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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.

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.

21 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 3.4 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 natification is sent out to the Package submitter.
3. RPC can now upload the Package into to the RPC system, work on the Package and send
the necessary response for the Package back to the eRPT application.
3.a |Once a response document is added by RPC to a Package a notification is created and sent
out to the respective Plan User.

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

Plan User Manual Version 3.4 FINAL 2 Electronic Retroactive Processing Transmission (eRPT)
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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
from within the application as applicable to the user.

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 the eRPT
application.

3.1 Set-up Considerations
Prior to accessing the eRPT application, the following are the prerequisites to be met:

You should have a CMS Enterprise Identity Management (EIDM) User ID.

e You should have the appropriate eRPT application user role associated to your EIDM ID.
You should use Internet Explorer (IE), version 11.0 or higher. Although the eRPT system is
accessible on other browsers such as Chrome, Firefox, etc. the recommended browser is
IE.

3.2 User Access Considerations

The eRPT Plan Users will utilize their EIDM user account to access the application via the
internet-facing user interface. Refer to Appendix A: User Access for your access to eRPT
application.

3.3 Accessing the System

The eRPT application is integrated with the CMS Enterprise Portal. To access eRPT via the
internet interface, you are required to have an EIDM ID and should have the eRPT Plan User
role associated to your account.

3.3.1  Registering in CMS Enterprise Portal

This section illustrates the steps to register in CMS Enterprise Portal and create a User ID
(EIDM ID). If you are already registered and have an EIDM ID, refer to Section 3.3.2 to go
through the steps to request access to the eRPT Plan User role.

1. Open your internet browser (recommended browser is “Internet Explorer”) and enter the
following URL https://portal.cms.gov (you may also bookmark or save this URL in your

Plan User Manual Version 3.4 FINAL 3 Electronic Retroactive Processing Transmission (eRPT)
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browser’s favorites website list) that will navigate you to the “CMS Enterprise Portal” login
page as you see in the screenshot below. Note: If you are connected to the CMS Virtual
Private Network (VPN), use the following CMS intranet URL.: https://portal.cms.cmsnet/.

Figure 2: Registering in CMS Enterprise Portal for an EIDM User ID - Step 1

CMS.gov | Enterprise Portal 22 Find Your Application Help @ About [ E-Mail Alerts

CMS.gov | Enterptise Portal

Password

. Agree to our Terms & Conditions
Login

Forgot your User ID or your Password?

New User Registration

2. Click “New User Registration”.

Figure 3: Registering in CMS Enterprise Portal for an EIDM User ID - Step 2
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Forgot ymar Lisgs I or yme Passwond ?

Mew Lser Registration
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3. Choose your application. For example, if you want to request access to the eRPT
application choose “eRPT: Electronic Retroactive Processing Transmission” from the drop-
down list.

Figure 4: Registering in CMS Enterprise Portal for an EIDM User ID — Step 3

W | Enterprise Portal B Find Your Application (1] lelp O About B E-Mal Al

Step #1: Choose Your Application

Step 1.of 3 - Select your application from the dropdown. You will then need to agree to the terms.

Chooss Your Application w

Choose Your Applicabon
APS: Advancd Provider Screening
'pl"' FFDCS: Average Sakes Price Medicane Pan B

FFEMIOS. Mealh Insurance Creersight Sysiem
FFEMITraining-Agents/Esokers/Assisiers: Agents Biokers Asstiers Traning Sysiem
HOTHPG: HIPAA ERgRity Transacsn S 1 (HE T‘=. Desiaon

I WAL PR i gl [

e Prescriplion DnagyPrescriplion Drug Pas'Cos! Conracisr Medicaid Sume Agency

4. Read the Terms & Conditions and select the check-box to agree to the terms and
conditions.

Figure 5: Registering in CMS Enterprise Portal for an EIDM User ID - Step 4

[ - ] Applications @ Help ) About B E-Mail Alerts

Step #1: Choose Your Application

Step 1 of 3 - Select your applscation from the dropdown, You will then reed to agree 1o the terma

eRPT: Electronic Retroactive Processing Transmission W

Terms & Conditions
CME No.0B38-1236 | Expirabion Dabe: 037312021 | Papenoik Reduction Act
Consant to Monitoring

By logging cnto this wabsita, you consant 1o be manitoned. Unauthanzed attamgts to uplcad nfomation and/or changs information on this wab site ama sirictly
probdad and ané subyec 1o proseciilon undes the Compubar Fraied and Abdge Aot of 1986 and Tiks 18 1U.5.C. Sac 1001 and 1030, Wea ancouradgs you 1o fsad
fha HHS Rules of Behawios

=
1
1 1 | agres to the terms and conditions B “ Canicel
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5. Click “Next”.

Figure 6: Registering in CMS Enterprise Portal for an EIDM User ID - Step 5

0 Help i About B E-Mail Aler

Step 1 of 3 - Select your application from the dropdown. You will then need to agres to the tenms.

efPT: Electronic Retroactive Processing Transmission w

Terms & Conditions

OMB Mo 0938-1236 | Expirabion Date: 0373172021 | Papansorik Reduchon Act

Consent to Monitoring

By logoing onio this wabsita, you consent bo be monitored. Unauthonzed attempls o upload informabon andior changs indormabon on thes wab sie are sinctly

prohibited and am subject 1o presecution undar the Comguater Frawd and Abuse Act of 1588 and Tithe 18 U5 .G Sec 1001 and 1030 We sncourags you 1o read
the HHS Ruiles ol Bahavo

- ]
| agree o the terrmd and conditions 1 :
1 1
! 1

6. Provide all required information on this page. All fields are required unless marked optional.

Figure 7: Registering in CMS Enterprise Portal for an EIDM User ID - Step 6

CMS.QDV | Enterprise Portal 22 Find Your Application @ Help @ About &% E-Mail Alerts

Step #2: Register Your Information

Step 2 of 3 - Please enter your personal and contact information.

All fields are required unless marked 'Optional.
Enter First Name Enter Middle Name (optional) Enter Last Name Suffix (optional) v
Enter Social Security Number (optional) Birth Month v Birth Date v Birth Year A

Is Your Address US Based?
@Yes O No

Enter Home Address #1 Enter Home Address #2 (optional)

7. After you provide all the required information, click “Next”.
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Figure 8: Registering in CMS Enterprise Portal for an EIDM User ID — Step 7

BR Fimdl Your Apglicalion

@ Help B AL

Adam Endor Middla Mama (optional
Eerth Month
Enier Social Security Mumbsr [optional) Sapprbam bsgr W

Is Your Address US Based?

W  Ow

..... * ASaFERE

BEES Cow Siresl

City T
Omtord WisConsin w

Bl fdceenh

deemmingtont0blEgmall com

wills Bulix [eptinal] w

Enter Home Address #2 jopticnal

Zip Cosda
S4T03 Enter Zip+d |optional)

Cordirm B-mail Adoread

dremmingtonS0&iigmeil com

8. Create a User ID and Password and provide answers to the security questions.
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Figure 9: Registering in CMS Enterprise Portal for an EIDM User ID — Step 8

Your Application @ Help @ About &% E-Mail Alerts

Step #3: Create User ID, Password & Security

Step 3 of 3 - Please create User ID and Password, Select security questions and provide answers,

Enter User ID

Enter Password Enter Confirm Password
Select Security Question #1 v Enter Security Question #1 Answer
Select Security Question #2 ~ Enter Security Question #2 Answer
Select Security Question #3 v Enter Security Question #3 Answer

“ i

Figure 10: Registering in CMS Enterprise Portal for an EIDM User ID - Step 8a

m User ID Requirements =2 Applications @ Help O About % E-Mail Alerts
ul.\»t’ 11). SN SLNRL W ) L J.u.l.l.\.;llb\.» \é“\.;\.’l.].v.l.l.\.l

- Must be between 6 and 74 characters and
contain at least 1 letter,

Step 3 of 3 - Please create User IDand P . can contain alphanumeric characters. answers.
S - Allowed special characters are \lnj\ted to hyphens
IT (-), underscores (_), apostrophes (°), and periods
-

- The @ symbol is allowed only if the User ID is in
a valid email address format (j.doe@abc.edu or
123@abc.com)

+ Cannot contain 9 consecutive numbers.

- Cannot begin or end with special characters, or

User ID is a required field.

Enter Password @ contain mere than 1 consecutive special character.
Select Challenge Question #1 v Enter Challenge Question #1 Answer
Select Challenge Question #2 v Enter Challenge Question #2 Answer
Select Challenge Question #3 v Enter Challenge Question #3 Answer
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Figure 11: Registering in CMS Enterprise Portal for an EIDM User ID - Step 8b

CMS.QOV | Enterprise Portal =2 Applications 9 Help O About % E-Mail Alerts

DL e CLLULL UOLL ALy L UCSOV VLU GO UL LI SV UL SLIVILS

Step 3 of 3 - Please create UserIDand P 000 Requirements answers.
User ID
ser + Your Password must be changed at least every
ABCD1234 60 days

+ Be a minimum of & and a maximum of 20
characters

Enter Password + Passwords must contain: 1 upper case and 1
lower case lefter, 1 number, and 1 special

@ character.

- The following special characters may not be

used ? <> ()" /&

« Passwords must be different from previous
passwords, cannot contain your User 1D or
commonly used words

Password is a required field.

Select Challenge Question #1 - Password can only be changed once every 24 nter Challenge Question #1 Answer
hours

Select Challenge Question #2 v Enter Challenge Question #2 Answer

Select Challenge Question #3 v Enter Challenge Question #3 Answer

v

9. After you have provided the User ID, Password, and answers to the security questions, click
“Next”.
Note: The information provided in Figure 12 is for illustration purpose only. Your answers to
the security questions will be required to unlock your account, under the circumstance when
your account gets locked.

Figure 12: Registering in CMS Enterprise Portal for an EIDM User ID — Step 9

B Vs Appleaticn @ Hap @ Abod  EBE Mal Me

Step #3: Create User ID, Password & Security

ABCDATNM
. . Prisw
b Py
it |3 your favoriie radio station? w atation
» sxnen ¥ ar
Wt |5 tha name of pour favarfte pal? w et

Weat jn youw padenty’ wedding anniveciany date?

10. Based on your action in Step 9, the Registration Summary page is displayed.
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Figure 13: Registering in CMS Enterprise Portal for an EIDM User ID - Step 10

CMS.gov |Enferprise Portal B2 Applications @ Help @ About &% E-Mail Alerts

Registration Summary

Please review your information and make any necessary changes before submitting.

eRPT: Electronic Retroactive Processing Transmission LY

All fields are required unless marked 'Optional’.

First Name Last Name
Adam Enter Middle Name (optional) Wills Suffix (optional) v
Birth Month Birth Date Birth Year
Enter Social Security Number (optional) September v 9 v 1999 v
Home Address #1
9999 Cow Street Enter Home Address #2 (optional)

11. Scroll to the bottom of the Registration Summary page and click “Submit User”.

Figure 14: Registering in CMS Enterprise Portal for an EIDM User ID - Step 11

BN 28
“mmarmatd Lansit o Farsrmrn
CLAL LTS L Ll o LA LR LR L Ll o
Uhailsonp i YJuas Leon FL Ao
Wil e o Pty sl Stalion 7 W wlal
Chulergr Juehsn #3 Ao
Wit i Ehe name of your Ereorite pet L pet
Challangs (e b ) A
Wil i o el s” endoleeg enieeeay date T L4 date
= 5

12. The Registration Confirmation page is displayed. An email will be sent to the registered
email address with the subject “CMS Enterprise Identity Management System (EIDM)
Account Registration” acknowledging successful completion of the registration process.
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Figure 15: Registering in CMS Enterprise Portal for an EIDM User ID - Step 12

CMS.gov |Er|1erprise Portal 28 ppplications @ Help @ About &% E-Mail Alerts

® Confirmation e

Your ID has been successiully registered with CMS Enterprise Portal. An e-mail has been sent o your registered e-mail address. You can now login by clicking here.

