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Agenda Items 

•HPMS Home Page 

•User Manuals and Guides and other Resources 

•Order of Completion 

•Basic Contract Management Screens 

•Online Application  

•Attestations 

•Uploads 

•Pharmacy Tables 

•HSD Tables 

•HSD Pre Check 

•HSD Reports 

•Final Submission 

•Contact Information 
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Accessing HPMS 

Online Applications are accessed through the Contract 
Management module in the Health Plan Management 
System (HPMS).   

 

Access to the HPMS requires a CMS User ID.  The email 
response to your NOIA contains a link to the form along with 
instructions for its completion and submission.   

 

Once the form is processed, an email is sent to the email 
address provided on the Access Form which contains the 
User ID, password information, and the link/instructions for 
logging into HPMS.   
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HPMS Home Page - Contract Management 
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Basic Contract Management 
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Basic Contract Management 
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Basic Contract Management 

Available Resources found on the Basic Contract 
Management Start Page include: 

•Basic Contract Management User’s Manual 

•Online Application User’s Manual 

•Upload Guide 

•Contact Definitions Guide 

 

To complete the online application, please refer to both of 
the User’s Manuals.  The Contact Definitions Guide provides 
guidance on who to list for the various contacts collected in 
HPMS. 
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Required Basic Contract Management Data 

To Access the Basic Contract Management screens, follow 
this path:  HPMS Home Page>Contract Management>Basic 
Contract Management>Select Contract Number 

 

From Basic Contract Management, you will access 
numerous links to provide various required information.  
You will also access the Online Application screens from 
Basic Contract Management. 
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Required Basic Contract Management Data 

The following links are available from Basic Contract Management.  The 
Basic Contract Management User’s Manual provides detailed 
instructions on completing each of these sections: 

•Basic Contract Data 

•Org. Marketing Data 

•Plan Management Data (no data entry on this screen) 

•Offshore Subcontractor Data 

•NAIC Data (only required AFTER CMS establishes your Parent Org.) 

•MMP Data 

•Add/View Service Area Data 

•Contact Data 

•Submit Application Data (use the Online Application User’s Manual) 

•User’s Manuals 
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Basic Contract Data Screen 
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Org. Marketing Data Screen 
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Plan Management Data Screen 
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Offshore Subcontractor Data Screen 
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Offshore Subcontractor Data Screen, con’t. 
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Offshore Subcontractor Data Screen, con’t. 
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NAIC Data Screen 
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MMP Data Screen 
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MMP Data Screen, con’t. 
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MMP Data Screen, con’t. 
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MMP Data Screen, con’t. 
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MMP Data Screen, P&T Committee  
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Add Service Area Data Screen 
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Add Service Area Data Screen, con’t 
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• Confirm with your respective State what the service 
area is for the demonstration. 

 

• Where your respective State has not specified the 
service area yet, add the ENTIRE state as the pending 
service area. 

 

• CMS will work with you to adjust service areas as 
needed throughout the plan selection process. 
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Contact Information Screen 
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Contact Information Screen, con’t. 

 

 
 

 

 

25 



26 

Accessing Online Applications 

To access the Online Application screens, follow this path: 

HPMS Home Page>Contract Management>Basic Contract 
Management>Select Contract Number>Submit Application 
Data 

 

From the Submit Application Data screen, you will access all 
required links for completing the Online Application 
(including attestations, uploads, supporting materials).  You 
will also Final Submit your application from this screen.   
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Submit Application Data Link 
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Online Application Screen 
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Online Application Screen 
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The following links are accessed from the Online Application Screen: 

• MMP Attestations 

• MMP Download Templates 

• HSD Criteria Reference File 

• Sample Beneficiary File 

• Uploads – HSD Tables 

• Uploads – Pharmacy Lists 

• Uploads – MMP Supporting Files 

•HSD Status Report 

•HSD Submission Reports 

•Submit Final Application 
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Online Application Screen 
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For detailed instructions on completing the Online 
Application, please utilize the following resources: 

 

1. Online Application User’s Manual (Basic Contract 
Management screen) 

2. HSD Instructions with FAQ and HSD Table Edits 
(included in the MMP Downloads) 

3. ReadMe File (included in the MMP Downloads) 
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Attestation Screen 
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Attestation Screen 
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Download Templates Link 
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• Click on the link titled MMP Download Templates to access the zip file.  Save 
the Zip file to your computer. 

