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Introduction 
This guide provides instructions on how to nominate individuals (other than yourself) for a user role with 
an applicable manufacturer and applicable group purchasing organization, hereafter collectively 
referred to as reporting entity in the Open Payments system, how to approve or reject a self-nomination 
for a user role, and how to deactivate an individual’s user role with a reporting entity.  

Prerequisites 
• User is registered in the CMS Enterprise Identity Management (EIDM) system and obtained

access to the Open Payments system

• Reporting entity is registered in the Open Payments system and, if necessary, has 
recertified in the Open Payments system.

User Roles 
There are three user roles for reporting entities. Individuals can hold more than one user role. Users 
holding any of these three roles can nominate individuals for user roles.  

1. Officer: Manages the reporting entity in the Open Payments system, and manages all user roles
associated with the reporting entity.

2. Submitter: Submits data on payments, other transfers of value and/or ownership and
investment interests for the reporting entity. Submitters also receive notifications of
physician/teaching hospital disputes made against submitted data.

3. Attester: Attests to the accuracy of the data that has been submitted by the reporting entity.

Actions 

How to Nominate an Individual for a User Role  
Users already affiliated with a reporting entity in the Open Payments system may nominate others for 
user roles within the system. To nominate an individual for a user role: 

1. Log in to the Open Payments system via the CMS Enterprise Portal at https://portal.cms.gov and
select the “Manage Entities” tab.
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2. Select the reporting entity for which you will nominate an individual for a user role by clicking
the reporting entity’s name.

3. On the “Entity Details” tab, which displays the profile details for the selected reporting entity,
select the “Manage Roles” tab.

4. Select “Nominate New Role.”

5. Enter the required nominee information, then select “Send Nomination.”

If the nominator does not hold the role of officer, an email notification will be sent to all officers for the 
reporting entity to approve or reject the nomination. If the nomination is approved, a notification email 
is then sent to the nominee informing them of the approval of their nomination.   

If the nominator holds the role of officer, a notification email is sent directly to the nominee. This email 
will contain instructions and relevant information he or she will need to accept or reject the nomination. 

How to Approve or Reject a Nomination for a User Role (Officers Only) 
All nominations must be approved or rejected by an officer of the reporting entity. Officers receive email 
notifications when an individual requests a role in the Open Payments system and have 10 calendar days 
to approve or reject the nomination request. After 10 calendar days, the nomination request will be 
deactivated and the nominator will have to re-submit his or her request.   

To approve or reject a user role nomination, follow the steps below.  

1. Log in to the Open Payments system via the CMS Enterprise Portal at https://portal.cms.gov and
select the “Manage Entities” tab from the home page menu bar.

2. Select the reporting entity for which you will be approving or rejecting nominations.

3. On the “Entity Details” tab, select the “Manage Roles” tab.

4. View the user role nominations waiting for approval. To approve the nominations with no
changes, select “Approve” next to the name and role. The status will change directly on screen
from “Requested” to “Approved.”

5. If you want to modify a user role nomination, select “Modify.” You can then override the
nominee information on the screen or modify the requested roles by checking or unchecking the
user role boxes. Roles can be removed for an individual user by unchecking the box next to the
corresponding user role. After modifying the nomination, select “Submit.” Note that you cannot
remove all of a user’s roles via “Modify.” To remove a user entirely, see “Deactivating User
Roles” below.
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• Note: At least one user role must be selected.

Deactivating User Roles (Officers Only) 
A user holding the role of officer with a reporting entity can deactivate other individuals’ user roles with 
that reporting entity. Deactivation removes an individual’s association with a reporting entity in the 
Open Payments system, including removing the individual’s access to that reporting entity’s information 
and records. It does not remove the individual from the Open Payments system. 

To deactivate an individual’s user role, follow these steps. 

1. Log in to the Open Payments system via the CMS Enterprise Portal at https://portal.cms.gov.
and select the “Manage Entities” tab.

2. Select the entity for which you want to deactivate an individual’s user role.

3. Select the “Manage Roles” tab.

4. To deactivate a user, select the “Deactivate User” button associated with the individual’s name.

5. The Open Payments system will ask you to confirm the deactivation. Select “Continue” to
confirm deactivation or “Cancel” to return to the Manage Roles page with no action taken. If
you confirm deactivation, the Open Payments system will send emails to you and the individual
being deactivated that confirms the individual’s user role deactivation.

Note that officers cannot deactivate themselves, though an officer can deactivate another officer. To 
deactivate yourself, contact the Open Payments Help Desk. Only active users can be deactivated; 
individuals who have not yet accepted or rejected a user role nomination cannot be deactivated, nor can 
individuals who have self-nominated for a user role but their nomination has not yet been approved or 
denied.  

Next Steps 
• Submit data and/or attest to payment records

• Review and resolve disputes as needed

Additional Resources 
Additional resources are available on the Resources page of the Open Payments website at 
https://www.cms.gov/OpenPayments/About/Resources.html.   

Chapter 3 of the Open Payments User Guide, “Applicable Manufacturers and Applicable GPO 
Registration” covers the entire registration process in detail and provides step-by-step instructions for 
various scenarios. 

Quick reference guides relevant to your next steps include: 
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• Manual Data Entry

• Bulk File Upload

• Consolidated Reporting

• Record Deletion

• Identifying and Correcting Validation and Matching Errors

• Final Submission and Attestation

• Acknowledging Disputes and Resolving Disputes with No Change

• Correcting and Resolving Disputes
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