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CMS XLC Introduction

1. Introduction

The basic purpose of this document is to provide instructions to Electronic Retroactive
Processing Transmission (eRPT) 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.

This document also serves as a reference manual for the process to request access to the
eRPT web-based application from within the CMS Enterprise Identity Management (EIDM)
system.

2. Overview

The eRPT application is a web-based application designed to facilitate and manage the
electronic submission, workflow processing, and storage of documentation associated with
retroactive enrollment change requests from Medicare Advantage Organizations (MAOS),
Medicare Advantage Prescription Drug Plans (MA- PDPs), 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: enroliments,
disenroliment, 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 RPC.

The eRPT Plan Users will be able to view response documents and Enrollment Data Validation
(EDV) Review Packages submitted by RPC via eRPT. The eRPT Plan Users will also have
access to respond to EDV Review Packages by uploading supporting documents in the eRPT
application.

2.1 Project Diagrams

Figure 1 is a high-level business process diagram of eRPT application implementation.

The eRPT Plan User interacts with the application via the Internet user interface to perform
creation and submission of electronic retroactive packages, upload supporting documentation to
packages, search and view packages created by the eRPT Plan User, and update or delete a
draft submission package, view RPC'’s response to a package and respond to RPC’s request to
EDV Review package. All these actions pertain only to those contracts the user has access to.

Plan User Manual Version 3.3 Final 1 Electronic Retroactive Processing Transmission (eRPT)
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Figure 1: eRPT Implementation High Level Business Process Diagram
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Table 1: eRPT Implementation 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.).

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 aresponse 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.

2.2 Conventions

This document provides screen prints and corresponding narrative to describe how to request
access to eRPT application for an eRPT Plan User role and how to use the different functions

Plan User Manual Version 3.3 Final 2 Electronic Retroactive Processing Transmission (€RPT)



CMS XLC Getting Started

from within the application as applicable to the user. 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 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.

3. Getting Started

This section provides step-by-step instructions on how to request and gain access to eRPT
application.

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 the eRPT application, perform the following actions:

1. Please disable pop-up blockers prior to attempting access eRPT.
2. Use Internet Explorer, version 9.0 or higher.

3.2 User Access Considerations

There are three user groups for the eRPT application.

1. The first group of users is the Plan users. Plan users will utilize their EIDM user account
to access the application via the Internet interface. Please refer to Appendix A for your
access to eRPT application.

2. The second and third group of users is the CMS Central Office (CO) and the Regional
Office (RO) users. This group will utilize their EIDM user account to access the eRPT
application via the Internet or Intranet website provided.

3.3 Accessing the System

To access eRPT application via the Internet interface, you are required to have an account with
CMS EIDM system. Please refer to EIDM User Guide available over the internet at
https://www.cms.gov/Research-Statistics-Data-and-Systems/CMS-Information-
Technology/IACS/Downloads/IACS-EIDM-Migration-User-Guide.pdf on how to register and
create an account in EIDM. The following sub-section (Section 3.3.1) is intended to guide you
through the steps involved in requesting access to eRPT application using your EIDM account.

Plan User Manual Version 3.3 Final 3 Electronic Retroactive Processing Transmission (eRPT)
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3.3.1 Requesting Access to eRPT Application Within EIDM

To get started, login to CMS Enterprise Portal using your EIDM account as outlined below:

1. Action: Open your internet browser (recommended browser is “Internet Explorer”) and
type the following URL https://portal.cms.gov that will navigate you to the “CMS
Enterprise Portal” homepage.

Figure 2: CMS Enterprise Portal Homepage

Home | About CMS | | @ Help & FAQs | [J,Email | [} Print
CMs.gov Enterprise Portal ) \
Centers for Medicare & Medicaid Services Learn about your heaitncare options | | search CMSgov |

Health Care Quality Inprovement System Provider Resources

CMS Portal > Welcome to CMS Portal

CMS Secure Portal

To log into the CMS Portal a CMS user
account is required.
— e e e ‘

Medicare Shared Savings Program

The Medicare Shared Savings Program portlet
offers Accountable Care Organizations access to
program information, including ACO-specific reports
and other programmatic information.

Login to CMS Secure
| Portal 1

| S ——
Forgot User ID?

2. Action: Click Login to CMS Secure Portal on the CMS Enterprise Portal homepage.
3. Action: Accept the CMS Enterprise Portal “Terms and Conditions” and you are
navigated to EIDM login screen.

Figure 3: CMS Enterprise Portal - Terms and Conditions

CMS OV Enterprise Portal Heme | Apeut S | Hewsesom | Ariis | i elp & FAcs | ) Emad | O, Print

Centers for Medi u:.;m:* & Madicaid Services

Heplth Cane Qiaahity Impirovement Sysiem Provides Redouices
Terms and Conditions
OB Moo DORE- 1235 | Expiration Dabe: 0U0201T | Papenvark Reducion Acd

You aré acoessing a U5, Gowernmen] mdamation system, which indudes (1) B computed, (2] this compuler medwork, (1) a m:mmnlnmrm‘h
ad (4 all 3o and S1omge media atached 1o this nabwark of 10 8 computer on this petworc Ths Information syEiem is ded bor L3 G nil- it
=8 only

UnanShorioed of Imgeoper wse of this Sysiem may nesull in Gscipknary aclion. &5 well &5 civil &nd criminal penalies

By using this INfOrMakon SySIEM, ¥oU UNJRMSIand And consest 1 T S8owing:

Yo hdve no neddonable expeciation of privacy fegarderg Sy o alkoeh of GakE I of Slohed o WS Riormabon Syilem

Al any lena, and for any awiul Gor ip , s e ] may mondlon, nlercapt, and search and seize any Commumicalion of dala traraiing or siored on
this information sysbem:

Any coemennscation of dala irarsing o s3gend on this nformaton sysiem may be deaciosed or wsed for iy lawid Govarmemen Rupese

To coninue, you mist accept the lomes and condiBions. 1 you Secing, your login wil aulomatically be canceled

4. Action: Enter your EIDM User ID and Password (along with the Security Code sent to
the registered MFA Device) in the following screens to login to CMS Enterprise Portal
(Refer to Figure 4 and Figure 5) and follow the steps below to request access to eRPT.
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Figure 4: CMS Enterprise Portal Login

Home | About CMS | Newsroom | Archive | @) Help & FaQs | L) Email | () Print

CMS. gOV Enterprise Portal

Centers for Medicare & Medicaid Services

Health Care Quality

P Y F [ ces

Welcome to CMS Enterprise Portal

GCED G5B

Forgot User I0?
Need an account? Click the link - New user reqgisiration

A federal government website managed by the Centers for Medicare & Medicaid Services
7500 Security Boulevard, Balimore, MD 21244

Figure 5: CMS Enterprise Portal Login — Provide Password and Security Code

To retrieve a Security Code, please select the Phone, Computer, or E-mail that you registered as your Multi-Factor Authentication{MFA) device when you originally
requested access, from the MFA Device Type dropdown menu below.

Security Codes expire, be sure to enter your Security Code promptly.

Unable to Access Security Code?

If you are unable to access a Security Code, you may use the "Unable To Access Security Code?" link. To use this link you will be directed away from this page. For
security purposes, you will be prompted to answer your challenge questions before the Security Code is generated. The Security Code will be sent to the email
address in your profile. You will be required to login again with your User 1D, Password and Security Code.

You may also call your Application Help Desk to obtain a Security Code.

After you receive the Security Code using this link or from your Help Desk, you must select the 'One-Time Security Code’ option from the MFA Device Type dropdown
menu.

Need to Register an MFA Device?

If you have not registered an MFA device and would like to do so now, you may use the "Register MFA Device" link. For security purposes you will be prompted to
login again and answer your challenge questions before registering an MFA device.

Password: |

MFA Device Type: Select MFA Device Type

Security Code: | |

Forgot Password?
Unable to Access Security Code?

Reqgister MFA Device
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@ Fortal Help & FAQs

CMS
.gov

1. Action: Click Request Access Now.

Figure 6: CMS Enterprise Portal - Landing Screen

= Print

Enterprise Portal

My Portal

CMS Portal > My Portal

Welcome to CMS Enterprise Portal

9

The Enterprise Portal combines and displays content and forms from multiple applications,
supports users with navigation and cross-enterprise search tools, supports simplified sign-on, and
uses role-based access and personalization to present each user with only relevant content and

applications. The vision of the Enterprise Portal is to provide "one-stop shopping” capabilities to

improve customer experience and satisfaction.

Application Access

E Log Out Welcome BVFR ZHUJ ~

Request Access

Use the link below to request access to Systems/Applications
— = - —

I Request Access Now

Contact Help Desk

CERRS Help Desk Contact your local help desk. Escalation

tn tha annranriata aviarnal haln daske will ha handlad hy tha

2. Action: Click Request Access. You can also use the “Search” field in the “Access
Catalog” to search for the eRPT Application block.

Figure 7: CMS Enterprise Portal - My Access

CMS Portal > EIDM user menu page > My Access

Start typing to filter apps... B REQUEST ADMIN ROLE

SHOW ALL

Access Catalog

ASETT iz & Web-basad application that allows
individusls and organizstions to file electro More_..

Help Desk Information
TBD
TBD

Request Access

Agcess to this application is restricted to Trading
Partners that exchange data with the B More._.

Help Desk Information

B00-8927-8088
trtesting@yvahoo.com

Request Access

Dwrable Medical Equipment, Prosthetics, Orthotics
& Supplies (DMEFOS) Bidding System - Mare...

Help Desk Information
B77-577-5331
tmtestingé@vehoo.com

Request Access

bt e

The Medicare Part B Drug Average Sale Prica
{ASF) application is a data collection system
More...

Help Desk Informaticn
TBD
1BD

Request Access

Connexion provides suppliers with sscure online
access to their Medicare DMEPOS Competitiv
More...

Help Desk Information
BY7-577-5331

chic. sdmin@paim ba.com

Request Access

This application allows suthorized users to fill out
varigus online forms and electronical More...

Help Desk Information
G48-458-6740
tmtesting@yahoo.com

Request Access

The Enterprise Privacy Policy Engine (EPFE)
e fho FRAG Aok

Bundled Fayments for Care Improvement Data File
Transfer.

Help Desk Information
BundledPaymentsi@cms.hhs. gov

Regquest Access

Community Based Organizaticn/Customer Service
Representative.

Help Desk Information
&00-BZ7-5089

tmtesting@yahoo.com

Regquest Access

The Elecironic Refrosctive Processing
Transmission (eRPT) is & web-based application
desig More_..

AMd_NTT TO0A

el ol 5 e i R '

I Reguest Access

inln Ml bnfarmmatinn
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3. Action: Select eRPT Plan User from the Select a Role drop-down.
Figure 8: Request New Application Access: Selecting eRPT Plan User Role

CMS Portal > EIDM user menu page > My Access
~|My Access Request New Application Access .

@ View and Manage My * Required Field iHelp

Access _— Select a Role

([0 Request New Application Application Description: |Electronic Retroactive Processing Transmission (eRPT) [¥] : e from the antions bei

Access The Electronic Retroactive Processing Transmission (eRPT) is a web-based application designed to facilitate and manage the electronic Select a val Ued‘rsl;?;ye; options being
~|Requests submission, workflow processing, and storage of documentation associated with retroactive enroliment change requests from Medicare i

) My Pending Requests 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).

Select a Role: [N

eRPT Plan User
eRPT RO01 User
eRPT RO02 User
eRPT RO03 User
eRPT RO04 User
eRPT ROO5 User
eRPT RO06 User
eRPT RO07 User
eRPT RO0S User
eRPT RO09 User “ ”
eRPT ROL0 User Select “eRPT Plan User
eRPT CO User

eRPT Admin User

Py

eRPT EPOC

eRPT Authorizer 1
eRPT Authorizer 2
eRPT Authorizer 3

eRPT Helpdesk

4. Action: Provide additional information related to your business and contact information
and click Next.

Figure 9: Request New Application Access: Providing Business Contact Information

CMS Portal > EIDM user meng page: » Wy Access

= Wy Ao Request Hew Applicstion Access

A, Wi and Masaon Wy (]

e MR- * Rungunid Fialkd 2

Moemn e Title

Ll Fungutst New Applcaton Please podate your ol Do contrus the receest o 3 gploaben Moss

Appess Sebect 4 value from e aphons bang
] Mame dimplryesd

B My Peraiirs] Riacassts g R Mkl Parie

Business Contact Information

{ * Company Hase

Phons

| et I Canced J

5. Action: You must provide at least one (1) valid plan contract number(s) in the “Plan
Contract Number” field to request access to contracts. Valid contracts for eRPT Plan
User Role are: Hxxxx, Sxxxx, Exxxx, Rxxxx, and 9xxxx. To enter multiple Plan Contract
Numbers, please separate each contract number using a comma. Provide a reason for
requesting access to eRPT application and click Next.
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Figure 10: Request New Application Access: Requesting appropriate Plan Contract(s)

CMS
.gov

Enterprise Portal

My Portal

CMS Portal > EIDM user menu page > My Access

/My Access Request New Application Access -
@&, View and Manage My * Reguired Feld iHelp
Access o Tt Interactive Help
(0 Request New Application Application Description: |Electronic Retroactive Processing Transmission (eRPT) This secti I automatically updats
Access The Electronic Retroactive Processing Transmission (eRPT) is a web-based application designed to fadilitate and manage the electronic a5 ;Z.Tgoﬁﬂr‘gﬂgﬁ tl?;“ﬁit(‘acalt pl:gvid:r.
~|Requests submission, workflow processing, and storage of documentation associated with retroactive enrollment change requests from Medicare helpful information to er.sure you
My Pending Requests Advantage Organizations (MAQs), Medicare Advantage Presaiption Drug Plans (MA-PDs), Cost Plans, Pragram of All Inclusive Care for the Elderly

teract with EIDM.
(PACE), Medicare-Medicaid Plans (MMPs), and Prescription Drug Plans (PDPs). easily interact wi
Select a Role: | eRPT Plan User

Role Description:  The user with eRPT Plan User role will be able to login to the eRPT application, submit retroactive and transaction inquiry
packages, respond to review packages, and view Final Disposition Reports, Error Reports, and Approval Letters.

q
J * Plan Contract Number:

* Reason for Request:

6. Action: Click Submit to submit your request. Once you submit your request, you will
see a tracking number for each plan contract you requested access for. You will also
receive an email acknowledging your request.

Figure 11: Request New Application Access Review

v My B Regisest Hew Application Acoess Review

a_ ‘upen el MLarca My * Raguirnd Papld iHedg

- Revlew

Lol Reapaess Hiws Applicabian il e Scen! {ledtri Rat tlitive Praceting Bimamemson (adT] v

et ' 2 e i i Thes Py puiny allowrl yoins 18 Fwhiw
Tha Eleimransr Rt Tros Procesmng Trasmemos, | oRPT) 6 2 web bated appbc st desgreed 16 | s0bste a6 manage thi: deossm PO ree P st an achion

« Rl mubrramoe, werkfaw procmeang, and @aage of documend shos oo sd w0 plioki e sreoliemant ctungs toguemiy hom el aw B et

o Mep i n Advantage Do g st (M, Machiars Bdvird g Prosciioton Doeg Mams (A-POR), Cost Mar, Progrem of A inchane Care for the Biderdy

[FRCEL Fhpdegr-Misccand Flare: (FIMPLL aned Presmpbion D P (PO
Fole Salacted:  oRPT Flan Liser

Rke Damorpton:  The user with sR7T Plan Ustr robe sl bt abbe b logen 1o The eRPT snpcaton, subvndl etimsctive and iraraaction igury
pakages. rmpond b neview packages. and view Final Dapsston Reparts, Erees Rigorts, and Agproval Lefters.

Hame
1Ee vl st Hamac (B My Hamar Lt Wame: | THAED Sl w|

Profmon sl Credonfis

Sovidl Senaty humbes: """

Barsiness Contact Tiformathon

Cirmpaey Hame: | AC Compairny

Adires 10 | 5555 Apphe Dr

Addres ]
iy Mimmraagy
Crate/THTRENY. | ASAE kd
S Cod: | B0 Fip Cocda tmiron
Phons
Compary Phofeh Fumbae: | B 770 -Badd Laloracn
Offac i Phitat Hurnbore: BB 777Dl i

Plar, Cowstia] Musbs

Reanon for Request:  Rpqueting scni

[ it i Soberin I Cancel ]

Plan User Manual Version 3.3 Final 8 Electronic Retroactive Processing Transmission (€RPT)



CMS XLC Getting Started

Figure 12: Request New Application Access Acknowledgement

CMS Portal > EIDM usar menu page > My Access

My hovess Request New Application Aocess Adeowhedgement

t:‘ﬂwm Youm EIDM raquests have baen successully aubmitted L.

() Reuest e Agplcaon 11 acing rumbersFor your reguecs re Acknowledgement
== 2060029 - Plan Contract Mussber - oty s e
« Requests 20600130 - Plan Contract Hussber -

@ My Fending Reguests

Phoseii e theser sombeiry i 3l cottespondences oniming thise 1quishs.
Yiong wll receie a0 emal after each of your regotsts his béwn praceised.

