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CMS XLC Introduction

1. Introduction

The basic purpose of this document is to provide instructions to plan users to submit retroactive
processing transmission documents to Retroactive Processing Contractor (RPC — Reed and
Associates). This document provides step by step instructions along with screen shots on how
to submit a package, upload supporting document, view documents sent by RPC, update a
package, search for package and documents etc.,

2. Overview

The Electronic Retroactive Processing Transmission (eRPT) application is a web-based
application designed to facilitate and manage the electronic submission, workflow processing
and storage of documentation associated with retroactive enroliment change requests from
Medicare Advantage Organizations (MAOs), Medicare Advantage Prescription Drug Plans (MA-
PDs), Cost Plans, Program of All Inclusive Care for the Elderly (PACE), Medicare-Medicaid
Plans (MMPs) and Prescription Drug Plans (PDPs). The retroactive change requests include but
are not limited to: enrollments, disenrollment, reinstatements, Plan Benefit Package (PBP)
changes, Plan Segment changes, State County Code changes (SCC), Low Income Subsidy
(LIS), Medicaid and End Stage Renal Disease (ESRD)) submitted by plan/sponsors or a
designated submitting organization to the Retroactive Processing Contractor (RPC).

The plan users will be able to view response documents and EDV Review Packages submitted
by RPC via eRPT. The plan users will also have access to respond to EDV review packages by
uploading supporting documents in the eRPT application.

2.1 Project Diagrams

The following diagram depicts high level business process diagram.
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211  eRPT Implementation High-Level Business Process Diagram

Figure 1: eRPT High-Level Business Process
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Table 1: eRPT High Level Business 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.).

Note: For Category 3 and Special Submission Package, the approver will need to
approve the package before it gets available to RPC.

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 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
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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 7.0 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
roles:

e MAMA Submitter
¢ MAMA Representative
¢ MAMA Updater
e MMP User
o MCO Representative
e MAMA EPOC
o NET Representative
e Net Submitter
If they do not have access, they will need to request access by going into IACS and will need to

select anyone of the role specified above. A user with access to more than one role specified
above will also be able to access the eRPT application.

10
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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:

Figure 2: Terms and Conditions

/” IACS Yieb Access Hanagement (Login) - Windows Internet Explorer

@"vé_ s custest v etficateBre | B 4 X P
Fe Edt Yew Favortes Toos Heb

x Google v Y seach - were» sph |
s 5 B + E)05-Dev v ) S Develprert -Flsit + €] W5 ProdeClent . erac-prod € MEDeClent-LognPage £ .

(A5 Wb s Managemet Logi) B-8 o v R Sefeye Toise @)

) www.hhs.gov

Terms and Conditions

You are aocessing a U.S. Government information system, which includes (1) this comguter, (2) this computer network, (3) all computers connecled to this network, and (4) all desices and storage media attached to this network or fo 3 computer on this network. This informafion system is provided
for U.S. Government-authorized use only.

Unauthorized or improper use of this system may resultin disciplinary acion, as well as ciil and criminal penalties.

By using this information system, y and consent: following
You have no reasonable expectation of privacy regarding any communicafions or data transifing or stored on this informasion system
At any fime, and for any lawful Government purpose, the govemment may manitor, intercept and search and seize any communication or data transifing or stored on this information system.

Any communication or data fransiling or stored on this information system may be disclosed or used for any lawful Govemment purpase

To continue. you must accept the feams and condiions.

ou dedline, your fogin will automatically be cancelied

3 Please read the Terms and Conditions.

4 Action: Select | Accept button. The following screen will display:

11
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Figure 3: Login

ent (Login) - Windows Internet Explorer

G- le v cstest. ¥ ¥ Cortfcare Brrar | 1| ¢ | X o -

fle Edt  Vew Favorites Tods Help

x Google o[ seach - e Sonin A -

o Favorites - 2 ~ L CMS-Dev ~ () CMS Development - Fiefiet ~ | CMSProdeClent # erac-prod £ | NGD eClent - Login Page £

