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CMS XLC Introduction

1. Introduction

The basic purpose of this project is to provide retroactive processing documentation from the
Plans to the Retroactive Processing Contractor (RPC). There are four user roles involved with
eRPT. This User Manual provides the information necessary for Plan users to effectively use
the Electronic Retroactive Processing Transmission (eRPT) application.

2. Overview

Currently, Medicare Advantage and Prescription Drug Plans communicate with the Retroactive
Processing Contractor (RPC) in several different ways. They submit requests on CD’s through a
secure mail courier (UPS, FEDEX, USPS, etc.) and they receive encrypted email
communications from the RPC through PK Ware. There are rare occasions where the RPC
receives paper requests. In the current environment there are often questions about security
with the mail system and complications with firewalls involving PK Ware.

21 Project Diagrams

The diagrams for the eRPT application project includes As-Is and To-Be business process
models and work context diagram.

2141 Pre-eRPT Implementation High-Level Business Process Diagram

Figure 1: Pre-eRPT Implementation High-Level Business Process Diagram
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21.2  Post-eRPT Implementation High-Level Business Process Diagram

Figure 2: Post-eRPT Implementation High-Level Business Process Diagram
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Table 1: Post-eRPT Implementation Process Event Description

Events Description

1. Plan Representative will submit the Package using the user interface. The eRPT
application will capture the time when the Package is submitted. The eRPT user
interface will also display a message to the submitter if the document is uploaded
successfully. If there is any error during the upload, the user will be notified in the
user interface. The user interface will also display the number of documents that
were uploaded in the display message.

2. Packages are retrieved from the eRPT application by the RPC at a defined interval.
Based on the requests received by the RPC system eRPT application will send
necessary response. RPC contractor can continue with their process after a
Package is retrieved from the eRPT application to review all the documents and
provide the required Response Documents (FDR, Error Reports etc.).

2.a Once the Package is retrieved by RPC, a notification is sent out to the Package
submitter.
3. RPC can now upload the Package into to the RPC system, work on the Package

and send the necessary response for the Package back to the eRPT application.

3.a Once a response document is added by RPC to a Package a notification is created
and sent out to the respective Plan User.

Note: The dotted line in the Post-eRPT Implementation Process diagram refers to the instance
when a notification message will be sent to the respective user within the eRPT application.

Please review Appendix A for user rights to the user interface for the eRPT application.

2.2 Conventions

This document provides screen prints and corresponding narrative to describe how to use
eRPT.

When an action is required on the part of the reader, it is indicated by a line beginning with the
word “Action:” For example:

Action: Click on OK.

Fields or buttons to be acted upon are indicated in bold italics in the Action statement; links to
be acted upon are indicated as links in underlined blue text in the Action statement.

Note: The term ‘user’ is used throughout this document to refer to a person who requires and/or
has acquired access to the eRPT application.

2.3 Cautions & Warnings

None

10
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3. Getting Started

The following provides an overview of how to access the system and navigate through
the system.

3.1 Set-up Considerations

CMS screens are designed to be viewed at a minimum screen resolution of 800 x 600. To
optimize your access to eRPT:

1) Please disable pop-up blockers prior to attempting access to eRPT.
Use Internet Explorer, version 6.0 or higher.

3.2 User Access Considerations
There are three user groups for the eRPT application.
1 The first group of users is the Plans. Plans will utilize their Individuals Authorized
Access to the CMS Computer Services (IACS) ID (7 digit CMS User Id) to access the system
through the Internet website provided.
2 The second and third group of users is the CMS Central Office and the Regional Office

Account Managers. This group should utilize their EUA ID to access the eRPT application
through the Internet or Intranet website provided.

3.3 Accessing the System

The Plans will have access to the eRPT application if they currently have access to the following
Medicare Advantage and Prescription Drug System (MARKX) roles:

e mama-representative

e mama-mcorepuiupdate
If they do not have access to MARYX, they will need to request access by going into IACS and
obtaining MARX access. They will need to select either the mama-representative or the mama-

mcorepuiupdate role. Plans can only have access to one MARX role so only one role can be
selected.

1 The eRPT application can be accessed using the following URL:
https://erpt.cms.hhs.gov/erpt/

2 Upon accessing the above mentioned URL, the following login screen will be displayed:

11
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Figure 3: Terms and Conditions
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5 The user can enter his 7-digit IACS ID and password to login to the eRPT application.
6 Action: Select Log In button.
7 If the wrong credentials are entered the following screen will be displayed.

Figure 5: Incorrect Login
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Your user ID or password was incorrect. Please try again.

8 On successful login the Plan user will see the eRPT landing page.
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Figure 6: Successful Login - Create Package
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Create Package

* Indicates Required Fields

Package Information

Package Type: *
Submission Package *

Category: *
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Parent Organization: *

AIDS Healthcare Foundation 2
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Contract ID Count

+ S @ L0 & Page 1 of 0 => =1

Total Submission Count:

3.4 System Organization & Navigation

To navigate through the website, the user will use the menu options on the top right of the
screen. These menus will allow the user to create a Package and search for Packages. The

menu options are specific to the user group access rights.
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3.5 Exiting the System

To exit the system, the user will need to follow the steps specified below:
1. Action: Select Logout on the top right of the screen. See diagram below for example:

Figure 7: Exiting the System

Search Create Package

Search

* Indicates Required Field

Search Criteria

Search For: * Package ID:
Submission Packages $
Date: * Category:
From: 07-20-2( To: 07-20-2¢ Al ¢
Status:
All S
Parent Org:
All 2

Results

ID Type Category Status Submission Date
SUB072020120003 SUB Category 2 Draft

15



CMS XLC

Getting Started

2. On successfully logging out of the system the users will see following screen

/7 IACS Web Access Management (Logout)

Windows Internet Explorer
G- & o

Fie Edt  View Favorites Toos Help
x Google

Figure 8: Exiting the System
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Sun Java™ System Access Manager

© vou are logged out.

Retumto Login page

¥ [ ContifcateBrer || 1] 49 | X 2

Note: To login again the user will need to close the current browser and open a new browser
and repeat steps in section 3.3.
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4. Using the System

The following sub-sections provide details on how to use the various functions or features of the
eRPT application.

41 eRPT Terminology

1 Package Type - Package classification representing the type of package submitted by
the Plan for processing.
a. Submission Package - Retroactive enrollment-related transactions submitted by
a Plan to RPC.
b. Transaction Inquiry Package - A request submitted to the RPC by a Plan
requesting a status on a previously submitted retroactive request.
c. Review Package - Enrollment Data Validation (EDV) and Payment Validation
(PayVal) requests from the RPC.
2 Category Code - A code representing a classification of a retroactive Package type
request.
a. For Submission Package types:
e Category 2 - Timely retroactive transactions that may be submitted to the
RPC without additional RO approval. Please refer to RPC’s SOP on their
website for the types of retroactive transactions that do not require RO
Approval.
e Category 3 - Untimely (i.e. current calendar month minus 3 months or
more) retroactive transactions that may be submitted to the RPC requiring
RO approval. Please refer to RPC’s SOP on their website for the types of
retroactive transactions that require RO Approval.
e Resubmission - Timely retroactive transactions that have been
previously submitted but not processed as requested (NPAR) by the
RPC.
e Special - A customized user Package submitted by the CMS Central
Office Staff or Plan Users to RPC.
b. For Review Package types:
e Enrollment Data Validation (EDV) - A request submitted by the RPC to
a Plan requesting supporting documentation for enroliment related
transactions processed by the Plan in MARx. Payment Validation
(PAYVAL) - A request submitted by the RPC to a Plan requesting
supporting documentation for status changes (i.e. Medicaid, SCC, etc.)
previously processed by the RPC.

3 Parent Organization - Name of the Parent Organization to which the Package or
document belongs.

4 Status - Status of the Package. The following are the different Package status values
and definitions that can be set on a Package:

o Draft -When a Package has been created but not yet submitted within the eRPT
application.

e Pending RO Approval- When a Package is submitted by a Plan User but is
awaiting an RO Approval Letter from the RO Account Manager. This status is
applicable only for a Category 3 Submission Package.

17
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e Open- When a Submission Package is submitted to eRPT and ready for the
RPC to download or when a Review Package is uploaded for a Plan User to
respond.

e Completed- When a review Package is submitted by the Plan user with all of the
Response documents.

¢ Downloading- When the RPC is downloading the Package.
o In Process- When the RPC is processing the Package.

o Closed- When a retroactive Package processing has been completed by the
RPC the Package status will be marked as closed.

Contract Id - A unique five-character alphanumeric identifier assigned by CMS.

Count - The total number of transactions by contract listed in the RPC Submission
spreadsheet. The count includes all transactions across each worksheet within the
spreadsheet.

7 Package Id - A unique system-generated identifier assigned to each retroactive
Package request.

8 Created by — The eRPT User ID who created the Package. In this document, the user
who created the Package is referred to as the “Package Creator”.

4.2 eRPT User Interface Menu

On a successful login to eRPT, the user can see the following menu options based on their
access:

421 Search

On the Search Package screen, the users can search for Packages and documents in eRPT.
Depending on the type of user logging into the eRPT there are restrictions on the Packages and
document that can be retrieved and viewed by the user.

Users with Plan access will be able to view the following:
e The Packages that have been created by them.

e Response documents (For example: Final Disposition Reports (FDRs), Error Report) for
their respective contracts.

e Review Packages for their respective contracts.

The drop-down selection lists and free-form data entry fields allow the user to make selections
that will customize their returned results in the Results grid.

The search screen provides the user with following search criteria and options:

1 Search For:
Packages-
e Submission Packages
e Transaction Inquiry Packages
e Review Packages (e.g. EDV Review)
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Response Documents-

e FDR

e Error Reports

e RO Letters

2 Date:

e This is a mandatory entry field and should be used by the user to select the date
range in which the Package was saved or submitted. The search will automatically
look for the dates based on the Package status. If the user is searching for a draft or
Pending RO Approval Package, the eRPT application will look for Packages based
on the Package’s creation date. If the user is searching for a submitted Package,
(with a status of Open or Closed or Rejected or In Process or Downloading) the
eRPT application will look for Packages based on the Package submitted date.

o From-
o To-
3 Package ID:

o |f the user knows the specific ID of the Package they are trying to find they should

enter it free-form.
4 Category:
e The category code values are dynamically populated based on the Search-For
selection made by the user as shown below:

a. Submission Package
o Category 2
o Category 3
o Resubmission
o Special

b. Review Package
o Enrollment Data Validation
o Payment Validation

5 Status:

e |tis a dropdown containing Package status values. The status values are
dynamically populated based on Search-For and Category selection made by the
user as shown below. (Please refer section 4.1 or section 4.3.7 for status
description)

a. Submission Package - Category 2, Resubmission and Special
Draft
Open
Downloading
In Process
Closed
ubmission Package - Category 3
Draft
Pending RO Approval
Open
Rejected
Downloading
In Process
Closed
ransaction Inquiry Package
Draft
Open

S

e
O 0O 40 O OO0 OO0 O WO O O O o
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o Downloading

o InProcess

o Closed

Review Package

o Open

o Completed

o In Process

o Downloading

o Closed

6 Parent Organization:

e All Plan Parent Organizations will be listed.

Note: If your Parent Organization is not available in the drop-down please contact the
MAPD Help Desk.

Figure 9: Search

Create Package

Search

* Indicates Required Field

Search Criteria

Search For: * Package ID:
Submission Packages :
Date: * Category:
From: To: All S
Status:
All s
Parent Org:
All ¢

Results

ID Type Category Status Submission Date
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422 Create a Package

In eRPT, the Plan user can use the Create-Package screen to create the following types of
Package:

e Submission Package
e Transaction Inquiry Package

The term ‘Package’ refers to a request submitted by Medicare Managed Care or Prescription
Drug Plans for RPC to process. A Package within the eRPT application will consist of 3 main
parts:

e Package Details - Information about the Package such as Package Type, Category,
Parent Organization etc.

e Submission Documents

o For Submission & Transaction Inquiry Package - All of the supporting
documents that are required by the RPC to process the Package. (see the RPC
website for details)

o For Review Package - All the supporting documents that are submitted by RPC
for the review. (see the RPC website for details)

e Response Documents

o For Submission & Transaction Inquiry Package - Documents that are added
by the RPC after processing the Package.

o For Review Package - Supporting documents that are submitted by Plans for
the Enrollment Data Validation (EDV) review request.