Note: If you want to request new contracts or delete the existing contracts you have access to,
please follow the steps below:

1. Action: Select My Access available in the drop-down list under your name.

Figure 13: Request New Contract(s) and/or Modify Existing Contract(s) — Step 1

@Portal Help & FAGs  {=) Print [# Logout  Welcome BVFR ZHUJ ~ ™

My Profile

CQMO§ Enterprise Portal

My Portal

CMS Portal > My Portal

Welcome to CMS Enterprise Portal Request Access

Use the link below to request access to Systems/Applications

The Enterprise Portal combines and displays content and forms from multiple applications,

supports users with navigation and cross-enterprise search tools, supports simplified sign-on, and

uses role-based access and personalization to present each user with only relevant content and

applications. The vision of the Enterprise Portal is to provide "one-stop shopping” capabilities to
e e ania He Degk

2. Action: Click Other Actions.

Figure 14: Request New Contract(s) and/or Modify Existing Contract(s) — Step 2

CMS Portal > EIDM user menu page > My Access

Start Iyping to Mer apps mrequeSTADMINROLE [t My Access

Electronic Retroactive m

recessing Transméission [eRPT) P

AZETT  u Vaek-baned aopiceton Pat slowy Tha Ugsicare Fort B Crig Aowage Son Proe. Burdiesd Prpmarty bor oy imprrewrert Duin Fla
Teaeule

Favmuraw Soke
et e trpamsaboen & e pmchs Lo AEF" appiafier m b dute olachio wyvie gamEEREEERE .,
v o MeBors 4
——— S LEE TS € 8
; WM,_?'“ Existing Foles
" RPT Plan e
Pl Leein Rl Aimwin Favars! Aexess

3. Action: Click View/Modify a Role under Take an Action.
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Figure 15: Request New Contract(s) and/or Modify Existing Contract(s) — Step 3

Cgv)§ Enterprise Portal

My Portal

CMS Portal > EIDM user menu page > My Access

My Access View and Manage My Access
Modify Business Contact iHelp
I?format;f:n You are currently registered for the following application(s). R
& View and Manage M Interactive Help
ge My Application |Take an Action | . p N
Access ‘add 2 Rol This section will automatically update
Request New Application _ a Role as you go through the site. Tt provides
.[t‘fcessq Pe Electronic Retroactive Processing Tr 1 (eRPT) o B " L™ ., helpful information to ensure you
LTl e o easily interact with ETDM.
~|Requests

My Pending Requests

4. Action: Click Modify Attributes.

Figure 16: Request New Contract(s) and/or Modify Existing Contract(s) — Step 4
:g-@}g Enterprise Porfa
Wy Povtsl

CMS Portal > EIDM user menu page > My Access

= My Acoess View [ Modify Electronic Retroactive Processing Transmission (eRPT) Robe Information

§ Modiy Busness Contact £ 2 iHelp

[ Sk s Brlk o The Taka an AoDain (ohamn 1o madify e robe sdormanon m your profile —

L ] .llLd“_\h My " w
Acress My Robe Informathon: Thes secton well sutomancaly updite

L R ot e My ke | Exishrg Role Detals Take an Achen i you go Hough Bhe slte. 1 provale
ll:l'evﬁ Ll Mtﬂl;tm P T T baiphul nformaton D oRsLre vou
SRFT Flan Usar N ...I:udh A.I:rl:-t.t_q" wacaly nbaract with EIDSL

« pmts (F RN

B My Perding Reguety

5. Action: Update Plan Contract Number with new contracts if you want to add a new
contract to the existing list or delete any existing ones. Provide a reason for the access

to those contracts in the “Reason for Request” field and click Next to proceed with
submitting your request.

Figure 17: Request New Contract(s) and/or Modify Existing Contract(s) — Step 5
CQng Enterprise Portal

My Poral

CMS Portal > EIDM uSer mefa page > My Access

= Py s View [Modify Electronkc Retroactive Processing Transmission (eRPT) Role Attributes
o Modly Buanes Conba . ] ) itelp
Biaamilica: Salectied Applcabon: Beviront Retroaciie Prodetsng Tramasssion [#FT) Plan Confract Number
.. Viw and Marage My Rl WA Pl lsad
Bt ) F g Sy wslee ohe, o rrm':-.r-
2 Rogeoest Mew dppbcaBion = Plan Contiact Mumbed < Coniriet Hermbsied i peddded R oad
I:Jc-:!':-a-'!qr‘”:SI s ! Add new contract(s) or Tode. v, ou P Beke ok bart
.. el PLass Comirgat Mssbar, Vol
« Regquests delete existing Contracts for e85 User Roke are:
oy P & Bpgmon for Fagquest Hoooce, Saooo, Eocor, Foooo and
4 = ' CO”traCt(S) S Please et e Plis Contraat
Hurnber i ore off the Tolosng
ety Mooy, Soec, B, Bxoo,
of e, Whish enties) Frutple P
F| Contract Mumbers e 3 (omma to
| Canoel stparahe sach mamber. For emple;
D e
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6. Once you submit your request, you will see an acknowledgement screen.

Figure 18: Request New Contract(s) and/or Modify Existing Contract(s) — Step 6

CMS Portal > EIDM user menu page > My Access

= My Access

@ Modify Business Contact
Information

& View and Manage My
Access

2] Request New Applcation
AfOEEs
~ Requests

@ My Pending Requests

Please use these numbers in all comrespandences conciming thess requests.
You will receive an email after each of your requests has been processed by an Approver,

View/Modify Electronic Retroactive Processing Transmission (eRPT) Role Attributes Acknc...

Your EIDM reguests have been successfully submitted.

The tracking numbers for your reguests are:

2068796 - ADD - «RPT Plan User - Plan Contract Number -
2068797 - ADD - eRPT Plan User - Plan Contract Number -
2068798 - REMOVE - RPT Plan User - Plan Contract Number -
068799 - REMOVE - eRPT Plan User - Plan Contract Number -

Modifications that do not requine an approval ane automatically updated to your profile. Please allow a few minutes for processing
before viewing the completed request.

Status of Your Request(s): You can view your pending requests from your My Access screen
and you will receive an email when your request is approved or rejected.

Figure 19: My Access

Eb- Log Out

Welcome FGHJ KLMN

My Profile

My Portal

Figure 20: My Access: View Pending Requests

CMS Portal > EIDM user menu page > My Access

Access Catalog

ASETT is & Web-hased application that allows.
individuals and organizstions to file electra Mors...

Help Desk Information
TBD

IBD

Request Access

Access o this spplicstion is restricted to Trading
Pariners that exchange dsts with the B More...

Help Desk Information

800-827-8088
trotestingFyahoo. com

Request Access

Dursble Medical Equipment, Prosthetios, Orthotics
& Supplies (DMEPCS) Bidding System - More...

Help Desk Information
8TT-577-5331
tmtesting@vshoo.com

Reanpc 4 Annecs

Start typing to filter apps...

The Medicare Part B Drug Average Ssle Price
{ASP) spplication is a dsts collection system
More
Help Desk Information
TBD

TBD

Request Access

Connaxion provides suppliers with securs online
‘access to their Medicare DMEPOS Competitiv
More...

Help Desk Information
BTT-577-5331
chic sdmin@paimettogba.com

Request Access

This application sllows suthorized users to fill out
various anline forms end slectronicsl More...

Help Desk Information
648-458-9740
tmtesting@vshoo.com

B REQUEST ADMIN ROLE

Bundled Faymants for Care Improvement Data File
Tran:

Help Desk Information
BundledPayments@ems hhe.gov

Request Access

Gommunity Based Organization/Customer Service
Representstive

Help Desk Information
800-827-3088

trtesting@yahoo.com

Request Access

The Electronic Retroactive Processing
Transmission (eRPT) is & web-besed spplication
desig More .

Help Desk Information
an4 77 7004

Reanec + Annacs

My Access

You currently do not have access to any applications. Please use the
access catalog to request access fo the applications

My Pending Requests

2 Results Found

Request ID Application Name Role Name

Electronic Retroactive Processing

eRFT Plan
Transmission (eRPT) User I

Electronic Refroactive Processing eRPT Plan I
Transmission (eRPT) User
e e e
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3.3.2  User Replacement

An eRPT Plan User who wishes to take over the role of another eRPT Plan User must conform
to the following rules:

1. Should have a valid EIDM User ID and “eRPT Plan User” role within his/her EIDM profile.

2. Should at the least have the same contract numbers.

3. Should create incident ticket with the Medicare Advantage Prescription Drug (MAPD)
Helpdesk via mapdhelp@cms.hhs.gov or 1-800-927-8069 requesting the same.

4. Should get approvals from the eRPT Business Owner.

5. The existing Plan User (who will be replaced) should drop his/her “eRPT Plan User” role
from his/her EIDM profile.

3.3.3  Accessing eRPT Application

Once your request to access eRPT application is approved by the appropriate approving
authority, you will have access to the application specific to those contracts you have requested
access for. You will receive an email notification when your request for access is approved or
rejected.

To access and login to the eRPT application, please follow the steps below:

1 Action: Access the eRPT application using the URL.: https://erpt.cms.hhs.gov/erpt/
2 Action: Upon accessing the above URL, the following Terms and Conditions screen
will be displayed. Please read and click | Accept.

Figure 21: CMS Enterprise Portal - Terms and Conditions

CMS QOV Home | Abeut CMS | Newseoom | Avchive | () el & Facs | ) Emad | ) P

Centers for Medicare & Medicaid Services

Enterprise Portal

Heatih Cane Chaality Improvement Sysiem  Provider Redources.

Terms and Conditions

Ol Pio DRGE-1236 | Expiration Date: 00302077 | Papanork Reducion Act

You aré acoessing a U S, Governmen mdarmation sysiem, which includes (1) B compted, (2] This compuler retwork, (3] all comguiids connschid o this redwork
aned () all devioess and Siorags media altached 10 this network of 10 8 comprier on s retwork. This informalion sysiem is provided ke U 5. Governman-aythenized
L only

Unauthofiagd of Impeopar wsa of this syshem may resull i Seoplinary action. &5 well &5 chil and criminal penaties

By using this informaton sysiem, you undersiand and consent 1 T folowing

WU hdve no nesSonable expectation of pivecy negardng Sy communicabion of G rantling of Slohed on Mis niormabon Syiem

Al ary Beng, @nd o any il Govesnmant purpese, sy povemensend may mordlon, inlercapl. and search and seige any commamication or dala trarsiing or sieend on
this infgrmation syskem

Any comancation of dala rarsing or $3000d on this nfimaton syslem may be deciosed oF wsed for any [awil Govermemen] puUIpose

To corBnue, you musi accopl the lermes and condBons . I yoa declies, your login will aulomatically be cancedled

3 Action: Enter your EIDM User ID and Password (along with the Security Code sent to
the registered MFA Device) in the following screens to login to CMS Enterprise Portal
(Refer to Figure 22 and Figure 23) and then click Log In.

Plan User Manual Version 3.3 Final 12 Electronic Retroactive Processing Transmission (€RPT)


mailto:mapdhelp@cms.hhs.gov
https://erpt.cms.hhs.gov/erpt/

CMS XLC Getting Started

Figure 22: CMS Enterprise Portal Login

Home | About CMS | Newsroom | Archive | () Help & FAQs | () Email | g Print

CMS. gOV Enterprise Portal

Centers for Medicare & Medicaid Services

Health Care Quality Imp ¥ Provider R ces

Welcome to CMS Enterprise Portal

User ID ||

Forgot User ID?
Need an account? Click the link - New user regisiration

A federal government website managed by the Centers for Medicare & Medicaid Services
7500 Security Boulevard, Baliimore, MD 21244

Figure 23: CMS Enterprise Portal Login — Provide Password and Security Code

To retrieve a Security Code, please select the Phone, Computer, or E-mail that you registered as your Multi-Factor Authentication{MFA) device when you originally
requested access, from the MFA Device Type dropdown menu below.

Security Codes expire, be sure to enter your Security Code prompty.
Unable to Access Security Code?

If you are unable to access a Security Code, you may use the "Unable To Access Security Code?" link. To use this link you will be directed away from this page. For
security purposes, you will be prompted to answer your challenge questions before the Security Code is generated. The Security Code will be sent to the email
address in your profile. You will be required to login again with your User 1D, Password and Security Code.

You may also call your Application Help Desk to obtain a Security Code.

After you receive the Security Code using this link or from your Help Desk, you must select the 'One-Time Security Code’ option from the MFA Device Type dropdown
menu.

Need to Register an MFA Device?

If you have not registered an MFA device and would like to do so now, you may use the "Register MFA Device" link. For security purposes you will be prompted to

login again and answer your chall questi before registering an MFA device.
Password: |
MFA Device Type: Select MFA Device Type

Security Code: | |

Forgot Password?
Unable to Access Security Code?
Reagister MFA Device
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7. If the wrong user credentials are provided, the following error message will be displayed:

Figure 24: Incorrect Login

Home | About CMS | Newsroom | Archive | @) Help & FaQs | () Email | (&, Print

Enterprise Portal

CMS.gov

Centers for Medicare & Medicaid Services

Health Care Quality Imp 3 F i Resources

Welcome to CMS Enterprise Portal

Incorrect combination of User ID or Password. Please check the information you have entered. If you need further assistance, you may use the
“Forgot Password” or the "Forgot User ID" process to help you.

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

Figure 25: Successful Login — Action List

Acknawledge Sedected Actions | View Seb

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.
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3.5 Exiting the System

In order to exit the system, click Logout from the top right of the screen. You will see the
Terms and Conditions screen.

Figure 26: Exiting the System: Logout

Create Package

I | SMERLI" | Logout

Message
1600035,

11600034,

1600029.

1600001

kage TIQ0122201600001.

On successful log out you will see the Terms and Conditions screen.

Figure 27: Exiting the System: Terms and Conditions

CMS.QOV Enterprise Portal

Centers for Medicare & Medicaid Services

Home | About CMS | Newsroom | Archive | () Help & FaQs | () Email | (g Print

Health Care Quality Improvement System Provider Resources

Terms and Conditions

OMB No.0938-1236 | Expiration Date: 04/30/2017 | Paperwork Reduction Act

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

Unauthorized or improper use of this system may result in disciplinary action, as well as civil and criminal penalties.

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

You have no reasonable expectation of privacy regarding any communication or data transiting or stored on this information system.

At any time, and for any lawful Government purpose, the government may menitor, intercept, and search and seize any communication or data transiting or stored
on this information system

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

To continue, you must accept the terms and conditions. If you decline, your login will automatically be cancelled

Note: To login again the user will need to close the current browser and open a new browser
and repeat steps in Section 3.3.2.

4. Using the System

The following sub-sections provide details on how to use the various functions or features of the
eRPT application as an eRPT Plan User.
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4.1 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 such as Enroliments, Disenrollments,
Reinstatements, LIS Deeming Updates, Medicaid, 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 — 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:
o Category 2 — Timely retroactive enrollment transactions (including

Payment Validation Adjustments and Caseworker Approved Complaint
Tracking Module (CTM) Cases) that may be submitted to the RPC without
additional RO approval. Please refer RPC’s Standard Operating
Procedure (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.

o CTM —ltis 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 new 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, LIS, SCC, etc.

e 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 CO Staff
or eRPT Plan Users to RPC. A special submission package will need
to be approved by either the CMS CO or RO.

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

o LI-NET - Limited Income Newly Eligible Transition (LI-NET) program
provides temporary drug coverage for certain dual Medicare/Medicaid
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or Supplemental Security Income (SSI) only eligible people who qualify
for Medicare’s 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.

c. For Review Package Types:

¢ 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 Enrollment and Disenrollment transactions that were
submitted to MARX via the batch process

= Enroliment 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.

= Disenrollments (Transaction Type Code 51) Disenrollment
transactions are defined as an action that terminates a
beneficiary’s enroliment in a given plan.

e EDV-CANCELLATIONS — Reports with this value in the file name will
include sampled Enroliment Cancellation and Disenroliment
Cancellation transactions that were submitted to MARX via the batch
process

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

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

e EDV-MARX_UI — Reports with this value in the file name will include
sampled Enrollment, Disenrollment, Enrollment Cancellation, and
Disenroliment Cancellation transactions that were submitted via the
MARXx 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

¢ RACs (Transaction Type Code 76) are updates to member’s residence
address listed in MARX that ultimately determines the 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:

e 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:

e CMS Regional Office 01 - Boston
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CMS Regional Office 02 - New York
CMS Regional Office 03 - Philadelphia
CMS Regional Office 04 - Atlanta

CMS Regional Office 05 - Chicago

CMS Regional Office 06 - Dallas

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

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

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

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

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

e Pending Approval — When a Package is submitted by the eRPT Plan User but
is awaiting an Approval Letter from CMS RO Account Manager or CMS CO.
This status is applicable only for a Category 3 and Special 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 eRPT Plan User with
all of the supporting Response documents.

¢ Downloading — When the RPC is downloading the Package.

e In Process —When the RPC is processing the Package.

e 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.

Package ID — A unique system-generated identifier assigned to each retroactive
Package request.

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

Proxy ID — A list of persons authorized to act on behalf of an eRPT Plan User
responsible for creating and submitting a retroactive plan submission package.

4.2 eRPT User Interface Menu

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

access.
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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:

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

o Response documents (For example: FDR, Error Report) for their respective contracts.

o 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:
a. Packages:
e Submission Packages
e Transaction Inquiry Packages
e Review Packages (e.g. EDV Review)
b. Response Documents:

e FDR
e Error Reports
o Letters

= Approval Letter
e Follow-on FDR
2. Date — 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.
e From
e To
3. Package ID - If the user knows the specific ID of the Package they are trying to find
they should enter it free form.
4. Category — The category code values are dynamically populated based on the Search-
For selection made by the user as shown below:
a. Submission Package:
Category 2
Category 3
CT™M
Payment Validation
Resubmission
e Special
b. Review Package:
e Enroliment Data Validation
e EDV -E&D
e EDV - CANCELLATIONS
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e EDV - MARX_UI
e EDV-RACS
5. Status — A drop-down containing Package status values. The status values are
dynamically populated based on Search-For and Category selection made by the user
as shown below (refer section 4.1 or section 4.3.8 for status description)
a. Submission Package - Category 2, Resubmission, CTM and Payment
Validation
e Draft
Open
Downloading
In Process
Closed
b. Submission Package - Category 3 and Special
Draft
Pending Approval
Open
Rejected
Downloading
In Process
e Closed
c. Transaction Inquiry Package
e Draft
Open
Downloading
In Process
Closed
Review Package
Open
Completed
In Process
Downloading
Closed
6. Parent Organization — All Plan Parent Organizations will be listed.

