or more items have not been paid

N/A No invoice due for payment. Receipt of
funds due from Manufacturer or Sponsor.
Pending All line items have been initiated
successfully
Successful All line items have been paid successfully

No Invoice Activity Region

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

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

6 Reporting Periods with no invoice line items
iter by A P Number B Reporting Period
riterby:
P Number Reporting Period
P1_9 201601
F1_9 201504

A. P Number field displays a specific P number, or all P numbers associated with the
Corporate I1D. Users can sort via the drop down menu in the field to view a specific P
Number. Field defaults to ‘ALL’.

B. Reporting Period field displays reporting periods with no distributed invoices for P
Numbers associated with the Corporate I1D. Users can sort via the drop down menu in
the field to view a specific Reporting Period in the listing. Field defaults to ‘ALL’.
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If reporting periods are not available to display in the Filter Results Region, the No Invoice
Activity region will display information like the example displayed below:

Reporting Periods with no invoice line items

, ) P Number Reporting Period
Filter by:
P Number Reporting Period

There is an invoice report for the selected P Number
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CGDP Portal — Payments

CGDP Portal Payment Initiator Role and Administrator Role
As introduced in the Login and Initial Security Data Setup Instructions sections, the Portal contains

two (2) roles for Manufacturers to gain access: The Payment Initiator role and the Administrator
role.

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

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

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

The upcoming pages will highlight the differences available between the Payment Initiator role and
the Administrator role in the Payments tab.

59|Page
Revision Date:052023
Version Number:3



I
CGDP Portal Payment Initiator Role — Payments Tab View

CGDP Manufacturer Portal
ntroduction and Login Users Guide

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

will view.

PALMETTO GBA @s

Home Payrents compeesa Receipis Rty Dspules

Manufacturer Portal CGDP Payments

Invoice Reporting Period: 201302 Fayments due: 10/09/ 2013

Sontatt Us | My Profiis | Logest | Help | Regoning

Logged on mXPL_8

Eaymant Information

Comtract Numbee: (ALL v Corporate 10 XP1__6 P Nymber: |P1_1 v U L+ 0% out of 228
Total Invoiced £40,204.00
- . otal Fai 5.00)
1 TG RT Total Faileg $0.00
= - Total Deferred $0.00|
Pravious . "
X i i iti. Total Pend 11.046.92
Contract luvm(-d. Delerred Paymeant/Failed  Initiate Defer  failed tFr1 1D otal Pending si1
Number Amount T | Amount Date Payment Total Successfu $0.00|
Total Avallable $29.244.08
Ha_2 $163.3% $0.00 COIMINLT A
W34 327,87 so.00 |2 CaNE02L_tH3_4 2
Payment Initiation Upload
Ha? $100,01 50,00 Coiea2t MY Browns
s
HI_1 $56,87 0,00 |04 COIMNL I}
H3_0 $101,00 s0.00 U4 COS5IM N3 8
M2 $5.02 s0.00 |0 Cureaxt s 3 ;
Error Description
HZ_D §202.20 £0,00 CGi2031 303 ROL Insufficient Funds
Hi_9 $95.64 40.00 0203018 oG5O _Na.5 ~ 0
J Bipdate A 4)
e < [ —
Pending Transocthons Sog Paemsit Sasasdle o &2 e u 1 =00 put of 203

Contract Number  Authorization Amt

Date Submitted Payment Date Stop Pavment
5§ fovok in supar [

EO_4 $231.87 02/03/2016 02/08/2016 2

E3_4 $95.64 02/03/2016 02/04/2016

4.4 £3,000 .46 02/04/2018 ized
El—$% $955.72 07/08724016

E7._% SL184.34 02/03/2016 02/03/2016

HO__4 2,000,890 0z/03/2016 02/03/2010

o AN ) 02/00/20%6 03/04/2016

HO_8 $508.53 02/03/2016

H0_1 $31,88 02/03/2014 02/04/2016

HI_$ $215.24 02/03/2010 02/04/2018 <

23 Crmdit Entry Ralused by Receivar

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

1.

Revisi

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

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

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

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

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

Stop Payment(s) button provides a Payment Initiator role user with one (1)-click
functionality to process the selected invoices for stop payment.
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Also assigned to a Payment Initiator role is the PIN Validation form, which requires the entry of a
four (4)-digit numeric PIN once selection of the Submit, Upload or Stop Payment(s) buttons takes
place for ANY payment initiation processing.

The Payment Initiator role associates can set the four (4)-digit numeric PIN using the Initial Security

Data Setup instruction and uEdate the PIN usinﬁ the Update PIN Instruction.

Coverage Gap Discount Program

PIN Validation

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

1.