Each of the Packages created within the eRPT application will be assigned a unique identifier
called a Package ID. The supporting documentation required for a Package will vary, depending
on the type and category of the Package. A user will need to upload all the required documents
to a Package for successful submission of the Package to the eRPT application. Appendix D
lists all the document types that are required to submit a Package.

The Packages created in the eRPT application will follow different workflows based on the
Package Type and Category Type.
4221 General Workflow

A Submission (Category 2, Special and Resubmission) or Transaction Inquiry Package follows
the general workflow. The following are the steps:

e The Package is created and submitted by a Plan user or CMS user.
¢ The Package is downloaded by the RPC.

o The Package creator will receive a notification about Package being downloaded by the
RPC.

e The RPC will begin adding FDRs and Error Reports to the Package for a particular Plan
Contract.

e The respective Plan user or Package Creator will receive a Notification in their eRPT
account, so it is important that these individuals check their accounts regularly.
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e When the RPC completes processing the Package they will mark the Package status as
Closed.

4.2.2.2 Submission -Category 3 Package workflow

A Category 3, Submission Package follows a slightly different workflow and requires action from
the RO Account Manager upon Package submission by Plan User. Following are the steps:

e The Submission -Category 3 Package is created and submitted by Plan user or CMS
user.

e The Package is searched by RO Account Manager to add the respective RO Approval
Letter or Reject the Package.

¢ If RO Account Managers adds the RO Approval Letter the workflow steps are as
shown below:

o The Package is downloaded by the RPC.

o The Package creator will receive a Notification about Package being downloaded
by the RPC.

o The RPC will begin adding FDRs and Error Reports to the Package for a
particular Plan Contract.

o The respective Plan user will receive a Notification in their eRPT account. The
Plan user will need to login to the eRPT application to check if there are any new
notifications.

o When the RPC completes processing the Package they will mark the Package
status as Closed.

o If RO Account Manager rejects the Package the workflow steps are shown below:
o The Package creator receives the Notification in their eRPT account.

o The Package creator will need to create a new Package.

4.2.2.3 Review Package Workflow

A Review Package is a Package created by either a CMS User or the RPC requesting Plan
users to provide additional information to perform a review of previously submitted transactions
by a Plan to ensure they comply with CMS Guidelines. Review Packages include EDV Reviews,
Pay Val Reviews, and special reviews as designated by CMS. Unlike the Submission Package
and Transaction Inquiry Package the Review Package follows a different process. Following are
the steps:

e The RPC or CMS User creates a Review Package for a particular Plan Contract.

¢ Notification is sent to the respective users in their eRPT account, who have access to
the contract.

e The Plan user views the notification.

o The Plan user responds to the Package by providing all the required Response
documents within seven business days of the request.
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e The Plan user submits a response to the Review Package.
e The RPC will download and process the Package.

e When the RPC completes processing, the Package will be marked as Closed.

4.3 Plan User Functions

In eRPT, a Plan user will be able to create, view, update, delete a draft package, track and
respond to Review Packages. A Plan user will also be able to view Response documents that
are added to the Package by the RPC.

The following are the types of Packages that can be created by a Plan User via the User
Interface:

e Submission Package
o Category 2
o Category 3
o Resubmission
o Special
e Transaction Inquiry Package

In following sub sections, we will discuss the steps to:

Create Package - Submission Package

Create Package - Transaction Inquiry Package

Search a Package

View a Package

Update a Package

Delete a Draft Package

Tracking a Package

View Response Documents added by the RPC via Notifications
Search & View Documents

Add Response Documents to Review Package
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431 Create Package - Submission Package

1. Login to the eRPT application.
2. Action: Select Create Package.

Figure 10: Create Package - Submission Package

(CCMS . ;
CINTIRS FOR MIDICARE & MIDICAID STRV >
Create Package

Create Package

* Indicates Required Fields

Search Create Packags

| Logout

Package Information

Package Type: *

Submission Package *

Category. *
Category 2

Parent Organzation: *

AlDS Healthcare Foundation

Contracts

Contract 1D Count

+ /79 AO Page 1 of 0 » =

Total Submission Count

Continue

3. This screen allows the user to enter details for the Submission Package.
a. Package Type:
i. Submission Package
b. Category - The category code is dynamically populated based on the Package
type selection.
Parent Organization: (multiple organization selection list)

Contracts - optional field
i. Contract Id - Select the Contract Id from the dropdown
ii. Count - Enter the number of transactions.
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4. Action: To add contract information select the + sign in the contract grid and pop-up
window will appear as shown below:

Figure 11: Create Package - Submission Package

Search Create Package

R T

Create Package

Create Package

* Indicates Required Fields

Package Information

Package Type: *
Submission Package $

Category: *
Category 2 &

Parent Organization: *
AIDS Healthcare Foundation $

Contracts:

Add Record x
Contract ID [H3204 B3|

Count

® Submit % Cancel
4

+ S @ P § 1« <« Page1 |of0 » m

Total Submission Count:
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5. For a Plan user the contract ID drop down will be populated automatically based on the
contracts the Plan user has privileges to as shown below:

Figure 12: Create Package - Submission Package

Create Package

Ly T ——

Create Package

Create Package

* Indicates Roquired Fields
9

Package Type:*
Submission Package

Category: *
Category2 o

Parent Organzaton: *
AIDS Healthcare Foundation

6. Action: Select Contract from the drop down for Contract ID.
7. Action: Enter number of transactions in the Count field.
8. Action: Select Submit button.
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9. The contract information will be added in the Contracts grid as shown below:

Figure 13: Create Package - Submission Package

Create Package

Create Package

Create Package

* Indicates Required Fields

Package Information

Package Type: *

Submission Package s

Category: *
Category2 &

Parent Organization: *

AIDS Healthcare Foundation P
Contracts:
Contract ID Count

H2109 12

Contract D 12109~ ]

Count

B Submit % Cancel
%

+ ST PP e Pageﬂiiofo > >

Total Submission Count:

12

10. Action: Repeat steps 6 to 8 to add additional contract information. The user can enter
25 contract entries per Package.

11. Action: After entering all the contract information select Cancel or select x on the Add
Record pop-up.
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12. Action: To delete any contract information added in the contract grid complete the
following steps-

a. Action: Select Contract row in the contract grid. The selected contract row will be
highlighted as shown below:

Figure 14: Create Package - Submission Package

Create Package

Create Package

* Indicates Required Fields
Package Informati

Package Type: *

Submission Package N

Category: *
Category 2«

Parent Organization: *

AIDS Healthcare Foundation +

" Contracts

Contract ID
HO571 54
HO474
HO150
HO117

Count

23
25

+ S T P D Page 1 of 0w w

Total Submigsion Count:

14
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b. Action: Select delete sign as shown below:

Figure 15: Create Package - Submission Package

Create Package

Create Package

* Indicates Required Fields
Package Information

Package Type: *

Submission Package

a*

Category: *
Category 2 &

Parent Organization: *

AIDS Healthcare Foundation

a*

Contracts:
Contract ID Count
HO571 54
H0474 23
HO150 25
HO117 12

+ fp fic] Page 1 of 0 s> =

Total Submission Count:
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¢. The contract information will be deleted as shown below:

Figure 16: Create Package - Submission Package

Create Package

Create Package

* Indicates Required Fields
Package Information

Package Type: *

Submission Package +

Category: *
Category 2 s

Parent Organization: *

AIDS Healthcare Foundation

*

Contracts:
Contract ID Count
HO571 54
H0474 23
H0150 25
+ & W B B Page 1 of 0w w1

Total Submission Count:

102
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13. To edit any contract information added in the contract grid complete the following steps:
a. Action: Select Contract row in the contract grid. The selected contract row will be
highlighted as shown below:

Figure 17: Create Package - Submission Package

Create Package

Create Package

* Indicates Required Fields
Package Infon

Package Type: *

Submission Package

a*

Category: *
Category 2 +

Parent Organization: *

AIDS Healthcare Foundation

*

i Contracts: A
Contract ID Count
HO17 12
HOET1 54
HO474 23
H0150 25
+ FS e D Page 1 of 0 »> »
., w
Total Submission Count:
114
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b. Action: Select edit sign as shown below:

Figure 18: Create Package - Submission Package

Create Package

Create Package

* Indicates Required Fields
Package Infor

Package Typs: *

Submission Package =
Category: *
Category 2 &

Parent Organization: ®

AIDS Healthcare Foundation

-

Contracts:
Contract ID Count
HO117 12
H0571 54
H0474 23
H0150 25
+ g 2§ Page 1 of 0w =

Total Submission Count:
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c. Edit Record pop-up will appear on the screen as shown below:

Figure 19: Create Package - Submission Package

Create Package

* Indicates Required Fields

Create Package

Package Information

Package Type: *

Submission Package -

Category: *
Category 2 &

Parent Organization: *

AIDS Healthcare Foundation

Contracts:
Edit Record x
Contract ID HOMNMT
Count 12
] B Submit % Cancel

+ S @ £ &

Total Submission Count:

114

A

Page 1 of 0 s> »

54
23
25

Count
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d. Update the required information. For our example we will update the count to 15.

Figure 20: Create Package - Submission Package

"-

Create Package

Create Package

* Indicates Required Fields
Package Information

Package Type: *
Submission Package —

Category: *
Category 2 &

Parent Organization: *

AIDS Healthcare Foundation +
Contracts:

12
Contract ID HOTT -

54
Count 15

23

L B Submit x Cancel 25
“

+ ST P @ Page 1 of 0 s m

Total Submission Count:

114

e. Action: Select Submit.
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f.  The user will be able to see the updated information in the contract grid as shown
below:

Figure 21: Create Package - Submission Package

Create Package

Create Package

* Indicates Required Fields
Package Information

Package Type: *

Submission Package A

Category: *
Category 2«

Parent Organization: *

AIDS Healthcare Foundation A

Contracts:

Contract ID Count
HO117 15
HO571 54
H0474 23
HO0150 25
+ S T DL @ Page 1 of 0 e s

Total Submission Count:

14

Note: The Total Submission Count field will be automatically updated. The user will not be
able to update the values.

Note: In the Contracts dropdown the user will be able to see only the contracts the user has
access too. If a Plan user does not have access to any contract, the Contract Grid will not be
available for the user on the Create Package Screen.

14. Action: After entering all the information required for the Package creation select
Continue.
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15. Documentation screen will be displayed as shown below. The user can select add
documents to a Package using the options available in Documentation screen:

Figure 22: Create Package - Submission Package

CMS

CENTERS FOR MEDICARE & MEDICAID.

Create Package

Create Package

~— Documentation

Accepted File Types: pdf, xls, xlsx

ﬂP\ Select files
o Add files to the upload queue and click the start button.

Document Type Filename Status

© Add Files
save fsuomi
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16. Action: Select Add Files. Windows Explorer pop-up window will be displayed for the
user to select the documents as shown below:

Figure 23: Create Package - Submission Package

Select file(s) to upload by swaar
Savein: || ERPT - @F > E-
I= Mame : Date modified Type =
":"ﬁ .. ERPT Prod 10/18/2012 5:40 PM  File fol
' RecentPlaces 130 approval Letter.pdf 9/13/201112550 PM _ Adobe| | |
- Et,&'] RPC Supporting Documentation.pdf 8/8/201210:11 AM  Adobe
: 'EL']RPC Supporting Documentationl. pdf 8/8/201210:11 AM  Adchbe
Desktop E]RPC Supporting Documentation?. pdf 8/8/201210:11 AM Adobe[=
— 'EL']RPC Supporting Documentation3. pdf &/8/201210:11 AM  Adobe
QE!J 'EL']F'.PC Supporting Documentationd . pdf 8/8/201210:11 AM Adobe
Libraries 'EL']F'.PC Supporting DocumentationS. pdf 8/8/201210:11 AM Adobe
| 'E] Submission_Cover_Letter.pdf 9/13/201112:50 PM Adobe
L&,....g T TestDocumentd.pdf 8/8/201210:11 AM  Adobe —
| Computer 'E]TestDDcumenﬂ.pdf 8/8/201210:11 AM  Adobe
. 'E]Testl]u:ucumentlpdf 8/8/201210:11 AM  Adchbe
! (E L TestDocument3.odf 8/8/201210:11 AM  Adobe T
Metwork = ! | r
File name: RPC Supporting Documentation pdf -
Save as type: FOF= v] [ Cancel ]
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17. Action: Select the files you want to add for the document and select Save. The
selected document will display in the user interface:

Figure 24: Create Package - Submission Package
—

‘(cMs
CcMS .