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

7. Contract ID — 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.
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Figure 28: Search

= I

p—
(CMs e

From

Resul Count - 8

Type Category (14} Status Submission Date

4.2.2  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 PDPs for RPC
to process. A Package within the eRPT application will consist of three main parts:

o Package Details — Information about the Package such as Package Type, Category,
Parent Organization etc.
e Submission Documents
e For Submission & Transaction Inquiry Package - All of the supporting documents
that are required by the RPC to process the Package (refer to the RPC website
for details).
o For Review Package - All the supporting documents that are submitted by RPC
for the review (refer to the RPC website for details).
e Response Documents
e For Submission & Transaction Inquiry Package - Documents that are added by
the RPC after processing the Package.
e For Review Package - Supporting documents that are submitted by eRPT Plan
Users for the 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.
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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:

o The Package is created and submitted by an eRPT Plan User or CMS CO User.

e The Package is downloaded by the RPC.
The Package creator will receive a natification 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 eRPT 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 User, upon package
submission by the eRPT Plan User. Following are the steps:

e The Submission -Category 3 or Special Package is created and submitted by the
Package Creator (usually the Plan User).

¢ If the package is a LI-NET submission, the Package Creator is required to select the
Subcategory value as “LI-NET".

e For a LI-NET package, the Package Creator is not required to select the “Approval
Authority.”

e If the package is not a LI-NET submission, the Package Creator is required to select
the “Approval Authority” as “Regional Office” and the Regional Office Code/Number
(RO01 — RO10). Please refer to the bulleted item list #4 in Section 4.1 eRPT
Terminology to understand the different CMS Regional Offices.

o0 Note: All Category 3 and Special Packages (Except LI-NET package, these are
packages for contracts that typically starts with ‘Xxxxx’, xxxx are numeric digits)
require approval from the respective RO Account Manager. LI-NET packages are
the only package that falls under the discretion of CMS Central Office User for their
review and approval.

e The package is searched by CMS RO Account Manager (or CMS CO User, if a LI-NET
Package) or accessed via actions to add the “Approval Letter” or reject the package.

e If CMS RO Account Manager (or CMS CO User) adds the “Approval Letter”, the next
set of workflow steps are outlined below:

= The package is downloaded by the RPC.

= The Package Creator will receive a system notification within the eRPT system
about the package being downloaded by the RPC.

= The RPC will begin adding FDRs and Error Reports to the package. The
respective eRPT Plan User and the designated Proxy User will receive a
system notification in their eRPT account and an email notification.

»  When the RPC completes processing the package, they will mark the package
status as “Closed.”

e If CMS RO Account Manager or CMS CO User rejects the Package the workflow steps
will take the following approach:
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= The Package Approver is required to add the rejection notes to reject the
package.

= The Package Creator and the designated Proxy User receives a system
notification within their eRPT account and email notification that the package is
rejected.

= The Package Creator may need to create a new package.

4.2.2.3  Review Package Workflow

A Review Package is a Package created by either a CMS CO User or the RPC requesting
eRPT 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 CO User creates a Review Package for a particular Plan Contract
and transaction type.

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

e The eRPT Plan User views the notification.

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

e The eRPT 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.

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 eRPT 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. The eRPT 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 the eRPT Plan User via the
User Interface:

¢ Submission Package
= Category 2
Category 3
CT™M
Payment Validation
Resubmission
Special
e Transaction Inquiry Package

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

e Create Package - Submission Package
e Create Package - Transaction Inquiry Package
e Search a Package

e View a Package
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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

43.1 Create Package — Submission Package

43.1.1  Create Package - Category 2 Submission Package

The following steps will guide you through creating a Category 2 Submission Package. The
steps are the same for other Submission Packages (CTM, Payment Validation, Resubmission
and Category 3/Special LI-NET).

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

Figure 29: Create Package — Category 2 Submission Package: Select Package Information

— Actions Search Create Package

—

Create Package

* Indicates Required Fields
Package Information

nsackson  BJ | Eme

Package Type: * Gategory: *
Submission Package s Category 2

Parent Organization: *

Note: Proxy User’s section will be displayed after you click Continue

3. Action: Complete the details for the Submission Package:

a) Package Type — Submission Package. This is the default selection.

b) Category — Select the respective category code from the drop-down. For this
example, let us create a Submission Package for “Category 2". By default, the
“Category’ drop-down field displays “Category 2.

c) Parent Organization — Multiple organization selection list (drop-down field).
Select a “Parent Organization” from the list. For example, let us choose “Aetna
Inc.” If the user’s Parent Organization does not display, please contact the MAPD
Helpdesk at mapdhelp@cms.hhs.gov or 1-800-927-8069 to create a ticket.

Note: If the submission package is for multiple Medicare-Medicaid Plan (MMP)
parent organizations, choose “MMP Demo States Only”. Refer to Figure 31.
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Figure 30: Create Package — Category 2 Submission Package: Select a Parent Organization

Create Package

* Indicates Required Fields
Package Information

Package Type: * Category: *
Submission Package s Category 2

Parent Organization: *

Aetna Inc.

Note: Proxy User's section will be displayed after you click Continue

Figure 31: Create Package — Category 2 Submission Package: Select a Parent Organization (For
Multiple MMP Organizations)

CMS < .
CENTERS FOR MEDICARE & MEDICAID SERV ICES -

Create Package

* Indicates Required Fields
Package Information

Create Package

Package Type: * Category: *

Submission Package + Category 2
Parent Organization: *

MMP Demo States Only

Note: Proxy User's section will be displayed after you click Continue.

4. Action: Click Continue.
5. The Documentation screen will be displayed. The user can Add Files to a Package.

Figure 32: Create Package — Category 2 Submission Package: Select Files

Create Package

‘

Accepted File Types: pdf, xls, xlsx
Max File Size: 40mb

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

Document Type Filename Status

w-

,—meyUsers
6. Action: Click Add Files. A Windows Explorer pop-up window opens.
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Figure 33: Create Package — Category 2 Submission Package: Add Files to the User Interface
c Open n

®© - 4 <« Desktop + RPC documents for Testing vl e Search RPC documents for Te... 0 T
e ik R _
& Downloads ~ Name Date modified Type

& RPC_Submission_Spreadsheet 06-03-2015  1/6/.
=L Test]_RPC Cover letter
= Test2_RPC Supperting Documentation 12/21/201610:19 .. Adobe Acro|

Microsoft E

| Recent places
18 This PC

i Desktop

Adobe Acro

¥| Documents
& Downloads
) Music
£ Pictures
H Videos
& Local Disk (C:)
(s HP_RECOVERY (D:)
(s HP_TOOLS (E)

v < >

File name: v | |Custom Files v

7. Action: Select the files you want to add and click Open. The selected document(s)
will display in the user interface.

Note: Refer to the RPC website for the file naming conventions.

Figure 34: Create Package — Category 2 Submission Package: Files Displayed (Example #1)

Create Package

—n i

Accepted File Types: pdf, xls. xlsx
Max File Size: 40mb

1Ty Select files
‘_’ Add files to the upload gueue and click the start button

Document Type Filename Status

RPC Submission Cover Letter ¥ Testl_ RPC Cover letter.pdf 0% @
RPC Supporting Documentation ¥ Test2_RPC Supporting Documentation.pdf 0% @
RPC Submission Spreadsheet v RPC_Submission_Spreadsheet_06-03-2015.xls 0% @

[° — I i —

Proxy Users

Proxy Users

User Id User Name
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Figure 35: Create Package — Category 2 Submission Package: Files Displayed (Example #2)

Documentation

Accepted File Types: pdf, xls, xlsx
Max File Size: 40mb

1Ty Select files
Q?) Add files fo the upload queue and click the stari button.

Document Type Filename Status

RPC Submission Cover Lettsr Testl_RPC Cover letter.pdf 0% @
RPC Supporiing Documentafion v Test2_RPC Supporting Documentation.pdf 0% @
RPC Submission Spreadsheet MMCO Retroactive ission_Spreadsh . 05-04-2016.xls 0% Q@

I © 3 files queued I © Start Upload

Proxv Users

8. Action: Select the appropriate Document Type for each document (Refer to Table 9 to
view the appropriate values). The default for all 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
process step.

9. Action: Click Start Upload. 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).
¢ RPC Submission Spreadsheet (XLS or XLSX file).
e RPC Supporting Documentation (PDF file(s)).

Note: Acceptable file types for uploading are Portable Document Format (PDF) and
Excel format (.XLS and .XLSX). The format “XLSM” is not supported by the eRPT.
Please refer to Section 4.5 for steps to convert an XLSM format document.

Upon successful upload, the file upload message is displayed.

Figure 36: Create Package — Category 2 Submission Package: File(s) Upload Success

Documentation

Accepted File Types: pdf, xIs, xlsx
Max File Size: 40mb

Select files
| 4 Add files to the upload queue and click the start button.

Message from webpage

Document Type Filename

RPC Submission Cover Letter v Testl_RPC Cover letter.pdf I 3 3 file(s) uploaded and saved successfully. 100% &
RPC Supporiing Documentation v Test2_RPC Supporting Docu o 100% &
RPC Submission Spreadsheel v RPC_Submission_Spreadshg 100% @

10. Action: Click OK.

Note — The following are the preconditions to be met for the successful upload of
“RPC Submission Spreadsheet™
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a) The “RPC Submission Spreadsheet” must include information only for contracts
that the user has access to. If you have a contract in the spreadsheet that you
do not have access to, the spreadsheet wouldn’t be uploaded successfully. The
status of the upload will display as “Failed.” Refer to Figure 38.

b) If the “RPC Submission Spreadsheet” does not have any contract information,
the system wouldn't let you to upload the spreadsheet. You will see an error
message and the status of the upload will display as “Failed”. Refer to Figure 39.

11. Action: Click OK (as shown below in the message window box).

Figure 37: Create Package — Category 2 Submission Package: No Access to Contract(s)

Documentation

Accepted File Types: pdf, xIs, xlsx Message from webpage

Max File Size: 40mb

L\ 2 file(s) uploaded and saved successfully.

A RPC_Submission_Spreadsheet_06-03-2015.xs - Upload faile
Spreadsheet or request access to such contract(s) from wi
Processing Halted.

7,. Please remove the contract(s) from the RPC Submissiorfd

Document Type Filename

RPC Submission Cover Letter v Test1_RPC Cover letter.pdf 100% @&
RPC Supporting Documentation Test2_RPC Supporting Documentation.pdf 100% @
RPC Submission Spreadsheet ™ RPC_Submission_Spreadsheet_06-03-2015.xls 0% @

Figure 38: Create Package — Category 2 Submission Package: Error Message

Documentation

Accepted File Types: pdf, xls, xlsx .. <<Contract #1>>,

" <<Contract #2>>, etc.
Max File Size: 40mb

e e e o o

| & RPC_Submission_Spreadsheet _06-03-2015.xls - Upload failed. You do not have access to Contract(s): . Please remove the contract(s) from the RPC Submissiorfd
Spreadsheet or request access to such contract(s) from within the EIDM system. 1
| Processing Halted. l
i —————————— S -
Document Type Filename Status
RPC Submission Cover Letter v Testl_RPC Cover letter.pdf 100% &
RPC Supporting Documentation v Test2_RPC Supporting Documentation.pdf 100% @

RPC Submission Spreadsheet W RPC_Submission_Spreadsheet_06-03-2015.xls

Failed 4 |
-

Figure 39: Create Package — Category 2 Submission Package: Contract Information Missing

Documentation

Accepted File Types: pdf, xls, xlsx
Max File Size: 40mb

1 A RPC_Submission_Spreadsheet_06-03-2015.ds - Upload failed. There is no contract found in the RPC Submission Spreadsheet. 0'
I Processing Halted.

Document Type Filename Status

RPC Submission Cover Lefter v Test1l_RPC Cover letter.pdf 100% @&

RPC Supporiing Documentation v Test2_RPC Supporting Documentation.pdf 100% &
—— -

RPC i v RPC_: ission_Spreadsheet_06-03-2015.xls I Faitea al
—— -
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Note: Correct the “RPC Submission Spreadsheet” for the error(s) mentioned above and try re-

uploading the spreadsheet again. Unless the spreadsheet is corrected for the error, you cannot
submit the package.

43.1.1.1  Adding Proxy User(s) to a Submission Package

Note: Adding proxy user(s) is contingent only upon the successful upload of the “RPC
Submission Spreadsheet”.

1. Action: To add proxy information click the + sign in the contract grid.

Figure 40: Create Package — Category 2 Submission Package: Proxy User Information

), Select files
Add files to the upload queue and click the start button.
Document Type Filename Status
RPC Submission Cover Lefler v Test1_RPC Cover letter.pdf 100% @
RPC Supporting Documentation v Test2_RPC Supporting Documentation.pdf 100% @
RPC Submission Spreadshest RPC_Submission_Spreadsheet_06-03-2015.xls 100% @
Proxy Users
Proxy Users:
iclins
Userld
P Search % CanceliClose
4
+ 5 Pagel:lolﬂ e
2. Action: The eRPT Plan User will enter the User ID of the designated proxy and click

Search. The result will be displayed.

Plan User Manual Version 3.3 Final 29 Electronic Retroactive Processing Transmission (€RPT)



CMS XLC Using the System

Figure 41: Create Package — Category 2 Submission Package: Add Proxy User
I Select files
Add files to the upload queue and click the start button.

Document Type

Filename Status
[RPC Submission Cover Letter /| Testl_RPC Cover letter.pdf 100% @
|RPC Supperting Documentation v | Test2_RPC Supporting Documentation.pdf 100% @
|RPCS||I:missmn Spreadshest V| RPC_Submission_Spreadsheet_06-03-2015.xls 100% @
— Proxy Users
Proxy Users:

Add Record

User Name

@ Please Validate the proxy user information provided below

User Id AMARTIN| x

User Name ANGELA MARTIN

ParentOrg T <<Contract #1>>, <<Contract #2>>, etc.
Contract List

Pagel:lofl] [

|\ Save x Cancel/Close

I :
3.

Action: Click Save. The proxy information will be added in the Proxy Users grid.

Figure 42: Create Package — Category 2 Submission Package: Save Proxy User

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

Document Type Filename Status
[rPC ission Cover Letter  w| Testl RPC Cover letter.pdf 100% &
[RPC Supporiing Documentation | Test2_RPC Supporting Documentation.pdf 100% @
|RPG Submission Spreadsheet | RPC_Submission_Spreadsheet_06-03-2015.xls 100% @
© Add Files 100%

—— Proxy Users

Proxy Users:

Add Record

User Name
LA MARTIN
UserId

LD Search % Cancel/Close
4

+ T

F‘agel:lolﬂ [

[5ove | Sumi

4. Action: Add additional proxy users (maximum three (3) users per package). If the Add
Record window remains open after adding all proxy users (as appropriate), click

Cancel/Close at the bottom of the window or the icon X at the top of the window. This is
in reference to Figure 42.
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Figure 43: Create Package — Category 2 Submission Package: Proxy User Added to Package

A0 Selectfiles
hd Add files to the upload queue and click the start button.

Document Type Filename

Status
[rRPc ission Cover Letter v | Testl_RPC Cover letter.pdf
|RPC Supporting Documentation V| Test2_RPC Supporting Documentation.pdf 100% &
|RPC Submission Spreadsheet Vl RPC_Submission_Spreadsheet_06-03-2015.xls 100% @

© Add Files 100%

Proxy Users

Proxy Users:

User Id User Name

AMARTIN ANGELA MARTIN

+ @ PageDoiO [
[ [em

Note: The eRPT System wouldn't let you to add a proxy user who does not have access to the

100% &

contract(s) that the package is created for. Also, you are required to upload the completed RPC

Submission Spreadsheet (that holds all the contract list along with other pertinent information)
before you could add a proxy user. Please refer to the following screenshots for more
information (refer to Figure 44 and Figure 45).

Figure 44: Create Package — Category 2 Submission Package: Proxy User Contract Access

Document Type Filename Status

Test1_RPC Cover letter.pdf 100% ©
Test2_RPC Supporting Documentation.pdf 100% @
RPC_Submission_Spreadsheet_06-03-2015.xds 100% @

© Add Files 100%

— Proxy Users

.. <<Contract #1>>,

Proxy Users " <<Contract #2>>, etc.

‘Add Record x User Name

1 [Proxy User amartin does not have access to Confraci(s) “Fou
lcannot add this User until the User has access fo all confracts within the

] package
——
Userld amartin x

B Search  x Cancel/Cloge
“

+ @ Page El of 0
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Figure 45: Create Package — Category 2 Submission Package: Add Proxy User Before Documents

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

Document Type Filename Status

© Add Files 0%

—Proxy Users

Proxy Users

Add Record x User Name
‘ou cannot add Proxy User(s) until the required documents are successfully
J

Ilnadad
R R R R R R R R e
Userld amartin x®

AP Search ¥ CancelClose
ra

+ @ Page[o  |of0

5. To delete proxy information from the Proxy Users grid, please follow the steps below
(in reference to Figure 43):
a) Action: Select the row in the proxy user grid. The proxy user will be highlighted.
b) Action: Click the trash can icon. The proxy user will be deleted.

Note: The user can either Save or Submit the Package. No documents are required be
uploaded to Save. Documents must be uploaded to Submit.

6. Action: Click Save to store the package as “Draft”. The Draft Submission message
is displayed.
Figure 46: Create Package — Category 2 Submission Package: Save Package as Draft
r 7_’:17 7— Actions Search Creae Package

CMS

CENTERS FOR MEDICARE & MEDICAID SERVICES

Message from webpage

Package D SUB0108201700047 has been saved as a draft for later

AB submission.

|

Note: A saved package is retrieved through the “Search” screen for Packages with “Draft”
status. For information on how to perform a search, please refer to Section 4.3.3 Search
Package.

7. Action: Click OK.
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8. Action: To submit a Package, click Submit (see below) to see the package
submission message. The below screen is applicable when you save the package
as a “Draft” package for the first time before submitting the package for processing.