SRR A

Processing Invoice Payments

Processing Future Dated Invoice Payments

Initiate All Payment Processing Functionality

Processing Stop Payments

Processing Payment Initiation Upload Batch Functionality
Processing Deferred Invoices
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CGDP Portal Administrator Role — Payments Tab View

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

PALMETTO GBA (’ ‘Ms Contact s | My Profie | sogaut | Melp | feportng

Lugged on mX0*).6

Home Payments Completed Recepis Raports DEpules

Manufacturer Portal CGDP Payments

Invoice Repocting Perjud: 201502 Psyments doe: 10/09/2015

Contract Number: [ALL v Corporate 1D: XP1_6 F Sumber: (P1_1 v Q 1-wostaian Eayment [nformation

Total [avoiced $40,294,00
1 1 Inibace A:l] Total Fafled $0.00
— — Total Deferred $0.00
Previous a2 1 4
Contract  Invoiced P t/ Falled Total Panding £11,049.82
Deferred Defer  Falled EFT ID -
Number Amount ' | Ambait Date Payment Total Succsssful $0.00
r—r — Total Available $29,242.08
W22 $103.15 $0.00 (MRS EN] ikl COI521_1HL 2 A
— )
HI_4 $272.87 £0,00 J L Co1%e21_ M4 %
H2_7 £100.01 £0.00 ] CEIMRLIMT
HE_1 $56.87 s0.00 |0 7 00199211401
Hi_s $101.00 so.00 | ! CG1%02T 1ML 9 |
Hi 3 $5.02 so.00 0 i OGINRL1ML2 -
r .':I Error Description
Hi.0 $202.20 $0.00 I il a3 o ROL Insufficient Funds
Hi_S 585,04 so.00 |5 b CCIRI_I 5
1 | 4
Pending Transoctions Sooe Paesetl Samdié L dspronmetely 500 4 €7 \) 1 - 90 out of 39)
Contract Numbar  Authorization Amit  Date Submitted Paymant Date Stop p.mgnL
5 |iaer n » 1
gickmaepan 1l
EQ_4 S231.87 02/03/2016 02/0872016
E3_4 94,64 02/03/2016 02/04/2015
E4._% £3,000.46 02/03/2010 02/04/2018 o
Er_e 95573 D/oN2e18 02/00 20146
Bl $2,184.14 02 {2016 02/03/2016 R12 Branenh Soid to Ancenes DFE
HO__4 §2,999.89 0/ 02/03/2016 R12 HOFL Mot Qualified for ACH
HO_T 5754 02/03/2010 0Z2/04/2015 R14 Payee Deceasoed
HO_» S508.53 02/03/2010 02/0372010 R15 2soaficary Decaasad
MO $31.58 02/03/2016 02/04/2016 H1E Account Froder
~
HO__4 3215.24 02/03/2016 02/04/2016 I R17 Fie Recocd ¥
s I R20 No s
R — R23 Crads Ent

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

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

1. Initiate All check box will appear but not be functional
2. Payment Initiation Upload region

3. Update All

4. Submit button

5.

6.

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

The upcoming Payment introduction provides an overview of the functionality offered as guidance
for Payment Initiator and Administrator role associates to understand the payment process and
steps needed to complete the processing of invoice line item payments by the Invoice Paid due date of
38 calendar days from date of receipt. Step-by-step instructions for the Portal’s payment functionality
are in the CGDP Manufacturer Portal Payments Users Guide located under References on the
TPAdministrator.com website.
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The Payments tab allows a user to review and process payment information for invoice line items by
Sponsor Contract number in the Portal. The available regions in the Payments tab differ for Payment

Initiator role users versus Administrator role users.

Contact Uy | My Profile | Logout | Halp | Beporting
PALMETTO GBA, CMS |ogged an e P18
. R PP rersfbrivefvarbi
1
v Home Payments Conginted Recepts Ropons Disputes
Manufacturer Portal CGDP Payments =
3 ”
< invoice Regorting Peded: 201503 3 paymants due: 12/00/2015
= : . - 5 5 avmant Information
4 [ Contract Number: ALL V| Corporate ID: XP1_8 P Number: P1_J v Q 1-sonusN ) f £ .
Tatal Invorced $137,530.58
Initiate All Teaal Faies 51410
8 DrAVIORK Tatal Current Duferrest £0.00
v
Contract  Invoiced Payment/Failed  Initiate Total Previcusty Deberred £0.00
T Dalurend Dafor Failed EFT 1D .
Number  Amount © | Anisotmb Date Payment Total Pensing $24,744.52
. ke :.j ) | Teeal Succensdsl 595, 006.00
M2 $212.97 $0,00 2. CorEe3_S1_t A ot Aumdbie $17,087.44
W8 $80.43 s1.78 9 __] COLSell_sHa_8
— :] 71
.0 s808.2% so.on M y COLS031 _8s3_0
- Payment Initiation Upload
s $32.96 $0.00 ._] Corsa 38 Yrowsa A
r— amm—
M2 $2.00 $0.00 _] COISUS] g Y
N £
Wz $621,92 so.on __] Caltol ey 3 |
= -
HI_4 $30.91 ston = J CT1S031. 834 [ -
s 8 | Error Description
E r ~
4 R $552.63 516,79 (21 L corson_sen_t | | Ro1 Insufficient Funds
Hi_8 $52.26 sn.00 OVIN201E () RS coioaso.n ) 802 Account Closed
Update All | | 4 RO3 Unable to Locate Accoont
pd = e = ki
Pending Transactions a S Y W &7 RO4 Invala Account Humber
9050 Agpmvene dvadadie Lntd Aserowmately $:00 W E
0 7"0 " ,‘ yresee— s st K \)_,'j’,f‘.”.?' 3 RGOS Unguthorized Corporate Debh
Contract Number Authorization Amt  Date Submitted Payment Date Stop Payment 206 Raturnad par ¥ Reguest
e s RO7 Authorzation Revoked by Customar
He_3 £6.07 1272272015 L1/02/2015 [ F
f ROE Payment Stopped
€0 5289547 12/02/201% 13/02/2015 e ¢ X
. 709 Uncow o @
S §74.682.24 12/02/2013 12/02/2013 s e i
o8 R0 Customer Advises Not Authorized
B4 $11,00713 12/02/2013 12/02/2013 1O CUNDIIAC AOVISRS Mot thatiee
E7—6 §2,273,00 12/02/2015 12/06/2013 R1L Chack Trunction Enkry Retem
| MY