3.3.2 Requesting Access to the eRPT Application

To request access to the “eRPT Plan User” user role, login to CMS Enterprise Portal using your
EIDM User ID and follow the steps below:

1. Open your internet browser (recommended browser is “Internet Explorer”) and enter the
following URL https://portal.cms.gov (you may also bookmark or save this URL in your
browser’s favorites website list) that will navigate you to the “CMS Enterprise Portal” login
page. On this page, provide your registered EIDM User ID and Password.

Figure 16: Requesting Access to the eRPT Application — Step 1

CMS.gov | Enterprise Portal 28 Find Your Application Help @ About & EMail Aleris

CMS.gov | Enterprise Portal

Password

. Agree to our Terms & Conditions

Login

Forgot your User ID or your Password?

New User Registration

2. Select the checkbox to agree to the Terms and Conditions.
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Figure 17: Requesting Access to the eRPT Application - Step 2

Apphcahans

E-Madl Alaris

ABCDNZ34

B Agree o our Tefmns & Canditions
Login

Forgot your User ID or your Password ?

Mew User Ragisbration

3. Click “Login”.

Figure 18: Requesting Access to the eRPT Application — Step 3

CMS.gov [Enterprise Porta
ABCDN2M
o Aduee o our Terma & Condiions

Login

Fairgot your Uses M0 oF your Password 7

4. Click “Request/Add Apps” tab.

E-Maal Alaris
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Figure 19: Requesting Access to the eRPT Application — Step 4

My Portal

Use the below link to request access to CMS Systems/Applications.

5. The screenshot you see below is the CMS Enterprise Portal’'s My Access/Access Catalog
page. On this page, type the name of the application you want to request access to in the
text box.

Figure 20: Requesting Access to the eRPT Application - Step 5a

CMS.gov My E

Access Catalog [N = -couestaomnior: RGN My Access

Vi Cumanlly 0 foel N G |6 Ty EEphCEon P Lt Te
e oo b rrqued acoees ko e agpiicione

BEG Tamt App for WL Tra Benetn Comrmm s § Sacoary Sivee
ICAL o

bran et Mw
i (e imvrerea

e e Sk b bk
B i . s Ay S e
Sprpi B e 0 L LI H e ]
T Tagiam Argaey Eaavn o
Barvcies P ayTaem r Cur mpemsareern Dats T Th WS Wab s s e oorse of Booss
Transier s Fephls Tramey Cari Ve

ke'.:'u.&r :pll-l'-'.:[-"-.:- r-:: P.!l

— PP ——
SarcAM LS s e Dat inbammanie Sarcali A My Pending Requests
L Lt PR _

Vil 04 8ol Ruve Gy Bofling MouEiE o i bnd

Erpmaw bigeis Smgaat Arasss Cagurr b

[Rd Fragianga Lar SelBEN T i ORr B MR TEGng e Bl Saipi) S BACad Gring
m e B e Ak s
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Figure 21: Requesting Access to the eRPT Application - Step 5b
CMS.gov |

Access Catalog [EEEk mREQUEST ADMINROLE [JEENEM) My Access

Stan typing the application
name io begin your search

Wou cumently do nol haw
SDDBLE EE:BH:N;I 13 reques

This spploation aliows suthorzed usenrs i B oull The Elecireno Reroactive Processing

vilifious shlle 15 Mars Trarrissesh WRPT) i & wib-bid Mo
Help De sk Informaticen Help Desk Indommation
123-450-TEWD 123-450-TE00
Surmpby WP Sassing pom SampleBAF oy ging G0m
Requeest Acoiis Rirguirit Aotass

6. Click “Request Access”.
Figure 22: Requesting Access to the eRPT Application — Step 6
CMS.gov |n

Access Catalog eleciro B REQUEST ADMIN ROLE SHOW ALL My Access

Start typing the application
name to begin your search

Yau curmentty do mal han
acoess calalag 1o reques

Thin spplicaton sllows suForzed ussns o 8l cut Tha Clecircna: Metroscies Procsssing

wBricus orling A ko Transmission (eRFT] s 8 wab-Des Mo
Hedp Dwsh infomation Hedp Desi informabon
123-458-T850 133458700
Sample WP @qwers com SsmpieikPy Bgeure com
FEESSEEEEEEsE 1
Hrequest Access 1 Hequest Access 1
1 1

My Pending R

7. Click “Select a Role” drop-down field.
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Figure 23: Requesting Access to the eRPT Application — Step 7

y |My Enterp St O adamWills » @

Request New Application Acoess
* Required Field

Applcation Description; | Electronis Retreactive Processing Transmission (eRFT) b =
== T ]
The Elecironic Retrobilve Prodessing Transmissacn [efPT) & & web-bised spphcilion designed 1o fadktste and mandge the dedrond submesion, workflow processng, and # :m
storage of decumentation assocated with retroactive enrcliment change reguests from Medicare Advantage Organizations [MA0s), Medicare Advantage Prescriphion Drug hek
Flans (MA-POs), Cost Plans, Prograsn of A0 Inchusive Care for the Elderly (PACE], Medicare-Medicaid Plans [MMPs], 2nd Prescription Dnsg Plans (PDRs),
R —————

Select a Roke : :_:

8. Select “eRPT Plan User” from the drop-down list.

Figure 24: Requesting Access to the eRPT Application — Step 8

My Ente » Portal B Adam Wills w»

Request Mew Application Access
* Bpquired Fald

lon Application Desoripbion: | Electronic Retroactve Processng Trarsmission (eRPT) e

The Electronic Retroactive Processng Trarsmission [eRPT) i a web-based application designed to facilitate and manage the electronis submission, workflow processing, and
storage of documentabion assodated with retroactvee enrcliment change requests from Medicars Advantage Organizations (MACOs), Medicare Advantage Prescription Drug
Plans (Ma-PDs), Cost Pans, Program of All Indusive Care for the Elderly (PACE], Medicare-Medicasd Plans (MMPs), and Presciption Drug Flans (PDRs).

salect 2 Role: [T
1 |eReT tan user )
an

RN 'I'I‘-'H-I
RPT ROOZ Lisar
': @RPT ROO3 Lser
eRPT ROCH User
&RPT ROOS Liser
eRPT ROO05 Liser
eRET ROOT Lisar
eRPT ROOE User
&fPT ROOS Liser
&RPT ROA0 Liser

&RPT CO User
&RPT Admin User

&RPT EBPOC

eRPT Authonizer 1
eRPT Authorizer 2
&RPT Authorizer 3

¢RPT Helpdesk

9. Click “Next”.
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Figure 25: Requesting Access to the eRPT Application - Step 9

& Adam Wills w

Request New Application Access
* Required Figld

n Application Description: | Electronic Retroactive Processing Transmission (efPT) |
The Electronic Retroactive Processing Transmission (eRPT) is a web-based application designed to fadlitate and manage the elecronic submission, warkflow processing, and
sterage of decumentation assodated with retreactive enroliment change requests from Medicare Advantage Onganizations (MACs), Medicare Advantage Presciption Dng
Plans (MA-POs]), Cost Plans, Program of All Indusve Care for the Bldedy (PACE), Medicare-Medicaid Pans (MMPs), and Prescription Drug Plans (PDPs),
Select a Robe: eRPT Fan Lser ||
Fode Description: The user with &RPT Plan User role will Be able to badim o the &RPT apphcation, submil refroactive and trarsadtion hguiry padkages, respond b reiews
packages, view Final Disposition Repodts, Error Reports, and Approval Letters.

i This rele requines Tdentity Verification and may require multi-factor authentication oredentials o be set up. If wour Level of Assurance has nok been
g miet for this role, you will be asked to provide additional information to verify your identity and if applicable, register a device for multi-factor
authentication. Pleass select Text” to conbrye

Py
f ext ] Cancel J

Note:
After Step 9,

¢ You will be required to complete Identity Verification as required by your role*.
e You are also required to register a device for Multi-Factor Authentication (MFA) for added
security and privacy. Refer to Steps 10 through 13 to complete adding a device for MFA.

* At the Identity Verification step, you are required to provide correct responses to all the
questions to help the system verify your identity. Since the user account to illustrate these steps
is a test user account, the Identity Verification step is not illustrated here.

10. Click “Next”.

Figure 26: Requesting Access to the eRPT Application - Step 10

gov My Enterprise Portal

Request New Application Access

Multi-Factor Authentication Information

To prodect your privacy, you will nesed o add an addiSonal level of security b your actoun]. This will ental successbully registenng your Phone, Computer of E-maill, bedore
confinuing tha role requast process

To continue this process, please select "Noxd'

11. You are required to associate your Mobile Phone, Computer/Laptop/Tablet, or E-mail as the
MFA Device Type to your EIDM User ID. This action is to help ensure your login is more
secure each time of your logging in to the CMS Enterprise Portal.

For illustration purposes, let us choose “E-mail” from the drop-down list. This is going to be
your email address while you registered in CMS Enterprise Portal.

Plan User Manual Version 3.4 FINAL 16 Electronic Retroactive Processing Transmission (eRPT)



CMS XLC Getting Started

Figure 27: Requesting Access to the eRPT Application - Step 11

Enterprise Portal

Request Mew Application Access

Register Your Phonse, Computar, or E-mail
Adding & Security Code bo your login alse known as Mulli-F acior Autheniication (MEA) can maks your kagin more secure by providing an axtra bayer of probection 1o yous

user name and passeard

ou can assoclate the Security Code to your profile by registering your Phona, Computer or E-maill. Select the links balow 10 find out mara information about the options

& Phone/Tablet/PClLaptop

= Text Message Short Message Service [SM3$)
G Interactive Vioice Responsa [IVR)

C= E-mmaail

Plaass nobe that you ana only allowad two attempts to ragister your MEA devica. If you are umabds to ragister your davice within fwo attempls plesse leg out, then log back in
13 Iy Bain

MIFA Do Ty (Rl vou Wibsd 10wt Yo7 logging i Jn
g u belovs.

*MFA Davice Type

12. Provide a description for the MFA Device in the “MFA Device Description” field and click
“Next”.

Figure 28: Requesting Access to the eRPT Application - Step 12

Enterprise Portal

Request New Application Access

Register Your Phone, Computer, or E-mall

Adding a Security Codea 1o your login also known as Multi-Factor Authentication (MFA] can make your kegin more secune by providing an extra layer of protection to your
usar name and password

Yioul can associabe the Sedurity Code bo your profls by regsbenng your Phone, Computer or E-mail Select the links below 1o Bnd oul more Fation aboud the oplions.

= PhonelTablst/PC/Laptop

&= Taxt Massage Short Message Service [SMS)

b= Interactive Visice Response [IVR)

L= E-mail

Plaase noka that you are only allowed teo aflempls to register your MFA devica If you are unable to register your devica within bao athempls please log oul, then log badk in

o Iy @gain

Selact the MFA Device Typs that you want o use to lagin to secure apphications from the dropdown mani Below,

* MFA Davice Type: [E-ma

E-mail '-|I||-|

Adddrets e e e e e e e e
The E-madl address on your profile will automatically be used for the E-mail option, Your e-mail address cannot be chamged at the time of MF& regis
Ta change your E-mail, please select "Change E-Slal Address” from the ‘Change My Profile’ menw.

 MFA Device | E-mad |

[‘.-a-:.l:_"iphm -—— -
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13. Click “Next”.