Accepted File Types: pd, s, xisx

M) Select files
]

& Addfiles tohe upload queue and dick the start bution.

RPC Supporting Documentation.pdf

18. Action: Select the appropriate Document Type value from the dropdown for each
document. Please refer Table 9 to view the appropriate document type values for the
documents. The default document type value for all the documents will be ‘RPC
Submission Spreadsheet’ when creating a Submission Package.

Note: The default document type value will vary based on the Package type and also the step in
the process.

19. Action: Select Start Upload.

20. Action: The user must upload at least one document for each of the following
document types for successful submission of the Package:

o RPC Submission Cover Letter (PDF File).

o RPC Submission Spreadsheet (xls or xIsx File).

o RPC Supporting Documentation (PDF File(s)).
Note: The format “xIsm” is not supported by the eRPT. Please refer to section for steps to
convert xlsm format document.
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21. On successful upload the user interface will display the following message:

Figure 25: Create Package - Submission Package

Message from web

I i 1 file(s) uploaded successfully.

OK

Note: Acceptable file types for uploading are PDF, XLS and XLSX.
22. Action: Select OK.
23. Action: The user can either ‘Save’ the Package or ‘Submit’ the Package by selecting
the respective button.

Note: The user will not need to upload any documents to save the Package.
24. Action: To save a Package click on the Save button. The user will see the following
message:

Figure 26: Create Package - Submission Package

Message from webpage ﬁ

I Package ID SUB0G05201200030 has been saved as a draft for later I
& l“-l submission.

oK

Note: A saved Package can be retrieved on the Search screen by searching for
Packages with ‘Draft’ status.

25. Action: Select Ok.
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26. Action: To submit a Package click Submit button. The user will then see the following
message:

Figure 27: Create Package - Submission Package

Message from webpage Lﬁ

I_..‘1 Package ID SUB0G04201200022 has been submitted for processing.

oK

Note: A submitted Package can be retrieved on the Search screen by searching for
Packages with an ‘Open’ status.

27. Action: Select OK.

28. If the user has not added all the required documents for the Package before submitting
the Package the following pop-up will be displayed:

Figure 28: Create Package - Submission Package

Message from webpage @

! E Please add the required document types before submitting the package for processing.

29. Action: Select Ok. Repeat steps 16 through 22 to add the required documents and
then submit the Package.
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4.3.2 Create Package- Transaction Inquiry Package

1 Login to the eRPT application.
2 Action: Select Create Package.
3 This screen allows the user to enter details for the Transaction Inquiry Package.
a. Package Type - Select Transaction Inquiry from the drop down.
b. Parent Organization: Select the Parent organization to which the Package
belongs.

Note: If the user’s Parent Organization does not display, please contact the MAPD Help Desk at
mapdhelp@cms.hhs.gov or 1-800-927-8069.

Figure 29: Create Package - Transaction Inquiry

Search Create Package

r
Ml

Create Package

Create Package

* Indicates Required Fields

Package Information

Package Type: *

ransaction Inquiry Packageff

Submission Package
Transaction Inquiry Package
AIDS Healthcare Foundation

4 Action: After entering all the information required for the Package select Continue.
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5 Documentation screen will be displayed as shown below. The user can add supporting
documents to a Package using the options available on the Documentation screen:

Figure 30: Create Package - Transaction Inquiry

Search Create Package

cms *’

CENTERS FOR MEDICARE & MEDICAID SEX

Create Package

Create Package

[ Documentation

Accepted File Types: pdf, xls, xlsx

f?i Select files
W0 Add files to the upload queue and click the start button.

Document Type Filename Status

© Add Files
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6

7

Action: Select Add Files. Windows Explorer pop-up window will be displayed for the user to
select the documents as shown below:
If the user wants to upload xIs documents select Excel 97-2003 Workbook from Save-as-
Type dropdown as shown below:
Note: If the user wants to upload 'xIsx' documents select Excel Workbook from Save-as-Type
dropdown.

Figure 31: Create Package - Transaction Inquiry

"

Select file(s) to upload by swaar

m— e

S

Save in:

=
e

Recent Places

Libraries

LY

Computer

@

Metwark

, ERPT

Mame

. ERPT Prod
ERG Approval Letter.pdf
'EL']RF'C Supporting Documentation, pdf
'EL'IRPC Supperting Docurmentationl. pdf
IEIRF‘IC Supporting Docurmentation2. pdf
'EL'IRPC Supperting Docurmentation3, pdf
'[L'IRPC Supperting Docurmentationd. pdf
EIRPC Supporting Docurmentation5. pdf
'EL'I Submission_Cover_Letter.pdf
'E]Te:tDn:ncur‘nenﬂ].pdf
'@Testl:ll:ucumenﬂ.pdf
'EITE:tDDcumentE.pdf
L TestDocument3.odf

QI  E-

Date modified

10/18/2012 5:40 PM File fol
0/3/201112:50 PM - Adobe

8/8/20121011 AM  Adobe
8/8/201210:11 AM  Adobe| | |
8/8/201210:11 AM Adobe = II
8/8/201210:11 AM  Adobe
8/8/201210:11 AM  Adobe
8/8/20121011 AM  Adobe
9/13/20111250 PM  Adobe| | ||
8/8/201210:11 AM  Adobe
8/8/20121011 AM  Adobe
8/8/201210:11 AM  Adobe
Adobe T

1| 1]

8/8/201210:11 AR
|

File name:

-

Save as type: [FDF&

T]

o

Type

I

Excel 57-2003 Workbook

POFs
Excel Wordchoaol:
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8 All xIs documents within the local folder will be displayed as shown below:

Figure 32: Create Package - Transaction Inquiry

"

Select file(s) to upload by swaar

Savein:

iy

o

Recent Places

I
Libraries

HAIM!'
|

Computer

@

Netw;:hrk

|, ERPT

Mame

. ERPT Prod

1

& Proposed_RPC_Status_Request_template.xls

QT E

Date modified

10/18/2012 5:40 PM  File folder
8/12/2011 11:06 AM  Microsoft !

1|

T

File name:

Save as type: BExcel 57-2003 Workbook

Type
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9 Action: Select the files you want to add for the document and select Save. The selected
document will display in the user interface.

Figure 33: Create Package - Transaction Inquiry

Create Package

Create Package

Accepted File Types: pc, s, xsx
) Selectfiles

@ Addfiles o he upload queue and cick e start buon

Proposed_RPC_Status_Request_template.xls

1fies queved | © Start Upload

10 Action: Select the appropriate Document Type value from the dropdown to each
document. The default value for all of the documents will be 'RPC Transaction Inquiry
Request’ when creating a Submission Package. The default document type value will vary
based on the Package type and also the step in the process.

Note: For Transaction Inquiry Package 'RPC Transaction Inquiry Request' is the only document
type the user can select for Package submission.

11 Action: Select Start Upload.

Figure 34: Create Package - Transaction Inquiry

LMessagE from web

L 1 file(s) uploaded successfully.

oK

e

Note: A document is not submitted until the user receives a message indicating that it has been
uploaded successfully.
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12 Action: Select OK.
13 Now the user can either ‘Save’ as Draft Package or ‘Submit’ the Package by selecting the

respective button.
Note: The user will not need to upload any documents to save the Package.

14 Action: To save a Package click on Save the user will see following message:

Figure 35: Create Package - Transaction Inquiry

Package ID TIQOE05201200012 has been saved as a draft for later
Fi I % submissicn,

OK

b

Note: A saved Package can be retrieved on the Search screen by searching for
Packages with ‘Draft’ status.

13. Action: Select OKk.
14. Action: To submit a Package click on Submit. The user will then see the following

message:

Figure 36: Create Package - Transaction Inquiry

Message from webpage ﬁ

I k Package ID TIQDG05201200014 has been submitted for processing.

Note: A submitted Package can be retrieved on the Search screen by searching for Packages
with ‘Open’ status.

15 Action: Select OK.

46



CMS XLC Using the System

16 If the user has not added all the required documents for the Package before submitting
the Package the following pop-up will be displayed:

Figure 37: Create Package - Transaction Inquiry

Message from webpage @

! E Please add the required document types before submitting the package for processing.

17 Action: Select Ok. Repeat steps 6 through 10 to add the required documents and then
submit the Package.

4.3.3  Search Package

Note: For our example we will search for a Draft Submission Package. The required fields on
the Search page are marked with an asterisk (*).

1. Login to the eRPT application.
2. Action: Select Search on top right corner of the screen.
3. Action: Select following options for Search Criteria:
a. Search For - Select Submission Package from the dropdown.
b. Date
i. From - Enter the beginning date for search.
ii. To - Enter the end date for search.
Package ID - For our example we will leave it blank.
Category - Category 2 (Default value for Submission Package Search).
Status - Select Draft from the dropdown.
Parent Organization: - Select ‘All’ from the dropdown.

~® Qo

Figure 38: Search Package

- —— e

From: 07-01-2012 To' 09-30-2012

rrrrrrrrr
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4. Action: Select Search.

5. If the search criteria have any matching results the values will be displayed in the
results grid as shown below. A Plan user will only see Packages to which the user
has access in the results grid.

Figure 39: Search Package

Search

* Indicates Required Field
Search Criteria

Search For:* Paciage D.
Submission Packages

Date:* Category:
From: 07-01-2012 To: 09-30-2012 Category2  +

Status:
Draft

Parent Org:
Al o

1) Type Category Status Submission Date
'SUB0720201200036 SuB Category 2 Draft
SUB0719201200034 suB Category 2 Draft
SUB0719201200033 SuB Category 2 Draft
'SUB0719201200032 suB Category 2 Draft
SUB0719201200031 sus Category 2 Draft

6. In section O we will discuss steps on how to view a Package retrieved in a Search.
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7. If the search criteria does not have any results to display the following pop-up will be
displayed:

Figure 40: Search Package

No search results found.

e

8. Action: Select Ok and repeat steps 1 to 4 to perform a new search.
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434  Steps to View a Package

1 Login to the eRPT application.

2 Search for Packages as shown in section 4.3.3

3 Action: Double click on Package in the result grid to view it. The "Package Details” tab
will be displayed as shown below:

Note: Based on the Package status you may see a button on the top right corner of the
“Package Details” tab.

Figure 41: View Package

Package ID: SUB0719201200022 Add RO Approval m

Package Details Submission Documents Response Documents -

Package Details

ID:
SUB0719201200022

Type
Submission

Category:
Category 3

Regional Office Code:

01

Parent Org:
AIDS Healthcare Foundation

Status:

Pending RO Approval

Last Updated By:
PLANS

Last Updated:

07-19-2012 14:59:15 EDT

Created By:

PLANS

Creation Date:

07-19-2012 14:53:30 EDT

Contracts:

Contract ID Count

4 Action: Select Submission Documents tab to view all the documents that were
submitted during Package submission.

Note: Depending on the Package type and category code, the document types available
may differ. Refer to Appendix C for selections available under Submission Documents.
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Figure 42: View Package

Package ID: SUB0719201200022

[Add RO Approvai | Reject | Submit |

Package Details Submission Documents Response Documents _

v Package Documents

ID
SUB0719201200022
SUB0719201200022
SUB0719201200022
SUB0719201200022

» Regional Office Approval Letters

Document Type
RPC Submission Spreadsheet
RPC Submission Spreadsheet
RPC Supporting Documentation
RPC Submission Cover Letter

5 Action: To view the documents select Package Documents to expand the selection to

view the list of documents.