Detailed instructions for the Payments tab and its contents and functionality are in the CGDP
Manufacturer Portal Payments Users Guide located under References on the

TPAdministrator.com website.
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Completed Tab — Quarterly Invoices
The Completed tab allows a user to review completed payment information for each Quarterly
invoice line item by Contract Number. Manufacturers can utilize the Portal to view the status of
invoice line items that have completed the payment initiation process. The Completed tab provides
Manufacturers with the capability to view deferred, pending, or successful invoice payments.

CGDP Manufacturer Portal
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tab.

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

Detailed instructions for the Completed tab and its contents and functionality are in the CGDP
Manufacturer Portal Payments Users Guide located under References on the

TPAdministrator.com website.
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Receipts Tab — Quarterly Invoices

Manufacturers can utilize the Portal to view the status of both Quarterly and BY Closeout invoice line

items that are due for receipt from Part D Health Plan Sponsors.

The Quarterly Invoices Receipts tab allows a Manufacturer to review negative invoice line item

amounts due from Sponsors for adjusted Program-eligible PDE data for quarterly invoice processing.
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The invoice line item selected on the Home tab drives information displayed on the Receipts tab.
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Receipts Tab — Benefit Year (BY) Closeout Invoices
The BY Closeout Receipts tab allows a Manufacturer to review upheld disputes not previously
invoiced for end of benefit year processing for BY Closeout processing.
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The invoice line item selected on the Home tab drives information displayed on the Receipts tab.

Detailed instructions for the Receipts tabs and their contents and functionality are in the CGDP
Manufacturer Portal Payments Users Guide located under References on the
TPAdministrator.com website.
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The Reports tab allows a user to review distributed invoice information for quarterly and BY
Closeout invoices, payment-batch submission reports, Sponsor 1099 data, and Ad Hoc report

requests.

Quarterly and BY Closeout Invoice Reports

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

disputed invoices due from Sponsors.
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Quarterly Invoice Reports

Manufacturers can utilize the Portal to view Quarterly invoice summary reports for a specific
reporting period’s distributed invoices. Positive amounts on the report summarize the payments each
Drug Manufacturer will make to the Part D Sponsors. Negative amounts on the report summarize the
payments Drug Manufacturers will receive from Part D Sponsors as a result of adjusted or deleted
PDEs from previous quarters. Invoice reports provide the Benefit Year, Labeler Level totals, and the

Sponsor contract and Manufacturer P numbers for the invoice.
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Benefit Year (BY) Closeout Invoice Reports

Manufacturers can utilize the Portal to view BY Closeout invoice summary reports o
invoices from the closed benefit year due from Sponsors. The Manufacturer Reimbu

f upheld dispute
rsement

Summary Report allows Manufacturers to identify any amounts owed from the Sponsor for upheld

disputes by specific contracts and by benefit year.
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Data Reports

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

BY Closeout invoices.
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Quarterly Data Reports
Manufacturers can utilize the Portal to view review and download detailed data reports on distributed
Quarterly invoices. The Data Report is an itemized list of each final action gap discount PDE for
which the Drug Manufacturer is responsible in the quarter.
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Benefit Year (BY) Closeout Data Reports
Manufacturers can utilize the Portal to review and download detail data reports for distributed BY
Closeout invoice line items. The Manufacturer 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 prior invoicing of the gap discount amount has
not been previously invoiced for Sponsor payment to the Manufacturer.
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Tracking Reports
The Tracking report provides a Manufacturer with the capability to select and view the cumulative
BY Closeout reports that provide the status of all upheld disputes for the closed benefit year. The
Upheld Dispute Tracking Report for Manufacturers is a report that will provide the Manufacturer with
the status of invoiced PDEs that were disputed and subsequently upheld. The purpose of the report is
to inform Manufacturers of any adjustment or deletion activity undertaken by the Sponsor in response
to the upheld dispute.