Figure 29: Requesting Access to the eRPT Application - Step 13

My Enterprise Portal B Adam Wills w

Request New Application Access

Register Your Phone, Computer, or E-mail

ou have successfully registered your Phone/CompulenE-mail 1o your user profile. Please select Next' o continue with your rale request

14. Complete Business Contact Information and Phone. Then, click “Next”.

Figure 30: Requesting Access to the eRPT Application - Step 14

My Enterprise Portal Adam Wills

Request New Application Access

* Required Field
I Please update your profile to continue the request for an application access.
Name
Title B First Mame: | Adam Mididhe Name: Lask Marmse: | Wilk S B

Professional Credentials:

Social Seurity Nusmber: | ===

Business Contact Information

4 * Compary Name: | ABOD Companny
= Address 1: | 2222 Mesthe Awenus
Address 2

* Oity: | Orlando

* State/Territory:  Florida |
= Zip Code: | 78963 Zip Code Extension
Phone
= Company Phong Mumber; | 555-555-5555 Extersion;
* Office Fhone Mumber; | $55-555-5555 Extersion;
=y
L ne |

15. Enter the “Plan Contract Number” and provide the “Reason for Request” in the respective
fields as shown in the following figure. Then, click “Next”.
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Figure 31: Requesting Access to the eRPT Application - Step 15

Adam Wills

Request New Application Access
* Required Field

Application Desoription:  Electnonic Retroactive Processing Transmission (eRPT) il I

The Elecirors: Fetroactive Processing Transmession (eRPT) is a web-based application designed to faclitate and manage the eledronic submission, workllow processang, and
storage of documentation assodated with retroactive enrollment change reguests from Medicane Advantage Organizations (MACS), Medicare Advartage Prescription Drug
Plans (MA-PDs), Cost Plans, Program of All Indusive Care for the Elderty (PACE), Medicare-Medicaid Plans (MMPs), and Prescrigtion Diug Plans (PDPs).

Selact a Role: |&RFT PMan User v

Rode Descripbion: The uses with eRPT Plan User role will b2 able ts login to the eRPT appbcation, subml refroactive and ransacion inguiry packages, respond to review
packages, view Fina Disposition Reports, Error Reports, and Approval Letters.

1: * Plan Confract Mumber

* Reason for Request: | Request for the above contracts
to support benehcianes,

16. Review the information and scroll to the bottom of the screen and click “Submit”.

Figure 32: Requesting Access to the eRPT Application — Step 16

My Enterpri

Portal Adam Wills

Eole Description: The user vwith &RPT Plan User role will be able to kagin ©o the «RPT application, submilt retroactive and ransaction inguiry packages, respond Lo
review packages, view Final Disposition Reparts, Ermor Reports, and Approval Litters,

MName
Title: o First Mame: | Adam Biddle Mame: Last Mame: | Wills Suiffnc; W |
Professional Credentials:

Social Security Numbser: |=======

Business Contact Information

'l| Company Mame: ABCD I

Addiess 1: | 2222 Ayerue

Adidress 2

Gity: | Orlamdo

Merrtory: Flonda W

Zip Codes  7E963 Zip Code Exbensasn:

Phone

Company Phone Number:  355-303-300 Exteneion:

Office Phone Mumber: | 555-555-55

Extension:

Plam Comtract Mumber:

Reasen for Request: | Request for the above contracts
to support beneficanies,
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17. You will see an acknowledgement message of your submitted request, as you see below.
An email will be sent to your registered email address with the details of this submission.

Figure 33: Requesting Access to the eRPT Application — Step 17

NV |My Enterprise Portal

Request New Application Access Acknowledgement

M
& Your EIDM requests have been successfully submittad.
lication The tracking numbers for your requests are:
2834663 - ADD - eRPT Plan User - Plan Contract Number -
2884664 - ADD - eRPT Plan User - Plan Contract Number -
= 2834665 - ADD - eRPT Plan User - Plan Contract Number -
asts

Please use these numbers in all correspondences concerning these requests.
You will receive an email after each of your requests has been processed.

3.3.21  Viewing Your Access

1. If you want to view the status of your pending request(s) to application(s) you requested
access for and/or the application(s) you have access to, click the down arrow next to your
name on the top right of the CMS Enterprise Portal page (after you log in to the Portal) and
then click “My Access” link.

Figure 34: Viewing Your Access - Step 1

My Portal

2. The “My Access” page within the CMS Enterprise Portal will list the application(s) you have
access to and your role and/or any pending request(s).
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Figure 35: Viewing Your Access — Step 2

B Adam Wills w» @ Help

OLE SHOW ALL My Access

Yiou curranily do nol have access 1o any apphcations. Please use tha
access catalog 1o request access 1o the applications

naticn & Recovery Systen e e —————
w3 user i Mom

sk Infoamation
w4 58-Ta50
CLISappns s

L1220 11

ol offening consisis of aookns
pining Cant Mors

sk Information

i 1
4507840 1 ) -
Se@maracan H My Pending Requests i
1 1
1
: 3 Results Found !
1
1
st Access i Reguest ID Application Name hﬁ?:; :
1 1
I Electronic Retroactive Processing &RPT Plan :
1| 2884663 ) sshon | "
Bupebers with SBci o I Transmission (eRPT) User B
rir Medica Rore : El Retr P RET FI 1
288466 ectronic Retroactive Processing & an |
sk Infermation : 20 Transmission (eRPT) Uizer :
w50 THE0 1
PL@gpEns com I Electronic Retroactive Processing eRPT Plan |}
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Note: After your role request is approved by the respective approving authority, you can login to
the CMS Enterprise Portal and access eRPT application. Refer to Section 3.3.3 for steps to
access eRPT from within the Portal. You will receive an email notification when your
request for access is approved or rejected.

3.3.2.2  Modifying your Access

3.3.2.2.1  Scenario 1 Steps - Canceling Your Pending Role Request(s) to eRPT Application

1. From the “My Access” page, click the “Request ID” (pending request) that you wish to
cancel.
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Figure 36: Canceling Your Pending Role Request(s) to eRPT Application - Step 1
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2. Click “Cancel’ corresponding to the “Request Number” that you wish to cancel.

Figure 37: Canceling Your Pending Role Request(s) to eRPT Application — Step 2

My Enterprise Portal
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act
The fallowing is a kst of pending requests submitted for approval.
Request Number | Application
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Electronic Retroactive Processing Tr
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eRPT Plan User 12/07/2018
eRPT Plan User 12/07/2018
eRFT Plan User 12/07/2018

Lo
: Cancel

3. Click “OK” to confirm your action of cancellation of this pending request and complete the

transaction.
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Figure 38: Canceling Your Pending Role Request(s) to eRPT Application — Step 3

Confirmation

Are you sure you want to cancel this
pending role request? Once the
request is canceled, you may need to
request access for the role agzin.
Select "OK to continue, Otherwise,

select 'Cancel'.

4. The screenshot below depicts the acknowledgement of your action from Step 3. You will
receive an email confirmation to your registered email address regarding this action.

Figure 39: Canceling Your Pending Role Request(s) to eRPT Application — Step 4

My Pending Request

ik ——
1 Your pending role reguest has been canceled. :
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s [ Close |

5. Repeat the steps above for each of the pending requests that you may wish to cancel.

33222

Scenario 2 Steps - Modifying Your Previously Approved eRPT Plan User Role

1. Click the down arrow next to your name on the top right of the CMS Enterprise Portal page
(after you log in to the Portal) and then click “My Access” link.

Figure 40: Modifying Your Previously Approved eRPT Plan User Role - Step 1

O Adam wills = @ Help [ L Ot

My Portal

2. Click “Other Actions” under “Available Actions”.

hity Hrotha
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Figure 41: Modifying Your Previously Approved eRPT Plan User Role - Step 2
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3. Click “View/Modify a Role” under “Take an Action”.

Figure 42: Modifying Your Previously Approved eRPT Plan User Role - Step 3
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4. Click “Modify Attributes” under “Take an Action”.

Figure 43: Modifying Your Previously Approved eRPT Plan User Role - Step 4

Iy Enterprise Portal i=E My Apps
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i i a2

5. Update “Plan Contract Number” field with new contract(s) if you want to add a new contract
to the existing list of contracts or remove any existing ones. Provide appropriate justification
in the “Reason for Request” field and click “Next” to proceed with submitting your request.

Plan User Manual Version 3.4 FINAL 24 Electronic Retroactive Processing Transmission (eRPT)



CMS XLC Getting Started

Figure 44: Modifying Your Previously Approved eRPT Plan User Role - Step 5

My Enterp Portal i= My Apps
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6. Click “Submit”.

Figure 45: Modifying Your Previously Approved eRPT Plan User Role - Step 6

My Enterprise Portal &= My Apps
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t
Selected Application: Electronic Retroactive Processing Transmission (eRPT)
Role: eRPT Plan User
n Plan Contract Number
“
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e

b D €D D
7. You will receive an acknowledgement/confirmation based on your action in Step 6.

Figure 46: Modifying Your Previously Approved eRPT Plan User Role — Step 7
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You will receive an email after each of youwr requests has been processed by an Approver.
Moedifications that do not require an approval are autematically updated to your profile. Please allow a few minutes for processing
before viewing the completed reguest.
<
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3.3.2.2.3  Scenario 3 Steps - Removing Your Previously Approved eRPT Plan User Role
(Removing Your Access to the eRPT Application)

1. Click the down arrow next to your name on the top right of the CMS Enterprise Portal page
(after you log in to the Portal) and then click “My Access” link.

Figure 47: Removing Your Previously Approved eRPT Plan User Role - Step 1
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2. Click “Remove Role” under “Available Actions”.

Figure 48: Removing Your Previously Approved eRPT Plan User Role - Step 2
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3. Click “Remove” under “Remove a Role”.

Figure 49: Removing Your Previously Approved eRPT Plan User Role - Step 3

My Enterprise Portal

Request to Remove Electronic Retroactive Processing Transmission (eRPT) Role

To remove a role from an application, dick the Remove a Role link. You can only remove one role at a time. Once a role
is removed from an application, you will need to request access again to have it restored.

i My Role Information:

My Roles Existing Role Details 5 Remove 3 Role

. r
eRPT Plan User Plan Contract Number: : S :
=l

Plan User Manual Version 3.4 FINAL 26 Electronic Retroactive Processing Transmission (eRPT)



CMS XLC Getting Started

4. Click “OK”.

Figure 50: Removing Your Previously Approved eRPT Plan User Role - Step 4

Confirmation <]
Are you sure you want to remove this role?
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o
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5. You will see an acknowledgement/confirmation based on your action in Step 4. You will
receive an email confirmation to your registered email address regarding your role removal
action.

3.3.3  Accessing eRPT Application from Within CMS Enterprise Portal

Once your “eRPT Plan User” role request has been approved by the appropriate approving
authority, you will have access to the eRPT application specific to those contracts.

To access the eRPT application, follow the steps below:

1. Enter the CMS Enterprise Portal Internet Uniform Resource Locator (URL)
https://portal.cms.gov/ in the web browser (also bookmark or save this URL for future use).
On this webpage, provide your registered EIDM ID (User ID) and Password.

Figure 51: Accessing eRPT Application from Within CMS Enterprise Portal - Step 1

ApphcEbons fielp Aol E-Mal Aderls

CMS.gov | enterprise Portol Use your registered
EIDM User ID and

e _________| 5

@ #gree to our Terms & Conditions
Login

Fangol your Liser ID or your Password ¥

2. From “Choose MFA Device” drop-down, select the MFA device that you have registered with
your EIDM ID to receive the security code.
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Figure 52: Accessing eRPT Application from Within CMS Enterprise Portal - Step 2
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3. Click “Send MFA Code” to send the MFA code to the device and then enter the code in the
security code field.