{8 1ACS Wieb access Mansgement (Logh) fi~ 0 3 # - pawe- Sfety- Tok- @-
U.5. Department of Health & Human Services £ www.hhs.gov

n

M Centers for Medicare & Medicaid Services

Individu horized Access to the CMS Computer Services (1

This server uses Data Store Authentication

Supporting: CARE; PORTAL; DMEPOS System (Dbids); EHRD; HETS UL, HPG; MARX External Common Ul; MARX Integrated UL System Tracking for Audit Provider Statistical  IPC; OnePt; PECK 3 g ; ReMAS.
The Federal Information Security Management Act (FISMA) of 2002 requires that the local system used to access CMS Computer Systems has up-to-date operaling system patches and is funning antiirus software.
You must have an IACS User ID and Password to login to the Communities and Applications listed above. If this is your first time logging in, please use the User ID and the one-time password that was emailed to you by IACS.

Effective September 29, 2006, your password will be set to expire every sixty days. In the event your password does expire, you will be prompted to change your password Hf you cannot remember your User ID or Password. you may recover them by selecting the *Forgat Your
User ID" or “Forgot Your Password buttons. i you are a new registrant, select the “New User Registration” link

To change your password, first login and then select "Change Password”

B selectng Login,the user s coniming tat hey have read and accepted the IACS Terms and Condions

Hew User? Select this fink: New User R

User Name: I

Password

(n) (e ) (e )

o |
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 4: Incorrect Login

-~ IACS Web Access Management (Authentication Failed) - Windows Internet Explorer
p—
@ o LE z cms.cmstest

Ei!e Edit View Favorites Tools Help

x Google ‘ v 1 *8 search ~ |- More »

i Favorites | 5% ] Suggested v [)CMS-Dev v ) CMS Development - Filehet » & | CMS Prod eClient & | erac - prod € | NGD eClient - Login Page £ |

@ 1ACS Web Access Management (Authentication Failed)

U.S. Department of Health & Hu Services

7S,

Centers for Medicare & Medicaid Services

rized Access to the CMS Computer Services (IACS)

Your user ID or password was incorrect. Please try again.

12
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8 On successful login the Plan user will see the eRPT landing page.

Figure 5: Successful Login - Action List

Croate Package

Actions

Date Received Messago
11142013 11:03.02 There is an EDV - MARX_UI request RV 1114201300059 from RPC
11-14-2013 12.04:30 There is an EDV - E&D request RVW 1114201300060 from RPC.
0 12:20-2013 160721 There is FOR(s) uploaded by RPC for Package SUB1220201300004
11152013 16:05.28 Package SUB1115201300225 has been rejected by CMS Regional Office user CMS Regional Office 1 User. Please contact the Regional Office user for additional information
11-18-2013 09.4025 Package SUB1118201300227 has been rejected by CMS Regional Office user CMS Regional Office 1 User. Please contact the Regional Office user for additional information
0 11-18-2013 115328 RPC successfully downloaded the package SUB1111201300159
11-18-2013 11:5527 RPC successfully downloaded the package SUB1118201300230
11-19-2013 11:07:06 There is an Error Report uploadad by RPC for Package SUB1118201300231
0 11-19:2013 11:1821 RPC successfully downloaded the package SUB1104201300137
1 11192013 1111822 There is FDR(s) uploaded by RPC for Package SUB1104201300137
11-19-2013 11:1823 There is an Error Report uploaded by RPC for Package SUB1104201300137.
O 11212013 1012116 RPC successfully downloaded the package SUB1121201300233
0 1212013 10:12:19 There is FDR(s) uploaded by RPC for Package SUB1121201300233
11212013 10:1220 There is an Error Report uploadad by RPC for Package SUB1121201300233
1 11-21-201310:30.27 RPC successfully downloaded the package SUB1121201300234
O 11212013 10:3028 There is FDR(s) uploaded by RPC for Package SUB1121201300234
11-21-2013 10:3029 There is an Error Report uploaded by RPC for Package SUB1121201300234.
0 11212013 103233 RPC successfully downloaded the package SUB1121201300235
0 1212013103235 There is FDR(s) uploaded by RPC for Package SUB1121201300235
11212013 10:32.35 There is an Error Report uploaded by RPC for Package SUB1121201300235,
11212013 142532 RPC successfully downloaded the package SUB1121201300238
0 1-21:2013 142532 There is FDR(s) uploaded by RPC for Package SUB1121201300238
11212013 142533 There is an Error Report uploadad by RPC for Package SUB1121201300238.
11-21-2013 142738 RPC successfully downloaded the package SUB1121201300237
0 11212013 14:27:40 There is FDR(s) uploaded by RPC for Package SUB1121201300237.
11-21-2013 1427:41 There is an Error Report uploadad by RPC for Package SUB1121201300237.
11-22-2013 14:58.40 Package SUB1122201300248 has be cted by CMS Central Office user CMS Central Office User. Please contact the Central Office user for additional information