As a reminder, Manufacturers should consider that not all adjustments to the PDE record in response
to an upheld dispute would result in a full or even partial reimbursement of the gap discount to the
Manufacturer. Part D Sponsors can make changes to both financial and/or non-financial elements on
the PDE record to resolve the issue that led to the successfully disputed PDE, for example through an
adjustment to a field such as Fill Number, Days’ Supply or Quantity Dispensed on the PDE record.
This type of resolution may or may not result in the Manufacturer receiving the gap discount amount

back.
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Batch Reports
The Batch report provides a Manufacturer with the ability to review manually created payment batch
reports information submitted via the Portal.
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Manufacturers can utilize the Batch functionality to review the outcome of the payment processing
batch text files for multiple invoice line items and provide a user with reports containing uploaded
batch file results when using the Payment Initiation Upload process. A user can view batch file
status for successful processing, partially or totally rejected batch file uploads and review errors
associated with rejected records.

Sponsor 1099 Information Report
The Sponsor 1099 Information report provides a Manufacturer with the ability to review Sponsor

1099 related non-bank account information for entities receiving payments from Manufacturers, to
assist with 1099 reporting for payments made to Sponsors.
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This 1099 information report will give a user relevant, easily identifiable, non-bank account
information for Sponsors such as business name, tax identification number/employer identification
number (TIN/EIN) and mailing address.

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

The Ad Hoc functionality allows a user to view data requested from the TPA using contact
information listed on the Contact Us link. Fulfilled report requests are available via the population of
the Ad Hoc radio button. Reports that can be displayed under the Ad Hoc radio button can consist of:
o Archived reports: Reports are typically removed from the Portal two (2) years after initial
load. Reports that are archived off the Portal consist of:
¢ Invoice
e Data
e Tracking
e Dispute Resolution
e Special request data: Reports or notifications that do not conform to the existing report
formats available on the Reports tab.
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Requested reports, accessible via the Ad Hoc radio button, will be available for download for one (1)

of the following periods:

e 14 calendar days from request date
e Seven (7) calendar days after download

Reports are removed from the system depending on which time period expires first, request date or

last download date.

Home

Manufacturer Portal CGDP Reports
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Manufacturers 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, Dispute Return, or Dispute Resolution reports.

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

website.
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CGDP Portal Disputes

Disputes Tab
The Disputes tab allows a Manufacturer to review dispute return and resolution files received as part
of the dispute process. Manufacturers submit disputes for PDE files included in quarterly invoices that
may be incorrect and require review by CMS. The Disputes tab lists the return and resolution reports
received by the TPA and loaded to the Portal in response to Manufacturer-submitted dispute files.
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Manufacturers can utilize the Portal to review return and resolution reports of submitted disputed
invoice line items.
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Dispute Builder Tab
The Dispute Builder tab allows a user to create dispute files from data files received for the current
quarter. Utilizing the dispute builder will assist Manufacturers in creating dispute files with required
information needed to support disputed PDE line items. Users can select individual or multiple PDE
invoice lines from the data file, select the applicable dispute reason code, and enter the required data
for supporting the selected line items.

This functionality will assist a user in the ability to create dispute files that pass TPA edit programs to
allow review of dispute files by CMS.
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© 2023 PALMETTO GBA, LLC | DISCLAIMER PRIVACY POLICY | GET ADOBE READER

Note: Dispute files can only contain data for a single P number. Files containing multiple P
numbers for a Corporate 1D will error out in the Portal.

Dispute Submission Tab
The Dispute Submission tab allows Manufacturers to submit dispute files loaded to the Portal by the
Dispute Builder functionality, create, and upload manual dispute files from data files received for the
current quarter and review statuses for both submitted Dispute Builder created files and manually
uploaded dispute files.
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This new functionality will assist a user in the ability to verify and review status updates of loaded
dispute files. Dispute files undergo system verification via the TPA edit programs to provide CMS
with system file edit approved disputes.

Detailed instructions for the Disputes, Dispute Builder, and Dispute Submission tabs and their
contents and functionality are in the CGDP Manufacturer Portal Disputes Users Guide located
under References on the TPAdministrator.com website.

74|Page
Revision Date:052023
Version Number:3


https://www.tpadministrator.com/internet/tpaw3.nsf/DID/9Y8APGM3MD
https://tpadministrator.com/

CGDP Manufacturer Portal
Introduction and Login Users Guide

Navigating the Portal Instructions

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

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

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

‘ M S Contact Us | Help

CENTERS FOR MEDICARE & MEDICAID SERVICES

AN

\/
)

PALMETTO GBA.

A CLLERIAN GROUP COMPANY

Welcome

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

This system is provided for Government-authorized use only.

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

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

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

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

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

Refer to the Terms of Use.

Coverage Gap Discount Program

User 1D: | |

Password: [ ]

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

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

O

N Contact Us | Logout | Help

PALMETTO GBA. CM s

A CELLRIAN GROUP COMPANY CENTERS FOR METNCARE & MEDICAID SERVICES

Coverage Gap Discount Program

User Validation

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

Authentication Token: |

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

© 2018 PALMETTO GBA, LLC | DISCLAIMER | PRIVACY POLICY | GET ADOBE READER
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3. The authorized user will receive an email from tpa.no.reply@palmettogba.com titled
“TPA CGDP Portal — Portal Authentication”. The authorized user will be required to
enter the verification code, provided in the email, into the Authentication Token
field in the Portal.