• The  download template file contains all of the required templates (when 
they exist) for the uploads which support the various components of the 
applications. 

• The download templates also includes the Readme file which indicates 
which templates/uploads are required.  The readme file also tells you which 
files to group together in one zipped file and the name of the upload 
section to use.  Additionally, it details naming conventions for the various 
files.   

• The MMP Templates are unique. Applicants CANNOT use the Medicare 
Advantage or Part D templates. Applicants will be found deficient for using 
wrong templates! 

• HSD Instructions – PRINT AND READ THIS DOCUMENT! 
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Administrative Contracts 
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• Applicants will complete the MMP Data Page identifying first tier, 
downstream and related entities performing key functions. 

 

• Applicants are required to upload copies of the executed contracts for those 
entities identified in the MMP Data Page chart for the Part D functions. 

 

• For the Medicare Medical Benefit functions, Applicants are required to 
upload copies of the executed contracts for those entities performing the 
following functions: 

– Administrative/Management Staffing 

– Claims Administration, Processing, and/or Adjudication 

– Utilization and/or Quality Improvement Operations 

– Part C Call Center Operations 

– Health Risk Assessments 
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Provider Contract Templates 
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• Applicants are required to upload contract templates for the following types 
of providers and facilities: 

– Medical Provider 

– Medical Group Provider 

– Hospital Provider 

– Facility Provider 

– Retail Pharmacy 

– Mail Order Pharmacy (if offered) 

– Home Infusion Pharmacy 

– Long-Term Care Pharmacy 

– Indian Health Service, Indian Tribe and Tribal Organization, and Urban Indian 
Organization (ITU) Pharmacy 

• The MMP Download Template file contains crosswalk templates 
with the required provisions for the types of contract templates that 
must be uploaded. 
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Model of Care 
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• Separate training s address the specific elements and scoring criteria for the 
Model of Care.   

• Applicants are required to upload  the Model of Care, regardless of whether 
the organization has an approved D-SNP Model of Care already.  

 

• Cure process for Models of Care: 

– Initial Submission is the only opportunity for an Applicant to receive a multi-year 
approval for the Model of Care 

– Applicants scoring a 70 and above are prohibited from resubmitting to improve 
the Model of Care Score 

– Applicants scoring below a 70 will be allowed to resubmit the Model of Care to 
receive a passing score  

– Applicants that need the cure period to correct the Model of Care will only have 
the Model of Care approved for one year, regardless of the final score 
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HSD Criteria File and Sample Beneficiary File 
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HSD Support Files – two important HSD support files may 
be accessed in the Download Templates section. 

• The HSD Criteria Reference Table  - this file provide all of the criteria used in 
the automated evaluation of the submitted HSD tables, including county by 
county minimum number, time, distance requirements for each specialty 
type.  

 Note - the absence of criteria means the review is manual for a specific 
specialty type.   

 

• The Sample Beneficiary File – this file contains the sample beneficiary  
address geo-codes CMS uses in evaluating the minimum number, time, 
distance criteria.   

 Note – you will need to agree to a disclaimer before being able to download 
this access database.  This is done on the screen. 
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HSD MMP Provider Table 
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To upload the MMP Provider Table 

• Retrieve the MMP Provider Table template from the Download file (it is an 
Excel template) 

• Complete the template in Excel, including every intended provider which 
will serve your pending service area. 

• Save the file as a tab delimited .txt file (do not remove the headers). 

• Zip the .txt file. 

• Upload the file, following the naming conventions indicated in the MMP 
Readme file. 

• CMS does not provide naming conventions for the zipped file.  Please 
include your contract number and the section your are uploading into as 
part of the name. 

• Please note the last column is required.  Indicate “Y” or “N” if the provider is 
already under contract with your organization for any Medicare business. 

• CMS will validate the entire network, after rates have been announced, 
during the readiness review. 
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HSD MMP Facility Table 
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To upload the MMP Facility Table 

• Retrieve the MMP Facility Table template from the Download file (it is an 
Excel template) 

• Complete the template in Excel, including every intended facility which will 
serve your pending service area. 