= 14929012 180044 Darkana S IRT11E201201774 has ha. rtad bus M Fantral (Wira nicar CMS Cantral (Wica llsar Dlassa rantart tha Cantral (Wirs sar far addiianal infarmafinn

Acknowledge Selected Actions || View Selected Action | Clear Selected Actions

3.4 System Organization & Navigation

In order 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, search for Packages, and
view the Actions. The menu options are specific to the user group access rights.

3.5 Exiting the System

In order 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:

13



CMS XLC Getting Started

Figure 6: Exiting the System

Create Package

Date Received
11-14-2013 11.03.02 There is an EDV - MARX_UI request RVW1114201300059 from RPC.
11-14-2013 120430 There is an EDV - E&D request RVW1114201300060 from RPC.
12-20-2013 16:07:21 There is FDR(s) uploaded by RPC for Package SUB1220201300004.
11-15-2013 16.05:28 Package SUB1115201300225 has been rejected by CMS Regional Office user CMS Regional Office 1 User. Please contact the Regional Office user for additional information.
11182013 09.40.25 Package SUB1118201300227 has been rejected by CMS Regional Office user CMS Regional Office 1 User. Please contact the Regional Office user for additional information
11-18-2013 11:53.28 RPC successfully downloaded the package SUB1111201300159
11182013 11:65.27 RPC successiully downloaded the package SUB1118201300230
11182013 11.07.06 There is an Error Report uploaded by RPC for Package SUB1118201300231
11-19-2013 11:1821 RPC successfully downloaded the package SUB1104201300137
11192013 1111822 There is FDR(s) uploaded by RPC for Package SUB1104201300137.
11192013 11:1823 There is an Error Report uploaded by RPC for Package SUB1104201300137
11-21-2013 10:12:16 RPC successfully downloaded the package SUB1121201300233
11212013 10:12:19 There is FDR(s) uploaded by RPC for Package SUB1121201300233
11212013 10:12.20 There is an Error Report uploaded by RPC for Package SUB1121201300233
11-21-2013 10:30.27 RPC successfully downloaded the package SUB1121201300234.
11212013 10:30.28 There is FDR(s) uploaded by RPC for Package SUB1121201300234
11212013 10:30.29 There is an Error Report uploaded by RPC for Package SUB1121201300234

(] 11212013 103233 RPC successiully downloaded the package SUB1121201300235
1212013103235 There is FDR(s) uploaded by RPC for Package SUB1121201300235
11212013 103235 There is an Error Report uploaded by RPC for Package SUB1121201300235

0] 11-21-2013 142532 RPC successfully downloaded the package SUB1121201300238

111212013 142532 There is FDR(s) uploaded by RPC for Package SUB1121201300238

11212013 142533 There is an Error Report uploaded by RPC for Package SUB1121201300238
11-21-2013 14:27.38 RPC successfully downloaded the package SUB1121201300237