TPA CGDP Portal - Portal Authentication>

Repdy 0y Reply All —» Forward
tpanareply@paimetiogba.con

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

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

IYour multifactor authentication token is: 52569074 |

This token will expire Wed Nov 3, 2021 at 09:34:41 AM EDT.
Please contact TPA Operations if you require assistance, As this Is an automated message from the TPA CGDP Portal, please do not reply to this email.
TPA Operations

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

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

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

CMS

CENTERS FOR MEDICARE & MEDICAID SERVICES

X 0, Contact Us | Logout | Help

PALMETTO GBA.

& CILLRIAN SROUR COMPANY

Coverage Gap Discount Program

User Validation

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

Authentication Token: Innuu I

Latest Authentication Token Expiration: January 5, 2018 3:07:19 PM EST.
I Validate |I| Resend Authentication Token |

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

Note: Authentication Tokens are only valid for fifteen (15) minutes from the generation of the
code.
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5. Once a user successfully enters their password and the MFA token code correctly, a
system message will display detailing the number of unsuccessful login attempts since
the last correct login.

This system message displays a successful access attempt:

apps.tpadministrator.com says

There have been 0 unsuccessful login attempts
since your last login on 2021-07-16 12:12:43.916.

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

apps.tpadministrator.com says

There have been 4 unsuccessful login attempts
since your last login on 2021-07-15 153:37:21.945.

78|Page
Revision Date:052023
Version Number:3



CGDP Manufacturer Portal
Introduction and Login Users Guide
7. After successful login, the Home tab will display.

Q - ROnLacLUs | My Srofile | Legout | Hel | Reparting
Logged X
ranerrocsa. ( CIMIS EEr

b GO

Hame ’ Tt Pl Aleports Deputes
Manufacturer Portal Coverage Gap Discount Program Home =
Reporting R
Corp 1D Invoice Typa PN b Partod Status 1-2atdl Welcome to Coverage Gap Discount Fortal where
rar - coliat ol ~ TR | 13 T you can instiate a payment, check the status of
e U, VR ) (T S T > payments and receipt of payments as well oz view
your reports.
Ioxoice Tyns  ©.Humbee m"'gl Status  Select Foe payment fanctions, start by selacting 3 line
WY Closeout PL_& 2016 WA Tnmy from the 5t 10 the et of this massage
Quartesty Pl 201502 Available (

Avallable Invoice s ready for payment initiations
Falled One or more itema has an unsuccesshul
paymant attempt
IncomploteOna of MAora items have 1ot bean paid
NIA - No dnvaks due for paymant. leceipt of
funds dus from Manalactotes or Sponmor,
Pending AN ke itams hove been initated
=uccessiuty
Succesaful Al Ine itoms bave been pald successfully

Reporting Perfods with no Involoe line items

P Numbes Raporting Period
Finerby: U - DZLL =
P Number Reporting Perlod
P_E 201508
Pt € 201504
FL..0 208503
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8. Populate the Select radio button for the applicable reporting period then select the
Payments tab to view the invoice line items, Quarterly invoices or BY Closeout
invoices, associated with the selected reporting period.

L Contact Us | My Frofile | Logowt | Hatp | Emﬂa‘ﬂﬂ
PALMETTO GBA, s sl i X6

J o

Hame Payments Compiesnd Recelpts Reoports Deprees
o -
Manufacturer Portal Coverage Gap Discount Program Home -~
Raporting s |
Corporate 1D [nvoice Typs  © Numbar pericd Status VIS w‘*““'m‘:j C!uv!raoe ‘3-“: D’(:‘t:"‘h:ﬂc':“.’ W"‘"'
oz Sl b 3 < you can intiate 2 payment, check 1 atus of
P16 |ALL MFOIALL v ALL v JALL ~ J Paymants and recsipt of payments as wall as view
—— your reports
Invoics Typs P Numbar n:mmel' Status Sglact For payment functions, start by salecting a line
aY- Closeont P& 2016 N/A Rern from the list to the left of this messsge
Quartecly Pi_n 201502 Avallable E:.]

Availabie Tovoece s ready for payment indtlations
Falled One or more items has an ynsuccessful
payment attempt
Incomplets Ona of IS itams have ot Daan paid
WA Noinvolce due for payment. Recsipt of
funds due from Manufactorer or Sponsor
Panding Al line s have baan initiated
successfully
Successhul All line items have been pald successtully

Raporting Periods with no invoice Hoe items

P Numbaer Haportng Perlod
Fiterbyr G v AL ]
P Number Reporting Pertod
4 ) 2010601
Fi_o 201504
Pi_6 201503

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

N : Comtact Us | My Profile | Logout | Help | Regoting
PALMETTO GBA. C s Loggmd onws XP1__8
R AT Vi 2 oSVt 2 ¢ sVt 0 SO T