Figure 47: Create Package — Category 2 Submission Package: Submit Package

x
Package ID: SUB0108201700047 m Delete A}

Package Details

1D: Status:
SUB0108201700047 Draft
Message from webpage “
Type:
Submission ne
) 9 Are you sure you want to submit SUBD1082017000477
Category:
Category 2
Aetna Inc.
Total Submissions:
2
Confracts: Last Updated By:
Contract ID 4 Transaction Type Count ASMITH1
Ret Enrl 1 Last Updated:
sCC 1 01-08-2017 19:28:04 V]

9. Action: Click OK.

Figure 48: Create Package — Category 2 Submission Package: Package Submission Success

Message from webpage “

h Package ID SUB0108201700047 has been submitted for processing.

Note: A Submitted Package can be retrieved through the “Search” screen for Packages with
“Open” status.

10. Action: Click OK. If required documents for the Package have not been added
before submitting the Package a warning will display.
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Figure 49: Create Package — Category 2 Submission Package: Required Documents Error Message

Message from webpage

] '}' Please add the required document types before submitting the package For processing,
L

11. Action: If the required document types error message is received, click OK and
return to add the required documents and submit the Package (Steps 5 to 10).

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

43.1.2  Create Package — Category 3/ Special Submission Package

All Category 3 and Special Packages (Except LI-NET package, these are packages for
contracts that typically starts with ‘Xxxxx’, xxxx are numeric digits) require approval from the
respective RO Account Manager. LI-NET packages are the only package that falls under the
discretion of CMS Central Office User for their review and approval.

The following steps will guide you through creating a Category 3 Submission Package. The
steps are the same for Special Submission Package also.

1. Action: Login to the eRPT application.

2. Action: Click Create Package.
Note: By default, the “Package Type” is shown as “Submission Package” and the “Category”
is displayed as “Category 2".

3. Action: Select a parent organization from the “Parent Organization” drop-down field. For
our example, let us select “Aetna Inc.”
Note: If the user’s Parent Organization does not display, please contact the MAPD Helpdesk
at mapdhelp@cms.hhs.gov or 1-800-927-8069 to create a ticket.
Figure 50: Create Package — Category 3 Submission Package: Select Parent Organization
P . Search Create Package
/—.-

c - " AJACKSON
CENTERS FOR Ml &
—
Create Package

* Indicates Required Fields
Package Information

Package Type: * Category: *
Submission Package s Category 2

Parent Organization: *
Aetna Inc.

Note: Proxy User’s section will be displayed after you click Continue

4. Action: Select “Category 3” from the “Category” drop-down field. After you make this
selection, the screen will be displayed as below.
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Figure 51: Create Package — Category 3 Submission Package: Select Package Category
e

CMS sl

Create Package

* Indicates Required Fields
Package Information

AJACKSON

Package Type: * Gategory: *
Submission Package s Category 3
Parent Organization: * Subcategory

Aetna Inc

Note: Proxy User's section will be displayed after you click Continue.
Approval Authority: *

Regional Office: *

5. Action: For our example, select “Regional Office” from the “Approval Authority” drop-down
field and select the appropriate Regional Office from the “Regional Office” drop-down field.

Figure 52: Create Package — Category 3 Submission Package: Select Approval Authority
=
| g,
CMS sl
F s

Create Package

* Indicates Required Fields
Package Information

Package Type: * Gategory: *
Submission Package s Category 3

Parent Organization: * Subcategory:
Aetna Inc.

Note: Proxy User's section will be displayed after you click Continue.
Approval Authority: *
Regional Office

Regional Office: *
CMS Regional Office 01 - Boston

Regional Office Account Manager Contract: *

6. Action: Select a contract from the “Regional Office Account Manager Contract” drop-down
field that you would like to associate to the package. In other words, this contract should be
included in the “RPC Submission Spreadsheet” that you will upload in the next step. You
will see an error, if the selected contract is not included in the list of contracts in the “RPC
Submission Spreadsheet” and you will not be allowed to submit the package until you
correct for the error. Figure 63 discusses this error message scenario.
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Figure 53: Create Package — Category 3 Submission Package: Select Contract Number

Create Package &

* Indicates Required Fields
Package Information

Package Type: * Category: *

Submission Package s Category 3 s
Parent Organization: * Subcategory

Aetna Inc . &

Mote: Proxy User's section will be displayed after you click Continue.
Approval Authority: *
Regional Office 5

Regional Office: *
CMS Regional Office 01 - Bosten

Regional Office Account Manager Contract.

<<Contract #>> will be .
displayed based on Regional Office Account Manager: *

your selection

Note: If you do not find any contract in the “Regional Office Account Manager Contract” drop-
down field, you will see the following error message. Refer to Figure 54.

“You do not have access to any contract(s) in the selected region. The following could be true:

¢ You may have selected the wrong region,
¢ None of the contract(s) associated to your EIDM profile belong to this region, or
e Your access to contract(s) associated to this region might not be a part of HPMS.

For further assistance, contact the MAPD Helpdesk at mapdhelp@cms.hhs.gov (or call at 1-
800-927-8069).”

Figure 54: Create Package — Category 3 Submission Package: Contract Number Does Not Exist

Package Type: * Category: *

Submission Package s Category 3 s
Parent Organization: * Subcategory:

Aetna Inc. s s

Note: Proxy User's section will be displayed after you click Continue
Approval Authority: *
Regional Office s

Regional Office: *
CMS Regional Office 02 - New York

Regional Office Account Manager Contract: *

——— — — — —————
€3 This field is required

] Youdonot have access to any contracls)
in the selected region. The following could

|

1 + You may have selected the virong |
region,

1 - None of the contract(s) associated ||

1o o your EIDM profile belong to this
region, or

1 - Your access lo contract(s) 1
associated o this region might not

1 be a part of HPMS 1

| Forfurther assistance, contact the MAPD
Helpdesk at mapdhelp@cms. hhs.gov (o

I canat 1-800-927 5089,

-—————— - -
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7. Action: Select a Regional Office Account Manager from the “Regional Office Account
Manager” drop-down field who oversees the contract you selected above.
8. Action: Click Continue.

Figure 55: Create Package — Category 3 Submission Package: Select Regional Office Account
Manager

-
Create Package

* Indicates Required Fields
Package Information

Package Type: * Category: *
Submission Package B Category 3
Parent Organization: * Subcategory:
Aetna Inc.

Note: Proxy User's section will be displayed after you click Continue.
Approval Authority: *
Regional Office

Regional Office: *
CMS Regional Office 01 - Bostan

Regional Office Account Manager Confract: *

T » Regional Office Account
<<Contract #>> will be Manager Name will be
displayed, based on your Regional Office Account Manager: * ___oweeee™" displayed, based on your

selection selection

Note: If there is no Regional Office Account Manager in eRPT for the selected contract, you will
see the following error message, as shown in Figure 56. Unless the selected contract has a
Regional Office Account Manager in eRPT, you cannot proceed to the next step in the
submission process.

“There is no Regional Office Account Manager in the eRPT system for the selected contract.
Contact the MAPD Helpdesk at mapdhelp@cms.hhs.gov (or call at 1-800-927-8069) for further
assistance.”
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Figure 56: Create Package — Category 3 Submission Package: Regional Office Account Manager
Does Not Exist for the Contract

* Indicates Required Fields
Package Information

Package Type: *
Submission Package

Parent Organization: *

Aetna Inc.

Note: Proxy User's section will be displayed after you click Continue.

<<Contract #>> will be
displayed, based on your
selection

9. The Documentation screen will be displayed

Figure 57: Create Package — Category

Category: *
Category 3

Subcategory:

Approval Authority: *
Regional Office

Regional Office: *
CMS Regional Office 09 - San Francisco =

Regional Office Account Manager Gontract: *

Regional Office Account Manager: *

o s e o
I' TF This field 15 required. 1

There iz no Regional Office Account I

1 Manager in the eRPT system for the ||
1 e selected coniract Contact the MAPD
I Helpdesk at mapdhelp@cms. hhs.gov &r

call at 1-800-927-3069) for further
assistance.
-—— -

. The user can Add Files to a Package.

3 Submission Package: Select Files

Create Package

Docur

Accepted File Types: pdf. xls, xlsx
Max File Size: 40mb

Document Type

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

Filename

© Add Files

Status

0%

Proxy Users

Proxy Users:
User Id

User Name

10. Action: Click Add Files. A Windows Explorer pop-up window opens.
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Figure 58: Create Package — Category 3 Submission Package: Add Files to the User Interface

G Open “ &
®© - « Desktop » RPC documents for Testing v & Search RPC documents for Te.. © LB
& Downloads " Name : Date modified Type
=1 Recent places a
B RPC_Submission_Spreadsheet 06-03-2015  1/8/2017 1220 PM  Microsoft E
_ =1 Test1_RPC Cover letter 1 Adobe Acro
18 This PC _ i i
™ Test? RPC Supporting Documentation . Adobe Acro
i Desktop
©| Documents
& Downloads
b Music
£ Pictures
&8 Local Disk (C3)
s HP_RECOVERY (D}
s HP_TOOLS (E)
v < >
File name: w| | Custom Files v
o

Proxy Users.

Proxy Users

11. Action: Select the files you want to add and click Open. The selected document(s) will
display in the user interface.

Note: Refer to the RPC website for the file naming conventions.

Figure 59: Create Package — Category 3 Submission Package: Selected Files Displayed

— Docur

Accepted File Types: pdf, xls, xlsx
Max File Size: 40mb

@™, Select files
‘ ' Add files fo the upload queue and click the start button.

Document Type Filename Status
RPC Submission Cover Letter ¥ Test1l_RPC Cover letter.pdf 0% @
RPC Supporting Documentation ¥ Test2_RPC Supporting Documentation.pdf 0% @
RPC_Submission_Spreadsheet_06-03-2015.xls 0% Q@

© 3files queued || @ Start Upload

Proxy Users

Proxy Users

User Id User Name

12. Action: Select the appropriate Document Type for each document (Refer to Table 9 to view
the appropriate values). The default for all 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 process
step.

13. Action: Click Start Upload. The user must upload at least one document for each of the
following document types for successful submission of the Package:
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o RPC Submission Cover Letter (PDF file).
RPC Submission Spreadsheet (XLS or XLSX file).
e RPC Supporting Documentation (PDF file(s)).

Note: Acceptable file types for uploading are Portable Document Format (PDF) and Excel
format (.XLS and .XLSX). The format “XLSM” is not supported by the eRPT. Please refer
to Section 4.5 for steps to convert an XLSM format document.

Upon successful upload, the file upload message is displayed.

Figure 60: Create Package — Category 3 Submission Package: File(s) Upload Success

Create Package

Documentation

Accepted File Types: pdf, xIs, xlsx
Max File Size: 40mb

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

Message from webpage

Document Type

Testl RPC Cover letter.pdf ! . 3file(s) uploaded and saved successfully. 100% @

RPC Supporting Documentation Test2_RPC Supporting Docu 100% @

RPC i i ~ RPC_: ission_Spreadsh( 100% &

M 2ton linlnad

14. Action: Click OK.

Note — The following are the preconditions to be met for the successful upload of “RPC

Submission Spreadsheet”:

a) The “RPC Submission Spreadsheet” must include information only for contracts that the
user has access to. If you have a contract in the spreadsheet that you do not have
access to, the spreadsheet wouldn’t be uploaded successfully and you will see an error.
The status of the upload will display as “Failed.” Refer to Figure 62.

b) For a Category 3 or Special Submission packages (Not referring to the LI-NET package
here), the “RPC Submission Spreadsheet” must include the contract that was selected in
the previous screen (the contract you selected in Step 6 of this process) as one of the
contracts. Otherwise, the system wouldn't let you upload the Submission Spreadsheet
and you will see an error. The status of the upload will display as “Failed”. Refer to
Figure 63.

c) If the “RPC Submission Spreadsheet” does not have any contract information, the
system wouldn't let you to upload the spreadsheet. You will see an error message and
the status of the upload will display as “Failed”. Refer to Figure 64.

15. Action: Click OK (as shown below in the message window box).
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Figure 61: Create Package — Category 3 Submission Package: Do Not Have Access to Contract(s)

Create Package

Documentation

Accepted File Types: pdf, xls, xlsx Message from webpage

Max File Size: 40mb

L 2 file(s) uploaded and saved successfully.
A RPC_Submission_Spreadsheet_06-03-2015.xls - Upload faile

Spreadsheet or request access to such contract(s) from witl
Processing Halted.

7,. Please remove the contract(s) from the RPC Submissiorfd

T g

Filcname

RPC Submission Cover Letter v Test1_RPC Cover letter.pdf

100% @
Test2_RPC Supporting Documentation.pdf 100% @
RPC Submission Spreadsheet v RPC_Submission_Spreadsheet_06-03-2015.xls 0% O

© 3 files queved [<R3CLILELI  uploaded 2/73 files |- 2%

Figure 62: Create Package — Category 3 Submission Package: Access to Contract - Error Message

Create Package

Documentation

Accepted File Types: pdf, xls, xlsx - <<Contract #1>>,

<<Contract #2>>, etc.
Max File Size: 40mb

S e —————
I & rReC_submission_spreadsheet_06-03-2015.xls - Upload failed. You do not have access to Contract(s):

Please remove the contract(s) from the RPC Submissiorfd 1
|, Spreadsheet or request access to such contract(s) from within the FIDM system.
Processing Halted.

Document Type

Filename Status
Tests_RPC Cover letterdh 100% ©
Test2_RPC Supporting Documentation.pdf 100% @
-
RPC Submission Spreadsheet v RPC_Submission_Spreadsheet_06-03-2015.xls I Failed A I
o

I S I b

Figure 63: Create Package — Category 3 Submission Package: Selected Contract Does Not Match
the RPC Submission Spreadsheet

Create Package
Documentation
Accepted File Types: pdf, xls, xlsx

.- <<Contract #>>
Max File Size: d0mb ’

A e e
A RPC_Submission_Spreadsheet_06-03-2015.xls - Upload failed. The selected contract number is not available within the list of contract(s) in the RPC Submission (=]
I  Spreadsheet. Please update either the contract selection or RPC Submission Spreadsheet to include this contract. 1
1 Frocessing Halted.
———

Document Type Filename Status
RPC Submission Cover Letier Testl_RPC Cover letter.pdf 100% @
RPC Supporting Documentation v Test2_RPC Supporting Documentation.pdf 100% @
- ———
RPC Submission Spreadsheet v RPC_Submission_Spreadsheet_06-03-2015..ds | _Failed AI
-—— -

I S I S
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Figure 64: Create Package — Category 3 Submission Package: Contract Information Missing

Create Package

Documentation

Accepted File Types: pdf, xIs, xlsx
Max File Size: 40mb

I A RPC_Submission_Spreadsheet_06-03-2015.xls - Upload failed. There is no contract found in the RPC Submission Spreadsheet. L]
1 Processing Halted. 1
o e e e e e e e e e e e e e e e e e e e e e i e e
Document Type Filename Status
RPC Submission Cover Letter Testl_RPC Cover letter.pdf 100% @
RPC Supporiing Documentation Test2_RPC Supporting Documentation.pdf 100% @
I— -
RPC_Submission_Spreadsheet_06-03-2015.xls Failed_ All
-——— -
I @ 1 files queued I © Start Upload 2%

Note: Correct the “RPC Submission Spreadsheet” for the error(s) mentioned above and try re-
uploading the spreadsheet again. Unless the spreadsheet is appropriately corrected for the
error, you cannot submit the package.

43.1.2.1  Adding Proxy User(s) to a Submission Package

Please follow the steps below to add proxy users. Note: Adding proxy user(s) is contingent only
upon the successful upload of the “RPC Submission Spreadsheet”.

1. Action: To add proxy information click the + sign in the contract grid.

Figure 65: Create Package — Category 3 Submission Package: Proxy User Information

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

Document Type Filename Status

[RPC ission Cover Letler | Testl_RPC Cover letter.pdf 100% @
[RPC Supporting Documentation | Test2 RPC Supporting Documentation.pdf 100% @
[RPC Submission Spreadsheet V| RPC_Submission_Spreadsheet_06-03-2015.xls 100% &

© Add Files 100%

— Proxy Users
Proxy Users:
eertiame
UserId
A~ Search  ® Cancel/Close
P
+ @ Pagel:lnll] [

2. Action: The eRPT Plan User will enter the User ID of the designated proxy and click
Search. The result will be displayed.
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Figure 66: Create Package — Category 3 Submission Package: Add Proxy User

0y Select files
Add files to the upload queue and click the start button.
Document Type Filename Status
RPG Submission Cover Letter v Testl_RPC Cover letter.pdf 100% @
RPG Supporting Documentafion Test2 RPC ing Doc ion.pdf 100% @
RPG Submission Spreadsheet RPC_Submission_Spreadsheet_06-03-2015.xls 100% @
- Proxy Users
Proxy Users
eerfeme
@ Please Validate the proxy user information provided below
UserId AMARTIN| x
User Name ANGELAMARTIN e <<Contract #1>>,
............. <<Contract #2>>, etc.
ParentOrg e
&
Contract List
Page[1  [of0 w
M@ Save x CancellClose
d “
% |~
3. Action: Click Save. The proxy information will be added in the Proxy Users grid.
Figure 67: Create Package — Category 3 Submission Package: Save Proxy User
7, Select files ' ' '
Add files to the upload queue and click the start button.
Document Type Filename Status
|RPC i Cover Letter Vl Testl_RPC Cover letter.pdf 100% @&
[RPG Supporiing Documentation | Test2 RPC Supporting Documentation.pdf 100% @
|RPC Submission Spreadsheet V| RPC_Submission_Spreadsheet_06-03-2015.xds 100% @&

— Proxy Users

Proxy Users:
Add Record * User Name
‘LA MARTIN
UserId
A Search % Cancel/Close
4
+ §

] F'agel:l of 0w =
 Save | Submit

Action: Add additional proxy users (maximum three (3) users per package). If the Add
Record window remains open after adding all proxy users (as appropriate), click

Cancel/Close at the bottom of the window or the icon X at the top of the window. This is in
reference to Figure 67.
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Figure 68: Create Package — Category 3 Submission Package: Proxy User Added to Package

A0 Selectfiles
hd Add files to the upload queue and click the start button.