• Save the file as a tab delimited .txt file (do not remove the headers). 

• Zip the .txt file. 

• Upload the file, following the naming conventions indicated in the MMP 
Readme file. 

• CMS does not provide naming conventions for the zipped file.  Please 
include your contract number and the section your are uploading into as 
part of the name. 

• Please note the last column is required.  Indicate “Y” or “N” if the provider is 
already under contract with your organization for any Medicare business. 

• CMS will validate the entire network, after rates have been announced, 
during the readiness review. 
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Notes on Uploading MMP Provider and Facility Tables 
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For both the MMP Provider and MMP Facility table, uploading each file is only 
the FIRST step you must take.  Please Note: 

 

• Submitting these tables is a two-step process – Upload and Unload.  You 
must successfully do both to complete the submission. 

 

• After you upload these two files, you must access the HSD Status Report, on 
the Submit Application Data page (Contract Management > Basic Contract 
Management > Select Contract Number > Submit Application Data > HSD 
Status Report ). 

 

• You will first see Upload status messages (ex. Uploaded, Upload Successful, 
etc.) for each table.  YOU ARE STILL NOT DONE! 
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Notes on Uploading MMP Provider and Facility Tables 
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• After the files upload, they are run through edits and unloaded to the 
database.  To successfully finish the process, you must see a status of 
“Unloaded Successfully” for each file.  If you receive any other status with 
the word Unload you must look at the error report, make changes, and 
reupload the files – again waiting for the Unload Successful message.  HPMS 
will email the person who completed the upload and the application 
contact when the unload has continued.   

• NOTE:  Depending on the volume of uploads and the file size, it may take 
several hours for the files to go through the Unload Process.  Keep this in 
mind when you are attempting to upload just minutes before a deadline! 

• The HSD Instructions document, located in the MMP Download templates, 
provides detailed information on the HSD Status Report! 

• Applicants will be able to request Exceptions during the readiness review 
process. 
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HSD Status Report 

42 

 

• The HSD Status Report is your guide to assessing if you have completed the 
submission for the MMP Provider and Facility tables. 

 

• The HSD Status Report should be accessed after you upload both of the 
files.   

 

• The HSD Status Report contains Error Messages and Informational 
Messages.  See the HSD Instructions document for specific details. 

 

• Steps to accessing the HSD Status Report: 

 

• Step 1 - On the Online Application page, click on the HSD Status Report link 
in the “HSD” section of the Left Navigation Bar.   
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HSD Status Report, con’t. 
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Step 2 - On the HSD Status Report page you can see the status of HSD unloads 
for a particular HSD section in the “Status” column. If you have a failed 
unload for any particular HSD section, you can see more detail about that 
failure by clicking on the radial button in the “Select” column, then clicking 
the Next button. This will take you to the Error status report page for that 
particular HSD section. 
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HSD Status Report, con’t. 
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Step 3 - On the Error status report page, choose the error type for which you 
want more detail from the dropdown box. Then click Submit. This will take 
you to the page showing all error details. 
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Sample HSD Status Report 
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Notes About the HSD Status Report 
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• Error messages prevent you from completing the HSD submission.  You must 
fix the errors and resubmit the files(s). 

 

• Informational messages do NOT prevent you from completing the HSD 
submission.   Informational messages are marked as “Informational.” 

 

• IMPORTANT NOTE – If you have errors, you must correct the errors, and 
then reupload/unload the file(s).  You will not have a completed application 
if you do not upload/unload both files successfully. 

 

• SERVICE AREA AND HSD:  The pending counties affiliated with your 
application MUST all be included in the submitted HSD Tables.  If you drop a 
pending county, you must adjust the HSD tables and resubmit them! 
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Pharmacy Uploads 
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Per the Readme Files, found in the Download Templates, ALL pharmacy 
upload files should follow this process: 

• Download the Pharmacy Templates in Excel. 

• Complete the templates. 

• Save the templates as .txt files 

• Use the Naming conventions found in the MMP Readme File 

• Zip the .txt file 

• Upload the files 

• You will receive a message indicating a successful upload or indicating 
errors.   

• If errors exist, you must fix the errors and reupload. 