Mo Faymests Comphetsd Rec égis St Dsputes
Manufacturer Portal CGDP Payments =
Invoice Reporting Period: 201502 Paymeats due: 10/09/2015 F
I Cootract Mumber: [ALL v Corporste 10: XF1._6 # Number; [PL_E v/ Q 1w o of 528 | Eayment information .
4 Totak lnvoiced $40,066,24
. Total Failed 20.00
_jutiote A Tota! Deferred £0.00
Previous 3
Controct  Involced ¥ IFailed it Total Pending £0.00
ferred < r 1 T
Nomber Amount T L ‘:emounl Date Payment Defe Folled EFTI0 Total Soccesstul £0.00
3 = Total Available $40,066.24
EC_4 s8.031.77 £0.00 - s CO1502L_SED_4 A
E2_0 7507 $0.00 - :I CGISM_SE2_ % i : \
EX_4 S100.08 $0.00 j 0015021 _6E3_4 Browse UHVCS
[5—"21
E4.4 $3,253.39 $0.00 __iffs] [ CO15021_SE2_4
-—
E7th $4946.10 $0.00 e | CO15021_SEP_§
¢ $1.095.71 = = LL 3.
([ ) 7 20.00 - j CO18601 _SEY_ 8 Wrios Descrigtion
"o 4 $28,667. 40 $0.00 e LU0l _sna_ 4 AU Irssfficent Funds
0.4 27.08 s000 ! e ] oIS _Sne s ¥ | 03 Aczoum Closed
e —_ :’— — . = | ROJ Unpble to Locste Accourt
|l
Update Al B Uazzndd RO4 tmvald Accownt Number
Pending Transacthons Stp Saymen’ Avsislee oty Aoprusmatel .00 &6 £T ROS Unauthor Corpocats Debit
Contract Number Authovization Amt  Date Submitted Payment Date Stop Payment ROO Returned per OUFT's Request
Thers are no pending transactions at this time | 87 Amtbarization Revoked Sy Cystomes
ROE Payment Stopped
‘I iy *2s i ROS Uncoliected Fands
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10. Select the Completed tab to view the invoice line items associated with the reporting
period selected on the Home tab to review the payment status information for

payments processed on

the Payments tab.

PALMETTO GBA

Home Payments Compueisd

Manufacturer Portal

CGDP Completed Payments

Cootact Us | My Peofile | Logout | Help | Eeponting
Logaed on w XPL__6

Receipts Feports Osgules

el iice Reparting Peciod: 201302

| Contract Number: (AlL V| Corporate ID: X915 # Namber- [PL_b v AL 4] Paymant lnformation for PL
I Total tovoiced $4.033.84
Total Received $3.058.é0
Cantract Number Invaiced Amount Eayment Dote Status EETIRD Total Defarred €0.0G
450 $79.24 nr/28/2007 Pemndng CG15025 8850 - |
b Total Pend $75.24
HO_4 $320,11 07/22/2017 Successful CGISN2L 040 _4 o £e
e Total Falled #0.00
Mo 4 $1.490 sucomsful CGIBAL.eHD 4 =
HO_2 $3,561.38 Succesatl £C15021 _EHa_2 o vy 49
Hi2 SISHL Surcessfyl CoIS0Rs 62
Possible Statizane
T vew comploted paymants for 3 WIS reporting pesiod, returit L0 tha HoInG fad S Se0CT the radio button Deferred Fayer has determined that the
Lwe M that cortainy Mo dusumd reprting period armaunt omed i brlow thes
Bunk's ACH minimams
Panding Payar initiatien was successful
The dediting process, holding
pericd and craditing precess stil
ramain
Sotcesstul Funds should now be avadabie In
the payme's sccount
PALMATTO A, CL0 | DUECLALSER | BUNACY SSUICT | UEZ S0086 SEalEs

11. Select the Receipts tab

to view the invoice line items associated with the reporting

period selected on the Home tab and review the Receipt Information region for
totals on the deferred, received, pending, and outstanding negative invoice line items

due from Sponsors.

PALMETTO GBA,

L]

Manufacturer Portal

Home Paymems

Comgieied Recepts ‘ Repomns

CGDP Receipts

Contact Us | My Profile | Legout | Heip | Bepoding

Lagoed o0 83 XPL__6
T raraers

s Cravruners

Cosntes

Relmbursement Report Year: 2016 '

Recelpt Information for P16

| Contract Number: ALL W Corporate 157 K15 P Number: P16 v I-SoMos
| ST LTS, Yotal Owad $7,462.2)
ey = Total Received §2,215.60)
Controct Ny nyodcn
umbee = atat EETID Tatal Deferred $0.43
He_? shas.ea Peading uozeIeL ene_ Y Total Pending S4.087.79
e __4 $3.857.88 Penvding UD20I6L 0Nl 4 Totsl Gutstanding $352.48
ne_ $2.7915.02 Hacwived VO2G341_sHI__n
HE_. 4 $5.4) Defarrnd uozZRIsL. oM 4
He_ L $352.498 Owtstanding V020381 oHe_1 Possible Statuses
Dwfurred  Paywr has determined that the
EN0Ur owed i Below thelr
10 wew reconpty for & dilferent reporting paeod, returr T the Mo tal and sedect the radia Sulton bank's ACH munimums
fine Ao that comtars the deairesd raporting pweiod.