1 11-21-2013 1422740 There is FDR(s) uploaded by RPC for Package SUB1121201300237
11-21-2013 14:27:41 There is an Error Report uploaded by RPC for Package SUB1121201300237

7 11222013 14:58.40 Package SUB1122201300248 has been rejected by CMS Central Office user CMS Central Office User. Please contact the Central Office user for additional information

11979012 180040 Darkana SHRIT1EININNIIA hae haan raiartad hu CMS Cantral (irs ear CMS Cantral (fice | lear Diassa rantart tha Cantral (ira near far additianat infarmatinn

Acknowledge Selected Actions | View Selected Action | Clear Selected Actions

2. On successfully logging out of the system the users will see following screen:
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Figure 7: Exiting the System

/2 IACS Web Access Management (Logout) - Viindows Internet Explorer

Go-k
o 8 Wew Favotes Tods Heb
x Google | Psesch - e Sonin & -

W Favorites | 53 @ = )CM5-Dev = () CMS Development - FieNlet = | CMSProdeClent 8 erac-prod £ | NGD eClent - Login Page £
1ACS Web access Management (Logeut) B0 O - bwe Sy Tk @

Sun Java~ System Access Manager

&) You are logged out.

i to Login page

= = o I

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.

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 enroliment-related transactions submitted by
a Plan to RPC such as Enrollments, Disenrollments, Reinstatements, LIS
Deeming Updates, Medicaids, SCC changes, and Payment Validation.

Note: A Submission Package should not be created to respond to an EDV Review
Package.

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 - Enroliment Data Validation (EDV) requests from the RPC.

Note: All EDV packages should be responded using the Review Package created by
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 enrollment transactions (including
Payment Validation Adjustments and Caseworker Approved CTM Cases)
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that may be submitted to the RPC without additional RO approval. Please
refer 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) or other (Special Cat 2 Cases, Guidance waivers, Documentation
waivers and any other exceptions) retroactive transactions that may be
submitted to the RPC requiring RO approval prior to submission. Please
refer RPC’s SOP on their website for the types of retroactive transactions
that require RO Approval.

¢ CTM — It is a submission category used when a retroactive request is
generated as a result of a complaint filed by a beneficiary or caregiver.
This is a hew category type for a submission package that is being
implemented in this new release of the eRPT application.

e Payment Validation — this category is used to submit status changes
such as Medicaid, Low Income Subsidy (LIS), State County Code
Changes (SCC), etc.

¢ Resubmission - Timely retroactive enrollment transactions (including
Payment Validation Adjustments and Caseworker Approved CTM Cases)
that have been previously submitted but not processed as requested by
(NPAR) by the RPC and do not require additional RO approval for
processing.

e Special - A customized user Package submitted by the CMS Central
Office Staff or Plan Users to RPC. A special submission package will
need to be approved by either the CMS Central Office or Regional Office.

Subcategory (Applicable only for Category 3 and Special Submission Package) -
A sub code representing a classification of a retroactive Submission Package
type request

¢ LI-NET - Limited Income Newly Eligible Transition (LI-NET) program
provides temporary drug coverage for certain dual Medicare/Medicaid or
Supplemental Security Income (SSI) only eligible people who qualify for
Medicare’s low-income subsidy (LIS) or Extra Help. This program
provides immediate and retroactive (if eligible) temporary drug coverage
until these beneficiaries have had a chance to enroll in a regular Medicare
Part D drug plan.