• CMS will validate the entire network, after rates have been announced, 
during the readiness review. 
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General Notes about Uploads 
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• Often, documents must be grouped together in a zipped file before 
uploading.  The Readme file (found in the Download Templates) details 
which files to group together and which are uploaded by themselves.  This is 
true for the various MMP Supplemental files. 

• The Readme Files provide Naming Conventions for all uploaded files. 

• We do not provide naming conventions for the zipped files.  Please use your 
contract number and the name of the section to which you are uploading 
(example:  Hxxxx_Provider_Table_041712.zip) 

• The online Application User Guide provides details on how to upload ALL 
files, including the Exception documentation upload. 

• Each upload overwrites the prior upload.  Reuploading a grouped file means 
you MUST include ALL files in the group in the reupload! 
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HSD Upload Screen 
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Pharmacy List Upload Screen 
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MMP Supporting Files Upload Screen 
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Final Submission 
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Final Submission – Missing Data 
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Final Submission – No Missing Data 
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Final Submission – Confirmation Number 
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View Submission History 
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• Once you have Final Submitted an application and 
received a confirmation number for that submission, 
you can view the submission data/uploads at a later 
date.  

• From the Online Application Page, click on the “View 
Confirmation History” link. 

• From the View Submission Confirmation History Page, 
select a Confirmation Number and then click Next. 
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View Submission History, con’t.  
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• On the Submission Confirmation History page, you may 
do the following activities. 

– review the information submitted for the particular 
confirmation number you selected 

– print the history by clicking the Print button at the bottom of 
the page 

– click on the links for to view attestations and uploads 

– print copies of your attestation/upload data 

• NOTE:  You will only have multiple confirmation numbers if you are 
required to resubmit information during the course of the 
application season. 
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View Submission History – Screen Shot 
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HSD Reports and Extracts 
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• From the Online Application page, under the HSD heading, you may view 
the various HSD Reports affiliated with your application.   

 

• Generally, the ACC reports will be available one to three days  following the 
pre-check or Final Submission date.   

 

• DETAILED information about accessing, using, understanding the HSD 
Submission Reports and Extracts is available in the Online Application User 
Guide! 
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HSD Reports and Extracts, con’t. 
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• To Access HSD Reports, you will select a report, complete the filter 
information, and run the report.  You may print the report or download to 
Excel.  NOTE – only 2500 rows of data are available in the online Reports 

 

• To Access HSD Data Extracts, you will select the HSD Data Extracts Link, 
which will lead to the Data Extract screen. 

 

• To access a data extract, click on the appropriate link to create the .txt 
extract.  You may save the .txt file to your computer and then open in Excel 
or Access. 
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HSD Report Selection 
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HSD Report Selection 
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HSD Report Explanation 
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For a full explanation of HSD Reports, refer to the Online Application 
User’s Manual.  This manual is available for download from the 
Basic Contract Management screen in HPMS. 

 

Please note that EACH HSD report screen contains a HELP link in the 
upper right corner of the page.  Click this link to view detailed 
explanations of the various fields in each HSD Report.  When you 
click the link, a pop up screen will display.  You may print the HELP 
text if you like.   
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HSD Pre-Check Process 
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• The HSD Pre-check process will occur on the following 
Thursdays:  Jan. 17, Jan. 24, Jan. 31, Feb. 7, Feb. 14. 

 

• As long as you have successfully uploaded and unloaded 
the MMP Provider and Facility tables prior to 8PM 
Eastern Time of a particular week, you will automatically 
be included in the pre-check process.  If you miss the 
cutoff time, you will be included in the next scheduled 
pre-check. 

 

• ACC Status reports will be available, on average, one to 
two days after the submission deadline. 
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Contact Information 
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• For general assistance in the completion of the application:  
MMCOcapsmodel@cms.hhs.gov or Marla Rothouse at 
marla.rothouse@cms.hhs.gov   

 

• For technical assistance with the HPMS Online Applications:   

Greg Buglio at gregory.buglio@cms.hhs.gov  

 

• For technical assistance with HPMS: 

1-800-220-2028 / hpms@cms.hhs.gov  

 

• For questions related to HPMS user access: 

 hpms_access@cms.hhs.gov  

 

  

 

 

  

 