Palled  Dabilting of the Rayer's acooont
or traditing of your steount
was unsycsessfid

Dutstanding Py nas oot yat initiatod
payment

Payer has initiated paymaent.
The debiting process, hoiding
petiod and crediting process
stil remain

Funds should now be avatiatle
In your account

Panding

Recelved

Instructions for the Payments, Completed, and Receipts tabs and their contents and functionality for

processing Quarterly and BY Closeo
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12. Select the Reports tab to view the types of reports available for review and download.
The Reports tab provides access to the following reports:

e Quarterly and BY Closeout Invoice reports
e Quarterly and BY Closeout Data reports
e BY Closeout Tracking reports
e Manually created payment Batch reports
e Sponsor 1099 Information report
¢ Ad Hoc functionality to view requested reports not available in the Portal.
Cootact Us | My Profilg | gallt | Halp i Reparting
PALMETTO GBA. @ s St Evtumment
Home Repads Ospules
Manufacturer Portal CGDP Reports =
Ropors Typs: | Current Cutoff Calendar
* Invoica Data Tracking Batch Sponser L0909 Informaticn Ad Hoc Raporting Period 201001
Invoice Paid By 0&/05/2016
Corporate [D P Humber Reporting Period Invoice Type t-dancfs tioice Distibution OVI0/2016
XF_5 ML N ALV ALL b Dispute Submission 05/30/2016
Dispute Distribution 08/29/2016
Invoice Typw P Number Reporting Period Date Ltoadad Download Fite Last Download Date
8Y Clozecut M9 2016 06/29/2016 06/29/20186 @ L1490 &AM
Quarterly PL_9 201504 01/29/2016 06/20/2016 @ 13:33 AM
Quartecly Mo 203503 10/29/201%
Quarterty H:‘i 201502 DH,'Z?LE_(D_E

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

the tab.

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

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

Home

Manufacturer Portal

Cantact Us | My Sroflle

iegout | Help | Reparting

Logged on e X

Reponts Dnpules

Dispute Bunter

Dispute Dashboard

Dirpand Sutarission

Current Cutoft Cotendar (Quarter 201503)
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| Corparate 1D XF1_£ P Number: [ALL V| FReporting Pariod: | ALl v I Invoice Faid fly: 12/05/201% Dispute Submisslon: 01/31/2010
Invoice Distribution: 10/31/2015  Dispute Distribution: 03/01,2016
Number Number
D a4 o 1oad
Return File Datu Raporting Period P Number A ptod Rejectad Totad
Last downloadad on
Dispute_Meturn_R 09/21/2015 @ 4:39 M 201403 Fl.6 3374 415 EEUT]
Dispute_Raturn_R 201403 P _J o 2 2
Dispute_Return_R 201402 P11 %] 32 101
Number Number
n. d o 4
Resolution Flle Date Reporting Perlod P Number Upheld Denied Total
Last downkoaded on
Dispute_Resolution_R20615082 08/15/2015 © 10:52 AM 201501 o G 3236 3237
Last downloaded on
Dispute_Rescolution_R 01/15/2016 © 10142 AM 201501 P65 1 3236 3237
Dispote_Rerolotion_R2013082 201501 P11 Q 8 ig
Dispute Resolation A WL Pl o i i
Dispute_Resolution_R 201402 Fl_o 3il1 4553 5200
Dispute Resolution R 201402 L - | 13 14 100
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15. The Dispute Builder tab is made visible by positioning the cursor over the Disputes

tab. The Dispute Builder will assist users in creating dispute files that successfully
pass the TPA and CMS pre-review edits in a timely manner.

Contact Us | My Brofile | Logoyt | Halp | Bagorting
PALMETTO GBA CMS Logusd o a8 XPL._#

A 8 L Y

Hame Reparts Disptes Dspine Buldey Qspule Submisson
Manufacturer Portal Dispute Builder =
— : . p e e
SR hen Vel oc dul e e tnvoice Paid By: 12/06/2035 Disputs Submission: 01/31/7016

Invoice Bistribution; 10/31/2015%  Dispute Distribution: 03/01/2010
Page 81

P Number Detall Ref # Product Service ID  Prescription Service Ref # Fill # Days Supply Qty Dispensed Date of Service Gap Discount Amount
NO invovced e tems have boer added. CAck the Selection Criteris Form button above 1o add data bne items 0 tha dispute fie.

Saw Dalede A1 [ Gompie Dagute Fin

16. The Dispute Submission tab allows Manufacturers to submit dispute files loaded to
the Portal by the Dispute Builder functionality, or to create and upload manual dispute
files from data files received for the current quarter. The Dispute Submission tab also
allows users to review statuses for both submitted Dispute Builder created files and
manually uploaded dispute files.