For Review Package Types:

e Enrollment Data Validation (EDV) (this option is available only in
search page) - A request submitted by the RPC to a Plan requesting
supporting documentation for enrollment related transactions processed
by the Plan in MARX. This category value was used historically by RPC to
create the EDV package.

e EDV — E&D - Reports with this value in the file name will include sampled
Enroliment and Disenrollment transactions that were submitted to MARX
via the batch process

o Enrollment transactions (Transaction Type Code 61) are defined
as an action that initially enrolls a beneficiary into a certain plan
contract number and Plan Benefit Package (PBP) number.

o Disenroliments (Transaction Type Code 51) Disenrollment
transactions are defined as an action that terminates a
beneficiary’s enrollment in a given plan.
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e EDV — CANCELLATIONS - Reports with this value in the file name will
include sampled Enroliment Cancellation and Disenrollment Cancellation
transactions that were submitted to MARX via the batch process

o Enrollment Cancellations (Transaction Type Code 80) are defined
as an action initiated by the beneficiary to cancel an enroliment
transaction

o Disenrollment Cancellations (Transaction Type Code 81) are
defined as an action that cancels a previously submitted
disenroliment, leaving no gap in coverage for the beneficiary.

e EDV — MARX UI - Reports with this value in the file name will include
sampled Enrollment, Disenroliment, Enrollment Cancellation, and
Disenroliment Cancellation transactions that were submitted via the
MARX User Interface (Ul).

e EDV — RACS - Reports with this value in the file name will include
sampled Residence Address Change (RAC) transactions that were
submitted via either the MARX Ul or the batch-submission process

o RACs (Transaction Type Code 76) are updates to member’s
residence address listed in MARX that ultimately determines the
State and County Code (SCC) used in the payment calculation.

3 Approval Authority (applicable only to Category 3 and Special Submission package) —
The office selected by the package creator to approve the package. Following are the
options:

¢ Central Office
¢ Regional Office

4 Regional Office (applicable only to Category 3 and Special Submission package) — The
regional office overseeing the package creator’s parent organization. Following are the
options:

e CMS Regional Office 01 - Boston

e CMS Regional Office 02 - New York

e CMS Regional Office 03 - Philadelphia
e CMS Regional Office 04 - Atlanta

e CMS Regional Office 05 - Chicago

e CMS Regional Office 06 - Dallas

¢ CMS Regional Office 07 - Kansas City
¢ CMS Regional Office 08 - Denver

e CMS Regional Office 09 - San Francisco
e CMS Regional Office 10 - Seattle

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

6 Status - Status of the Package. The following are the different Package status values
and definitions that can be set on a Package:
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Draft -When a Package has been created but not yet submitted within the eRPT
application.

Pending Approval- When a Package is submitted by a Plan User but is awaiting
an Approval Letter from the RO Account Manager or CMS Central Office. This
status is applicable only for a Category 3 and Special 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 of the
supporting Response documents.

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

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

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

8 Count - The total number of transactions by contract listed in the RPC Submission

9

spreadsheet. The count includes all transactions across each worksheet within the
spreadsheet.

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

10 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”.

11 Proxy Id — A list of persons authorized to act on behalf of an eRPT plan user

4.2

responsible for creating and submitting a retroactive plan submission package.

eRPT User Interface Menu

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

access:

4.2.1

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:

The Packages that have been created by them, or packages where they are included as

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

Review Packages for their respective contracts.
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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
Transaction Inquiry Packages
Review Packages (e.g. EDV Review)

Response Documents-
FDR
e Error Reports
Letters
o Approval Letter
¢ Follow-on FDR

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 If 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
Category 3
CT™M
Payment Validation
Resubmission
Special
eview Package
Enroliment Data Validation
EDV - E&D
EDV — CANCELLATIONS
EDV — MARX_UI
EDV - RACS

=
00000 xPOOOOO

5 Status:
¢ Itis a dropdown containing Package status values. The status values are
dynamically populated based on Search-For and Category selection made by the
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user as shown below. (Please refer section 4.1 or section 4.3.8 for status
description)
a. Submission Package - Category 2, Resubmission, CTM and Payment
Validation
o Draft
Open
Downloading
In Process
Closed
ubmission Package - Category 3 and Special
Dratft
Pending Approval
Open
Rejected
Downloading
In Process
Closed
ransaction Inquiry Package
Draft
Open
Downloading
In Process
Closed
eview Package
Open
Completed
In Process
Downloading
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.