Document Type Filename

Status
[rRPc i Cover Letter | Testl RPC Cover letter.pdf 100% &
|RPC Supporting Documentation V| Test2_RPC Supporting Documentation.pdf 100% &
[RPC Submission Spreadsheet v | RPC_Submission_Spreadsheet_06-03-2015.xls 100% &

© Add Files 100%

Proxy Users

Proxy Users:

User Id User Name
AMARTIN ANGELA MARTIN

+

& Pagelzloil) e
 Sve | Submit

Note: The eRPT System wouldn't let you to add a proxy user who does not have access to the
contract(s) that the package is created for. Also, you are required to upload the completed RPC
Submission Spreadsheet (that holds all the contract list along with other pertinent information)
before you could add a proxy user. Please refer to the following screenshots for more
information (refer to Figure 69 and Figure 70).

Figure 69: Create Package — Category 3 Submission Package: Proxy User Contract Access

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

Document Type Filename

Status
RPC Submission Cover Letter Testl_ RPC Cover letter.pdf 100% &
RPG Supporiing Documentation v Test2 RPC Supporting Documentation.pdf 100% @
RPC Submission Spreadsheet v RPC_Submission_Spreadsheet_06-03-2015.xls 100% &

© Add Files 100%
——Proxy Users
.. <<Contract #1>>,
Proxy Users: " <<Contract #2>>, etc.
T ® User Name

Proxy User ajackson does not have access to Contract(s) . You cammtl

add this User unfil the User has access fo all coniracis within ihe package.
-— ——

——
Userld  ajackson| x

LD Search % Cancel/Close
“

+ T Page Elui 0
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Figure 70: Create Package — Category 3 Submission Package: Add Proxy User Before Documents

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

Document Type Filename Status

© Add Files 0%

—Proxy Users

Proxy Users

Add Record x User Name

‘ou cannot add Proxy User(s) until the required documents are successfully
uploaded
Userld amartin x®

AP Search ¥ CancelClose
ra

+ @ Page[o  |of0

5. To delete proxy information from the Proxy Users grid, please follow the steps below (in
reference to Figure 68):

a) Action: Select the row in the proxy user grid. The proxy user will be highlighted.
b) Action: Click the trash can icon. The proxy user will be deleted.

Note: The user can either Save or Submit the Package. No documents are required be
uploaded to Save. Documents must be uploaded to Submit.

6. Action: Click Save to store the package as “Draft”. The Draft Submission message is
displayed.

Figure 71: Create Package — Category 3 Submission Package: Save Package as Draft

-

| Package ID SUB0109201700051 has been saved as a draft for later
submission.
ENTERS FOR MEDICARE L AIEESE > . ' Prevent this page from creating additional dialogs.
—

Create Package

Note: A saved package is retrieved through the “Search” screen for Packages with “Draft”
status. For information on how to perform a search, refer to Section 4.3.3 Search Package.

7. Action: Click OK.

8. Action: To submit a Package, click Submit (see below) to see the package submission
message. The below screen is applicable when you save the package as a “Draft” package
for the first time before submitting the package for processing.
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Figure 72: Create Package — Category 3 Submission Package: Submit Package

Are you sure you want to submit SUB01092017000517 x

Prevent this page from creating additional dialogs.

Package ID: SUB0109201700051 m

Package Details

1D: Approval Authority:
SUB0M09201700051 Regional Office
Type: Regional Office:
Cuhmicsinn n4

9. Action: Click OK.

Figure 73: Create Package — Category 3 Submission Package: Package Submission Success

Package 1D SUBD109201700051 has been submitted for processing.

Prevent this page from creating additional dialogs.

Note: A Submitted Package can be retrieved through the “Search” screen for Packages with
“Open” status.

10. Action: Click OK. If required documents for the Package have not been added before
submitting the Package a warning will display.

Figure 74: Create Package — Category 3 Submission Package: Required Documents Error Message

Message from webpage

! E Please add the required document types before submitting the package For processing,
L3

11. Action: If the required documents error message is received, click OK, add the required
documents, and submit the Package again.

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

4.3.2  Create Package — Transaction Inquiry Package

1. Action: Login to the eRPT application.
2. Action: Click Create Package.
3. Action: This screen allows the user to enter details for the Transaction Inquiry Package.
Provide the following package information:
a) Package Type — Select “Transaction Inquiry Package” from the “Package Type”
drop-down field. By default, the “Package Type” displays as “Submission Package”
and the “Category” displays as “Category 2.
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b) Parent Organization — The organization to which the package belongs. For our
example, let us select “Aetna Inc.” from the “Parent Organization” drop-down field.

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

Figure 75: Create Package — Transaction Inquiry Package: Select Package Information
7:—‘?—#
CM

Search Create Package

A s o wpicase s wepica avics ' = ‘
Create Package

* Indicates Required Fields
Package Information

Package Type: *
Transaction Inquiry Package

Parent Organization: *
Aetna Inc

Note: Proxy User’s section will be displayed after you click Confinue.

4 Action: After entering all the information required for the Package in this screen,
click Continue. The Documentation screen will be displayed. The user can add
supporting documents to as Package.

Figure 76: Create Package — Transaction Inquiry Package: Select Files

Create Package

— Docum

Accepted File Types: pdf, xls, xlsx
Max File Size: 40mb

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

Document Type

— Proxy Users
o User Ild User Name
5 Action: Click Add Files. The pop-up window for the user to select documents is

displayed. To upload XLS documents select Excel 97-2003 Workbook from Save-
As. To upload 'XLSX' documents select Excel Workbook. When the Excel 97-2003
Workbook is selected, all XLS documents within the local folder will be displayed.

Figure 77: Create Package — Transaction Inquiry Package: Select XLS or XLSX Files Only
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4 Downloads A Name Date modified Type

2| Recent places
= e == Test1_RPC Coverletter

"L Test2 RPC Supporting Documentation

. Adobe Acro|

8 s 9. Adobe Acrol
 Desktop
*| Documents
& Downloads
U Music
= Pictures
& Videos
& Local Disk (C:)
s HP_RECOVERY (D)
s HP_TOOLS (E)

v <

File name: v |PDFs v
)
Excel Workbook
Excel 97-2003 Wurkboo-k

© Add Files 0%

Figure 78: Create Package — Transaction Inquiry Package: XLSX Files Shown

| Recent places % N
B Documents_RPC_Transaction_Inquiny_Template_02-01-2013  1/10/2017 12:54 P
8| This PC

j Desktop

| Documents

1§ Downloads

i Music

£] Pictures

8 Videos
& Local Disk (C)
s HP_RECOVERY (D:)
s HP_TOOLS (E)

v o<

File name: w | | Excel Workbook v

Cancel

© Add Files

6 Action: Select the files you want to add for the document and click Open. The
selected document will display in the user interface.

Figure 79: Create Package — Transaction Inquiry Package: Selected File Displayed

Create Package

D

Accepted File Types: pdf, xls, xlsx
Max File Size: 40mb
Select files
Add files to the upload queue and click the start button.

Document Type Filename Status

RPC tion Inquiry Request W ._RPC_Transaction_Inquiry_Template_02-01-2013.xlsx 0% @

I s I i

7 Action: Select the appropriate Document Type for each document. The default
value is “RPC Transaction Inquiry Request” when creating a Transaction Inquiry
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Package. This is the only value available for this process. The default value for the
Document Type varies based on the Package Type and Step in the process.

8 Action: Click Start Upload. The selected file is not uploaded until the user receives
a successful upload message.

Figure 80: Create Package - Transaction Inquiry Package: File(s) Upload Success

-
Create Package

Documentation

Accepted File Types: pdf, xIs, xlsx
Max File Size: 40mb

Select files Message from webpage

-

I Add files to the upload queue and click the siart button.

Document Type y I k 1file(s) uploaded and saved successfully.

RPC Transaction Inquiry Request Documents_RPC_Transac ti 100% @

Add Proxy Users to a Transaction Inquiry Package - The process is the same as that
illustrated for the Submission Package. Refer to Section 4.3.1.1.1.

9 Action: Click OK.
Note: The user can Save the draft Package or Submit the Package.

10 Action: To save a Package as Draft and NOT submit, click Save at the bottom of the
screen. You will see a message window box below.

Figure 81: Create Package - Transaction Inquiry Package: Save Package as Draft

Create Package &/

Message from webpage

Package ID TIQ0110201700002 has been saved as a draft for later

A cubmission.

Note: A saved Package is retrieved through “Search’ screen for Packages with “Draft”
status. No documents are required to be uploaded prior to saving a draft package. For
information on how to perform a search, please refer to Section 4.3.3 Search Package.

11 Action: Click OK.

12 Action: To submit a Package, click Submit (see below) to see the package
submission message. The below screen is applicable when you save the package
as a “Draft” package for the first time before submitting the package for processing.
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Figure 82: Create Package - Transaction Inquiry Package: Submit Package

Package ID: TIQ0110201700002 m

Package Details Submission Documents Response Documents _

Package Details

1D Status:
TIQ0110201700002 Draft

Message from webpage ﬂ
Type:
Transaction Inquiry me
Parent Org: 0 Are you sure you want to submit TIQD1102017000027
Aetna Inc.

Last Updated By:
AJACKSON

Last Updated:
01-10-2017 18:22:47

13 Action: Click OK.

Figure 83: Create Package — Transaction Inquiry Package: Submission Success Message

Message from webpage

I_\ Package [D TIC0110201700002 has been submitted for processing,

Note: A submitted Package can be retrieved through the search screen for Packages with
“Open” status.

14 Action: Click OK. If all the required documents have not been uploaded before
submitting the Package the following pop-up will be displayed.

Figure 84: Create Package - Transaction Inquiry Package: Required Documents Error Message

Message from webpage

L] ': Please add the required document types before submitting the package for processing.
L3

15 Action: If the required documents error message is received, click OK, add the
required documents, and submit the Package again.
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Note: An Enroliment Data Validation Review package should not be responded by creating
a Submission Package. Please refer to Section 4.3.11.3 to respond to an Enroliment Data
Validation Review package.

433  Search Package

On the “Search” page, you can search for the different Packages, Documents/Reports and
Letters. Please refer to the following screen of the “Search” page. The required fields on the
“Search” page are marked with an asterisk (*).

1. Action: Login to the eRPT application.
2. Action: Click Search from the top right corner of the screen.
3. Action: Select one or more of the following options for the “Search Criteria”:

a. Search For — This is a drop-down field with the following values. For example,
let us select Submission Packages from the drop-down list.
b. Date:
i. From — Enter the beginning date for search.
ii. To — Enter the end date for search.
c. Package ID — You can provide the Package ID if you know it. For this example,
leave it blank.
d. Category — This is a drop-down field with the following values. For example, let
us select Category 2 from the drop-down list.
e. Status — This is a drop-down field with the following values. For this example,
let us select Draft from the drop-down list.
f. Parent Organization — Select All from the drop-down.
g. Contract ID — This is a drop-down field with the list of contracts associated to
the user. Select a contract from this drop-down list if you want to restrict your
search to a specific contract.

Figure 85: Search Package

* Indicates Required Fisld
Criteria

Search For, * Category
Submission Packages " Al

Results

Result Count -0

Type Category D Status Submission Date

4. Action: Click Search. If there are any matching results the values will be
displayed in the results grid. Please note that the eRPT Plan User will only
see Packages the user has access to, in the results grid.
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Figure 86: Search Package - Results

_

* Indicates Required Field
Criteria

Search For * Category Cantract ID:

Submission Packages s All

Date. * Package 1D
From: 01-15-2014 To: 01-22-2014

 Soarch
5. Section 4.3.4 discusses how to view a Package retrieved in a Search.
6. If the search does not have any results to display a pop-up will be displayed.
Figure 87: Search Package — No Results
Mo search results found.
| oK
7. Action: Click OK and perform a new search.
434  View a Package

1 Action: Login to the eRPT application.
2 Action: Search for Packages as shown in Section 4.3.3.
3 Action: Double-click any Package in the result grid to view it. The Package

Details tab will be displayed.

Note: Based on the Package status you may see a button on the top right corner of the
“Package Details” tab.
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Figure 88: View Package

Package Details Submission D I Resp ]

Package Details

14}

Status

_A

SUB0106201400006 Open
Type Proxy Users
Submission User Id User Name
Category
Category 2
Parent Org
ATRIO Health Plans
Total Submissions
4
Contracts Last Updated By
Contract ID # Transaction Type Count PLANY
55617 REINSTMT 2 i
55617 Ret Disenrl 2 01062014 18:02:13
Created By
PLAN1
Creation Date
01-06-2014 18:01:43
Submission Date
01-06-2014 18:02:13 ¥
4 Action: Click the 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.

Figure 89: View Package: Submission Documents

Package ID: SUB0106201400006

Package Details Submission Doc I R Do

~ Package Documents

] Filename

[+ TestDocument3 pdf

[[] TestDocumentd pdf

[ SUB0909201307504_A1001001A13109B63301D51983 xdsx

Download Selected Documents

Document Type

RPC Supporting Documentation

RPC Submission Cover Letter

RPC Submission Spreadsheet

5 Action: To view the available documents, click Package Documents to
expand the selection to the list of documents.
6 Action: Double-click the document row of the document you want to view. If

the Windows Security pop-up is seen, click Cancel.
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Figure 90: View Package — Windows Security
r EE Ny

Windows Security

Connect to erptems.hhs.gov
Connecting to erpt.cms.hhs.gov

[ User name

| Password
[7] Remember my credentials

[ QK ] ’ Cancel

%

The document will open.

Figure 91: View Package — Actual Document

(]| = o [as -] | HL B £ (D | u Toels | Sian

7

Comment

f8ZxAeE v

CAIS

{: CENTERS for MEVCARE & MEDVGAD SERVICES

Centere fowr Medicare £ Medicaid Services

To download documents, select the check box of each and click Download

"

WAL

LN

i,
g

Selected Documents.
Figure 92: View Package - Selecting Documents to Download

Package ID: SUB0106201400006

Package Details I Submission Documents
= Package Documents
[ Filename Document Type
RPC Supporting Documentation
RPC Submission Cover Lefter

V] TestDocument3. pdf

[+] TestDocumentd pdf

[v] SUBD909201307504_A1001001A13109B63901D51963 xdsx RPC Submission Spreadsheet

Download Selected Documents

9 A pop-up window will display to Open with or Save File.
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10

Figure 93: View Package — Download Selected Document

[

Opening SUB0106201400006.zip

)

You have chosen to open:
1) SUB0106201400006.zip

which is: Compressed (zipped] Folder (22.4 KB)
from: http://swaar:9086

What should Firefox do with this file?

) Openwith | Windows Explorer (default)

@  Save File

[ Do this automatically for files like this from now on.

[ oK

=2

[

Action: Ensure the Save File radio button
the location to save the files.

Figure 94: View Package — Select Location

is selected and Click OK. Select

to Download Files

l Enter name of file to save to... @
f_-o—,’-lq.
haazhl g | . Libraries » Documents » My Documents » ERPT » Release2 » v | 44 [l Seorch Relegse 2 pel
Organize ~ MNew folder 22 - (7]
't Favorites 'E)locuzments library s e
lelease
= | ibrari
‘rﬂjl 2 | Error Report Spreadsheet
i Documents | SUB1104201300137
@' Musi
3 s E | SUB1121201300233
t
§ vI; e 1, SUBL104201300137 zip
s 1, SUBL121201300233 zip
* Homegroup
1M Computer
&, Local Disk (C)
—w Mew Volume (D) 2
T =l U B01 06201 400006.zip -
I Save as type: ’Compressed (zipped) Folder (*.zip) v]
# Hide Folders [ Save l | Cancel ]

11 Action: Ensure the location is correct and click Save. The documents will be

saved on the local computer.

12 Action: Click the Response Documents tab to view all Response
Documents submitted by the RPC contractor.

Note: Response documents are not be available if the status is marked Draft, Pending RO
Approval, or Open. Additionally, Response documents are only visible to users with access to

those documents.
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Figure 95: View Package - View Response Documents

Package ID: SUB0106201400005

~ Final Disposition Reports

Filename Contract Successful Trans Count Failed Trans Count Created Date

[ TestDocument0 pdf H3204 10 5 2014-01-22 16:04:17.67836

L1 TestDocumentD pdf H3204 10 5 2014-01-22 16:04:17. 324055

[ TestDocumentD pdf H3204 10 5 2014-01-22 16:04:16.823541
Total: 30 15

Download Selected Documents

» Error Reports
13 Action: To view the documents, click Final Disposition Reports or Error
Reports to expand the selection to the list of documents.

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

14 Action: Double-click the document row to view. The open document can be
saved to your local computer by clicking the Save icon.

Figure 96: View Package — Download Response Documents

] 1 LAl e | iR | = _i.-; td T Tocls | Sign Commernd

F B

15 Action: to save multiple documents locally, repeat steps 8 to 11.

435 Update a Package
Note: Only Packages in ‘Draft’ status can be updated.

1. Action: Login to the eRPT application.

2. Action: Click Search.

3. Action: Enter the search criteria shown in Section 4.3.3 to retrieve the Package. Click
Search. The results display in the result grid.
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Figure 97: Update Package — Search

st Pacas D

Fom 001208 To 0304201

Results-

Resuit Count -9

Type 1] Status Submission Date

woAoE s s

(k=)
'

=]
Bh

4. Action: Double-click the Package you want to update.

Figure 98: Update Package — Switch to Update Mode

Package ID: SUB0224201400027 m

— Package Details
D: Status:
SUB0224201400027 Draft
Type: Proxy Users:
Submission User Id User Name
Category:

Payment Validation

Parent Org:
ATRIO Health Plans

Contracts:
Contract ID * Transaction Type Count
Last Updated By:
PLAN1

Last Updated:
02-24-2014 17:49:55

Created By:
PLAN1

Creation Date:

02-24-2014 17:49:55
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5. Action: Click Update Mode from the top right corner of the Package screen.