6 Action: Double click on a specific document in the list to open and view the document.
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7 The document will open as shown below:

Figure 43: View Package Document

i} 10.22.017:9085/erpt/displayDocument?pid=103 3 ICM11 braeburn-t419 PLAN_RTRCTV_PKG_DOC59 26 A1001001A12F28B1074014916518 A12F28B10740491651 14 1362

RBEAZBESE| O[] ||HB | & L00|

Tools

Sign

Comment

5 L)
<

¥
&
3
=

3
Y,;:o CENTERS for MEDICARE & MEDICAID SERVICES
oy Vg

Centers for Medicare & Medicaid Services

Office of Financial Management — Financial Services Group
7500 Security Blvd

Daltivnara AM ATI44 1R8N
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8 Action: Select Response Documents to view all the Response Documents submitted
by the RPC contractor as shown below:

Note: Response documents will not be available if the status is marked as Draft, Pending
RO Approval or Open. Also the Response documents will only be visible if the user has
access to those documents.

Figure 44: View Package Documents

Package ID: SUB0719201200022 Add RO Approval [Reject [JSubmit |

| Package Details Submission Documents Response Documents _

» Final Disposition Reports

v Error Reports

ID Contract Error Trans Count

» Regional Office Send Back Letters

9 Action: To view the documents, the user can click Final Disposition Reports or Error
Reports to expand the selection to view the list of documents.

Note: The document types displayed under Response documents will vary based on the
Package type. Refer to Appendix C for selections available under Response Documents.

10 Action: To open and view the documents double click on the document to view it.
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11 Download the document to the local computer by selecting the Save icon as shown
below:

Figure 45: Save a Document

o
K ey

& CATS

CENTERS for MECSCARY 8 MEDICAD SERYRES

&

A
AL

&

2
v

Centers for Medicare & Medicaid Services
Office of Financial Management — Financial Services Group
7500 Secunty Blvd

Daltsvnnryg a AN 1948 1R8N
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4.3.5 Steps to update a Package
Note: Only Packages in ‘Draft’ status can be updated.

Login to the eRPT application.
Action: Select Search.

Enter the search criteria as shown in section 4.3.3 to retrieve the Package.
Action: Select Search.

The results meeting the search criteria will be displayed in the result grid.

Search

* Indicates Required Field

agrwnNpE

Figure 46: Update a Package

Search Create Package

Search Criteria

Search For: * Package ID:

«*

Submission Packages

Date: * Category:
From: 07-20-2012 To: 07-20-2012 Category2  »

Status:

Draft s

Parent Org:

All &
Results

ID Type Category Status Submission Date

SUB0720201200041 SuB Category 2 Draft
SUB0720201200040 SuB Category 2 Draft
SUB0720201200039 SuB Category 2 Draft
SUB0720201200038 SuB Category 2 Draft

6. Action: Open the Package that you want to update by double clicking on the Package.
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Figure 47: Update a Package

Package ID: SUB0720201200040 Update Mode |

Package Detail:

ID:
SUB0720201200040

Type:
Submission

Category
Category 2

m

Parent Org
America;s 15t Choice Insurance Company of NC Inc.

Status:
Draft

Total Submissions:

3280

Last Updated By
PLAN1

Last Updated:
07-20-2012 21:18:16 EDT

Created By
PLAN1

Creation Date:
07-20-2012 19:17:28 EDT

Contracts:

Contract ID Count -

7 Action: Select Update Mode from the top right corner of the Package screen.
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Package ID: SUB0720201200040

Figure 48: Update a Package

[View Oty oo | Submit | Detete

[ Package Details ] ission D I R

*Indicates Required Fields
Package Inf i

Package Type: *
suB

Category: *
Category 2

Parent Organization: *

Americags 1st Chaice Insurance Company of NG Inc

Contract ID Count
HO474 3280

Total Submission Count:
3280

+ s @ O F Page 1 of0 » m

Save and Submit

8 Action: To update the Package attributes select Package Details to update the

attributes.

9 Action: Once the update is completed select Save.
Note: If the Save button is not selected after updating the Package attributes, the
updated information will not be saved for the Package.

10 Action: To add additional documents select the Submission Documents tab.
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Figure 49: Update a Package

Package ID: SUB0720201200040 View Only Mode | Submit |

» Package Documents

Select files
Add files to the upload queue and click the start bution

Document Type Filename Status

o

Accepted File Types: pdf, xIs, xlsx
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11 Action: Select Add Files. Windows Explorer pop-up window will be displayed for the
user to select the documents as shown below:

Figure 50: Update Package

Select file(s) to upload by swaar u
Savein: || ERPT - @ F @
= Mame . Date modified Type =
';"-3"' . ERPT Prod 10/18/2012 5:40 PM  File fol
' Recent Places 150 approval Letter. pdf 9/13/201112550 PM _ Adobe| | |
- EE RPC Supporting Documentation. pdf 8/8/201210:11 AM  Adobe
5 'EL']RP‘C Supporting Documentationl.pdf 8/8/201210:11 AM Adche
Desktop 'EL']RPC Supporting Documentation2. pdf 8/8/201210:11 AM Adobe|=
— EL']RPC Supporting Documentation3. pdf 8/8/201210:11 AM Adobe
” 'EL']RP‘C Supporting Documentationd. pdf 8/8/201210:11 AM Adcbe
Libraries 'EL']F{PC Supporting Docurmentations. pdf 8/8/201210:11 AM Adobe
| 'EL'] Subrnission_Cover_Letter.pdf 9/13/2011 12:50 PM Adobe
Lh,...! L TestDocumentd. pdf 8/8/201210:11 AM  Adobe
I Computer 'EL']TestDDcumenﬂ.pdf 8/8/201210:11 AM Adobe
-y 'E]TestDncumentE.pdf 8/8/201210:11 AM Adche
! (E L TestDocument3.odf 8/8/201210:11 AM  Adobe T
Metwork L - | r
File pame: RPC Supporting Documentation pdf -
Save as type: [F‘DFs v] [ Cancel ]

=

12 Action: Select the files you want to add for the Package and select Save. The selected
document will display in the user interface.
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Figure 51: Update Package

Package ID: SUB0720201200040 View Only Mode

[ Package Details I S

+ Package Documents

1) Select files
“ Add files to the upload queue and click the start button.

RPC Supporting Documentation v RPC Supporting Documentation.pdf

[ e I e —

Accepted File Types: pdf, xls, xlsx

13. Select the appropriate document type value from the drop-down and select Start
Upload. On successful upload the user interface will display the following message:

Note: The message in the pop-up will display the number of documents that were uploaded.

Figure 52: Update Package

LMessagE from web

L 1 file(s) uploaded successfully.

oK

Note: Acceptable file types for uploading are PDF, XLS and XLSX. The eRPT does not
accept the XLSM format. This format must be converted to an acceptable format. See
section 4.5 of this manual for instructions on how to convert an xIsm file to an acceptable

format.
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14 If the user chooses to do so, the user can select to submit the Package, close the
Package screen or switch back to ‘View Mode’ or delete the Package.
15 To submit the Package:
a. Action: Select Submit button on the top right corner of Package Screen as
shown below:

Figure 53: Update Package

Package ID: SUB1010201200002

[ Package l)emilsl Submission Documents

» Package Documents

Select files
B A0aties o ihe upload queue and cick the start bution
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16 To close the Package screen:
i. Action: Select x at the bottom right corner of the screen.

Figure 54: Update Package

Package ID: SUB1010201200002 m m
v

» Package Documents

Select files
W sani

s 10 the upload queue and click he start button.

ii. Action: You can also choose to click outside the Package screen and
Package will be closed.
17. Switch to View Only Mode:
i. Action: Select View Only Mode on the top right corner of the
Package screen.

Note: If the Package screen is closed before selecting the Start Upload for selected documents
in the Submission Documents the document will not be saved for the Package. Please make
sure to upload the document before closing or submitting the Package.
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4.3.6  Steps to delete a Draft Package

Note: Only Packages in ‘Draft’ status can be permanently deleted.

When a Package in Draft status is deleted from the eRPT application it will be permanently

deleted from the application and cannot be retrieved. A draft Package can be deleted only
by the Package Creator.

1. Login to the eRPT application.

2. Action: Select Search.

3. Enter the search criteria as shown in section 4.3.3 to retrieve the Package.
4. Action: Select Search.

Figure 55: Delete a Draft Package

SUL 3
SUB0B04201200010
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5. Action: Open the Package that you want to delete by double clicking on the Package.

Figure 56: Delete a Draft Package

Package ID: SUB0720201200041 Update Mode | P
Package Details Submission Documents Response Documents _

Package Details

ID:
SUB0720201200041

Type:
Submission

Category:
Category 2

Parent Org:
AIDS Healthcare Foundation

Status:
Draft

Last Updated By:
PLAN2

Last Updated:
07-20-2012 14:42:17 EDT

Created By:
PLAN2

Creation Date:

07-20-2012 14:42:17 EDT

Contracts:

Contract ID Count
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6. Action: Select Delete button on the top right hand corner of the screen. The following
message will be displayed:

Figure 57: Delete a Draft Package

Package ID: SUB0720201200039 View Only Mode [JSubmit |

Package Details Submission Documents Response Documents _

* Indicates Required Fields

Package Information

Package Type: *

suB

Category: *
Category 2

arent O

Message from webpage

! Package SUB0720201200039 has been successfully deleted.

-

+ /T PO

Total Submission Count

7. Action: Select Ok.

4.3.7  Tracking a Package

A Package can be tracked in the eRPT application by referring to the status of the Package.
The following are the status values that are supported in the eRPT application:

o Draft -When a Package has been created but not yet submitted within the eRPT
application.

e Pending RO Approval- When a Package is submitted by the Plan Users but is awaiting
RO Approval Letter from the RO Account Manager. This status is applicable only for a
Category 3 Submission Package.

e Open- When a Submission Package is submitted to eRPT and ready for the RPC to
download or when a Review Package is uploaded for a Plan User to respond.

e Completed- When a review Package is submitted by the Plan user with all of the
Response documents.
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e Downloading- When the RPC is downloading the Package.
o In Process- When the RPC is processing the Package.

o Closed- When a Submission Package has been completed by the RPC the Package
status will be marked as closed.

1. Action: Select Search on top right of the screen.
2. Action: Select following options for Search Criteria:
a. Search For - Select Submission Package from the dropdown.
b. Date
i. From - Enter the beginning date for search.
ii. To - Enter the end date for search.
Package ID - For our example we will leave it blank.
Category - Category 2 (Default value for Submission Package Search).
Status - Select ‘All' from the dropdown.
Parent Organization: - Select ‘All' from the dropdown.

~® Qo

Note: The fields required in the search criteria are marked with an asterisk (*).

3. Action: Select Search.
4. A user can view the status of a Package in the Results grid as shown below:

Figure 58: View Package Status

Search

Indicates Required Figld
Search Criteria

Submission Packages

From: 07-01-2012 To: 07-20-2012

Results

D Type Category Status
SUB0719201200030 sus Special
SUBOT19201 sus Category 3
SUB0719201 e
SUBOT1920
SUBO7

sUB Category 3
suB Special
sus Resubmission

sus Category 3 ing RO Approval
SUBOT19201200014 SUB Category 2 ICompleted 7182012 13:42:56

SUB0718201200001 SUB Category 2 {oran y
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5. The user can double click on a Package to view the Package Details. The status of

that Package will be displayed as shown below:

Figure 59: View Package Status in Package Details

Package ID: SUB0719201200030

[ Package Details I ission D I D

ge Details

D
SUB07T19201200030

wpe
Submission

Category
SPECIAL

Parent Org:
AIDS Healthcare Foundation

Last Updated
07-20-2012 14:06:02 EDT

Created By

PLAN1

Crestion Date:

07-19-2012 20:29:40 EDT
Submission Date
07-19.2012 20:29:42 EDT

Contracts:
Contract ID  Count

6. The Status field confirms the Package is in a Downloading status.

4.3.8 View Response Documents added by the RPC via Notifications

All Submission and Transaction Inquiry Packages submitted to the eRPT application by the Plan
Users will be available for the RPC users to download and provide Response documents.