—4 0 OO OO OO0 WO O O O

o
O 0O O OO0 x»yoOo o o o o

7 Contract Id:
o If the user knows the specific contract ID they are trying to find they should enter it
free-form. This field is applicable only for Response documents.

20



CMS XLC Using the System

Figure 8: Search

.
KCMS

* Indicates Required Field
Criteria

Search For. * Category: Contract ID:

X Al

Dae: * Package ID:

From: To:

Status:
Al

Parent Org:
Al

Results

Result Count - 0

Type Category D Status Submission Date

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

21



CMS XLC Using the System

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, CTM, Payment Validation 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.
e The Package is downloaded by the RPC.

e 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.

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.

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

4.2.2.2 Submission -Category 3 and Special Package workflow

A Submission Package (Category 3 and Special) follows a slightly different workflow and
requires action from the RO Account Manager or CMS Central Office upon Package submission
by Plan User. Following are the steps:

e The Submission -Category 3 or Special Package is created and submitted by the
package creator.

¢ If the package is a LI-NET submission, the package creator is required to select the
Subcategory value.
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o For a LI-NET submission, the package creator is not required to select the approval
authority.

o If the package is not a LI-NET submission, the package creator is required to select the
approving authority (Central Office or Regional Office) and Regional Office number.

¢ The Package is searched by RO Account Manager or CMS Central Office or accessed
via actions to add the Approval Letter or Reject the Package.

e |f RO Account Managers or CMS Central Office adds the 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 and an
email notification..

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

¢ If RO Account Manager or CMS Central Office rejects the Package the workflow steps
are shown below:

o The approver will be required to add the rejection notes to reject the package.
o The Package creator receives the Notification in their eRPT account.
o The Package creator will need to create a new Package.

The LI-NET submission will be approved by the Central Office.

42.2.3 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,
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 and
transaction type.

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

e The Plan user views the natification.

e The Plan user responds to the Package by providing all the required Response
documents within seven business days of the request.

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.
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Note: A Submission Package should not be created to respond to an EDV Review Package.
All EDV packages should be responded using the Review Package created by the RPC.

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
Category 2
Category 3
CT™M
Payment Validation
Resubmission
o Special
e Transaction Inquiry Package

O O 0O O O

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 Actions
Search & View Documents

Add Response Documents to Review Package

431 Create Package - Submission Package

Note: An Enroliment Data Validation Review package should not responded by creating a
Submission Package. Please refer to section 4.3.11.3 to respond to an Enroliment Data
Validation Review package.

1. Login to the eRPT application.
2. Action: Select Create Package.
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Figure 9: Create Package - Submission Package

P~ @ || @ Electronic Retroactive Proc...

Actions Search

Create Package
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Package Type: * Category: *
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Proxy Users:
User Id User Name

Page of0 » »

3. This screen allows the user to enter details for the Submission Package.
a. Package Type:
i. Submission Package
b. Category — Select the respective category code from the dropdown.
c. Approval Authority (applicable only to Category 3 n Special) — Select a value
from the drop down.
d. Regional Office (applicable only to Category 3 n Special) — Select a value from
the drop down.
e. Parent Organization: (multiple organization selection list)
Proxy Users - optional field
i. User Id — Search for the user that you want to be a proxy
ii. User Name - Enter the number of transactions.
4. Action: To add proxy information select the + sign in the contract grid and pop-up
window will appear as shown below:

-
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Figure 10: Create Package - Submission Package
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Create Package
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5. Action: The Plan user will have to enter the User ID of the designated proxy, and click
on the search button. The result will be displayed as shown below:
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Figure 11: Create Package - Submission Package
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Create Package
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6. Action: Select Save button.
7. The proxy information will be added in the Proxy Users grid as shown below:
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Figure 12: Create Package - Submission Package
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8. Action: Repeat steps 4 to 7 to add additional proxy users. The user can enter 3 proxy
users per package.