Figure 53: Accessing eRPT Application from Within CMS Enterprise Portal - Step 3
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4. Select the “Agree to our Terms & Conditions” check box and then click “Login”.
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Figure 54: Accessing eRPT Application from Within CMS Enterprise Portal — Step 4
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5. Click “eRPT".

Figure 55: Accessing eRPT Application from Within CMS Enterprise Portal — Step 5

B Adam Wills -

6. Click “Application”.
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Figure 56: Accessing eRPT Application from Within CMS Enterprise Portal - Step 6

O Adamwills w @ Help 5 Log Dut

7. After Step 6, you will see the eRPT homepage (the default view is the “Actions” tab).

Figure 57: Accessing eRPT Application from Within CMS Enterprise Portal - Step 7

CMS.gov |My Enterprise Portal i O AdamWills w @Help @ LogOut

Actions Search Create Package
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Actions

Date Received Message

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

3.34  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 to log in to CMS Enterprise Portal and should have the
“eRPT Plan User” role associated to his/her EIDM User ID.

2. Should at the least have access to the same contract numbers as the user who leaves the
organization.
Note: Follow the steps documented in Sections 3.3.1 and 3.3.2 and to register in CMS
Enterprise Portal for an EIDM user account and request access to eRPT application, if you
haven'’t done so.
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3. The existing Plan User (who will be replaced) should remove his/her “eRPT Plan User” role
from his/her EIDM ID, follow the steps documented in Section 3.3.2.2.3.

3.4 System Organization & Navigation

To navigate through the website, use the menu options on the top right of the screen. These
menus allow the Plan User to create a Package, search for Packages, and view the Actions.
The menu options are specific to the user group access rights.

3.5 Exiting the eRPT Application
1. Click “Log Out” from the top right of the page to logout from the eRPT application.

Figure 58: Exiting the eRPT - Step 1
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2. Upon successful log out, you will see the CMS Enterprise Portal login page.

Figure 59: Exiting the eRPT - Step 2
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4. Using the System

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

41 eRPT Terminology

1 Package Type — Package classification representing the type of package submitted
by the Plan for processing.

a. Submission Package — Retroactive enrollment-related transactions
submitted by a Plan to RPC such as Enroliments, Disenroliments,
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:
e Category 2 — Timely retroactive enrolliment 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 to 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 - It is a submission category used when a retroactive request is
generated as a result of a complaint filed by a beneficiary or
caregiver. This is a new category type for a submission package
that is being implemented in this new release of the eRPT
application.

o Payment Validation — this category is used to submit status
changes such as Medicaid, LIS, SCC, etc.

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

e Special — A customized user Package submitted by the CMS CO Staff
or eRPT Plan Users to RPC. A special submission package will need
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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

¢ LI-NET - Limited Income Newly Eligible Transition (LI-NET) program
provides temporary drug coverage for certain dual Medicare/Medicaid
or Supplemental Security Income (SSI) only eligible people who qualify
for Medicare’s 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 enrolliment related transactions processed by the Plan in MARX.
This category value was used historically by RPC to create the EDV
package.

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

= 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) Disenroliment
transactions are defined as an action that terminates a
beneficiary’s enroliment in a given plan.

o 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

= Enroliment 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).

¢ 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
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¢ Regional Office

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

CMS Regional Office 01 - Boston

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.

¢ 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.

e Downloading — When the RPC is downloading the Package.

¢ 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.
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4.2 eRPT User Interface Menu

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

421 Search

On the Search Package screen, the users can search for Packages and documents in eRPT.
Depending on the type of user logging into the eRPT there are restrictions on the Packages and
document that can be retrieved and viewed by the user. Users with Plan access will be able to
view the following:

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

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

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

e FDR
e Error Reports
o |Letters

= Approval Letter
o 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:
o Category 2
Category 3
CT™M
Payment Validation
Resubmission
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Special

b. Review Package:

Enrollment Data Validation
EDV -E&D

EDV - CANCELLATIONS
EDV - MARX_UI

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

Draft

Open
Downloading
In Process
Closed

b. Submission Package - Category 3 and Special

Draft

Pending Approval
Open

Rejected
Downloading

In Process
Closed

c. Transaction Inquiry Package

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 60: Search

Results

Result Count - 0

Type Category [} 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:

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

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

e The Package is downloaded by the RPC.

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

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

e The respective 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.

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

42.2.2 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:

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

o |f the package is a LI-NET submission, the Package Creator is required to select the
Subcategory value as “LI-NET”.

e For aLI-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.

o 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 [f 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.

42.2.3 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.

o 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:

o Submission Package

= Category 2

= Category 3

= CTM

= Payment Validation
= Resubmission

Special
e Transaction Inquiry Package

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

Create Package - Submission Package

Create Package - Transaction Inquiry Package
Search a Package

View a Package
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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

431  Create Package — Submission Package

4311  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 61: Create Package — Category 2 Submission Package: Select Package Information

—— — Actions Search Create Package

CMS
S-TVE-S %

Create Package &

* Indicates Required Fields
Package Information

nsackson | =9 (Em

Package Type: * Category *
Submission Package . 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 63.
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Figure 62: Create Package — Category 2 Submission Package: Select a Parent Organization

e

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

Creale Package

AJACKSON

Create Package

* Indicates Required Fields
Package Information

Package Type: * Category: *
Submission Package s 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 64: 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 gqueue and click the start button

Document Type Filename Status

=

’—Pronysera
6. Action: Click Add Files. A Windows Explorer pop-up window opens.
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Figure 65: Create Package — Category 2 Submission Package: Add Files to the User Interface
c Open H

‘i—) - 1 <« Desktop » RPC documents for Testing v G Search RPC documents for Te... @

Organize Newfolder =~ O @

T
& Downloads "~ Name Date modified Type _

& RPC_Submission_Spreadsheet 06-03-2015 18/
= Test1_RPC Cover letter
=L Test2_RPC Supperting Documentation 1202

20 PM Microsoft E

| Recent places
8 This PC

i Desktop

Adobe Acro

Adobe Acro
| Documents
& Downloads
J Music
& Pictures
8 Videos
& Local Disk (C:)
s HP_RECOVERY (D)
s HP_TOOLS (E)

v o<

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

Create Package

— Docur i

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

@M Selectfiles
“ Add files to the upload queue and click the start button

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

© 3 files queusd @ Sstart Upload

Proxy Users

Proxy Users

User Id User Name
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Figure 67: Create Package — Category 2 Submission Package: Files Displayed (Example #2)

Documentation

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

), Select files
&-/I Add files to the upload queue and dlick the start button_

Testl_RPC Cover letter.pdf 0% @
RPC Supporting Documentation Test2 RPC Supporting Documentation.pdf 0% @
RPC Submission Spreadsheet v MMCO Retroactive ission_Spreadsheet_| . 05-04-2016.x1s 0% @

I ik I i

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:
o RPC Submission Cover Letter (PDF file).
e RPC Submission Spreadsheet (XLS or XLSX file).
o 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 68: Create Package — Category 2 Submission Package: File(s) Upload Success

Documentation

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

Select files
I Add files to the upload queue and click the start button.
_ Message from webpage
Document Type Filename
RPC Submission Cover Letter Testl_RPC Cover letter.pdf l 3 file(s) uploaded and saved successfully, 100% @
& "

Test2_ RPC Supporting Docu 100% @

RPC Submission Spreadsheet 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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11.

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 70.

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 71.

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

Figure 69: Create Package — Category 2 Submission Package: No Access to Contract(s)

Create Package

Documentation

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

Max File Size: 40mb

L\ 2 fileis) uploaded and saved successfully.

A RPC_Submission_Spreadsheet_06-03-2015.xls - Upload faile = 7,. Please remove the contract(s) from the RPC Submissiord
Spreadsheet or request access to such contract(s) from wi
Processing Halted.

RPG Submission Cover Letter v Testl_RPC Cover letter.pdf 100% @
RPC Supporiing Documentation v Test2_RPC Supporting Documentation.pdf 100% @
RPC Submission Spreadsheel W RPC_Submission_Spreadsheet_06-03-2015.xls 0% 0O

© 3 files queued @ Stop Upload uploaded 2/3 files |- 2%

Figure 70: Create Package — Category 2 Submission Package: Error Message

Documentation

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

.~ <<Contract #2>>, etc.

Max File Size: 40mb

S S R g S S S

Ia 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 Submissior®
Spreadsheet or request access to such contract(s) from within the EIDM system. I
IPmcessing Halted. l
o N T T T T T T T T T T T T
Document Type Filename Status
RPC Submission Cover Letter v Testl_RPC Cover letter.pdf 100% @
RPC Supporting Documentation Test2 RPC Supporting Documentation.pdf 100% @
-——
RPC Submission Spreadsheel v RPC_Submission_Spreadsheet_06-03-2015.xls Failed A |
—— -

Figure 71: Create Package — Category 2 Submission Package: Contract Information Missing

Create Package

Documentation

Accepted File Types: pdf, xls, xlsx

Max File Size: 40mb

———-——-——-——-——-——-——-——-——-——-——-——-——-——-——-——-——-——'
| A rRPC_Submission_Spreadsheet_06-03-2015.xls - Upload failed. There is no contract found in the RPC Submission Spreadsheet. ]
|  Processing Halted. 1
e e e e e e
Document Type Filename Status
RPC Submission Cover Letter v Test1_RPC Cover letter.pdf 100% &
RPC Supporting Documentafion v Test2_RPC ing Doci ion.pdf 100% @

RPC Submission Spreadshest RPC_Submission_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.

4.3.1.1.1  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 72: Create Package — Category 2 Submission Package: Proxy User Information

0 Select files
Add files to the upload queue and click the start button_

Document Type

RPC Submission Cover Letter v Test1l_RPC Cover letter.pdf

100% @
RPC Supporiing Documentation Test2_RPC Supporting Documentation.pdf 100% @
RPC_Submission_Spreadsheet_06-03-2015.ds 100% @
@ Add Files 100%
Proxy Users
Proxy Users
Add Record " User Name
User Id
£ Search % Cancel/Close
~
+|& F‘agel:loil] e

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 73: Create Package — Category 2 Submission Package: Add Proxy User

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

Document Type Filename Status
[rPC ission Gover Letter v | Testl RPC Cover letter.pdf 1w00% &
| RPC Supporiing Documentation V| Test2_RPC Supporting Documentation.pdf 100% &
[RPC Submission Spreadshest ¥ RPC_Submission_Spreadsheet_06-03-2015.xls 100% &
© Add Files 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.
Coniract List

F‘ageufl] [

B Save x Cancel/Close

.. — A
3.

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

Figure 74: 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
[Rec ission Cover Letter /| Testl_RPC Cover letter.pdf 100% @
[RPC Supporting Documentation | Test2 RPC Supporting Documentation.pdf 100% @
[RPC Submission Spreadsheet | RPC_Submission_Spreadsheet_06-03-2015.xls 100% &
© Add Files 100%
— Proxy Users
Proxy Users

Add Record
LA MARTIN
Userld

User Name

£ Search % Cancel/Close
4

. Page[1  |of0 w w
 Save | Submit |

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 74.
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Figure 75: Create Package — Category 2 Submission Package: Proxy User Added to Package

< Selectfiles
E’/‘ Add files to the upload queue and click the start button.