Following are the Response Documents that are added by RPC for Plan users:
e FDR
e RPC Error Report Notification
e RPC File Upload Error Report

e RPC Transaction Inquiry Response

All response documents to a submission Package are added for a particular Plan contract and
only the users who have access to the contract will be able to view the documents. When a
response document is added by the RPC contractor, the respective user will receive a
notification within the eRPT application (i.e. the user will not receive an email in their email
account notifying them that there is a response document. The user must login to the eRPT
application to view the notification.). Following are the different notifications the users will

receive when a response document is added by RPC for a submission Package,
e There is an FDR(s) uploaded by RPC for Package {0}
e There is an Error Report uploaded by RPC for Package {0}
e There is an Inquiry Response uploaded by RPC for Package {0}
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All response documents to an Inquiry Package are added for the Package Creator to view.
When a response document is added to a Transaction Inquiry Package only the Package
creator will receive the notification in the eRPT application. The Package creator will receive the
following notification when he/she receives a response document from RPC:

e There is an Inquiry Response uploaded by RPC for Package {0}.

Note: {0} holds the Package ID to which the response document was added by RPC.

In this section, we will discuss the steps to view response documents added by RPC via
notifications.

1. Login to the eRPT application.
2. Action: Select Notifications on the upper right hand corner of the screen.

Figure 60: View Response Documents via Notifications
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3. The following pop-up window will display with a list of all the Notifications for the
logged in user:

Figure 61: View Response Documents via Notifications

Notifications

[[]  DateReceived essage
3 There is PayVal Request RVIWO721201200011 from CWS Ceniral Office.

2 There is PayVal Request R 1201200012 from CHS Central Office
3 There is PayVal Request R 11200015 from CMS Central Office,
There is Pay\al Request R 11200016 from CMS Central Office,
There is an EDV Request. 1200017 from RPC.
There is PayVal Request R\ 1201200018 from CHS Ceniral Office.
There is an EDV Request 1200018 from CHS Central O fice.
There is an EDV Request RVVV0723201200022 from RPC.
There is an Error Report uploaded by RPC for Package
SUB0719201200025.
There is an Error Report uploaded by RPC for Package
SUB0719201200025
There is an EDV Request RVIN0723201200023 from RPC.

Acknowledge Selected Notifications || View Selected Package

4. All the notifications belonging to the current user will be displayed.

Figure 62: View Response Documents via Notifications

ca 5

Date Received Message
07-21-2012 15:40:03 There iz PayVal Request RVWO721201200011 from CMS Central Office.

07-21-2012 16:30:12 There is PayVal Reguest RVWO721201200012 from CMS Central Office.
07-21-2012 16:40:03 There is PayVal Reguest RVWO721201200015 from CMS Central Office.
07-21-2012 16:48:09 There is PayVal Reguest RVWO721201200016 from CMS Central Office.
07-21-2012 16:535:28 There is an EDV Request RVW0T21201200017 from RPC.
07-21-2012 17:06:52 There is PayVal Reguest RVWO721201200018 from CMS Central Office.
07-21-2012 17:42:09 There is an EDV Reguest RVW0721201200019 from CMS Central Office.
07-23-2012 13:40:55 There is an EDV Request RVW0T23201200022 from RPC.
There iz an Error Report uploaded by RPC for Package

SUBOT19201200026.
There iz an Error Report uploaded by RPC for Package
SUBOT19201200026.

A e e o i

There iz an EDV Reguest RVW0729201200023 from RPC.

Acknowledge Selected Notifications || View Selected Package
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5. Action: The user should select a checkbox for the notification that they would like to
view. For our example let’s select notification for Error Report.

Figure 63: View the Response Documents via Notifications

Notifications

|:| Date Received Message
L 07-21-2012 15:40:03 There iz Pay\al Request RVW0721201200011 from CMS Central Office.

D 07-21-2012 16:30:12 There is PayVal Request RVW0721201200012 from CMS Central Office.
D 07-21-2012 16:40:03 There is PayVal Request RVW0721201200015 from CMS Central Office.
D 07-21-2012 16:48:09 There is PayVal Request RVWOT21201200016 from CM3 Central Office.

[ 07-21-2012 16:55:28 There is an EDV Reguest RVWOT21201200017 from RPC.
D 07-21-2012 17:06:52 There is PayVal Request RVW0721201200018 from CMS Central Office.
D 07-21-2012 17:42:09 There is an EDV Reguest RVW072120120001% from CMS Central Office.

[ 07-23-2012 13:40:55  There is an EDV Request RVWOT23201200022 from RPC.

There iz an Error Report uploaded by RPC for Package
SUBOT19201200025.
There iz an Error Report uploaded by RPC for Package
SUBOT19201200025.

[ 07-29-201221:59:11  There is an EDV Request RVWOTZ5201200023 from RPC.

Acknowledge Selected Notifications || View Selected Package

07-23-2012 14:56:14

[ 07-23-2012 14:56:14

6. Action: Select the View Selected Package button.
7. The Package will be displayed to the user.

Figure 64: View Response Documents via Notifications

Package ID: SUB0719201200026

—Pack Details

2 )

ID:
SUB0719201200026

Type:
Submission

Category:

Category 3

Regional Office Code:
01

Parent Org:
AIDS Healthcare Foundation

Status:

In Process
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8. Action: Select Response Documents Tab to view the documents added by RPC.

Figure 65: View Response Documents via Notifications

Package ID: SUB0719201200026

» Final Disposition Reports
» Error Reports

» Regional Office Send Back Letters

9. Action: Expand Error Reports selection to view the documents as shown below:

Figure 66: View Response Documents via Notifications

Package ID: SUB0719201200026

» Final Disposition Reports

- Error Reports

1D Contract Error Trans Count
SUB0719201200026
SUB0719201200026
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10. The user will be able to view all the error report documents added by the RPC.

11. Action: To open and view the documents double click on the document to view it.
Download the document to the local computer by selecting the Save icon as shown
below:

Figure 67: View Response Documents via Notifications

CENTERS for MECSCARY 8 MEDICAD SERYRES

Centers for Medicare & Medicaid Services

Office of Financial Management — Financial Services Group
7500 Secunity Blvd

Daltsviiarva A II194648 198N

439 Search & View Response Documents

The Search feature in the eRPT application can also be used for searching the following types
of documents:

e Final Disposition Reports
e Error Reports
e RO Letters
o Regional Office Send Back Letters
o Regional Office Approval Letters
In this section, we will discuss the steps to search and view documents.

1. Login to the eRPT application.
2. Action: Select Search.
3. Enter the search criteria to retrieve the response documents,
a. Search For - Select Final Disposition Reports from the dropdown
b. Date
i. From - Enter the beginning date for search
ii. To - Enter the end date for search
c. Package ID - For our example we will leave it blank
d. Parent Organization: - Select ‘All' from the dropdown.
e. Contract ID - For our example we will leave it blank
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Figure 68: Search & View Response Documents

* Indicates Required Field
Search Cri

SewcnFort s D Contract
Final Disposition Reports o
Date:* Farent Org
From: 07-01:2012 To: 09-30-2012 A
Results.
[} Type Catogory Status

Submission Date

4. Action: Select Search.
5. The results meeting the search criteria will be displayed in the result grid.

Figure 69: Search & View Response Documents

AS ——

Search

* Indicates Required Field
Search Criteria

Final Disposition Reports &

oute-+
From 07-01:2012 To 03302012 L)

Contract Successful Trans Count Failed Trans Count
SUB0719201200016 HONT

SUB0719201200016 HOM1
SUB0719201200026 H1415

SUBO713201200026

10
10
H0819 10
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6. Action: Double click on the document in the result grid to view it. The document will
open as shown below. Download the document to the local computer by selecting
the Save icon as shown below:

Figure 70: Search & View Response Document

CENTERS fow MECSCARY 8 MEDICAD SERYXES

Centers for Medicare & Medicaid Services

Office of Financial Management — Financial Services Group
7500 Security Blvd

Daltsviiara A I19461 198N

4310 Add Response Documents to Review Package

Responses to Review Packages include Plan documentation supporting EDV Review Requests,
Pay Val Review Requests or other Reviews designated by CMS. In the following section we will
discuss how a Plan User can:

e Search for Review Packages
e Access Review Packages via notifications
o Complete Review Packages with Response Documents

4.3.10.1 Search for Review Packages

1. Login to the eRPT application.
2. Action: Select Search on top right corner of the screen.
3. Action: Enter following search criteria to perform the search:
a. Search For: Select Review Package from the drop down.
b. Date: Select the date range for the search. Use the date available in the
notification to determine the date range for the Review Package.
c. Package ID - Package ID can be found from notifications.
d. Category: Select the appropriate Category Code. The Review Package
Category will be available in the notifications.
e. Status: Select Open from the drop down.
f. Parent Org: Lists all the Parent Organizations.
g. Contract ID: It is an optional field. Enter the contract ID.
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4. Action: Select Search.

Figure 71: Search Review Package

Create Package

Search

* Indicates Required Field

Search Criteria

Search For: * Package ID:
Submission Packages (3

Date: * Category:
From: 07-01-2012  To: 07-20-2012 Al ¢

Status:
Al s
Al
Draft
Pending RO Approval s
Rejected

Downloading

In Process

Completed

1D Ty Closed Category Status Submission Date

Results

5. Search results will be displayed in the results grid.

Figure 72: Search Review Package

Create Package
* Indicates Required Field
Search Cs
Searento Conract
Revow Packages .
o Category
From' 07-01-2012 To: 07:25-2012 L .
stams
Al .
Parest Org
Al B
Results
) Type Category Status Submission Date
V0723201200022 Enroliment Data Validation Open 07-23-2012 17:40 52 ~
V0723201200021 Enrolment Data Validation Open 07232012 17.28:39
V0723201200020 Enroliment Data Validation Open 07232012 151919
V0721201200019 Enroliment Data Validation Open 07-21-2012 21:42.08
V0721201200018 Payment Vahidation Open 07-21-2012 2106 51
V0721201200017 Enroliment Data Validation Open 07-21-2012 20:85:24
V0721201200016 Paymant Validation Open 07-21-2012 20:48.07
V0721201200015 Payment Validation Downloading 07-21:2012 20 40.02
V0721201200014 Payment Validation Downloading 07-21-2012 202015
RVW0721201200013 Payment Validation n Process 07-21:2012 19.4441
RVW0721201200012 Payment Validation Open 07-21-2012 20:30-11
RVW0721201200011 Payment Vahidation Open 07-21-2012 19.40:02
V0721201200010 Payment Validation Compieted 07-21:2012 193602
V0721201200009 Payment Validation Open 07-21-2012 19:17:36
V0719201200008 Enroament Data Validation Open 07-19.2012 19.50.57
9071920120007 Enroliment Data Validation Completed 07-19:2012 18:32:10
V0719201200006 Enrolment Data Validation Open 07-19-2012 174521
V0719201200005 Enroliment Data Validation Closed 07-19-2012 14.13:41 LA
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4.3.10.2 Access Review Packages via Notifications

1. Login to the eRPT application.
2. Action: Select Notifications on the upper right hand corner of the screen.

Figure 73: Access Review Package via Notifications

Create Package

3. The following pop-up window will display with a list of all the Notifications for the user:

Figure 74: Access Review Package via Notifications

Motifications
e Receive: ae

Acknowledge Selected Notifications | View Selected Package
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4. All the notifications belonging to the current user will be displayed.