Figure 99: Update Package — Update Mode

x
Package |D: SUB0224201400027 '.r-.-n- Only Mode mm

* Indicates Required Fields
Package Information

Package Type: * Category: *

suB Payment Validation »

Parent Organization: *

v Proxy Users:
ATRIO Health Plans

User Id User Name

Contract ID + Transaction Type Count

+ 8 Page 1 af 0 e wa

Total Submission Count

6. Action: Click the Package Details tab to update the attributes.
7. Action: Click Save.

Note: After updating the attributes, the Package must be saved. Do not exit without saving.

8. Action: Add additional documents through the Submission Documents tab.

Figure 100: Update Package — Select Submission Documents
Package ID: SUB0720201200040
I Package Details I Submission D ] Resp Dy

» Package Documents

(7) Select files
@ Add files to the upload queue and click the start button

Document Type Filename Status

© Add Files 0%

Accepted File Types: pdf, xls, xlsx

9. Action: Select Add Files and a pop-up window will be displayed.
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Figure 101: Update Package — Select Files

Select filefs) to upload by erpt.cms.cmsval @
Loak, i |\_‘) YalR oundT rippdf j € ¥ -

ThH1234-999887777A.pdf

! ThH1254-9998577776. pof
MyRecent  FLIH1234-999807777C. pdf
Documents TLiH1234-9998877770.pdf
TLH1234-999887777E. pdf
TLH1234-999887777F. pdf
Desklop 199141 224-000857777G.pdf
TIH1234-999887777H. pdf
ThH1234-99988777 71 pdf
TLH1234-9998877771.pdf
TLH1234-999887777K. pdf

@"

=
E

&

My Documents

Iy Computer

My Metwork — File name: | j Open |
Places

Files of type: | POF: LJ Cancel

10. Action: Select the files you want to add to the Package and click Save. The selected
document will display in the user interface.

11. Action: Select the appropriate Document Type value from the drop-down and select
click Start Upload. The user interface will display the successful upload message.

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

Figure 102: Update Package - Select Files Successful Upload

1file{s) uploaded and saved successfully.

Note: Acceptable file types for uploading are PDF, XLS, and XLSX. The eRPT does not accept
the XLSM format (refer to Section 4.5 for instructions to convert XLSM to an acceptable format).

12. To delete documents uploaded to the Package:
a. Action: Click the Package Documents tab, view the list of documents, and click
the delete icon next to the document to delete.

Figure 103: Update Package — Select Multiple Files

~ Package Documents

(= Filename Document Type

[T Hxoom-123456789A pdf RPC Supporting Documentation
[F1 Hyoom-123456789B . pdf RPC Supporting Documentation

[T Hyoom-123456789C pdf RPC Supporting Documentation x
[T Hyoom-123456789D.pdf RPC Supporting Documentation x

Plan User Manual Version 3.3 Final 59 Electronic Retroactive Processing Transmission (€RPT)



CMS XLC Using the System

b. The delete verification pop-up will display.

Figure 104: Update Package — Select Files Delete Verification

Are you sure you want to delete this RPC Supporting Documentation?

[ Ok ] ’ Cancel ]

c. Action: Click OK. The delete confirmation pop-up will display.
Note: The document will be deleted permanently and the user will not need to click Save again.

Figure 105: Update Package — Select Files Delete Confirmation

Document deleted successfully

[7] Preventthis page from creating additional dialogs

d. Action: Click OK. The document will disappear from the Submission
Documents, Package Documents list.

Note: After making the required updates, the user can submit the Package, close the Package
screen, switch to View Mode, or delete the Package.

13. Action: To submit the Package, click Submit from the top right corner of the Package

screen.
Figure 106: Update Package — Submit Package
x
Package ID: SUB0130201400006 Submit | Delete
[ Package Details I Submission D I Resp D
» Packaae Documents

14. Action: To close the Package screen, click the close icon, the X, from the top right of
the screen. You can also choose to click outside of the Package screen and the
Package will be closed.

Figure 107: Update Package - Close the Package Screen

Package ID: SUB0130201400006 m

» Packaage Documents

Note: If the Package screen is closed before the selected documents have been uploaded, the
documents will not be saved for the Package. Complete the upload before closing or submitting
the Package.
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15. Action: Click View Only Mode from the top right of the screen to switch to that view.

43.6  Delete Uploaded Supporting Documentation from a Draft Package

Note: Documents can be only be deleted from Packages in “Draft” status. In the eRPT
application, when documents uploaded to a draft Package are deleted, the action is permanent
and the document cannot be retrieved. Only the Package Creator can delete these documents.

1. Action: Login to the eRPT application.

2. Action: Click Search.

3. Action: Enter search criteria as shown in Section 4.3.3 to retrieve the Package.

4. Action: Click Search, open the Package that you want to delete by double-clicking the
Package, click the Submission Documents tab, and expand the Package Documents.

Figure 108: Delete Uploaded Documents on a Draft Package — Submission Documents Screen

Package ID: SUB0315201300129 | upaate wode ] suomit | peete |

Package Details Submission Documents

- Package Documents

ID Document Type
SUB0315201300129 RPC Supporting Documentation
SUB0315201300129 RPC Supporting Documentation
SUB0315201300129 RPC Supporting Documentation
SUB0315201300129 RPC Supporting Documentation
SUB0315201300129 RPC Supporting Documentation
SUB0315201300129 RPC Supporting Documentation
SUB0315201300129 RPC Supporting Documentation

Q1IRN21E901200190 DD Qummnrtins Manimsantab

5. Action: Click Update Mode from the top right corner of the screen. You may need to
click the down arrow next to the Package Documents to expand the selection again.

Note: Depending on the speed of the internet users may see a download icon.

Figure 109: Delete Uploaded Documents on a Draft Package — Delete Documents

X
Package ID: SUB1226201300014 | view Onty Mode | submit | peteie I

« Package Documents

0 Filename Document Type
[] TestDocument3 pdf RPC Supporting Documentation

TestDocumentd. pdi RPC Supporting Documentation

6. Action: Click the delete icon, the X, next to the item to be deleted. The delete
verification pop-up will display.
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Figure 110: Delete Uploaded Documents on a Draft Package — Delete Verification

Message from webpage

:,:/ Are you sure you want to delete this RPC Supporting Documentation?

ok [ concel |

7. Action: Click OK. The delete confirmation pop-up will display.

Figure 111: Delete Uploaded Documents on a Draft Package — Delete Confirmation

Message from webpage rz|

1] E Document deleted successFully
-

8. Action: Click OK. The document will be permanently deleted from the eRPT application
and disappear from the Submission Documents, Package Documents list.
9. If you want to delete more than one (1) submission documents simultaneously, you can
use the Delete Selected Documents button to delete all such documents.
a) Action: Select the documents you want to delete from the “Submission Documents”
tab, as shown below.

Note: If there were several documents that were uploaded to the draft package and
you want to delete all of them, click the check box at the top header row to select and
delete all such documents. Refer to Figure 112.

Figure 112: Delete Uploaded Documents on a Draft Package — Select Documents to Delete

Package ID: SUB0112201700068 m
Package Details Submission Documents Response Documents _

~ Package Documents

vl _I Filename Document Type
Test1_RPC Cover letter.pdf RPC Submission Cover Letter X
Test2 RPC Supporting Documentation.pdf RPC Supporting Documentation X
RPC_Submission_Spreadsheet_06-03-2015.xls RPC Submission Spreadsheet x

Download Selected Documents l Delete Selected Documents

b) Action: Click Delete Selected Documents.
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Figure 113: Delete Uploaded Documents on a Draft Package — Delete Selected Documents

Package ID: SUB0112201700068 m

~ Package Documents

O Filename Document Type
Test1_RPC Cover letter.pdf

- i x Message from webpage “
Test2_RPC Supporting Docum
RPC_Submission_Spreadshee

M| | X

e Are you sure you want to delete the selected documents?

c) Action: Click OK on the message window box above. Click Cancel if you have
changed your mind in not deleting the documents.

Figure 114: Delete Uploaded Documents on a Draft Package — Document Deletion Success

Package ID: SUB0112201700068 m

Response Documents _

| Package Details | Submission Documents

~ Package Documents

O Filename Document Type
Test1_RPC Cover letter.pdf

- . P 5 Message from webpage “
Test2_RPC Supporting Documentation.pdf
RPC_Submission_Spreadsheet _06-03-201

M| 3|

l \  Document deleted successfully

10. Action: Click OK. The document will be permanently deleted from the eRPT application
and disappear from the Submission Documents, Package Documents list.

4.3.7  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 only be deleted by the Package Creator.

1. Action: Login to the eRPT application.

2. Action: Click Search.

3. Action: Enter search criteria as shown in Section 4.3.3 to retrieve the Package.
4. Action: Click Search. Open the Package you want to delete by double-clicking it.
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Figure 115: Delete a Draft Package
Package ID: SUB0720201200041 | Submit |

Package Details Submission Documents Response Documents _

Package Details

1D:
SUB0OT20201200041

Type:
Submission

Category:
Category 2

Parent Org:
AIDS Healthcare Foundation

Status:
Draft

Last Updated By:
DI AN

5. Action: Click Delete from the top right hand corner of the screen. The successful
package delete message will be displayed.

Figure 116: Delete a Draft Package — Delete Success Message

Message frem webpage :-_gg

I Package SUB0720201200032 has been successfully deleted.
L

T

6. Action: Click OK.

4.3.8  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:

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

e Pending Approval — When a Package is submitted by the eRPT Plan Users but is
awaiting Approval Letter from CMS RO Account Manager or CMS CO. This status is
applicable only for a Category 3 and Special 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 the eRPT Plan User to respond.

e Completed —When a EDV review Package is submitted by the eRPT Plan User with all
of the Response documents.

e Downloading — When the RPC is downloading the Package.

e In Process —When the RPC is processing the Package.
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e Closed — When a Package review has been completed by the RPC, the Package status
will be marked as closed.

To view the Package Status:

1. Action: Click Search from the top right of the screen.
2. Action: Select Search Criteria:

a.
b.

~® Qo0

Search For — Select Submission Package from the drop-down.
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 drop-down.
Parent Organization — Select All from the drop-down.

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

3. Action: Click Search. The user will view the status of a Package in the Results grid.

Results

Resuit Count - 14

5UB
SuB
SUB
5UB
SUB
SUB
SUB
suB
SU8
SUB

Figure 117: View Package Status

Al
Parent Org
Al
Type Category D [ ] Submission Date
Category 2 SUB0121201400001 Closed 01-21-2014
Category 2 SUB0106201400006 Closed 01-06-2014
Category 2 SUB0106201400005 Closed 01-06-2014
Category 2 SUB1226201300014 Draft
Category 2 SuB1220201300002 Draft
Category 3 SUB1122201300243 Rejected
Category 3 SUB1118201300229 Pending Approval
Category 3 SUB1118201300227 Rejectad
Category 3 SUB1115201300225 Rejectad
Category 3 SUB1115201300224 Rejected

4. Action: Double-click a Package to view the Package Details. The Status field confirms
the Package is in Downloading status.
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Figure 118: View Package Status — Package Details

Package ID: SUB0719201200030

——Package Detail

[
SUB0719201200030
Type:

Submission

Category:
SPECIAL

Parent Org
AIDS Healthcare Foundation

Status
Downloading

Last Updated By:
RPC

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

43.9  View Response Documents Added by the RPC

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

FDR

RPC Error Report Notification

RPC File Upload Error Report
RPC Transaction Inquiry Response

All response documents to a submission Package are added for a particular Plan contract. The
response documents added on a package can be viewed only by users who have access to the
Package. When a response document is added by the RPC contractor, the package creator
and proxy user will receive a notification within the eRPT application and an email in their email
account with similar message. The 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}.

The Package creator and proxy users will receive the following action when he/she receives a
response document from RPC for a Transaction Inquiry Package:

e There is an Inquiry Response uploaded by RPC for Package {0}.
Note: {0} indicates the Package ID.

In addition to the above response documents, the RPC will also add the Follow-on FDR
document. The Follow-on FDR document will be an independent document and will not be
added to a Package. The Follow-on FDR document will be added for a contract number and all
the users who have access to the contract number will receive an action/notification and an
email notification and will have access to the document. The eRPT Plan User will receive the
following message for follow-on FDR:

e A Follow-On FDR has been added to the system for contract {0}.
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Note: {0} indicates the Contract ID.
To view response documents added by RPC via the action list:

1. Action: Login to the eRPT application.
2. The Actions tab will be the landing page for the users and will display the lists of actions
for the user.

Figure 119: View Response Documents Through Actions

=
2
&
B

Date Received Message
11-22-20%4 145755

On FDR has been added to the system for contract HI204.

oritract HI20.
3204

01-22-2014 14:57:56 A Follow-On FOR has been added to the system for contract HI204.
& 14130549 g SUB0130201400017 has been rejected by Cl qional Office user CMS Regional Office 1 User. Please contact the Regional Office user for additional information.
& 14 14:08:58 There is FDR(s) uploaded by RPC for Package SUB0130 018,
B 2014 140802 There is an Emor Report uploadad by RPC for Package SUB0130201400018
[ 14142736 Thers is FDRis} upioaded by RPC for Package SUB0130201400021
5 4423 There iz an Emor Report uploaded by RPC for Package SUB0130201400021
5] 14 1438:00 F ge SUB0130201400008 has been < by CMS Regional Office user CMS Regional Office 1 User Please contact the Regional Office user for additional information
] 144348 RPC successhully downloaded the package THA0130201400004
& 14144343 Thera is an inquiry Respanse uplcaded by RPC for Package THI0130201400004
F] 2242014 10:1320 g SUB110T201300150 has been rejec 1S Regonal Office user CMS Reguonal Office 1 User. Please contact the Regional Ofice user for additional information.
O 03042044 8

13-04-2014 15:5315

3. Action: To view the document select the checkbox next to that Action. For this
example, select the Error Report. Click View Selected Action.

Figure 120: View Response Documents Through Actions: Select

_

Date Received Message
01-22:2014 14:57:55 A Follow-On FDR has been added fo the system for contract H3Z04.
01-22-2014 14:57.56 aw-On FOR has been added tath m for cor 4.

013020141 ge SUBDI0201400017 has been rejected by CMS Regianal Ofice user CMS Regional Ofice 1 User Please contact the Regianal Ofice user fo additional information
. .01-3[\-201-‘ 140858 There is FOR(s) uplo: y RPC for Package SUB013020 3.
= ﬂldl}lmi 14:08:02 There is an Emror Report uploaded by SUB0130201400018.

[ 11302014 14:27.36 There is FORjs) uploaded by RPC for Package SUB0130201400021

[ 01:30-2014 14:27.37 Thea is an Emor Report upioaded by SUB0130201400021

T 01-302014 1438.00 Packzge SUB013021400005 has b M3 Regional Office user CMS Regional Office 1 User. Piease contact the Regional Office user for addtional information
[ 01:30-2014 144348 R wmloaded the p T3,

[ 01:302014 14:43:49 ‘There is an Inquiry Response uploaded by RPC for Package TIQU 30201400004

[0 02:24-2014 16:13.20 Package SUB110 regected by CMS Regi fice user CMIS Regianal Office 1 User Please coniact the Regioaal Office user for additional mformation

jow-On FOR has been added to the system for contract HI204

A Follow-On FDR has been added to th m for contra

Acknowledge Selected Actions | View Selected Action § Clear Selected Actions
L

Ceensmsnanas

Note: Here if the document is not added on the package for example Follow-On FDR, then the
document will be displayed to the user.
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Figure 121: View Response Documents — View Response Documents Tab

Package ID: SUB0130201400018

Package Details

D: Status:

SUB0130201400018 Closed

Type: Proxy Users:

Submission User Id User Name
PLANTA PLAN 1A TEST USER

Category:

Category 2 PLANZ PLAN 2 TEST USER

4. Action: Click the Response Documents tab to view the documents added by RPC.
5. Action: Expand the Error Reports to view the list of documents.

Figure 122: View Response Documents — Expand Lists

Package ID: SUB0130201400018

x

*» Final Disposition Reports

annn
® » Ergor Reports
LT

The user will be able to view all the error report documents added by the RPC.

Figure 123: View Response Documents — List of Error Reports

Package ID: SUB0130201400018

x

+ Final Disposition Repors

= Error Reports

Filename Contract Error Trans Count Created Date
TestDocumentd. pdf H1415 5 2014-01-30 19:09:03 443497
TestDocument0 pdf H1415 5 2014-01-30 15:09:02 022874

Total: 10

Download Selected Documents

6. Action: To open and view the documents double-click on the document to view it. Once
open, you can download the document to the local computer by clicking the Save icon.
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4.3.10 Search and View Response Documents

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

FDRs

Follow-on FDRs
Error Reports
Letters

In this section, we will discuss the steps to search and view documents.

1. Action: Login to the eRPT application.
2. Action: Click Search.
3. Action: Enter the search criteria to retrieve the response documents:
a. Search For — Select Final Disposition Reports from the drop-down.
b. Date:
i.  From — Enter the beginning date for search.
ii. To — Enter the end date for search.
c. Package ID - For this example, leave it blank.
d. Parent Organization — Select All from the drop-down.
e. Contract ID — For this example, leave it blank.
4. Action: Click Search. The results meeting the criteria will be displayed in the Results
grid.

Figure 124: Search and View Response Documents

Search

_

* Indicates Reguired Field
Search Criteria

Eearch Far

Fmal Disposition Reports

From: 07-81-2012 To 09302012 Al

Search

L] Contract Successtul Trans Count Failed Trans Count

5. Action: Double-click the document in the result grid to view it. The document will open.
Download the document to the local computer by clicking the Save icon.

Figure 125: Search and View Response Documents — Download Open Document

O NFC
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4.3.11 Add Response Documents to a Review Package

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

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

43.11.1 Search for Review Packages

1. Action: 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.
Package ID — Package ID can be found from notifications.