Document Type Filename Status

| RPC i Cover Letter V| Testl_RPC Cover letter.pdf 100% @

| RPC Supporiing Documentation v| Test2_RPC Supporting Documentation.pdf 100% @
100% &

| RPC Submission Spreadsheet V| RPC_Submission_Spreadsheet_06-03-2015.xls

© Add Files 100%

Proxy Users

Proxy Users:
User Name

User Id

AMARTIN ANGELA MARTIN

+ @ F‘ageofl] e e
 Save | 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 76 and Figure 77).

Figure 76: Create Package — Category 2 Submission Package: Proxy User Contract Access

Status

Document Type Filename
100% &

RPC Submission Cover Lefter v Testl_RPC Cover letter.pdf
100% &

RPC Supporting Documentafion v Test2_RPC Supporting Documentation.pdf
RPC Submission Spreadsheet v RPC_Submission_Spreadsheet_06-03-2015.xls 100% &

© Add Files 100%

— Proxy Users

.. <<Contract #1>>,
Proxy Users: " <<Contract #2>>, etc.
Add Record " User Name
o
[Proxy User amartin does not have access fo Confract(s)
I cannot add this User until the User has access fo all contracts within the

Ipackage.
Y T ¥ L % L L L L L L L Lk
Userld amartin| x

P Search  x CancellClose
5

Page El of 0
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Figure 77: 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 n Status

© Add Files 0%

—Proxy Users

Proxy Users.

User Name

+ @ Pagelzlul 0

5. To delete proxy information from the Proxy Users grid, please follow the steps below
(in reference to Figure 75):
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 78: Create Package — Category 2 Submission Package: Save Package as Draft

Actions Search 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, 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 79: Create Package — Category 2 Submission Package: Submit Package

X
Package ID: SUB0108201700047 m Delete 8]

Package Details Submission Documents Response Documents _

Package Details

1D: Status:
SUB0108201700047 Draft
Message from webpage “
Type:
Submission ne
) e Are you sure you want to submit SUB01082017000477
Category:
Category 2
Aetna Inc.
Total Submissions:
2
Confracts: Last Updated By:
ContractID « Transaction Type Count ASMITH1
Ret Enrl 1 Last Updated:
scC 1 01-08-2017 19:28:54

9. Action: Click OK.

Figure 80: Create Package — Category 2 Submission Package: Package Submission Success

Message from webpage “

I b Package ID SUB0102201700047 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 81: 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 Enrolliment 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”.
Action: Select a parent organization from the “Parent Organization” drop-down field. For
our example, let us select “Aetna Inc.”

w

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 82: Create Package — Category 3 Submission Package: Select Parent Organization

. T
:-’___1 ——— .

Create Package

* Indicates Required Fields
Package Information

Search Create Package

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 83: Create Package — Category 3 Submission Package: Select Package Category
:’__:T_w

c M s AJACKSON
ENTERS FOR MEDICARE & MEDICAID SERVICES d
—

Create Package

* Indicates Required Fields
Package Information

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

Parent Organization: * Subcalegory:
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 84: Create Package — Category 3 Submission Package: Select Approval Authority
— V Create Package

* CENTERS FOR MEDICARE & MEDICAID SERVICES d

* Indicates Required Fields
Package Information

Package Type: * Calegory: =
Submission Package + 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 95 discusses this error message scenario.
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Figure 85: 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. s s

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

Regional Office: *
CMS Regional Office 01 - Boston s

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 86.

“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 86: Create Package — Category 3 Submission Package: Contract Number Does Not Exist

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

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

Regional Office: *
CMS Regional Office 02 - New York .

Regional Office Account Manager Contract: *
—— ————— -
|Q This field is required

| Youdo nothave access to any contracis) |
in the selected region. The following could

| betue

| = You may have selected the wrong |
region,

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

[T to your EIDM profile belong to this
region, or 1

1 = Your access to conlract(s)
associated to this region might not

| be a part of HPMS

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

1 caliat i-500-927-5089)

-——————— - -
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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 87: Create Package — Category 3 Submission Package: Select Regional Office Account
Manager

-~
Create Package

* Indicates Required Fields
Package Information

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

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

Regional Office: *
CMS Regional Office 01 - Boston

Regional Office Account Manager Contract *

e » Regional Office Account
<<Contract #>> will be Manager Name will be
displayed, based on your Regional Office AccountManager:*  _ooeeee™™ displayed, based on your
selection B <« 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 88. 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 88: 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 Organizafion: *

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 89: Create Package — Category

Category: *
Category 3

Subcategory:

Approval Authority: *
Regional Office

a*

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

Regional Office Account Manager Contract: *

Regional Office Account Manager: *

TBd T newd s required.
There is no Regional Office Account I

I Manager in the eRPT system for the
Ie selected contract Contact the MAPD
I Helpdesk at mapdhelp@cms.hhs.gov tlr

call at 1-800-927-8069) 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

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

Dacument Type 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 90: Create Package — Category 3 Submission Package: Add Files to the User Interface
C Open “

® - 1 « Desktop » RPC documents for Testing v & Search RPC documents for Te... @

T3
& Downloads 2 Name Date madified Type

=1 Recent places

B RPC_Submission_Spreadsheet_06-03-2015  1/8/20
™ Test1_RPC Cover letter 1

0PM  Microsoft E

Adobe Acrol

18 This PC
i Desktop

= Test? RPC Supporting Documentation Adobe Acro

©| Documents

& Downloads

b Music

= Pictures

H Videos

B8 Local Disk (C))

s HP_RECOVERY (D3

ca HP_TOOLS (E)
v < >
File name: v | | Custom Files v
=

— 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 91: Create Package — Category 3 Submission Package: Selected Files Displayed

—D

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

Ay 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 0% @
RPC Supperting Documentation ¥ Test2_RPC Supporting Documentation.pdf 0% @
Im RPC_Submission_Spreadsheet_06-03-2015.xls 0% @

© 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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¢ RPC Submission Cover Letter (PDF file).
e 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 92: Create Package — Category 3 Submission Package: File(s) Upload Success

Documentation

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

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

Message from webpage

Document Type Filename

RPC Submission Caover Lefter Testl_RPC Cover letter.pdf ! 3 file(s) uploaded and saved successully. 100% @
RPC Supporting Documentafion v Test2_RPC Supporting Docy 100% &
RPC Submission Spreadsheet RPC_Submission_Spreadsh 100% @

M Stan lnlnad

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 94.

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 95.

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 96.

15. Action: Click OK (as shown below in the message window box).
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Figure 93: Create Package — Category 3 Submission Package: Do Not Have Access to Contract(s)

Documentation

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

Max File Size: 40mb

_h 2 file(s) upleaded and saved successfully.
A RPC_Submission_Spreadsheet_06-03-2015.xls - Upload faile =

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

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

Document Type Filename

Test1l_RPC Cover letter.pdf 100% @
Test2_RPC Supporting Documentation.pdf 100% @
RPC_Submission_Spreadsheet_06-03-2015.xls % @

@ 3 files queued (< RSLNINLEL I Uploaded 2/3 files |- 2%

Figure 94: Create Package — Category 3 Submission Package: Access to Contract - Error Message

Documentation

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

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

o e e e

I A 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

I Spreadsheet or request access to such contract(s) from within the EIDM system. I
Processing Halted.

Document Type

Filename

Status
RPG Submission Gover Letler Testl_RPC Cover letter.pdf 100% @
RPC Supporting Documentation v Test2_RPC Supporting Documentation.pdf 100% @

[ ]
| Faied &l

RPC Submission Spreadshest Vv

RPC_Submission_Spreadsheet_06-03-2015.xls

I S I S e

Figure 95: 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: 40mb

[ A
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
Spreadsheet. Please update either the contract selection or RPC Submission Spreadsheet to include this contract. I

§ Frocessing Halted. 1
Document Type Filename Status
RPC Submission Cover Letler v Test1_RPC Cover letter.pdf 100% @
RPC Supporiing Documentation Test2_RPC Supporting Documentation.pdf 100% @
————
RPC Submissi v RPC_: ission._: dsheet_06-03-2015.xls ] _Failed al
————

I bbb I S
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Figure 96: 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.

I Processing Halted. I
P g g |
Document Type Filename Status
Tests_ReC Cover letter.pdr 100% ©
RPC Supporfing Documentafion v Test2_RPC Supporting Documentation.pdf 100% @
-——
RPC i o v RPC_: ission_Spreadsheet_06-03-2015.xls Failed Al
-—— -
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.

4.3.1.2.1  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 97: Create Package — Category 3 Submission Package: Proxy User Information

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

Status

Document Type Filename

[rPC ission Gaver Letter | Testl RPC Cover letter.pdf 100% @
[RPC Supporting Documentation | Test2_RPC Supporting Documentation.pdf 100% @
[RPC Submission Spreadsheet | RPC_Submission_Spreadsheet_06-03-2015.xls 100% @

© Add Files 100%

— Proxy Users
Proxy Users:
Add Record *® User Name
UserId
£ Search  ® Cancel/Close
4
+ @ Page[1  |of0 w

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 98: Create Package — Category 3 Submission Package: Add Proxy User

0 Select files
Add files to the upload gueue and click the start button.
Document Type Filename Status
RPC Submission Cover Leiter v Testl_RPC Cover letter.pdf 100% @
RPC Supporting Documentation Test2_RPC Supporting Documentation.pdf 100% @
RPC Submission Spreadsheet RPC_Submission_Spreadsheet_06-03-2015.xls 100% &
— Proxy Users
Proxy Users:
et
@ Please Validate the proxy user information provided below
UserId AMARTIN x
User Name ANGELAMARTIN . <<Contract #1>>,
.............. <<Contract #2>>, etc.
PaentOg e
&4
Contract List
Page l:l of 0 »> =
|\ Save x Cancel/Close
d 4
% |
3. Action: Click Save. The proxy information will be added in the Proxy Users grid.
Figure 99: Create Package — Category 3 Submission Package: Save Proxy User
) Selectfiles
Add files to the upload queue and click the start button.
Document Type Filename Status
|[RPC ission Cover Letier v | 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% @
—— Proxy Users

Proxy Users

Add Record

User Name
‘LA MARTIN
Userld

A Search % CanceliClose
4

+ @

Page of 0w .

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 99.
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Figure 100: Create Package — Category 3 Submission Package: Proxy User Added to Package

< Selectfiles
E’/‘ Add files to the upload queue and click the start button.

Document Type Filename Status

| RPC i Cover Letter V| Testl_RPC Cover letter.pdf 100% @
| RPC Supporiing Documentation v| Test2_RPC Supporting Documentation.pdf 100% @
[RPC Submission Spreadshest v RPC_Submission_Spreadsheet_06-03-2015.xls 100% @

100%

© Add Files
Proxy Users
Proxy Users:

User Id User Name
AMARTIN ANGELA MARTIN

& F‘ageElofD [

+

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 101 and Figure 102).

Figure 101: Create Package — Category 3 Submission Package: Proxy User Contract Access

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

Status

Document Type Filename
RPC Submission Cover Letter v Testl_RPC Cover letter.pdf 100% &
RPC Supporting Documentation v Test2 RPC ing Doc ion.pdf 100% @
RPC Submission Spreadsheel v RPC_Submission_Spreadsheet_06-03-2015.xls 100% @
© Add Files 100%
——Proxy Users
.. <<Contract #1>>,

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

User Name
x

Proxy User ajackson does not have access to Contraci(s): You cannot
add this User unfil the User has access to all contracts within the package. I

.
User Id ajackson| x

P Search % CancelClose
4

+ @ Page Dol 0
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Figure 102: 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 n Status

© Add Files 0%

—Proxy Users

Proxy Users.