9. Action: After entering all the proxy information select Cancel or select x on the Add
Record pop-up.

10. Action: To delete any proxy information added in the proxy users grid complete the
following steps-

a. Action: Select the Proxy row in the proxy user grid. The selected proxy user will
be highlighted as shown below:
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CENTERS FOR MEDICARE & MEDICAID SERVICES

Create Package
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Package Type: *
Submission Package
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Figure 13: Create Package - Submission Package
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b. Action: Select delete sign as shown below:
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Figure 14: Create Package - Submission Package
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c. Action: Click on the Delete button
d. The proxy user will be deleted as shown below:
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Figure 15: Create Package - Submission Package
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11. Action: After entering all the information required for the Package creation select
Continue.

12. Documentation screen will be displayed as shown below. The user can select add
documents to a Package using the options available in Documentation screen:

31



CMS XLC Using the System

Figure 16: Create Package - Submission Package
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13. Action: Select Add Files. Windows Explorer pop-up window will be displayed for the
user to select the documents as shown below:
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Figure 17: Create Package - Submission Package
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FLIH1234-9998877774. pdf
FIH1234-9998577776. pdf
FIH1234-999887777C. pdf
LH1234-999887777D. pdf
FLIH1234-999887777E  pdf
FLIH1234-999857777F .pdf
FIH1234-999887777G. pdf
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FIH1234-9998877771.pdf
FIH1234-999887777). pdf
FIH1234-999887777K. pdf

File name: |

| Open |

Files of type: I PDFs

Cancel

//-

Note: Refer RPC website for the file naming conventions.

14. 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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Figure 18: Create Package - Submission Package
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15. 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
Supporting Documentation’ 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.

16. Action: Select Start Upload.

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

e RPC Submission Cover Letter (PDF File).

e RPC Submission Spreadsheet (xls or xlsx File).

o RPC Supporting Documentation (PDF File(s)).
Note: The format “xIsm” is not supported by the eRPT. Please refer to section 4.5 for steps to
convert xlsm format document.

18. On successful upload the user interface will display the following message:
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Figure 19: Create Package - Submission Package

1file(s) uploaded and saved successfully,

Note: Acceptable file types for uploading are PDF, XLS and XLSX.
19. Action: Select OKk.
20. 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.
21. Action: To save a Package click on the Save button. The user will see the following
message:

Figure 20: Create Package - Submission Package

Message from webpage ﬁ

I Package ID SUBDG05201200030 has been saved as a draft for later I
l % submission.

oK

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

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

35



CMS XLC Using the System

Figure 21: Create Package - Submission Package

Message from webpage ﬁ

! L Package ID 5UB0604201200022 has been subrmitted for processing.

oK

b

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

24. Action: Select OK.

25. 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 22: Create Package - Submission Package

Message from webpage @

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

26. Action: Select Ok. Repeat steps 13 through 16 to add the required documents and
then submit the Package.

4.3.2 Create Package- Transaction Inquiry Package

Note: An Enroliment Data Validation Review package should not responded by creating a
Submission Package. Please refer section 4.3.11.3 to respond to an Enroliment Data Validation
Review 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.
c. Proxy Users: - optional field
i. User Id — Search for the user that you want to be a proxy
ii. User Name - Enter the number of transactions.

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 to create a ticket.
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Figure 23: Create Package - Transaction Inquiry

(& Electronic Retroactive Proce...

Create Package

* Indicates Required Fields
Package Information

Package Type: *

1arsacion iy Packgof

Parent Organization: *

Proxy Users:

User Id User Name

Page[i” |of0 » m

To enter Proxy Users for the package, follow the same steps as described in the Create
Package — Submission Package in Section 4.3.1.

Action: After entering all the information required for the Package select Continue.
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:
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Figure 24: 