Figure 75: Access Review Package via Notifications

5

|

Date Received
07-21-2012 15:40:03
07-21-2012 16:30:12
07-21-2012 16:40:03
07-21-2012 16:48:09
07-21-2012 16:55:28
07-21-2012 17:08:52
07-21-2012 17:42:09

Message
There iz PayVal Request RVWOT21201200011 from CMS Central Office.

There iz PayVal Reguest RVW0721201200012 from CMS Central Office.
There iz PayVal Reguest RVW0721201200015 from CMS Central Office.
There iz PayVal Reguest RVW0721201200016 from CMS Central Office.
There iz an EDV Reguest RVW0721201200017 from RPC.

There is PayVal Reguest RVW0721201200018 from CMS Central Office.

There iz an EDV Reguest RVWO721201200019 from CMS Central Office.

07-23-2012 13:40:55 There is an EDV Request RVIW0723201200022 from RPC.

There iz an Error Report uploaded by RPC for Package
SUBOT19201200026.
There iz an Error Report uploaded by RPC for Package
SUBOT19201200026.

07-28-2012 21:58:11  There is an EDV Request RVW0725201200023 from RPC.

Acknowledge Selected Notifications [ View Selected Package

07-23-2012 14:56:14

07-23-2012 14:56:14

]
|
]
o
o
o
]
o
o
]
]
o

5. Action: Select a checkbox for the notification you would like to view.

Figure 76: Access Review Package via Notifications

5

|

Date Received Message

OO0OOCEoCOoOoOoOO

07-21-2012 15:17:38
07-21-2012 15:40:03
07-21-2012 16:30:12
07-21-2012 16:40:03
07-21-2012 16:48:09
07-21-2012 16:55:28
07-21-2012 17.06:52
07-21-2012 17:42:09
07-23-2012 13:40:55

07-23-2012 14:56:14

07-23-2012 14:56:14

There is PayVal Request RVWOT21201200009 from CMS Central Office.
There is PayVal Request RVWO721201200011 from CMS Central Office.
There is PayVal Request RVWOT21201200012 from CMS Central Office.
There is PayVal Request RVWOT21201200015 from CMS Central Office.
There is PayVal Request RVWOT21201200018 from CMS Central Office.
There is an EDV Request RVW0721201200017 from RPC.

There is PayVal Request RVWOT21201200018 from CMS Central Office.

There is an EDV Regquest RVWIT21201200019 from CMS Central Office.

There is an EDV Request RVW0723201200022 from RPC.
There is an Error Report uploaded by RPC for Package
SUB0719201200026.

There is an Error Report uploaded by RPC for Package
SHRNT1GINA30NNTR

Acknowledge Selected Notifications || View Selected Package
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6. Action: Select the View Selected Package button.

Figure 77: Access Review Package via Notifications

Package ID: V0721201200017 Add Documents [| Submit |

Package Details

ID:
RVWO0721201200017

Type:
Review

Category:
Enrollment Data Validation

Parent Org:
Carilion Services Inc.

Status:
Open

Last Updated By:
RPC

4.3.10.3 Complete Review Package with Response Documents

1. Action: Search for Review Package by following steps in section 4.3.10.1 to search for
Review Package.
2. Action: Double click on the Package to open and view the Package.

Figure 78: Complete Review Package with Response Documents

Package ID: RVW0729201200023 — —

Package Details

o
RVW0729201200023

ted
2012 01:59:01 EDT

%

07-30-2012 01:59:00 EDT

Submissian Date
07-30-2012 01:59:01 EDT
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3. Action: Select Add Documents. The following window will be displayed:

Figure 79: Complete Review Package with Response Documents

Package ID: RVW0729201200023 Finished Adding Docs || Submit |
1) Select files

Add files to the upload queue and click the start button.

Document Type Filename Status

-

Accepted File Types: pdf, xIs, xlsx
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4. Action: Select Add Files. Windows Explorer pop-up window will be displayed to select
the documents as shown below:

Figure 80: Complete Review Package with Response Documents

L = -
Select file(s) to upload by localhost e = E
Save in: | ERPT - ﬁ ? » "'
= Mame : Date modified Type
"'ﬁ E]RPC Suppoerting Documentation. pdf 8/8/201210:11 AM Adobe Ac
Recent Places &5 bmission_Cover Letter.pdf 9/13/201112:50 PM  Adobe Ac
Desktop
=
Libraries
A
Computer
“
u 1| i 3
Metwork
File name: - Save
Save as type: PDFs v] [ Cancel ]

5. Action: Select the files you want to add for the document and select Save. The selected
document will display in the user interface.
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6. If the user wants to add Excel documents select Excel or from Save-as-Type dropdown
as shown below:

Figure 81: Complete Review Package with Response Documents

Select file(s) to upload by localhest i ' ——— H
, a
;
” Savein: |, ERPT - O i B [
P Name . Date modified Type
L @RPC Supporting Documentation.pdf 8/8/201210:11 AM  Adobe Ac
RecentPlaces  #5,pmission_Cover_Letter.pdf 9/13/201112:50 PM  Adobe Ac
Deskto
W=
Libraries
A
Computer

@ < | 1 »

File name: ¥
Save as type: lF_‘DFs. : 1'_] ﬂ]

PDFs
Excel Workbook

Excel 97-2003 Workbook

7. All excel documents within the local folder will be displayed as shown below:

Figure 82: Complete Review Package with Response Documents

Select file(s) to upload by localhost G s l ——— E

Sawve in: .. ERFT - S F — E-

-~

MName Date modified Type
(ESIEDW Validation Spreadsheet.dsx 91472011 8:55 AM Microsoft

bi-

Recent Places

(=]
m
1]
ﬁ l
0 -
o

F_a

Libraries

4

Computer

“ “ | (113 *
MNetwork
File name: EDW Walidation Spreadsheest xdsx -
Sawe as type: [ Excel Workbook: - ] Cancel
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8. Action: Select the files you want to add for the document and select Save. The selected
document will display in the user interface.

Figure 83: Complete Review Package with Response Documents

Package ID: RVW0729201200023

Finished Adding Docs

l Package Details I

Select files
Add files to the upload queue and click the start button.

Document Type Filename Status
EDV Validation Spreadshest v RPC Supporting Documentation.pdf 0% @

EDV Validation Spreadshest v Submission_Cover_Letter.pdf 0 @

EDV Validation Spreadsheet - EDV validation Spreadsheet.xlsx 0% @

[ R I e —— —

Accepted File Types: pdf, xls, xlsx

9. Action: Select the appropriate Document type.
10. Action: Select Start Upload.

Figure 84: Complete Review Package with Response Documents

3 file(s) uploaded successfully

——
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11. Action: Select OK.

12. Action: Select Submit if you have completed adding all the documents or select Add
Files to add additional documents or select Finished Adding Docs to switch to View
Mode.

13. Action: Select Submit

14. The following message will be displayed:

Figure 85: Complete Review Package with Response Documents

Package ID RVW0729201200023 has been submitted for processing.

Lo ]

15. Action: Select OK.

16. The Package status will be updated to Completed and will be available for RPC to
download and process.
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4.4 Notifications

Notifications are messages sent to users to notify them about an action that has been
completed on the Package
Notifications are created within the eRPT application when:

¢ A Response document is added by the RPC for the Plan or for CMS Regional Office to
review.

e A Category 3 Submission Package is rejected by the Regional Office user.
o If a CMS Central Office user deletes a Package created by the Plan User.

¢ When RPC downloads the package.

The following table lists all the notifications that a user can receive based on the RPC response:

Table 2: eRPT Notifications

This notification is to the Package creator. This
RPC successfully downloaded Package notification is sent automatically by eRPT when
<Package Id> RPC successfully downloaded the Package

This notification will be sent to the Plan when
the RPC | uploads an error report for a
Package relating to a specific contract. Only
the users who have access to the contract can
view the error report. The notification will be
sent to all the users who have access to the
contract. If the Package Creator does not have
There is an Error Report uploaded by RPC for | access to a contract he/she will not be able to
Package <Package Id> view the document and notification.

This notification will be sent to the Plan when
the RPC uploads a FDR for a Package relating
to a specific contract. Only the users who have
access to a contract can view the error report.
The notification will be sent to all the users who
have access to the contract. If the Package
Creator does not have access to a contract the
There is FDR(s) uploaded by RPC for Package | user will not be able to view the document and
<Package Id> notification.

This notification is sent to the Package Creator
There is an Inquiry Response uploaded by when a response document is added to the
RPC for Package <Package Id> Transaction Inquiry Package.

This notification will be sent to the Plan when
the RPC creates a review Package to a specific
contract. Only the users who have access to

There is PayVal Request <Package Id>from
RPC.
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the contract can view the PAYVAL package.
The notification will be sent to all the users who
have access to the contract.

This notification will be sent to the Plan when
the RPC creates a review Package for a
specific contract. Only the users who have
access to the contract can view the EDV
There is an EDV Request <Package Id>from | package. The notification will be sent to all the
RPC. users who have access to the contract.

The Package <Package Id>has been deleted | This notification will be sent to the Package

by CMS Central Office user <User Name>. Creator when a CMS Central Office user
Please contact the user if you have any deletes a Package.
questions.

The Package <Package Id> has been rejected | This notification will be sent to the Package
by CMS Regional Office user <User Name>. Creator when a CMS Regional Office user
Please contact the user if you have any rejects a Category 3 Package.

questions.

In the following sub-sections we will discuss:

¢ View Notification
e Acknowledge Selected Notification
o View Selected Package
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441 View Notifications

1 Login to the eRPT application.
2 Action: Select ‘Notifications’ on the upper right hand corner of the screen.

Figure 86: Notifications

3 The following pop-up window will display with a list of all the Notifications for the
logged in user:

Figure 87: View Notifications

Acknowledge Selected Notifications | View Selected Package
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4 Action: Select x at the right hand bottom corner of the pop-up window. This will close
the Notification window. You can also click outside the pop-up window to close the notifications
window.

44.2 Acknowledge Notifications

1. Repeat steps in section 0
2. All the notifications belonging to the current user will be displayed:

Figure 88: Acknowledge Notifications

Notifications

D Date Received Message

D 08-29-2012 14:52:02 The package SUB0S2520120001% is been rejected by CMS Regional Office user CMS Regional Office 1 Us
D 05-29-2012 14:54:07 RPC successfully downloaded package SUB0629201200018.

D 05-28-2012 14:54:33 There is FOR(s) uploaded by RPC for Package SUB0S25201200018.

[ 06-29-2012 18:38:29 There is an EDV Request RVW0629201200017 from RPC.

[ 06-29-2012 18:41:48 There is an EDV Request RVW0629201200018 from RPC.

D 08-30-2012 22:01:55 The package SUB0530201200024 is been deleted by CMS Central Office user CMS Central Office User. Pl
D 07-01-2012 00:50:02 The package SUB0530201200025 is been rejected by CMS Regional Office user CMS Regional Office 1 Uz

Acknowledge Selected Notifications || View Selected Package
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3. Action: Select the checkbox of the notification you want to acknowledge.

Figure 89: Acknowledge Notifications

Notifications

Date Received Mezzage
08-29-2012 14:52:03 The package SUB0S§25201200019 is been rejected by CMS Regional Office user CMS Regional Office 1 Us
08-25-2012 14:54:07 RPC successfully downloaded package SUB0S2%201200018.
05-25-2012 14:54:33 There is FOR(z) uploaded by RPC for Package SUB0S2%201200018.
06-28-2012 18:38:29 There is an EDV Request RVW0625201200017 from RPC.
05-259-2012 18:41:48 There is an EDV Request RVW0529201200018 from RPC.