User Name

+ @ Pagelzlul 0

5. To delete proxy information from the Proxy Users grid, please follow the steps below (in
reference to Figure 100):
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 103: Create Package — Category 3 Submission Package: Save Package as Draft

—
Package D SUB0109201700051 has been saved as a draft for later

c M S submission.
T P — 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 104: Create Package — Category 3 Submission Package: Submit Package

Are you sure you want to submit SUB01002017000517 x

Prevent this page from creating additional dialogs.

Package ID: SUB0109201700051 m

Package Details

10: Approval Authority:
SUBO0109201700051 Regional Office
Type: Regional Office:

Cuhmiccinn n4

9. Action: Click OK.

Figure 105: Create Package — Category 3 Submission Package: Package Submission Success

Package |D SUB0109201700051 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 106: 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 Enrollment 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 107: Create Package — Transaction Inquiry Package: Select Package Information
;_‘*—T
(CEMS .
— .

Create Package 5

* Indicates Required Fields
Package Information

Search Creale Package

Packags Type: *

Transaction Inquiry Package

Parent Organization: *
Aetna Inc.

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

1 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 108: Create Package — Transaction Inquiry Package: Select Files

Create Package

Documentation

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

Ay Select files
W Add files to the upload queue and click the start button_

Document Type

Proxy Users
Proxy Users:
User Id User Name
2 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 109: Create Package — Transaction Inquiry Package: Select XLS or XLSX Files Only
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@ Downloads ~  Name Date modified Type
] Recent places ) . .
" Test]_RPC Cover letter 12/21/2016 10:18...  Adobe Acro
_ " Test2_RPC Supporting Documentation 12/21/2016 10:19...  Adobe Acro
1% This PC
j& Desktop

~| Documents

& Downloads

i Music

=1 Pictures

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

File name: v |PDFs v

pD
Excel Workbook
Excel 97-2003 Wn&mnk

© Add Files 0%

Figure 110: Create Package - Transaction Inquiry Package: XLSX Files Shown

| Recent places . o
B" Documents_RPC_Transaction_Inquiry_Template_02-01-2013  1/10/2017 12:54 P

18 This PC
j2 Desktop

£ Documents

4 Downloads
U Music
£ Pictures
8 Videos
B Local Disk (C)
s HP_RECOVERY (D)
s HP_TOOLS (E)

v < >

File name: v | | Excel Workbook v

Sl

© Add Files

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

Figure 111: Create Package — Transaction Inquiry Package: Selected File Displayed

Accepted File Types: pdf, xIs, xlsx
Max File Size: 40mb
Select files
Add files to the upload queue and click the start button.
Document Type Filename Status
RPG Transaction Inquiry Request v Documents_RPC_Transaction_Inquiry_Template_02-01-2013.xlsx 0% @
I © 1files queued I © start Upload 0%
4 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.

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

Figure 112: Create Package - Transaction Inquiry Package: File(s) Upload Success

o
Create Package

Documentation

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

Message from webpage

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

Document Type 1, 1file(s) uploaded and saved successfully.

Documen ts_RPC_Transacti 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.

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

7 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 113: Create Package - Transaction Inquiry Package: Save Package as Draft

~
Create Package

Message from webpage

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.

8 Action: Click OK.

9 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 114: 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 H
Type:
Transaction Inquiry me
Parent Org: e Are you sure you want to submit TIQ01102017000027
Aetna Inc.

Last Updated By:
AJACKSON

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

10 Action: Click OK.

Figure 115: Create Package — Transaction Inquiry Package: Submission Success Message

Message from webpage

I . Package ID TIQD110201700002 has been submitted for processing.

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

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

Figure 116: 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

12 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 Enrollment 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.

4.3.3  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.
i. 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 117: Search Package

* Indicates Required Field
Criteria

ategory

Submission Packages i Al

Date:* Package 1D
From

Parenl Dig

Search

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 118: Search Package - Results

* Indicates Required Field
Criteria

Search For * Category Conlract 1D

From: 01-15-2014 To: 01-22-2014

=
Results
Result Count . 1
Type Category 1] Status Submission Date
suB Catagory 2 SUB0121201400001 Open 01-21-2004
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 119: Search Package — No Results

Mo search results found.

| oK

7. Action: Click OK and perform a new search.

4.3.4 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 120: View Package

~

Package Details

D Status

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 PLAN1
$5617 REINSTMT 2 T——
55617 Ret Disenrl 2 01-06-2014 18:02:13
Created By
PLAN1

Creafion Dale

01-06-2014 18:01:48

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 121: View Package: Submission Documents

Package ID: SUB0106201400006

Package Details Submission Documents

Bespones ocuments _

~ Package Documents

(| Filename Document Type
[¥] TestDocument3 pdf RPC Supporting Documentation

[[] TestDocumentd. pdf RPC Submission Cover Letter

[ sUB0909201307504_A1001001A13109B63301051983 xdsx RPC Submission Spreadsheet

Download Selected Documents

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 122: View Package — Windows Security
. \

Windows Security

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

| User name |

| Password |

[7] Remember my credentials

[ QK l ’ Cancel

L

7 The document will open.

Figure 123: View Package - Actual Document

BEAEZBESE|® ¢ ilm|=w[w==]]|HB|Z £ 5| Tools | sign |

(SERVICE)
- K>

é (&, A

ARALT
o
“a,

CENTERS for MEDICARE & MEDICAID SERVICES

P

o,
2
riaq

Centers for Medicare & Medicaid Services
8 To download documents, select the check box of each and click Download
Selected Documents.

Figure 124: View Package - Selecting Documents to Download

Resporss Ducwnsots _

Document Type

Package ID: SUB0106201400006

Package Details I Submission Documents

= Package Documents

™ Filename
RPC Supporting Documentation

RPC Submission Cover Lefter

RPC Submission Spreadsheet

] TestDocument3.pdf
[+] TestDocumentd pdf
[ SUB0909201307504_A1001001A13109B63901D51983 xsx

Download Selected Documents

9 A pop-up window will display to Open with or Save File.
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Figure 125: View Package — Download Selected Document

Opening SUB0106201400006.zip (S

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.

[Cox ] [cnea

[

10 Action: Ensure the Save File radio button is selected and Click OK. Select
the location to save the files.

Figure 126: View Package - Select Location to Download Files

-
@ Enter name of file to save to..

e
l\_../”\../l | . v Libraries » Documents » My Documents » ERPT » Release2 »
Organize Mew folder
[ Favorites [ E?Cuzments ||brary Arrange by:  Folder *
lelease
= | ibrari
._n]j' IBNES | Error Report Spreadsheet
D t
J EEE S ) SUB1104201300137
@' Musi
p.USIc = , SUB1121201300233
t
= Pictures 1, SUB1104201300137 zip
E Videos

1, 5UB1121201300233 zip

* Homegroup

1M Computer
&, Local Disk (C)

—w Mew Volume (D) 2

File name: -
I Save as type: ’Compressed (zipped) Folder (*.zip) v]
“+ Hide Felders [ 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 127: View Package - View Response Documents

Package ID: SUB0106201400005

Package Details I Submission Documents

Basoanas Dosumente _

= Final Disposition Reports

i Filename Contract Successful Trans Count Failed Trans Count Created Date

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

[ TestDocumentd pdf H3204 10 5 2014-01-22 16:04:17 324055

[ TestDocument0 pdf H3204 10 5 2014-01-22 16:04:16.823841
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 128: View Package — Download Response Documents

] 1L e g | ik | - ,.-1 | . Tools | Sign | Comment

/} A NN A

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

43.5 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 129: Update Package - Search

From 01012004 Too 0304201

Results

Result Count -9

Type Status Submission Date

m m
'3

[

BB

B

Wt

W oW oW W w W oWw oy W

—NE— R A E—dE -]

R

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

Figure 130: Update Package — Switch to Update Mode

X

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 131: Update Package — Update Mode

x
Package |D: SUB0224201400027 m m m-.-t-.-

* Indicates Required Fields
Package Information

Package Type: * Cabagoey: *
suB Payment Validation «
Parent Organization: *

Proxy Users
ATRIO Health Plans =

User Id User Name
Contracts:
Contract 1D = Transaction Type Count
+ 8§ Page 1 of0 = =

Total Submission Count

m Save and Submit

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 132: Update Package - Select Submission Documents
Package ID: SUB0720201200040
I Package Details I Submission D ] Resp D

» 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, xdsx

9. Action: Select Add Files and a pop-up window will be displayed.
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Figure 133: Update Package - Select Files

Select filefs) to upload by erpt.cms.cmsval

Look in: | = ValRoundT rippdf j €] z s M
. T H1234-999887 7774, pdf
‘_’}ﬁ ThH1254-9998577776. pof
MyRecent  FLIH1234-999807777C. pdf
Documents TLiH1234-9998877770.pdf
2 TLH1234-999887777E. pdf
: TLH1234-999887777F. pdf
Desklop  H1234-0008477776.pdf
- T H1234-299857777H. pdf
_,j ThH1234-99988777 71 pdf
G : TLH1234-9998877771.pdf
¥ DRCUMEISS 91 254000887 77 7K. pof
49
Iy Computer
<) |
My Metwork — File name: | j Open |
Places
Files of type: |PDF3 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 134: 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 135: Update Package - Select Multiple Files

[ Package Details T ission D T R D

~ Package Documents

= Filename Document Type

] Hxxxx-123456789A. pdf RPC Supporting Documentation
] Hxxxx-123456789B8. pdf RPC Supporting Documentation

=] Hxxxx-123456789C _pdf RPC Supporting Documentation b
m Hxoxxx-1234567890 . pdf RPC Supporting Documentation b
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b. The delete verification pop-up will display.

Figure 136: 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 137: Update Package - Select Files Delete Confirmation

Document deleted successfully

7] Prevent this 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 138: 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 139: Update Package - Close the Package Screen

Package ID: SUB0130201400006 m

+ Packaae 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.

4.3.6 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.

Action: Login to the eRPT application.

Action: Click Search.

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

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.

PO~

Figure 140: Delete Uploaded Documents on a Draft Package — Submission Documents Screen

Package ID: SUB0315201300129 m

Submission Documents

Package Details

~ Package Documents

ID Document Type
5UB0315201300129 RPC Supporting Documentation
S5UB0315201300129 RPC Supporting Documentation
SUB0315201300129 RPC Supporting Documentation
5UB0315201300129 RPC Supporting Documentation
5UB0315201300129 RPC Supporting Documentation
5UB0315201300129 RPC Supporting Documentation
5UB0315201300129 RPC Supporting Documentation

@1 IRN1A201NN190 DDF Qunmnrtins Narimantation

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 141: Delete Uploaded Documents on a Draft Package — Delete Documents

x
Package ID: SUB1226201300014 EZn A

~ Package Documents

O Filename Document Type
] TestDocument3.pdf RPC Supporting Documentation

TestDocumentd pdf 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 142: Delete Uploaded Documents on a Draft Package - Delete Verification

Message from webpage

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

[ o ][ concet |

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

Figure 143: Delete Uploaded Documents on a Draft Package - Delete Confirmation

Message from webpage E|

! 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 144.

Figure 144: Delete Uploaded Documents on a Draft Package - Select Documents to Delete

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

» Package Documents

L _|:|_ -| 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.xs RPC Submission Spreadsheet X

1
Download Selected Documents , Delete Selected Documents 1

b) Action: Click Delete Selected Documents.
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Figure 145: Delete Uploaded Documents on a Draft Package - Delete Selected Documents

Package ID: SUB0112201700068 m

| Package Details | Submission Documents

~ Package Documents

O Filename Document Type
Test1_RPC Cover letter.pdf

- i x Message from webpage ﬂ
Test2_RPC Supporting Docum
RPC_Submission_Spreadshee

M| M| ¥

o 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 146: Delete Uploaded Documents on a Draft Package — Document Deletion Success

Package ID: SUB0112201700068 m

| 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 i 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.