Contact Us | My Profils | Logout | Halp | Regorting
PALMETTO GBA, CMS Logged on ax XPS_8

L mes e wear

Mome Reponts Desputes Disputs Bubcer DEpule Shteression

Manufacturer Portal Dispute Submission =

Upload Dispute File Cutrent Cutofi Calendar (Quarter 201503)
Browss Uplood Rspon Invoice Pald By: 12/09/2015 Dispote Submission: 12/31,201%
Invoice Distribution: 10/31/2015 Dispute Disteibution: 03/01/2016

Download Date Created Date Submirted Status Date Returned |
20130301610
Corenied by e 2016-01-23 NA N/A /A Submi
20150391 _6-16
bdaenind by Bivs 2016-01-32 N/A A /A Submit

17. Instructions for the Disputes, Dispute Builder, and Dispute Submission tabs and
their contents and functionality can be located on the TPAdministrator.com website.

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

‘ M s Contact Us | My Profile {[Togout]] Help | Reporting

Logged on
CTATTES F0E MW ARF A VDO SFRvCPs

PALMETTO GBA.

A4 CELESIEN GROUS COMPANY

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

Error Messages

* An active session already exists for the credentials provided.

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

You have successfully completed accessing and navigating the Portal.
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Summary

This CGDP Manufacturer Portal Introduction and Login Users Guide introduced the CGDP
Portal, how to access it, and provided an overview of its functionality. All invoice payments must be
made using the Portal. No other methods of payment may be used.

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

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

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

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

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

Payments tab

Completed tab

Receipts tab

Reports tab

Disputes tab

Dispute Builder tab

Dispute Submission tab

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

Appendix A: Acronym List

Acronym Description

ACH Automated Clearing House

BY Closeout Benefit Year Closeout

CGDP Coverage Gap Discount Program

CMS Centers for Medicare & Medicaid Services
DPP Direct Payment Process

EFT Electronic Funds Transfer

EIN Employer Identification Number

GBA Government Benefits Administrators
HPMS Health Plan Management System

ID Identifier or Identification

IRS Internal Revenue Service

NCPDP National Council of Prescription Drug Programs
NDC National Drug Coder

NPI National Provider Identifier

NSF Non-sufficient Funds

PIN Personal Identification Number

PDE Prescription Drug Event

SFTP Secure File Transfer Protocol

SSA Social Security Act

TPA Third Party Administrators

TIN Tax Identification Number

UPIN Unique Physician Identification Number
usD United States Dollar
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Term

Definition

Authorization

Displays the amount authorized for payment processing, including

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

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

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

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

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

Contract Pending contract number assigned by CMS, which allows participation

Number in the Coverage Gap Discount Program.

Corporate ID

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

Data

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

Date Loaded

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

Date Submitted

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

Date Time

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

Defer

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

Deferred

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

Description
(Batch)

Displays the batch file name loaded to the system.

Dispute

Report type that provides the ability to enter dispute requests and review
the status of entered requests.
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Dispute Current Cutoff Calendar field that displays the current reporting

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

Dispute Current Cutoff Calendar field that displays the current reporting period

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

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

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

Coverage Gap; YYQQ for the reporting period; 9999 for the P number
and 29999 for the contract number. Example: CG1403999979999.

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

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

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

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

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

Payment individual invoice line item.

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

Invoice Current Cutoff Calendar field that displays the current reporting period

Distribution data.

Displays the date distributed invoices were posted to the Portal.

Invoice Paid by Current Cutoff Calendar field that displays the current reporting period

data.
Displays the final due date all invoice line items are to be processed for
payment.
Invoiced Displays the invoice line item amounts due to either the Manufacturer or
Amount Sponsor.
Invoiced Region of the active tab that provides the reporting period of the invoice
Reporting line items displayed.

Period

Last Download Displays the last date and time distributed invoice summary data retrieved
from the Web Portal. Date format is MM/DD/YYYY. Time format is
HH:MM AM/PM.
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Logout Provides one (1)-click access for logging out of the system.

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

1.j.

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

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

P Number Pending contract number assigned by CMS which allows participation

in the Coverage Gap Discount Program.

Parent Org. ID Numerical designation assigned by CMS to Sponsor.

Payment Date Displays current date of a generated invoice line item payment in
MM/DD/YYYY format.
Payments Due Region of the active tab that provides the final date invoice line item

payment initiations due to complete initiation.

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

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

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

Amount

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

bank account.

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

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

Sponsor A Part D Plan (PDP) Sponsor, Medicare Advantage (MA) organization
offering a MA-prescription drug (PD) plan, a Program of All-Inclusive
Care for the Elderly (PACE) organization offering a PACE plan
including qualified prescription drug coverage and a cost plan offering
qualified prescription drug coverage. From Pub. 100-18: Medicare
Prescription Drug Benefit Manual, section 20.
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Status

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

Status (Batch)

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

Stop Payment

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

Successful

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

Total Available

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

Total Deferred

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

Total Failed

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

Total Invoiced

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

Total
Outstanding

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

Total Owed

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

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

Total Pending

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

Total Received

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

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

Total Successful

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

User ID

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

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