05-30-2012 22:01:55 The package SUB0S30201200024 is been deleted by CMS Central Office user CMS Central Office User. Pl
07-01-2012 00:50:02 The package SUB0S30201200025 is been rejected by CMS Regional Office uger CMS Regional Office 1 Us

e e o O =

Acknowledge Selected Notifications || View Selected Package

4 Action: Select Acknowledge Selected Notifications.
5 The notification will disappear from the notifications window:

Figure 90: Acknowledge Notifications

Date Received Message
08-25-2012 14:54:07 RPC successfully downloaded package SUB0S25201200018.
05-25-2012 14:54:33 There is FOR(=) uploaded by RPC for Package SUB0625201200018.
05-25-2012 18:38:29 There is an EDV Request RVW05259201200017 from RPC.
05-259-2012 18:41:48 There is an EDV Request RVW05259201200018 from RPC.
06-30-2012 22:01:55 The package SUB0630201200024 is been deleted by CMS Central Office user CMS Central Office User. Please contact the uger if you have any g
07-01-2012 00:50:02 The package SUB0S30201200025 is been rejected by CMS Regional Office user CMS Regional Office 1 User. Please contact the user if you have

Acknowledge Selected Notifications || View Selected Package
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443 View Selected Package

1 Action: Repeat steps in section 0

2 All the notifications belonging to the current user will be displayed.

3 Action: Select a Notification for the Package you would like to view.
4 Action: Select the View Selected Package button.

Figure 91: View Selected Package

Notifications

Date Received Message
The package SUB0G29201200019 is been rejected by CMS Regional Office user CMS Regional Office 1 Us
RPC successfully downloaded package SUB0S25201200018.
There is FOR(s) uploaded by RPC for Package SUB0S25201200018.
There is an EDV Request RVW0S25201200017 from RPC.
There is an EDV Request RVW0E25201200018 from RPC
The package SUB0G30201200024 is been deleted by CMS Central Office user CMS Central Office User. Pl

]
O
|
|
O
|
|

The package SUB0G30201200025 is been rejected by CMS Regional Office user CMS Regional Office 1 Us

Acknowledge Selected Notifications | View Selected Package

5 The Package will be displayed.

Figure 92: View Selected Package

Package D: $UB0620201200033 [ Dototo |

Package Details

‘SH[‘OEMZQIZMD}\

b

oy

AIDS Hoakthcare Foundadion
oo

2012.06.20 16:11:37.393

Contract ID Count
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6 Action: Refer to section O to view the steps to view the Package Details, Submission
Documents and Response Documents.

4.5 Convert 'xlsm' document to 'xlIs' document

In the eRPT application a user can upload documents which are available only in the following
formats:

o PDF documents - Documents with.pdf extension.
e Excel documents - Documents with .xIs or .xIsx extension.

In this section, we will discuss how documents with unsupported excel formats like 'xlsm' can be
converted to acceptable formats to upload in the eRPT application. For our example, we will
discuss how to convert the RPC submission spreadsheet that is available on the Reed &
Associates website in 'xIsm' format to 'xIs' format. An ‘xlsm’ document can be identified by its
extension. This type of document will have the extension “.xlsm” as shown in Figure 93.

Figure 93: xIsm Documents

Organize v Include in library v Share with v Bumn New folder

Name Date modified Type Size

{ Favorites

B Desktop @j Documents_RPC_Documentation_Requirements_Matrix.xls 58 KB
& Downloads ) Documents_RPC_Enrollment_Documentation_Worksheet.doc 101 KB
85 KB

+# Dropbox \!ﬂ] Documents_RPC_LIS_Documentation_Worksheet.doc
81 Docyments RPC Pavment Validation Docymentati 91 KB
= issi 4177KB

12KB

= Recent Places

4 Libraries
£ Documents
‘ Music
k=| Pictures

¥ videos

& Homegroup
1% Computer
g, Local Disk (C:)

a New Volume (D:)

€M Network

Note: Please convert the RPC Submission Spreadsheet document to xlIs after it is been
completed with all the required information and validated using the validation function available
within the spreadsheet.
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451  Steps to convert 'xlsm' to 'xls'
1 Locate the complete RPC Submission Spreadsheet on your local directory.
Figure 94: Steps to convert 'xlsm' to 'xls’
Organize v Include in library v Share with v Bum New folder
N Eaii Name % Date modified Type Size
Bl Desktop @_] Documents_RPC_Documentation_Requirements_Matrix.xls 10/3/201211:2 Microsoft Office E... 58 KB
% Downloads ) Documents_RPC_Enrollment_Documentation_Worksheet.doc 10/3/2012 11:2 Microsoft Office ... 101 KB
*# Dropbox Type: Microsoft Office Word 97 - 2003 Document Mic t Office 85KB
1| Recent Places ation Works{ Size: 101 KB Microsoft Office .. 91 KB

Date modified: 10/3/2012 11:22 AM

Pages:1 Microsoft Office E...

4 Libraries TOT3TZOTZ T 2T T Micros
5| Documents

(J" Music

= Pictures

B videos

QQ Homegroup
% Computer
&, Local Disk (C))

a New Volume (D:)

‘h Network

2 Action: Right click on the RPC Submission Spreadsheet and select Rename. You
will now be able to update the document extension as shown below:

Figure 95: Steps to convert 'xIsm' to 'xls'

Organize = = Open = Print E-mail Bum New folder

[ Favorites

Bl Desktop
& Downloads
*# Dropbox

i Recent Places

.l Libraries
3 Documents
rJ'- Music
[&=| Pictures

B8 videos
& Homegroup

18 Computer
& Local Disk (C)

—a New Volume (D:)

&'“‘ Metwork

Name

Eﬂ Decuments_RPC_Documentation_Requirements_Matrixxls

IEJ Documents_RPC_Enrollment_Documentation_Worksheet.doc

@ Documents_RPC_LIS_Documentation_Worksheet.doc

IEJ Documents_RPC_Payment_Validation_Documentation_Worksheet.doc
(£ [Documents RPC_Submission_Spreadsheet_11-29-11BEq)

@J Documents_RPC_Transaction_Inquiry_Template_new.xlsx

Date medified

10/3/2012 11:21 AM
10/3/201211:22 AM
10/3/201211:21 AM
10/3/201211:21 AM
10/3/2012 11:21 AM
10/3/201211:21 AM

Type

Microsoft Office E...
Microsoft Office ...

Microsoft Office ...

Microsoft Office ...

Microsoft Office E...
Microsoft Office E...

Size
58 KB
101 KB
85KB
91 KB
4177 KB
12 KB
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3 Change 'xIsm' at the end of file name to 'xIs' as shown below:

Figure 96: Steps to convert 'xlsm' to 'xls’

Organize * ) Open ~ Print E-mail Burn MNew folder
X Favorites Name : Date modified Type Size
Bl Desktop @ Documents_RPC_Documentation_Requirements_Matrix.xls 10/3/201211:21 AM  Microsoft Office E... 58 KB
4 Downloads 5 Documents_RPC_Enrcliment_Documentation_Worksheet.doc 10/3/201211:22 AM  Microsoft Office ... 101 KB
+# Dropbox \ﬂ_] Documents_RPC_LIS Documentation_Worksheet.doc 10/3/201211:21 AM  Microsoft Office ... 85 KB
] Recent Places 8] Documents_RPC_Payment_Validation_Documentation_Worksheet.doc 10/3/201211:21 AM  Microsoft Office ... 91 KB
@ Documents_RPC_Submission_Spreadsheet 11-29-11.xls 10/3/201211:21 AM  Microsoft Office E... 4177 KB
4 Libraries F‘i] Documents RPC_Transaction_Inquiry_Template_new.xlsx 10/3/201211:21 AM  Microsoft Office E... 12 KB
3 Documents
J"- Music
[ Pictures
B8 videos

\\G Homegroup

% Computer
£, Local Disk (C)

a Mew Volume (D:)

?ﬂ Network
4 Action: Select Enter key on your keyboard and you will see Rename pop up screen
as shown below:
Figure 97: Steps to convert 'xIsm' to 'xls'
Rename
l . Ifyou change a file name extension, the file might become unusable,
Are you sure you want to change it?
LoYes [ Mo
5 Action: Select Yes.
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6 The file will be successfully converted to 'xIs' as shown below.

Figure 98: Steps to convert 'xlsm' to 'xls’

Qrganize [, Open = Print E-mail Burn New folder
S — Narme - Date modified Type Size
Bl Desktop 2] Documents_RPC_Documentation_Requirements_Matrixxds 10/3/201211:21 AM  Microsoft Office E... 58 KB
% Downloads [#] Documents_RPC_Enroliment_Documentation_Worksheet.doc 10/3/201211:22 AM  Microsoft Office ... 101 KB
“# Dropbox (] Documents_RPC_LIS_Documentation_Worksheet.doc 10/3/201211:21 AM  Microsoft Office ... 85 KB
| Recent Places ] Documents_RPC_Payment_Validation_Documentation_Worksheet.doc 10/3/201211:21 AM  Microsoft Office ... 91 KB
] Documents_RPC_Submission_Spreadsheet 11-29-11.xls 10/3/201211:21 AM  Microsoft Office E... 4,177 KB
& Libraries 2] Documents_RPC_Transaction_Inquiry_Template_new.xsx 10/3/201211:21 AM  Microsoft Office E... 12KEB

> &) Documents
» o Music
> (=] Pictures

- ¥ Videos
» #% Homegroup
78 Computer

» &, Local Disk (C:)

> s New Volume (D)

- €l Network

Note: This document is ready to be uploaded via the eRPT application for your Submission
Package.

7 Now if you try to open the document you may receive the following message:

Figure 99: Steps to convert 'xIsm' to 'xls'

Organize v (% Open »  Print  E-mail  Bum  Newfolder
X Favorites Name Date modified Type Size
P Deskiop (5] Documents_RPC_Documentation_Requirements_Matricxls 10/3/201211:21 AM  Wicrosoft Office E. 55 KB
& Downloads &) Documents_RPC_Enrollment_Documentation_Worksheet doc 10/3/201211:22 AM  Wicrosoft Office ... 101 kB
% Dropbox ) Documents_RPC LIS Documentation_Worksheet.doc 10/3/201211:21 AM  Wiicrosoft Office .. 85 KB
] Recent Places ) Documents_RPC_Payment Validation_Documentation Worksheet.doc 10/2/201211:21 AM  Mierosoft Office ... 91 KB
) Documents_RPC_Submission_Spreadsheet 11-29-11xs 9/6/20123:21PM___ Microsoft Office . 78 KB
 Libraries 1] Documents_RPC_Transaction Inquiry_Template_newasc 10/3/201211:21 AM  Miicrosoft Office E.. 12KB
[ Documents
@ Music = s Microsoft Excel =8| %
Pict 4 o
[ Pictures Home Insert Pagelayout  Formulas Data Review  View 2
BE Videos
% onal Formatting =
Y TN 1
& Homegroup Paste B2 | < =
7 % | Cell Styles 27 Fi s
% Computer Clipboard ™ Fant Alignment Number Styles Editing
& Local Disk (C - £ \ ¥
s New Volume
€ Network

Microsoft Office Excel ==

The file you are trying to open, Documents_RPC_Submission_Spreadshest_11-29-11.xis", s in a different format than specified by the fle extension. Verify that the fileis not corrupted and is from a trusted source before opening

I the fle. Do you nant to open the fle now?

8 Action: Select Yes.
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9 The document will open as shown below:

Figure 100: Steps to convert 'xlsm' to 'xIs'

= Documents_RPC_Submission_Spreadsheet 11-29-11 xls - Microsoft Excel E@ﬂ

P a e )
I(E)\lakada :
- ame Inse Pag out Formulas Qata Reuie Wisw © - T x
iD; . -
o — = 4 iti ing = v - -
j & Arial Yo Cllaa][E= §||v/'| ; Text 5| Conditional Formatting o= Insert x % [?a
N E |'$ - % | [BFormatasTable - 3 Delete ~ || [g]~
Paste i i = -0 .00 , [ Sort & Find &
- %0 70 (5} Cell Styles - tElFormat - || 2~ Fitter~ select -
Clipboard ™ Font (F Alignment (F Mumber = Styles Cells Editing
N N . . . x
@ Security Warning Some active content has been disabled. Options...
B21 e | ¥
A B C D E F G B

Retro Submission & Plan Summary Section - Complete all Applicable Sections (enter info in yellow ¢

2 Category of Submission (2 or 3):
3 |Organization Name Contact Name:
4 'Mailing Address Phone #:
5 City, State, Zip Code E-Mail Address:
6 Complete the Two Rows Below for all Category 3 Requests: (Do not complete this section for Category 2
[l CMS Regional Office Account Manager Name and Region #: Total Number Approved:
-l AM's Approval Date (include approval notice with docs):
9 | validate Ret Enri |
10
Contract Plan Type PBP Segment HIC Last_Name First_Name
11 Number |
12
M4 4 b M| SCC PBP | RetEnrl <% nk m [
Ready | ==zl m) [{n)| =0l +

Note: This conversion should not modify any information that has already been added in your
RPC Submission Spreadsheet. If you experience any issues, please contact the MAPD Help
Desk at mapdhelp@cms.hhs.gov or 1-800-927-8069.
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CMS XLC Troubleshooting & Support

5. Troubleshooting & Support

Reference the below information should an error occur during usage of the eRPT
system.