Action: Login to the eRPT application.

Action: Click Search.

Action: Enter search criteria as shown in Section 4.3.3 to retrieve the Package.
Action: Click Search. Open the Package you want to delete by double-clicking it.

PO~
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Figure 147: Delete a Draft Package
Package ID: SUB0720201200041 | Submit |

Package Details Submission Documents Response Documents _

Package Details

10:
SUBOT20201200041
Type:

Submission
Category:

Category 2

Parent Org:
AlDS Healthcare Foundation

Status:
Draft

Last Updated By:
DI AKT

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

Figure 148: Delete a Draft Package — Delete Success Message

Meszage from webpage 'gg

| ,  Package 5UB0720201200039 has been successfully deleted.

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:

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

¢ 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.

¢ In Process — When the RPC is processing the Package.
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o 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. Search For — Select Submission Package from the drop-down.
b. Date
i. From — Enter the beginning date for search.
ii. To— Enter the end date for search.
Package ID — For our example we will leave it blank.
Category — Category 2 (Default value for Submission Package Search).
Status — Select All from the drop-down.
Parent Organization — Select All from the drop-down.

" Qo

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.

Figure 149: View Package Status

Al
Parent Org
Al
E3
Results
Result Count - 14
Type Category I [ ] Submission Date
5uB Category 2 SUB0121201400001 Closed 01-21-2014
suB Category 2 SUB0106201400006 Closed 01-06-2014
suB Category 2 SUB0106201400005 Closed 01-06-2014
SUB Category 2 SUB1226201300014 Draft
5UB Category 2 SUB1220201300002 Draft
SUB Category 3 SUB1122201300248 Rejected
SuB Category 3 SUB1118201300229 Pending Approval
SUB Category 3 SuB1118201300227 Rejected
suB Category 3 SUB1115201300225 Rejected
U8 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 150: View Package Status - Package Details

Package ID: SUB0719201200030

——Package Detail

D
SUB0719201200030

Typs
Submission

Category:
SPECIAL

Parent Org
AIDS Healthcare Foundation

Last Updated By:
RPC

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

439 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/natification 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}.

Plan User Manual Version 3.4 FINAL 82 Electronic Retroactive Processing Transmission (eRPT)



CMS XLC

Using the System

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 151: View Response Documents Through Actions

_

Date Received
1-22-2014 145755
1-22-2014 1457
2014130
1-30-2014 14:08:58
2014 14:09:02
142736

24 144348
201 144348
04 11320

Message
On FDR has been added to the system for contract H3204.
olfow-On FOR has been added t
Package SUB0130201400017 has been rejected by CMS Regional Office user CMS Regional Ofice 1 User. Please contact the Regional Ofice user for additional information
There is FOR(s) uploaded by RPC for Package SUBC130201400015
There is an Emor Report uploaded by RPC for Package SUBI130201400018
There is FOR{s) uploaded by RPC for Package SUB0130201400021
Thera is an Emor Report sploaded by RPC for Package SUB0130201400021
SUB0130201400008 has been rejected by
<age TIA013020
There is an inquiry Response upisaded by RPC for Pa
Package SUB1107201300150 has been rejectes
ow-On FDR has been adde

On FDR has been added fo the system

he system for contract HI204.

gional Office user CMS Regional Office 1 User Please contact the Reqional Cffice user for additional information.
00004,

ge THI0130201400004

CMS Regional Office user CMS Regional Office 1 User Please contact the Regional Office user for additional informatian
ontract HI204.

ontract H3204.

RPC successfulty downk

2d the pac

d to the system for

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 152: View Response Documents Through Actions: Select

_

Date Received
01-22:2014 1
01222014 1
1302014 1
02014 140858
[i-30-2014 12 09.02
2014 142736

4140737

Message
A Follow-On FOR has been added fo the system for confrac
A Follow-On FOR has been added to th
Package SUB0130201400017 has been rejected by CMS Regional Office user CMS Regional Office 1 User. Please contact the Regional Office user for additional information

These is FOR{s) uploaded by RPC for P
There is an Emor Report uploaded by SUB0130201400018

There is FDR{s) uploaded by RPC for Package SUBK 400021

for Package SUB0130201400021

Package SUB0130201400008 has been rejecied by CMS Regional Office user CMS Regional Office 1 User. Piease contact the Regional Office user for addtional information

These is an Ermor Report uploaded by

wnloaded the package TIQD30201400004
Thes is an Inquiry Response uploadad by RPC for Package TIQO 130201400004
Package SUBTI

(0 has been rejected by CMS Regi ice user CMS Regional Office 1 User Please contact the Regional Ofice user for additional information,

iow-On FOR has been added to the

A Follow-On FDR has been added to the system for contract H3204.

Acknowledge Selected Actions J View Selected Action | Clear Selected Actions
"

"sxsssmmmmna’

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 153: View Response Documents - View Response Documents Tab

x

Package ID: SUB0130201400018

Package Details

D: Status:

SUB0130201400018 Closed

Type: Proxy Users:

Submission User Id User Name
PLAN1A PLAN 1A TEST USER

Category:

Catogory 2 PLAN2 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 154: View Response Documents — Expand Lists

Package ID: SUB0130201400018

x

+ Final Disposition Reports

annn
® » Erfor Reports
LT

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

Figure 155: View Response Documents - List of Error Reports

Package ID: SUB0130201400018

» Final Disposition Reporns

= Error Reports

Filename Contract Error Trans Count Created Date
TestDocument0.pdf H1415 5 2014-01-30 19:09:03 443497
TestDocument(. pdf H1415 5 2014-01-30 19:09:02.022874

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

Figure 156: Search and View Response Documents

Search

* Indicates Required Field
Search Criteria

Fmal Dispasition Reparts

From 07-81-2012 Ta- 09-30-2012 e

1] Contract Successful Trans Count Failed Trans Count

HIM41

HO818 10

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 157: Search and View Response Documents — Download Open Document

/5 O NFC
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4.311 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
e Complete Review Packages with Response Documents

43111 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.

‘@~ooao

Figure 158: Search Review Package

* Indicates Required Field
— Criteria

Category Conract D

From 01012014 To: 005-201

Resulls
Result Count - 14
Type Category D Status Submission Date

RV Open 03952014
RVW Closed 02122014
RV Closed 0212201
R Closed 02122014
RV Closed 02122014
RVW Closed 02422014
RV Closed 02-12-2014
R Open 024062014
RV Open 02052014
RVW Open 01302014
RV Closed 01302014
R Open 0122014
RV Ogen 3201
RVW EDV - MARY_UI Open 022014

Plan User Manual Version 3.4 FINAL 86 Electronic Retroactive Processing Transmission (eRPT)



CMS XLC Using the System

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

Package.
Figure 159: Search Review Package — EDV Review Package
x
Package ID: RVW0305201400014

Package Details
D Status:
RVW0305201400014 Open
Type: Last Updated By:
Review ERPTCO
Category: Last Updated:
EDV - E8D 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 160: Search Review Package - View Submission Documents
x
Package ID: RVW0305201400014

~ Package Documents

|l Filename Document Type
[T TestDocument5.pdf Enroliment Data Validation (EDV) Request Spreadsheet

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 161: Search Review Package — Windows Internet Explorer Pop-Up
rWindow\.'s Internet Explorer [&J1

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 162: Search Review Package - Windows Security Pop-Up
( Windows Security [&J1

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

| User name |

| Password |

[7] Remember my credentials

[ ok || cancal |

%

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

Figure 163: Search Review Package - View Document

| AID01001 A13C] [Comps ] - Wicrozoft Eacel

&
s@o@n

WOO0O000K. QUEDDING
LACTAOEN
xxxxx €

XN FREITAS
XRHOHHAK, MATEQ
RN, KM

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 164: Access Review Package via Actions

Creats Package

Actions

Data Received Messago
02272014 120330 Package SUB0227201400028 has been repected by CMS Central Ofice user CMS Central Office User Please contact the Central Office user for additional information
03-04-2014 16:31:22

103052014 12 5552 v
03.06-2014 095421 T V- LLATIONS reque:
03062014 10.02 56 There is an EDV - CANCELLATIONS request R

3062014 om RPC.
306201480016 from RPC.

Acknowledge Selected Actions | View Selected Action | Clear Selected Actions

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

Figure 165: Access Review Package via Actions - Select and View

_

H Date Received Message
0 t2-21200 120330 Package SUB0227201400028 has been rejected by CMS Central Office user CMS Central Office User. Please confact the Central Ofice user for additional information
O 1304201 163122 RPC successfully downloaded the package SUB0224201400027
1 05200 125552 There is an EDV Reguest RVWO305201400014 from CMS Central Offce.
- m-f—?mi 0954 There is an EDV - CANCELLATIONS request RVWO306201400015 fom RPC.
: 2]} EB—EQDII 10:0256 Therz is an EDV - CANCELLATIONS request RVWW0306201400016 fom RPC.
LA RN N

Acknowledge Selected Actions | View Selected Action | lear Selected Actions
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Figure 166: Access Review Package via Actions -View the Package

x
Package ID: RVW0306201400016
Package Details
ISW\!D}OEZOMDDMS 2:‘:
Roviow
rE'H[;:.? E.WCANCELLATI ONS [L);S:):D;?: .: 15:02:55
hogon N Rhe
0306 2004 150255
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 167: Access Review Package via Actions -View the Submission Documents
I, 3]
x
Package ID: RVW0306201400016

- Package Documents

] Filename Document Type
[7] ATRIO Health Plans_Visco,Jessica_EDV - CANCELLATIONS xlsx Enrollment Data Validation (EDV) Request Spreadshest

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 168: Access Review Package via Actions —File Open Dialogue

Opening RVW0306201400015_A1001001A14C06A95407B74832.xl5x ﬁ

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
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7. Depending on the browser a user may see a Windows Security pop-up. If seen, click
Cancel.

Figure 169: Access Review Package via Actions — Windows Security Pop-Up
[y |

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

| User name ]

[ Password |

[”] Remember my credentials

[ OK ] [ Cancel

L

The document will open for viewing.

Figure 170: Access Review Package via Actions — Open Review Document

RVWO313201300013_A1001001A13C1 20181673365 115 [Compatibility Mode] = Wicrasoft Bxcel

Y _ e -1 A G - . E Neutral [ ation : 8 =
act - | & WP e Evevencene- | § - % 1 |8 et 0 s | insen pene pomar BT na
iz Z = e Cieat=  Fitee» Sele
T £ T T T K T L [ | T T 5 T |
AlohaCare/Wiesel, Rebecca - E&D
a

REGIOM | TRANSACMONID | TIC | TRC | TRANSACTION ‘ CONTRACT LASTNAME | FIRSTNAME | EFFECTIVEDATE | APPLICATION | ELECION | EGHP | EMPLOYER | CREDITABLE | ESRD ] NSENRL. | OUTOF | ENROLLMENT
Dare NUMBER YPE SUBSIDY | COVERAGE { AREA sounce
OVERRIDE DODE

ATE
1 XOOOUO000  QUEDDING PLACIDA 3142013
1 NOOKKO0N  LACTADEN SATURNI lfi
w00 I KOO0 FRETTAS BuaT
2 KOO0000 MATED DO'OFES
I xeoomoo KM

w00

i |ole| o e

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.

43.11.3 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 171: Complete Review Package with Reponses Documents

X
Package ID: RVW0306201400015 m
——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 172: Complete Review Package with Reponses Documents — Submit Verification

Are you sure you want to submit RVW03062014000157

[ Ok ] I Cancel ]

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.

