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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 enroliment 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 through the Internet-facing 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 Users, 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 4.3 FINAL 1 Electronic Retroactive Processing Transmission (eRPT)
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Figure 1: eRPT Implementation High Level Business Process Diagram

Send notification to respective Plan User when a
Response Document isreceived from RPC

Q Add to eRPT
Upload via Internet N Repository ~ CTsS
A5 N

”~ . % ° # \
! \4— —————————— X @
Send notification when RPC

eRPT

- eRPT downloads package eRPT
Internet Repository
User Interface
1. RPC uploads 1. RPC queries eRPT
document to eRPT 2. RPC downloads
2.eRPT sends packages/document
success or failure from eRPT
message
\\"‘ Chas _ {
o 9 U
RPC
RPC System Contractor

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 (Final Disposition Report (FDR), Error Reports etc.).
3. |Once the Package is retrieved by RPC, a notification is sent out to the Package submitter.
4. RPC can now upload the Package into the RPC system, work on the Package and send the
necessary response for the Package back to the eRPT application.
5. Once a response document is added by RPC to a Package, 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 is sent to the respective user within the eRPT application.

Plan User Manual Version 4.3 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 Identity Management (IDM) User ID.

¢ You should have the appropriate eRPT application user role associated to your IDM ID.

e The eRPT Application is accessible via the following internet browsers: Internet Explorer
v11.0 or higher, Chrome, or Firefox.

3.2 User Access Considerations

The eRPT Plan Users will utilize their IDM 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 through
the internet interface, you are required to have an IDM 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 (IDM
ID). If you are already registered and have an IDM 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
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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.

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

CMS.gov |Enterprise Portal BB Applications  @Help v @ About % Email Alerts

CMS.gov | Enterprise Portal

[l | agree to the 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 IDM User ID — Step 2

CMSQ oV | Ente a B Applications  @Help * @ About & Email Alerts

Login

Forgot your User |D or your Password?

New User Registration

3. Choose your application. For example, if you want to request access to the eRPT
application choose “Electronic Retroactive Processing Transmission (eRPT)” from the drop-
down list.
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Figure 4: Registering in CMS Enterprise Portal for an IDM User ID — Step 3

EE Applications @ Help » © About = Email Alerts

Step #1: Select Your Application
Step 1 of 3 - Select your application from the dropdown. You will then need to agree to the terms & conditions
. Salect Your Application w
[
Drug Diata Reporting for Medicaid (DDR) / Medicaid Drug Programs (MDP) A

l.wu U P Al Sl S Ul .
[| Etectronic Retroactive Processing Transmission (eRPT)

U T ]
Eligibility and Enroliment Medicare Online (ELMO)

Eligibllity Suppert Deskiop (ESD)

Encounter Data Processing System (EDPS)

Centers for Medicare & Medicaid Services. 7500

S A federal government website managed by the U.S.
i
., @

b Security Boulevard, Baltimore, MD 21244

4. Read the Terms & Conditions and select the checkbox to agree to the terms and conditions.

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

CMS.gov |Enterpri a B2 Applications @ Help ¥ O About X Email Alerts

Step #1: Select Your Application
Step 1 of 3 - Select your application from the dropdown. You will then need to agree to the terms & conditions.

Electronic Retroactive Processing Transmission (eRPT) b

sge La)
Terms & Conditions
OMB No.0938-1236 | Expiration Date: 03/31/2021 | Paperwork Reduction Act
Consent to Monitoring
By logging onto this website, you consent to be menitored. Unauthorized attempts to upload information andfor change information on this web site are
strictly prohibited and are subject to prosecution under the Computer Fraud and Abuse Act of 1986 and Title 18 U.S.C. Sec 1001 and 1030. We encourage
you to read the HHS Rules of Behavior. Vv
——
1 ] agree to the Terms and Conditions
=y Cancel
H 13 tH
5. Click “Next”.
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Figure 6: Registering in CMS Enterprise Portal for an IDM User ID — Step 5

CMS.Q‘:‘V | Enter B8 Applications @ Help 0 About = Email Aleris

Step #1: Select Your Application

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

Electronic Retroactive Processing Transmission (eRPT)

.aw ~
Terms & Conditions
OME No.0938-1236 | Expiration Date: 03/31/2021 | Paperwork Reduction Act
Consent to Monitoring
By logging onto this website, you consent to be monitored, Unauthorized attempts to upload information and/or change information on this web site are
sirictly prohibited and are subject to prosecution under the Computer Fraud and Abuse Act of 1988 and Title 18 U.5.C. Sec.1001 and 1030. We encourage
you to read the HHS Rules of Behavior, v
ey
| agree to the Terms and Conditions : ]
Cancal
1 1
e

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

Figure 7: Registering in CMS Enterprise Portal for an IDM User ID — Step 6

CMS.QOV | Enterprise Portal B8 Applications @ Help ¥ @ About ¥ Email 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

Select Birth Month v Select Birth Date v Select Birth Year v

Is Your Address U.S. Based?