5.1 Error Messages

Based on the error message the user should contact the MAPD Help Desk. The user will need
to create a ticket with the Help Desk. The user will need to provide the following information
when reporting an issue,

e Error Message
e Package ID
e Steps followed to create the issue

5.2 Special Considerations

None

5.3 Support Points of Contact

Table 3: Support Point of Contact

Contact Organization ‘ Phone ‘ Email Responsibility

1st level user
support &
problem
reporting

1-800- Help
CMS 927- mapdhelp@cms.hhs.gov desk
8069 support

MAPD
Helpdesk
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Appendix A

5.4 User Access

Table 4: Submission Package

Add
User Group Create | View | Update | Delete | Search | Documents Comments
(Soft)
1| The Plans X *X *X *X *X *X All Plan users having an IACS will have access to create a Package. Only a
Package Creator will be able to Read, Update, Delete and Search a
Package.

e Limited View Access - A Plan user can only view the submission
Packages that were created by the Plan User.

e Limited Update access - The Plan user can update only a draft
submission Package that was created by the Plan User.

e Limited Delete access - The Plan user can delete only a draft
submission Package that was created by the respective Plan user.

e Limited Search access - The Plan user can only search for a
Package that was created the Plan user.

e *Limited Add/Upload documents - The Plan user can Add/Upload
documents to a submission Package that was created by the Plan
user.

Note: Asterisk means the user will have limited access to the functionality.
2. | Plan Package X X X X X X
Creator .
Package Creator will be able to Read, Update, Delete, and Search and add
documents to a Package.

e View Access - A Plan user can only view the submission Packages
that were created by the Plan User.

e Update access - The Plan user can update only a draft submission
Package that was created by the Plan User.

e Limited Delete access - The Plan user can delete only a draft
submission Package that was created by the Plan user.

e Search access - The Plan user can only search for a Package that
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Add
User Group Create | View | Update | Delete | Search | Documents Comments
(Soft)
was created by the Plan user.
¢ Add/Upload documents - The Plan user can Add/Upload documents
to a Draft Submission Package that was created by the Plan user.
Note: Asterisk means the user will have limited access to the functionality.
Table 5: EDV / Pay Val Review Packages
EDV/PayVal Review Packages
Add/Upload
User Group Create View Update Delete Search | Documents Comments
(Soft)
1| The Plans *X *X *X Users restricted by Contract #.

All Plan users having an IACS/EUA ID will have access to
upload documents for their respective Contract EDV/PayVal
Review.

e Limited Update access - The Plan user belonging to
the contract will be able to mark the Package as
complete.

e Limited View Access - A Plan user can only view
Packages belonging to their contracts.

e Limited Add/Upload documents - A Plan user can
Add/Upload only response documents to a review
Packages that were submitted to them.

Note: Asterisk means the user will have limited access to the
functionality.
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Table 6: Transaction Inquiry Package

Transaction Inquiry Packages

User Group

Create

View

Update

Delete
(Soft)

Search

Add/Upload
Documents

Comments

The Plans

*X

*X

*X

*X

*X

All Plan users having an IACS will have access to create a
Package. Only a Package Creator will be able to Read,
Update, Delete and Search a Package.

Create Access — A Plan user has complete access to
create a package.

Limited Read Access - A Plan user can only view the
transaction inquiry Package that was created by that
Plan user.

Limited Update access - The Plan user can update
only a draft transaction inquiry Package that was
created by that Plan user.

Limited Delete access - The Plan user can delete only
a draft transaction inquiry Package that was created by
that Plan user.

*Limited Search - The Plan user can only search for a
Package that was created by the Plan user

* Limited Add/Upload documents - The Plan user can
Add/Upload documents to a transaction inquiry
Package that was created by that Plan user.

Note: Asterisk means the user will have limited access to the
functionality.

Package Creator

*X

Package Creator will be able to Read, Update, Delete, and
Search and add documents to a Package.

View Access - A Plan user can only view the
submission Packages that were created by the Plan
User.

Update access - The Plan user can update only a draft
submission Package that was created by the Plan
User.

Limited Delete access - The Plan user can delete only
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Transaction Inquiry Packages
Add/Upload
User Group Create View Update | Delete Search | Documents Comments
(Soft)
a draft submission Package that was created by the

Plan user.

e Search access - The Plan user can only search for a
Package that was created by the Plan user.

e Add/Upload documents - The Plan user can
Add/Upload documents to a Draft Submission
Package that was created by the Plan user.

Note: Asterisk means the user will have limited access to the
functionality.
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A Package can be tracked in the eRPT application by referring to the status of the Package. The following are the status values and
descriptions of the statuses that are supported in the eRPT application.

Note: The status value on a Package is dependent on the Package Type and Package Category.

Table 7: Package Status & Description

6. Package Status 1. Description
Draft When a Package is created but not yet submitted to the eRPT
application.
Pending RO Approval When a Package is submitted by the Plan Users but waiting for the

RO Approval Letter from the Regional Office Account Manager. This
status is applicable only for Category 3

-> Submission Package

Open When a submission Package is submitted to eRPT and ready for the
RPC to download or when a review Package is uploaded for a Plan
User to respond.

Completed When a review Package is submitted by the Plan User with all the
response documents.

Downloading When the RPC is downloading the Package.
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6. Package Status 1. Description
In Process When the RPC is processing the Package.
Closed When the processing of a retroactive submission Package has been
completed by the RPC.
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The following table lists the selections that will be available for users under Submission Documents and Response Documents tab:

Table 8: Document Selection

Plan User Submission Package - Category 2 | Package Documents Final Disposition Reports

Error Reports

Submission Package - Category 3 | Package Documents Final Disposition Reports
Regional Office Approval Letter | Error Reports

Submission Package - Special Package Documents Final Disposition Reports

Error Reports

Submission Package - Package Documents Final Disposition Reports

Resubmission Error Reports

Transaction Inquiry Package Package Documents Package Documents

Review Package Package Documents Package Documents
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Following table lists the documents that are required and can be submitted during Package creation and submission:

Note: Please refer to the RPC SOP on the website regarding the supporting documentation

Table 9: Required Documents for Package Submission

Submission Package - Category 2 e Cover Letter (PDF File) e RPC Cover Letter
e Spreadsheet (xlIs or xlIsx File) ¢ RPC Submission Spreadsheet
e Supporting Documentations (PDF(s) e RPC Supporting
File(s)) Documentation
Submission Package - Category 3 e Cover Letter (PDF File) e RPC Cover Letter
e Spreadsheet (xlIs or xlsx File) e RPC Submission Spreadsheet
e Supporting Documentations (PDF(s) e RPC Supporting
File(s)) Documentation
Submission Package - e Cover Letter (PDF File) e RPC Cover Letter
Resubmissi . .
estbmission e Spreadsheet (xIs or xIsx File) e RPC Submission Spreadsheet
e Supporting Documentations (PDF(s) e RPC Supporting
File(s)) Documentation
Submission Package - Special e Cover Letter (PDF File) e RPC Cover Letter
e Spreadsheet (xlIs or xlIsx File) e RPC Submission Spreadsheet
e Supporting Documentations (PDF(s) e RPC Supporting
File(s)) Documentation
Note: Uploading documents to Special —
Submission Package is optional
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Transaction Inquiry Package ¢ Inquiry Request Form (xls or xIsx File) e RPC Transaction Inquiry
Request
Review Package e EDV Validation Spreadsheet (xIs or xlIsx e EDV Validation Spreadsheet
File)

e RPC Supporting
e Supporting Documentations (PDF(s) Documentation
File(s))
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Acronyms

Table 10: Acronyms

Acronym Literal Translation

RO AM CMS Regional Office Account Manager

CMS Centers for Medicare & Medicaid Services

EDV Enroliment Data Validation

eRPT Electronic Retroactive Processing Transmission
FDR Final Disposition Report

IACS Individual Authorized Access to CMS Computer Services
MA Medicare Advantage

PAYVAL Payment Validation

PDP Prescription Drug Plan

RPC Retroactive Processing Contractor

SOP Standard Operating Procedure
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Table 11: Glossary

Term Definition

Contract ID

Error Reports A list identifying specific transaction requests within the RPC
Submission Spreadsheet submitted by a MA, MAPD and PDP
sponsoring organizations which were unable to be imported into
the RPC system. The report is returned to the submitter for
correction and resubmission to the RPC.

Final Disposition Report A report indicating the CMS processing status of each
transaction request that was previously submitted on the RPC
Submission Spreadsheet and successfully imported into the
RPC system for processing.

Medicare Advantage Prescription Drug System, the name for
the current application that processes enrollment and Plan
payments for Medicare Advantage and Part D etc.

MARX

Notification A system message triggered by a workflow or processing event
that is displayed to the user within the eRPT application. The
message typically instructs the user to take some form of action
or informs the user that a specific processing event has
occurred.

Parent Organization The main corporate or non-subsidiary name of the organization
offering a Plan, including a Part C and/or D Plan.

The Plans Consist of Plan Sponsors or a designated submitting
organization.
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Term Definition

Response Documents The Documents that are added to the Package by the RPC
user.

Retroactive Processing Contractor | The CMS contractor responsible for processing retroactive
(RPC) beneficiary enroliment/disenrollment change requests submitted
by Plan Sponsors.

Review Package The Enroliment Data Validation (EDV) review process
performed by the RPC consists of a monthly sample review of
enrollment related transactions submitted to CMS. All
organizations that submit activity via the MARXx UI, or batch-
submitted actions will be selected for review. The RPC will
request supporting documentation for the transactions selected
within the monthly EDV sample set. The monthly sample review
will be for the previous month's activity in MARX reported on
each organization's Transaction Reply Report (TRR). Upon
receipt of the documentation, the RPC shall review the
documentation submitted for the sampled transactions to verify
the documentation provided by the organization supports the
transaction submitted to CMS.

The RPC will report all EDV findings to the appropriate CMS
Regional Office (RO) Account Manager (AM) for final review and
to address any follow-up needed on negative findings.

Scenario A scenario is a sequence of steps taken to complete a user
requirement, similar to a use case.

These are the documents that are added to the Package during

Submission Documents creation of a Submission Package.
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Term Definition

Submission Package A request sul_amltted by a Elan Sponsqr to the CMS RP_C to
process Medicare beneficiary Plan adjustment transactions.
Submissions are further classified by the following types:

1. Category 2 - A list of timely Plan transaction adjustments for
beneficiaries.

2. Category 3 - A list of untimely Plan transaction adjustments
for beneficiaries. Transactions falling in this category require
additional supporting documentation (i.e. Regional Office
Account Manager Approval Letter) before the RPC will process
the submitted documentation. Category 3 submission types
must be accompanied by a Regional Office (RO) Approval letter
prior to RPC processing.

3. Resubmission - A list of Plan transactions that were
previously submitted but were not processed by the RPC due to
validation errors.

4. Special - Ad-hoc requests.

An organization with the authorized capability of submitting
Packages/inquires to eRPT.

A request submitted by a Plan Sponsor to the Retroactive
Processing Contractor (RPC) requesting the processing status
of previously submitted retroactive transactions.

Submitting Organization

Transaction Inquiry Package

User Interface The mechanism by which the user will view, search, create,
delete and update Packages and documents in the eRPT
application
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