4.312 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 173: Access User Manual via “User Manual” Link
" "—-— Actions Search Create Package

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 RVW0316201600004 from RPC

04-20-2016 13:31:09 There is an EDV Request RVW0318201600018 from CMS Central Office.
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Figure 174: Access User Manual — Download

&

Wl RPT-Plan-User-Manua

C | & https;//www.cms.gov/Research-Statistics-Data-and-Systems/CMS-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 175: 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 176: Email Notification — Change Email Notification Preferences

Email Notification Preferences

Email Notification 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
#>.

4.4.2 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 177: Sample Email Notification to eRPT Plan User Role

Thu 1/18/2017 2:07 AM

eRPT Application Email Notification - 01/19/2017

Dear User ERPTPLANUSERO1

The following notification is assigned to your EIDM User ID ERPTPLANUSERO1. Please logon to eRPT lication https://erpt.cms.hhs.gov to review these items which are assigned to you and act
accordingly.
Package ID Notification Description Date Submitted
SUB0104201600044 There is FDR(s) uploaded by RPC for 11/14/2016 9:00:00
Package SUB0104201600044
5UB0104201600045 There is an Error Report uploaded by RPC for 11/14/2016 9.30:00
Package SUB0104201600045
5UB0114201601222 Package SUB0114201601222 has been rejected | 11/14/20169.33:15

by CMS Regional Office user. Please contact the

Regional Office user for additional information.
PERPTO000CA1601041634050313E148H114244T236 | A Follow-On FDR has been added to the system | 11/14/2016 9.37:00

for contract

TiQ0114201601222 There is an Inquiry Response uploaded by RPC | 11/14/2016 9.20:15
for Package TIQ0114201601222

RVWO0111201600043 There is an EDV Reguest RVW0111201600043 11/14/2016 9.40:00
for Cantract 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
e Acknowledging Selected Actions
e 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 178: View Actions

Actions

Date Received Message
01-22-2014 14:57°55 A Follow-On FDR has been added to the system for conract H3204
01-22-2014 14:57-56 On FDR has been added to the s m for contract H3204
01-30-2014 12:05:49 SUB0130201400017 has been rejected by CMS Office user CMS Regional Office 1 User Plaase contac! the Regonal Office uses for addtional information

01-30-2014 14:08:58
01-30-2014 14.09.02 Thisre
01-30-2014 14:27-35 Thers

5UB0120201400018
frof Report uploaded by F o ¢ SLIB0130209400018
(5) uploaded by RPC for Package SUB0130201400021

01-30.2014 142737 mor Report uploaded by F r SUB0130204400021

01-30-2014 14:38:00 Package SUB0130201400008 has been rejects WS Regional Office user CMS Regional Office 1 User. Please contact the Regional Office user for additional infermation.
0130-2014 1443 48 RPC y downloaded the package THI0130201400004

01-30-2014 14:43.49 There is an Inquiry Response uploaded by RPC for Package TIQ0 30201400004

02-24-2014 101320 Package SUB1107201300150 has been rejected by CMS Regional Offica wser CMS Regional Office 1 Uiser Please contact the Regional Office wser for addional miormatson
03-04-2014 15.53.09

03-04-2014 15:53:15 A Follow-On FOR has been added to the system for contract H3204

Acknowladge Selected Actions View Selected Action Clear Selocted 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 179: View Actions — View Follow On FDR

. Ry

@ Mcrosoft Word - ——

TESTO Document
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444  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 180: Acknowledge Selected Actions

il Date Received Message
A 5755

ice user CMS Regional Offica 1 User Please contact the Regianal Office user for additional information
Acknowledge Selected Actions | View Selected Action J 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.

4.5 Convert ‘XLSM’ Document to ‘XLS’

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

e 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 181: XLSM Documents

Organize = |._T| Open Share with = Print E-mail Burn MNew folder
» 7 Favorites Documents library
ERPT
>z Libraries | ERPT Prod
an EEDV Validation Spreadsheet - Copy.xs
Ml Homegeoup ] EDV Validation Spreadsheetdsx
) & Impaort File REINSTMT xlsm
> 1M Computer E
IE_]Proposed_RF'C_Status_Request_template.xls
= @Regic-naI_Of'fice_Apprc-val_Letter_&ampla‘l..pdf
> €l Network

E Regional_Office_Approval_Letter_Example2.pdf

ARDE Civmmmrkime Dimsimmambabimm ekt

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 wWN -

Figure 182: Convert XLSM Document — Compatibility Checker
Bicrosoft Excel —_Comﬁ'biliiy Checker N s S |

‘ The following features in this workbook are not supported by earlier
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 find Hep
saved, Excel 97-2003
Location: 'SCC'
One nr mare cells in this warkhonk contain data 2 S
Check compatibility when saving this workbook.
Copy to Mew Sheet [ Continue ] I Cancel J

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 183: Convert XLSM Document — Error

A problem occurred while uploading a fite fo the senver

Fault Message: Unforiunaiely tis document iype is not authorized and cannot be uploaded to ERPT. RPC Submission Spreadshestsds 8

E%IW

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:

o Error Message
o Package ID
o 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- mapdhelp@cms.hhs.gov |Helpdesk|{The MAPD Helpdesk can be

Helpdesk 927-8069 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 and [402-315- |clientservices@reedasso [RPC The RPC Client Services can be

Client Associates |3660 ciatescpas.com Helpdesk|contacted to report following

Services Support |issues:

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 (Soft) Docs
Plan X *X X* *X *X X All eRPT Plan Users having an EIDM ID and
User an approved eRPT Plan User role in EIDM

will have access to create a Package, specific
to those contracts the user has access to.

o Create Access - The Plan User has
complete access to create a package.

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

¢ 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.

e * Limited Add/Upload documents - The
Plan User can add/upload documents to a
Submission Package that was created by
the Plan User.

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

Plan X X X X X X The Package Creator (Plan User) will be able
User to Create, Update, Read, Delete, Search, and
(who is Add Documents to a Package.

the ¢ Create Access - The Plan User has
Package complete access to create a package.
Creator)

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

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

o 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.

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

Group

Create View Update Delete Search Add Comments
(Soft) Docs

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

Table 6: EDV Review Packages

User Create View Update Delete Search Add Comments

Group (Soft) Docs

Plan *X *X *X Users restricted by Contract #.

User All eRPT Plan Users having an EIDM ID will
have access to upload documents for their
respective Contract EDV Review.

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

o Limited View Access - The Plan User can
only view Packages belonging to their
contracts.

o Limited Add/Upload documents - The
Plan User can add/upload only response
documents to an EDV Review Package
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

Plan X *X *X *X *X *X All eRPT Plan Users having an EIDM ID and

User an approved eRPT Plan User role in EIDM

will have access to create a Package,
specific to those contracts the user has
access to.
e Create Access — The Plan User has
complete access to create a package.
¢ Limited Read Access - The Plan User
can only view the Transaction Inquiry
Package that was created by that Plan
User.
¢ Limited Update access - The Plan User
can update only a draft transaction
inquiry Package that was created by that
Plan User.
¢ Limited Delete access - The Plan User
can delete only a draft transaction inquiry
Package that was created by that Plan
User.
¢ *Limited Search - The Plan User can
only search for a Package that was
created by the Plan User
¢ * Limited Add/Upload documents - The
Plan User can add/upload documents to
a Transaction Inquiry Package that was
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User Create View Update Delete Search Add Comments

Group

(Soft)

Docs

created by that Plan User.
Note: Asterisk means the user will have
limited access to the functionality.

(who is
the
Package
Creator)

Plan User|X X X

*X

The Package Creator (Plan User) will be
able to Create, Update, Read, Delete,
Search, and Add Documents to a Package.

e Create Access - The Plan User has
complete access to create a package.

¢ View Access - The 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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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.

Table 8: Package Status

Package Status Package Description

Draft When a package is created but not yet submitted to the eRPT application.
Pending RO Approval |When a package is submitted by the Plan Users but waiting for the 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.

Type of User

Table 9: Document Selection

Package Type -

Submission Documents

Response Documents

Category Code

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

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

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

Plan User Submission Package | ¢ Package Documents ¢ Final Disposition Reports
— Resubmission e Error Reports

Plan User Transaction Inquiry Package Documents  Package Documents
Package

Plan User Review Package Package Documents e Package Documents

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

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

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

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

CMS RO/CO Transaction Inquiry Package Documents e Package Documents
Package

CMS RO/CO Review Package Package Documents o 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 —
Category 2

Table 10: Package Documents

Documents

e Cover Letter (PDF file)

e Spreadsheet (XLS or XLSX file)

e Supporting documents (PDF file(s))

eRPT Document Type Value

RPC Cover Letter
RPC Submission Spreadsheet
RPC Supporting Documentation

Submission Package —
Category 3

e Cover Letter (PDF file)

e Spreadsheet (XLS or XLSX file)

e Supporting documents (PDF file(s))
e Approval Letter

RPC Cover Letter

RPC Submission Spreadsheet
RPC Supporting Documentation
Approval Letter

Submission Package —
Category CTM

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

RPC Cover Letter
RPC Submission Spreadsheet
RPC Supporting Documentation

Submission Package —
Special

e Cover Letter (PDF file)

e Spreadsheet (XLS or XLSX file)

e Supporting documents (PDF file(s))
e Approval Letter

Note: Uploading documents to Special
Submission Package is optional.

RPC Cover Letter

RPC Submission Spreadsheet
RPC Supporting Documentation
Approval Letter

Submission Package —
Resubmission

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

RPC Cover Letter
RPC Submission Spreadsheet
RPC Supporting Documentation

Submission Package —
Payment Validation

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

RPC Cover Letter
RPC Submission Spreadsheet
RPC Supporting Documentation

Transaction Inquiry
Package

¢ Inquiry Request form (XLS or XLSX fi

ile)

RPC Transaction Inquiry Request

Review Package

e EDV Validation Spreadsheet (XLS or
XLSX file)
e Supporting documents (PDF file(s))

RPC Supporting Documentation
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Appendix E: Acronyms

Table 11: Acronyms

Acronym Literal Translation

CMS Centers for Medicare & Medicaid Services
co 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.

MARXx 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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Review Package |[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 enroliment-related transactions submitted by a Plan to RPC such as
Package Enroliments, Disenrollments, 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.

. 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).

. 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 MARXx 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 enroliment 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.

w

N
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Term Definition
Submitting

bl An organization with the authorized capability of submitting packages/inquires to
Organization eRPT.

Transaction
Inquiry Package

Transaction Codes used to explain what action MARX took in response to new information from

(F'{I'eFI{)(?; Code CMS systems or in response to input from Plans, CMS, or other users.

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.
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Appendix G: Referenced Documents

Table 13: Referenced Documents

Document Name Document Location and/or URL :)s:ttéance
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.
o Updated the User roles names to be consistent
throughout the document (eRPT Plan User, CMS
CO and CMS RO Users), where applicable.
3.1 FINAL | 02/19/2016 | Faye Newsham PSO Approved to baseline.
3.2 FINAL | 07/08/2016 | Anand Srinivasan | Updated for Section 3.3.2 User Replacement.
3.3 01/20/2017 | Anand Srinivasan | A. Updated the following sections:
DRAFT 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
3.3 FINAL | 01/27/2017 | Anand Srinivasan | PSO Approved to baseline.
3.4 12/10/2018 | Anand Srinivasan | Updated Section 3 for eRPT-CMS Enterprise Portal
DRAFT integration.
3.4 FINAL | 1/4/2019 Anand Srinivasan | Approved Final Version (508 compliant).
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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: Tammie Hill/Taylor Perry

Title: eRPT Business Owners

Role: CMS Approving Authority
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