Category — Select the appropriate Category code, available in the notifications.
Status — Select Open from the drop-down.

Parent Org — Lists all the Parent Organizations.

Contract ID — An optional field. Enter the Contract ID.

4, Actlon Click Search. The results will be displayed in the Results grid.

‘@~ooo0

Figure 126: Search Review Package

Search For Catepory Contract

Review Package Al
Dz ciage
From: (101-2014  Tor 03052014

Shan

Al

Pareat Org:

Al
Results
Result Count - 14

Type Category 1] Status Submission Date

RwW DV-E& 0 Open 034952014
RV losed 4
RVW Closed Q2422014
RV Closed 0242014
Rww Closad 212301
RVW Closed Q242201
RVW Closed 12422014
RVW Open Q62014
Rww Open 024952014
RV Open
RVW Closed

Open 0301

Open R
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5. Action: Double-click the EDV Review Package in the search results to open the

Package.
Figure 127: Search Review Package — EDV Review Package
x
Package ID: RVW0305201400014
Package Details
D: Status:
RVW0305201400014 Open
Type: Last Updated By:
Review ERPTCO
Catsgory: Last Updated:
EDV - E&D 03.05.2014 17:55:48
Parent Org Created By
Acension Health ERPTCO
Contract Number: Creation Date:
H1415 03.05.2014 17:54:04
Submission Date:
03-05.2014 17:55:48

6. Action: Click the Submission Documents tab. Expand the Package Document to view
the documents submitted by the RPC.

7. Once the downloading action is completed the documents submitted by RPC will be
displayed.

Note: Depending on the internet speed and size of the document users may see a downloading
action. Please wait for the downloading action to be completed to view the documents.

Figure 128: Search Review Package — View Submission Documents

x
Package ID: RVWO0305201400014

~ Package Documents

= Filename Document Type
[T TestDocuments pdf Enrollment Data Validation (EDV) Request Spreadshest

Download Selected Documents

8. Action: Double-click a document to view it. Depending on the browser the user may
see a Windows Internet Explorer pop-up window.
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Figure 129: Search Review Package — Windows Internet Explorer Pop-Up
rWindow\.'s Internet Explorer ﬁ-‘

What do you want to do with
RVW03213201300014_A1001001A13C13B02456H94744...

Size: 272 KB
Type: Microsoft Excel 12
From: swaar

< Open

The file won't be saved automatically.
< Save

< Saveas

Cancel

[

9. Action: Click Open.

Figure 130: Search Review Package — Windows Security Pop-Up
rWindow\.'s Security ﬁ-‘

Connect to erptcms.hhs.gov
Connecting to erpt.cms.hhs.gov

| User name |

| Password |

[7] Remember my credentials

[ ok || cancal |

h

10. Action: Depending on the browser the user may see the Windows Security pop up.
Click Cancel.

Figure 131: Search Review Package — View Document

- Mierosch Bxcel

B i
s@ow@n

X0 FREMAS  ELIOT 3/1/2013
XN MATEQ DOLORES 3/1/2013
w0 AR, KM v 3p/a003

2772008

11. Download the document to the local computer using Save As.

4.3.11.2 Access Review Packages via Notifications

1. Action: Login to the eRPT application.
2. Any Actions will be the landing page for a user with open Actions.
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Figure 132: Access Review Package via Actions

Creats Package

Actions

Mossago
by CMS Central Office user CMS Cenural Offics User Please contact the Central Office user for addiional information
224201400027

Date Raceived
0227-2014 12:03:30
03-04-2014 16:31:22

1 03.05-2014 1256 52
1 03-06-2014 095421
03062014 10.02 56

Acknowledge Selected Actions

3. Action: Select the checkbox of the notification you would like to view and click View
Selected Action.

Figure 133: Access Review Package via Actions — Select and View

_

B Date Received Message

O pru 1203 Package SUBI227201400028 has been rejected by CMS Central Office user CMS Central Office User Please coniact the Central Ofice user for additional information
RPC successhilly downioaded the pa UB0224201400027.

55 Thereis an EDV Request RUVID315201400014 from CMS Central Office

014 03542 There is an EDV - CANCELLATIONS request RVWO306201400015 fom RPC.

86-2014 10:02.56 There is an EDV - CANCELLATIONS request RVWO306201400016 flom RPC.

View Selected Action J "lear Selected Actions

Acknowledge Selected Actions
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Figure 134: Access Review Package via Actions -View the Package

x
Package ID: RVW0306201400016
Package Details
IIZW\!D}DSZDMOOMG 3:::
Revie
;:j U—ZANCELLATI ONS ;ZSI}:SD;:: .: 15:02:55
Aegon R R
1508 014 50255
4. Action: Click the Submission Documents tab. Expand the Package Documents to
view documents submitted by the RPC. Depending on the internet speed and size of
the document, users may see a downloading action. Once the downloading action is
complete, the documents submitted will be seen.
Figure 135: Access Review Package via Actions —View the Submission Documents
(17 =
=
Package ID: RVWO306201400016 m

T ey ———

= Package Documents

Filename Document Type
ATRIO Health Plans_Visco Jesswca_EDV - CANCELLATIONS xdux Enroliment Cata Vahdation (EOV) Reguest Spreadshect

5. Action: Double-click a document to view it.
6. Depending on the browser a user may see a file open pop-up dialogue. If seen, click
Open.
Figure 136: Access Review Package via Actions —File Open Dialogue

Opening RVW0306201400015_A1001001A14C06A95407B74832.xl5x léj

You have chosen to open:
E] RVW0306201400015_A1001001A14C06A95407B74832.xlsx

which is: Microsoft Excel Worksheet (8.6 KB)
from: http://swaar:9086

What should Firefox do with this file?

Microsoft Excel (default) -

) SaveFile

[7] Do this automatically for files like this from now on.

Cox ] [one

Plan User Manual Version 3.3 Final 74 Electronic Retroactive Processing Transmission (€RPT)



CMS XLC Using the System

7. Depending on the browser a user may see a Windows Security pop-up. If seen, click
Cancel.
Figure 137: Access Review Package via Actions — Windows Security Pop-Up
[ Windows Security @‘

Connect to erpt.cms.hhs.gov
Connecting to erpt.cms.hhs.gov

I T IUser name ]
|E’ [ Password ’
L [

[”] Remember my credentials

[ ok ][ cancel

A

The document will open for viewing.

Figure 138: Access Review Package via Actions — Open Review Document

RVVYD313201 300014 _A1001001 A13C12BNIBI6HTI365 415 [Compstibility Mode] = Micrasoft Excel

Qi Aot
el

N = mg ®e S

Good

input Hiote

7 4 o i
. ; @ & . : : : ciear r
G ? .
— - e = — - — ; : T e — e T e
AlohaCare/Wiesel, Rebecca - E&D

XGOOOO00, QUEDDING
00 1 NODOOOOOI  LACTAQEN SaTUAN|
X0 2 NKOOIOOI  FRETTAS ewar
Asee176174 | 61 [ o1 | 272013 X000 2 xooooooo MaATED DOLDRES 312013 2572013 v
15ag3e5108 " 51 7 wo 27572013 w00, 2 XHOO000 K v NI E] 21/2013 5 v

e

o
H ¥ o
0
°

[ A
TRy

8. Action: To save the document to local repository, click File > Save As. The user can
also click Download Selected Documents to save the documents from the list.

4.3.11.3 Complete Review Package with Response Documents

1. Action: Search for Review Package by following the Steps in Section 4.3.11.1.
2. Action: Double-click the Package to open and view it.

Figure 139: Complete Review Package with Reponses Documents

Package ID: RVW0306201400015 Add Documents
—Package Details
ID: Status:
RVW0306201400015 Open
Type: Last Updated By:
Review RPC
Category: Last Updated:
EDV - CANCELLATIONS 03-06-2014 14:53:56
Parent Org: Created By:

3. Action: Click Add Documents from the top right of the screen.
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4. Action: Add documents as noted in Section 4.3.2.

Note: The eRPT Plan Users will not need to upload the EDV Validation Spreadsheet that they
received from the RPC.

5. Action: Click Submit if you have completed adding all the documents or select
Finished Adding Docs to switch to View Mode.
6. Action: Once the user clicks Submit, the Submit verification message will be displayed.

Figure 140: Complete Review Package with Reponses Documents — Submit Verification

Are you sure you want to submit RVW03062014000157

[ OK ] [ Cancel l

7. Action: Click OK. The Package status will be updated to Completed and will be
available for RPC to download and process.

Note: If the package was submitted by mistake and the users had additional documents to
upload, they can contact the MAPD Helpdesk at mapdhelp@cms.hhs.gov or 1-800-927-8069 to
reopen the review package.

4.3.12 Accessing the User Manual

Action: Click User Manual link from within the application user interface, as shown below. The
User Manual will be opened in a new window.

Figure 141: Access User Manual via “User Manual” Link

Search Create Package

=
=
i

Actions

Date Received Message
| 03-16-2016 14:49:15 There is an EDV - E&D request RVW0316201600003 from RPC
03-16-2016 15:01:07 There is an EDV - E&D request RYW0316201600004 from RPC
] 04-20-2016 13:31:09 There is an EDV Request RVW0318201600018 from CMS Central Office.
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Figure 142: Access User Manual - Download

&

Wl RPT-Plan-User-Manua

C | & https://www.cms.gov/Research-5tatistics-Data-and-Systems/CM5-Information-Technology/mapdhelpdesk/Dow

Electronic Retroactive Processing Transmission (eRPT)

CM S Centers for Medicare & Medicaid Services

CENTERS FOR MEDICARE & MEDICAID SERVICES

x W

CMS eXpedited Life Cycle (XLC)

Plan User Manual

4.3.13 Email Notification Preferences

1. Action: Click Email Notification link from within the application user interface.

Figure 143: Email Notification Link

Actions Create Package

Date Received

03-16-2016 14:49:15
03-16-2016 15:01:07
04-20-2016 13:31:09
04-20-2016 14:24:38
04-20-2016 14:29:15
04-20-2016 14:33:44
04-20-2016 14:39:36
06-20-2016 17:11:40
06-20-2016 17:13:19
06-28-2016 14:10:22
07-07-2016 13:28:54
07-07-2016 13:29:02
07-07-2016 13:29:09
07-07-2016 13:29:15
07-07-2016 13:29:20

Message
There is an EDV - E&D request RVW0316201600003 from RPC =
There is an EDV - E&D request RVW0316201600004 from RPC
There is an EDV Request RVW0318201600018 from CMS Central Office.
There is an EDV Request RVW0316201600005 fram CMS Central Office.
There is an EDV Request RVW0316201600005 fram CMS Central Office.
There is an EDV Request RVIW0316201600005 from CMS Central Office.
There is an EDV Request RVWO316201600005 from CMS Central ﬁhera is an EDV Request RVWD0316201600005 from CMS Central Office.
There is an EDV Request RVW0318201600036 from CMS Central Office
There is an EDV Request RVW0318201600035 from CMS Central Office.
Package SUB0620201600039 has been rejected by CMS Central Office user . Please contact the Central Office user for additional information
There is an EDV - E&D request RVW0707201600037 from RPC
There is an EDV - E&D request RVW0707201600038 from RPC
There is an EDV - E&D request RVW0707201600039 from RPC
There is an EDV - E&D request RVW0707201600040 from RPC
There is an EDV - E&D request RVW0707201600041 from RPC -

Acknowledge Selected Actions || View Selected Action § Clear Selected Actions
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Figure 144: Email Notification — Change Email Notification Preferences

Email Notification Preferences
Email Motification Preferences

®) Subscribe

) Unsubscribe

Note: By default, the preference is set to Subscribe.

2. Action: Select Unsubscribe and click Save if you do not want to receive any emails.

4.4 Notifications

Notifications are messages sent to users to notify them about an action that has been
completed on the package.

441  System Notifications

These are notifications created within the eRPT application under the “Actions” page when the
following events happen in eRPT:

A response document was added by the RPC.

A Category 3 Submission Package was rejected by the CMS RO User.

If a CMS CO User deleted a package created by the eRPT Plan User.

When RPC downloads the package.

When RPC has uploaded a Review Package or a Follow-on FDR for a contract.

The following table lists all the system notifications that a Plan User will receive:

Table 2: eRPT Notifications

Event Name Event Description

RPC Download a Submission |RPC successfully downloaded package <Package ID>.
or Transaction Inquiry or EDV
Package Delete Notification  |The package <Package ID> has been deleted by CMS Central Office
user "CMS Central Office User Name.” Please contact the user if you
have any questions.

Package Reject Notification The package <Package ID> has been rejected by CMS Regional
Office/CMS Central Office. Please refer to Package Rejection notes for
any clarification.

FDR Uploaded There is FDR(s) uploaded by RPC for Package <Package ID>.
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Event Name Event Description

RPC Inquiry Response There is an Inquiry Response uploaded by RPC for Package <Package
ID>.

Error Report Uploaded There is an Error Report uploaded by RPC for Package <Package ID>.

EDV Request There is an EDV - <EDV Request Description> <Package ID> from RPC.

Follow-on FDR Notification A Follow-On FDR has been added to the system for contract <Contract
#>.

442 Email Notifications

These are notifications sent to the user’'s email address (registered within their EIDM profile)
when the following events happen in eRPT:

Table 3: Email Notifications

Event Name Event Description

Package Rejected Package <Package ID> has been rejected by CMS Regional Office/CMS
Central Office user. Please contact the Regional Office/Central Office user
for additional information.

FDR uploaded There is FDR(s) uploaded by RPC for Package <Package ID>.

Error Report uploaded There is an Error Report uploaded by RPC for Package <Package ID>.
Transaction Inquiry There is an Inquiry Response uploaded by RPC for Package <Package ID>.
Response uploaded

EDV Request (Review There is an EDV Request <Package ID> for contract <Contract #> from
Package) uploaded RPC.

Follow-on FDR uploaded |A Follow-on FDR has been added to the system for contract <Contract #>.

Note: The system will send only one (1) email daily by the end of the day at or around 09.00 PM
detailing all such events mentioned above. The system will not send an email notification if no
such events have occurred.

Please refer to the screenshot below for the sample email notification:

Figure 145: Sample Email Notification to eRPT Plan User Role

Thu 1/19/2017 %:07 AM

eRPT Application Email Notification - 01/19/2017

Dear User ERPTPLANUSEROL
The following notification is assigned to your EIDM User ID ERPTPLANUSEROL. Please logon to eRPT application https://erpt.cms.hhs.gov to review these items which are assigned to you and act

accordingly.
Package ID Notification Description Date Submitted
5UB0104201600044 There is FDR(s) uploaded by RPC for 11/14/2016 9:00:00
Package 5UB0104201600044
SUB0104201600045 There is an Error Report uploaded by RPC for 11/14/2016 9.30:00
Package SUB0104201600045
SUBD114201601222 Package SUB0114201601222 has been rejected | 11/14/2016 9.33:15

by CMS Regional Office user. Please contact the

Regional Office user for additional information
PERPTO0DOCA1601041634050313E148H114244T236 | A Follow-On FDR has been added to the system | 11/14/2016 8.37:00

for contract

TIQ0114201601222 There is an Inquiry Response uploaded by RPC | 11/14/2016 9.20:15
for Package TIQ0114201601222

RVWO111201600043 There is an EDV Request RVWO111201600043 | 11/14/2016 9.40:00
for Contract from RPC.

This is an automatically system generated email. Please don’t reply to this email, please reach out to MAPD Help Desk via email mapdhelp@cms.hhs.gov (via Phone 1-800-927-8069) if you have any
question or concern related to this email.

Note: If you would like to unsubscribe to this email notification, logon to the eRPT application at https://erpt.cms.hhs.gov and use the Email Notification link to unsubscribe.

In the following sub-sections, we will discuss:
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¢ Viewing Selected Actions
¢ Acknowledging Selected Actions
o Clearing Selected Actions

4.4.3 View Selected Actions

The view selection actions button is used to view the package or document that is associated
with the action. In this section, we will walk through the steps on how to use view selected
action button.

1 Action: Login to the eRPT application.
2 The Actions will be the landing page for the users.

Figure 146: View Actions

Actions

Date Received
01-22-2014 145755
01-22-2014 14:57:56
01-30-2014 12.05:49
01-30-2014 14:08:58
01.30-2014 14.09 02
01-30-2014 14:27-36
01302014 14 27 37
01-30-2014 14:38:00
01-30-2014 14:43 48
01-30-2014 14:4349

Message

en addad to the 5
400017 has be

wnloaded the package TH0130201400004

12 ig an Inquiry Response uploaded by RPC for Package TIQ030201400004

02-24-201410:13:20 Package SUB1107201300150 has been rejected by CMS Regional Office user CMS Regonal Office 1 User Please contact the Regional Ofce user far addimnal mlormatson
[T 03-04-2014 15:53:09 A Foliow-Ciri FDR Bias been added ta the systam for contract H3204
03-04-2014 15:53:15 A Follow-On FOR has been added to the system for contract H3204

Acknowledge Selected Actions View Selected Action Cloar Selected Actions

3 Action: Click the checkbox of the action that you want to view as show below:

Note: The user can also double-click on the actions row to view the package or document
associated with the action. Depending on the type of action the user will be displayed with either
the document or package. For this example: the action selected was for Follow On FDR, the
document will be displayed.

Figure 147: View Actions — View Follow On FDR

TESTO Document
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4.4.4  Acknowledge Selected Actions

The Acknowledge Selected Actions button is used to mark an action as completed. The user
can select one to many notifications to mark them as acknowledged:

1 Action: Login to the eRPT application.

2 The Actions will be the landing page for the users and all the actions belonging to the
current user will be displayed.

3 Action: Click the checkbox of the notification/action you want to acknowledge.

Figure 148: Acknowledge Selected Actions

Date Recaived Message

er CMS Regional Ofice 1 User. Please contact the Regional Office user for additional information

130201400004

e user OMS Regional Cffice 1 User Please contact the Regional Ofice user for addibonal information

for contract H3204.

Acknowledge Selected Actions | View Selected Action | Clear Selected Actions

4 Action: Click Acknowledge Selected Actions. The messages will disappear from the
Actions tab.

445 Clear Selected Actions

If the user decides not to acknowledge the actions, click Clear Selected Actions to uncheck all
items.

45 Convert ‘XLSM’ Document to ‘XLS’

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 .XLS or .XLSX 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 &
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Associates website in 'XLSM' format to 'XLS' format. An ‘XLSM’ document can be identified by
its extension. This type of document will have the extension “.XLSM” as shown in Figure 94.

Figure 149: XLSM Documents

Organize = |._7,| Open Share with = Print E-mail Burn MNew folder
» 37 Favorites Documents library
ERPT
» g Libraries | ERPT Prod
} EEDV Validation Spreadsheet - Copy.xs
‘h& Finieciterp IZ_I]EDV Validation Spreadsheet.dsx
} & Impaort File REINSTMT xlsm
> M Computer .
@_]Proposed_RPC_Status_Request_template.xls
= @Regic-naI_Office_Approval_Letter_&amplﬂ.pdf
- €l MNetwork

E Regional_Office_Approval_Letter_Exarmple2.pdf

=] RPC Submission Spreadsheet.xism
Note: Please convert the RPC Submission Spreadsheet document to XLS after it is been
completed with all the required information and validated using the validation function available

within the spreadsheet.

Action: Locate the complete RPC Submission Spreadsheet on your local directory.
Action: Open the RPC Submission Spreadsheet by double clicking on the document.

Action: Click File ->Save As.
Action: Select Excel 97-2003 Workbook (*.XLS) from Save as type drop-down.

Action: Click Save.
Action: The following Microsoft Excel — Compatibility Checker will be displayed to the

user. Click Continue.

OO, WNPEF

Figure 150: Convert XLSM Document — Compatibility Checker
| Microsoft | o Eomﬁ'hiliiy Checker N s S |

‘ The following features in this workbook are not supported by earlier I
versions of Excel, These features may be lost or degraded when you save

o this workbook in the currently selected file format. Click Continue to save
the workbook anyway. To keep all of your features, dick Cancel and then
save the file in one of the new file formats.

Summary Occurrences ||
Significant loss of functionality @ it
One or more cells in this workbook contain data 1 [0

validation rules which refer to values on ather

worksheets, These data validation rules will not be Bind Help
saved. Excel 97-2003

Location: 'SCC'
One nr more cellz in this workhook contain data 2

Check compatibility when saving this workbook.

Camine ) (o)

7 A new copy of RPC Submission Spreadsheet will be created in the ‘XLS’ format. A copy
of RPC Submission Spreadsheet in ‘XLSM’ format will also be available to the users.

Note: This document is ready to be uploaded via the eRPT application for your Submission
Package. Please make sure to follow the steps provided in the above section to convert all
‘XLSM’ documents. If the documents are not converted using other steps there is a tendency
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for the documents to get corrupted and the user will not be able to upload the documents via the
eRPT application

If the documents are corrupted during conversion the user will receive the following error
message during upload.

Figure 151: Convert XLSM Document — Error

A problem occurred while uploading a fite fo the semver.

Fault Message: Unfortunaiely this document type is not authorized and cannat be uploaded to ERPT. RPC Submission Spreadsheetsls

]

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
Helpdesk at mapdhelp@cms.hhs.gov or 1-800-927-8069.

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 System Administrator. The System
Administrator will be the MAPD Helpdesk. The user will need to create a ticket with the
Helpdesk. 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.
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5.3 Support
Table 4: Support Points of Contact
Contact Org. Phone Email Role Responsibility
MAPD |CMS |1-800-927-8069 |mapdhelp@cms.hhs.go [Helpdesk |[MAPD Helpdesk can be
Helpdesk v support  |contacted to report following
issues:

1. Unable to Create a package

2. Unable to Update a package

3. Unable to upload documents
on a package.

4. Unable to find a package.

5. Unable to a find a response
document (FDR, Error Report
etc.).

6. Unable to find an approval
letter.

7. Unable to search for response
documents and approval
letter.

8. Unable to view rejection
notes.

9. Unable to download
documents from the package.

10. Unable to delete documents
on a package.

11. Unable to a delete a package.

12. Unable to find a review
package / the user has not
received a notification for
EDV.

13. Unable to upload documents
on a review package.

14. Unable to determine the
status of the package.

15. Reopen a Review Package.

16. Unable to access

RPC Reed [402-315-3660 [clientservices@reedass |RPC RPC Client Services can be
Client and ociatescpas.com Helpdesk |contacted to report following
Services |Assoc Support  |issues:
iates 1. The package is closed and it
is missing FDR or Error
Report for transactions.
2. Need explanation on FDR
Disposition Code.
3. Not sure on what the
Category Code selection
should be for a Package.
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Appendix A: User Access

Table 5: Submission Package

User Create View Update Delete Search Add Comments

Group Docs
The X *X X* *X *X X All eRPT Plan Users having an EIDM ID and
Plans an approved eRPT Plan User role in EIDM

will have access to create a Package, specific
to those contracts the user has access to.
Only a Package Creator will be able to Read,
Update, Delete, and Search a Package.

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

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

o 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 by the user.

o * 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.

Plan X X X X X X Package Creator will be able to Read,
Package Update, Delete, and Search and add
Creator 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.

¢ 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 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.
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Table 6: EDV Review Packages

User Create View Update Delete Search Add Comments

Group (Soft) Docs
The *X *X *X Users restricted by Contract #.
Plans All eRPT Plan Users having an EIDM ID will

have access to upload documents for their
respective Contract EDV/PayVal Review.

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

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

¢ 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.

Table 7: Transaction Inquiry Packages

User Create View Update Delete Search Add Comments

Group (Soft) Docs

The X *X *X *X *X *X All eRPT Plan Users having an EIDM ID and
Plans an approved eRPT Plan User role in EIDM
will have access to create a Package,
specific to those contracts the user has
access to. Only a Package Creator will be
able to Read, Update, Delete, and Search a
Package.

e 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.

e 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

e * 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.
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User Create View Update Delete Search Add Comments

Group Docs
Package |X X X *X X X Package Creator will be able to Read,
Creator 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.

¢ 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 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.

Plan User Manual Version 3.3 Final 87 Electronic Retroactive Processing Transmission (€RPT)



CMS XLC

Package Status

Appendix B: Package Status

A package can be tracked in the eRPT application by referring to the status of the package.
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.

Draft

Table 8: Package Status

Package Status Package Description

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 Regional
Office (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 Retroactive
Processing Contractor (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.

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 has closed.

Deleted

When a retroactive package is deleted by the CO User the package status will
be marked as deleted.
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Appendix C: Document Response Selections

The following table lists the selections that will be available for users under Submission
Documents and Response Documents tab.

Table 9: Document Selection

Type of User Package Type-  Submission Documents Response Documents
Category Code

Plan User Submission Package | ¢ Package Documents Final Disposition Reports
— Category 2 Error Reports

Plan User Submission Package | ¢ Package Documents ¢ Final Disposition Reports
— Category 3 o Regional Office Approval Letter | e Error Reports

Plan User Submission Package Package Documents Final Disposition Reports
— Special Error Reports

Plan User Submission Package Package Documents Final Disposition Reports
— Resubmission Error Reports

Plan User Transaction Inquiry Package Documents Package Documents
Package

Plan User Review Package Package Documents Package Documents

CMS RO/CO Submission Package Package Documents Final Disposition Reports
— Category 2 Error Reports

CMS RO/CO Submission Package Package Documents Final Disposition Reports
— Category 3 Regional Office Approval Letter Error Reports

CMS RO/CO Submission Package Package Documents Final Disposition Reports
— Category CTM Error Reports

CMS RO/CO Submission Package Package Documents Final Disposition Reports
— Special Regional Office Approval Letter Error Reports

CMS RO/CO Submission Package Package Documents Final Disposition Reports
— Resubmission Error Reports

CMS RO/CO Submission Package Package Documents Final Disposition Reports
— Payment Validation Error Reports

CMS RO/CO Transaction Inquiry Package Documents Package Documents
Package

CMS RO/CO Review Package Package Documents Package Documents
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Appendix D: Package Documents

The following table lists the documents that are required and can be submitted during Package

creation and submission.

Note: Please refer RPC SOP on the website regarding the documentation and the documentation
format that needs to be submitted for package.

Package Type

Submission Package — | o
Category 2 o

Table 10: Package Documents

Documents

Cover Letter (PDF file)
Spreadsheet (XLS or XLSX file)
Supporting documents (PDF file(s))

eRPT Document Type Value

RPC Cover Letter
RPC Submission Spreadsheet
RPC Supporting Documentation

Submission Package —
Category 3

Cover Letter (PDF file)
Spreadsheet (XLS or XLSX file)
Supporting documents (PDF file(s))
Approval Letter

RPC Cover Letter

RPC Submission Spreadsheet
RPC Supporting Documentation
Approval Letter

Submission Package — | o
Category CTM o

Cover Letter (PDF file)
Spreadsheet (XLS or XLSX file)
Supporting documents (PDF file(s))

RPC Cover Letter
RPC Submission Spreadsheet
RPC Supporting Documentation

Submission Package —
Special

Cover Letter (PDF file)
Spreadsheet (XLS or XLSX file)
Supporting documents (PDF file(s))
Approval Letter

Note: Uploading documents to Special
Submission Package is optional.

RPC Cover Letter

RPC Submission Spreadsheet
RPC Supporting Documentation
Approval Letter

Submission Package — | o
Resubmission o

Cover Letter (PDF file)
Spreadsheet (XLS or XLSX file)
Supporting documents (PDF file(s))

RPC Cover Letter
RPC Submission Spreadsheet
RPC Supporting Documentation

Submission Package — | o
Payment Validation o

Cover Letter (PDF file)
Spreadsheet (XLS or XLSX file)
Supporting documents (PDF file(s))

RPC Cover Letter
RPC Submission Spreadsheet
RPC Supporting Documentation

XLSX file)
Supporting documents (PDF file(s))

Transaction Inquiry ¢ Inquiry Request form (XLS or XLSX file) | ¢ RPC Transaction Inquiry Request
Package
Review Package e EDV Validation Spreadsheet (XLS or ¢ RPC Supporting Documentation
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Appendix E:  Acronyms

Table 11: Acronyms

Acronym Literal Translation

CMS Centers for Medicare & Medicaid Services
8]0 Central Office

CTM Complaint Tracking Module

CTS Content Transport Service

ECM Enterprise Content Management

EDV Enrollment Data Validation

EIDM Enterprise Identity Management

eRPT Electronic Retroactive Processing Transmission
ESRD End Stage Renal Disease

FDR Final Disposition Report

HPMS Health Plan Management System

ID Identifier

LIS Low Income Subsidy

MA Medicare Advantage

MAO Medicare Advantage Organization

MAPD Medicare Advantage Prescription Drug
MA-PDP Medicare Advantage Prescription Drug Plan
MARX Medicare Advantage Prescription Drug System
MMP Medicare-Medicaid Plans

MMR Monthly Membership Report

NPAR Network Patient Activity Report

PACE Program for All-Inclusive Care for the Elderly
PAY VAL Payment Validation

PBP Plan Benefit Package

PDP Prescription Drug Plan

RAC Residence Address Change

RO CMS RO

RO Regional Office

RPC Retroactive Processing Contractor

SOP Standard Operating Procedure

TRR Transaction Reply Report

Ul User Interface

XLC eXpedited Life Cycle
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Appendix F: Glossary

Table 12: Glossary

Term Definition

Contract ID

A unique five-character alphanumeric identifier assigned by CMS's Health Plan
Management System (HPMS) and Medicare Drug and Health Plan Contract
Administration Group (MCAG) to qualifying organizations approved to offer Medicare
Advantage health and cost plans. Medicare Advantage contract numbers are
prefixed with the following alphabetic characters identifying the type of product
offered or the type of organization approved to offer a particular health care plan and
are followed by 4-digits:

H or 9 = Local Managed Care Contractors

R = Regional Managed Care Contractors

S = Medicare Prescription Drug Plans

F = Fallback Plans
For example, Hxxxx where xxxx=the assigned 4-digit number.

Error Reports

A list identifying the specific transaction requests within the RPC Submission
Spreadsheet submitted by a MA, MAPD, and PDP sponsoring organizations which
were not properly uploaded into the RPC system. The report is returned to the
submitter for resubmission to the RPC.

FDR

A report indicating the CMS processing status of each transaction request previously
submitted in the RPC Submission Spreadsheet.

Follow-on Final

A report indicating the CMS processing status for RPC initiated transactions. These

Disposition submissions are a result of RPC'’s inability to process due to CMS system errors;

Report corrective actions performed by the RPC; or an action directed by a CMS Regional or
Central Office user. The transactions on these reports may have originated from
multiple package submissions and may be a follow-up response to the Plan’s initial
RPC Submission Spreadsheet.

MARX Medicare Advantage Prescription Drug System, the name for the current application
that processes enrollment and beneficiary-level payments for Medicare Advantage
and Part D.

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

Parent Parent Organizations are the entity which oversees the various approved Plans.

Organization

The Plans The eRPT user groups from Medicare Advantage (MA), PDP, Cost Plans, or PACE
organization who submit beneficiary enroliment/disenroliment change requests via
eRPT application for processing.

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

Documents

Retroactive The Medicare contractor responsible for processing retroactive Medicare Advantage

Processing (MA) and Prescription Drug Plan (PDP) beneficiary enroliment/disenroliment change

Contractor (RPC)

requests submitted by plan/sponsors.
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Term
Review Package

Definition

The 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 Ul, 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 Request (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 audit findings to the appropriate CMS RO Account Manager
for final review and to address any follow-up needed on negative findings.

Submission These are the documents that are added to the package during creation and also
Documents during package processing by the CMS RO user.

Submission Retroactive enrollment-related transactions submitted by a Plan to RPC such as
Package Enrolliments, Disenroliments, Reinstatements, LIS Deeming Updates, and Medicaid

and SCC changes. Submissions are further classified by the following types:

1. Category 2 - Timely retroactive enrollment transactions (including Payment
Validation Adjustments and Caseworker Approved CTM Cases) 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.

2. Category 3 - Untimely (i.e. current calendar month minus 3 months or more) or
other 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.

3. Compliant Tracking Module (CTM) - A retroactive request submitted by a
Plan in order to address a complaint filed by a Medicare beneficiary or their
caregiver via the Health Plan Management System Complaint Tracking
Module (HPMS CTM).

4. Payment Validation (PayVal) - The Retroactive Processing Contractor (RPC)
monthly review of a set of sample payments which consists of randomly
selected transactions submitted directly to CMS through MARX post MARX
R&M release. 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.

5. Resubmission - Timely retroactive enroliment 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.

6. Special - A customized user Package submitted by the CMS Central Office
Staff or Plan Users (with CMS approval) to RPC.

7. Resubmission - Timely retroactive enrollment transactions (including Payment
Validation Adjustments to verify the documentation provided by the
organization supports the transaction submitted to CMS.

8. Resubmission - Timely retroactive enroliment 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.

9. Special - A customized user Package submitted by the CMS Central Office
Staff or Plan Users (with CMS approval) to RPC.
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Term Definition

Submitting An organization with the authorized capability of submitting packages/inquires to
Organization eRPT.

Transaction
Inquiry Package
Transaction
Reply Code
(TRC)

User Interface The mechanism by which the user will view, update packages in the Retroactive
Process in eRPT.

Web Service The mechanism by which the RPC will communicate with the eRPT system.

These packages are created to launch specific inquiries for packages within eRPT.

Codes used to explain what action MARX took in response to new information from
CMS systems or in response to input from Plans, CMS, or other users.
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Appendix G: Referenced Documents

Table 13: Referenced Documents

Document Name Document Location and/or URL :;:;tiance
eRPT_ R4 Requirements Document Scope Infotech SharePoint site 12/30/2016
eRPT R3M2 Requirements Document | Scope Infotech SharePoint site 02/05/2016
eRPT Application Integration Scope Infotech SharePoint site 11/27/2015
Technical Requirements

eRPT Requirements Document Scope Infotech SharePoint site 11/07/2013
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Appendix H: Record of Changes

Table 14: Record of Changes

Version# | Date ‘ Author/Owner ‘ Description of Change

3.0 02/09/2016 | Anand Srinivasan | = Updated with the EIDM process flow to inform the
eRPT Plan User the steps involved in registering
and requesting access to eRPT application role
and contracts within EIDM.

= Updated for appropriate use of Acronyms
throughout the document and the corresponding
Acronyms table.

e Updated the User roles names to be consistent
throughout the document (eRPT Plan User, CMS
CO and CMS RO Users), where applicable.

3.1 02/19/2016 | Faye Newsham PSO Approved to baseline,
3.2 07/08/2016 | Anand Srinivasan | Updated for Section 3.3.2 User Replacement.
3.3 01/27/2017 | Anand Srinivasan | A. Updated the following sections:
4.2.2.2 Submission-Category 3 and Special
Package Workflow

4.3.1 Create Package — Submission Package

4.3.2 Create Package — Transaction Inquiry
Package

4.3.3 Search Package

4.3.6 Delete Uploaded Supporting Documentation
from a Draft Package

4.4.1 System Notifications

B. Added the following new sections:
4.3.12 Accessing the User Manual
4.3.13 Email Notification Preferences
4.4.2 Email Notifications
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Appendix |:  Approvals

The undersigned acknowledge that they have reviewed the and agree with the
information presented within this document. Changes to this will be coordinated with,
and approved by, the undersigned, or their designated representatives.

Signature: Date:
Print Name: Gloria Barretto

Title: ECM Project Manager

Role: Submitting Organization Approval Authority
Signature: Date:
Print Name: Crystal Myers

Title: ECM GTL

Role: CMS Approving Authority

Signature: Date:
Print Name: Andrea Hamilton

Title: eRPT Business Owner

Role: CMS Approving Authority
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