@ ves O No
Enter Home Address Line 1 Enter Home Address 2 (optional)
Enter City Select State v Enter ZIP Code Enter Zip+4 Code (optional)

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

BE Applications @Help + O About % Email

Is Your Address U.S. Based?

@ Yes O No
Home Address Line 1
9999 Patt St Enter Home Address 2 (optional)
City State ZIP Code
Eau Claire Wisconsin i3 89899 Enter Zip+4 Code (optional)
Email Address Confirm Email Address
IDMeRPTVAL@gmail.com IDMeRPTVAL@gmail.com

Phone Number
999-999-9999

I Y

1
Back : | Cancel

lmmmmmm——

8. Create a User ID and Password and provide answers to the security questions.

Figure 9: Registering in CMS Enterprise Portal for an IDM User ID — Step 8

CMS.QOV | Enterprise Porfal B8 Applications @ Help ¥ © About ¥ Email A

Step #3: Create User ID, Password & Security Question/Answer

Step 3 of 3 - Please create User ID and Password. Select a Security Question and provide Answer.

All fields are required unless marked (optional).

Enter User ID

Enter Password Confirm Password

Security answer to be used in case you forget your password or you need to unlock your account.

Select Security Question v

Enter Security Answer

[ e | T ...
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Figure 10: Registering in CMS Enterprise Portal for an IDM User ID — Step 8a

CMS.gov |Enterprise Portal B8 Appiications @Help + @ About

Step #3: Create U ., ; mamrenoms ' © “eurity Question/Answer

Step 3 of 3 - Please create User ID a - Must be between 6 - 74 characters and contain at ovide Answer.
least one letter.

All fields are required unless ma . can contain alphanumeric characters.

= Allowed special characters are limited to hyphens

(), 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.

= Cannot contain more than 1 consecutive special

character.

—Enter User ID

Required field
Enter Password
Security answer to be used in case you forget your password or you need to unlock your account.

Select Security Question v

Enter Security Answer
f |

Figure 11: Registering in CMS Enterprise Portal for an IDM User ID - Step 8b

CMS.gov | Enterprise Portal B2 Applications  @Help v @ About

Step #3: Create User ID, Password & Security Question/Answer

Step 3 of 3 - Please create User ID and Password. Select a Security Question and provide Answer.
All fields are required unless marked (optional).

User ID
IDMeRPTPlan04

Password Requirements

- Password must be changed every 60 days.

» Password must be a minimum of 8 characters.

= Password must contain: 1 upper case and 1 lower
—Enter case letter, 1 number, and 1 special character.

| « The following special characters may not be used ?

<>()""/\&(space).
- Password cannot contain: Parts of User ID, First
Required field Name, Last Name, common passwords.
» Password can only be changed once every 24
hours.
- Password must be different from last 24 passwords.

Security answer to be used in case y 'our account.

Select Security Question v

Enter Security Answer

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 in case you forget your password, or you
need to unlock your account.
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Figure 12: Registering in CMS Enterprise Portal for an IDM User ID — Step 9

CMS-QOV | Enterprise P B8 Applications @Help + @ About

All fields are required unless marked (optional).

User ID
IDMeRPTPlan04

Enter Password Confirm Password

LLIIL AL L] LI L]

Security answer to be used in case you forget your password or you need to unlock your account.

Security Question
What is the name of your first stuffed animal? v

Security Answer
teddy bear

M=

1

10. Based on your action in Step 9, the Registration Summary page is displayed.

Figure 13: Registering in CMS Enterprise Portal for an IDM User ID - Step 10

CMS.gov | Enterprise Portal BE Applications @Help v @ About % Email Alerts

New User Registration Summary

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

‘ Electronic Retroactive Processing Transmission (eRPT) v
First Name Last Name
John Enter Middle Name (optional) Blaze Suffix (optional) v
Birth Month Birth Date Birth Year
January v 1 v 1901 v

Home Address Line 1

9999 Patt St Enter Home Address 2 (optional)

City State ZIP Code

Eau Claire Wisconsin v 89899 Enter Zip+4 Code (optional)
Email Address Confirm Email Address

11. Scroll to the bottom of the Registration Summary page and click “Submit User”.
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Figure 14: Registering in CMS Enterprise Portal for an IDM User ID — Step 11

CMS.gov | Enterpris tc B8 Applications @Help v @ About B Email

All fields are required unless marked (optional).

User ID

IDMeRPTPlan04
Enter Password Confirm Password
sebsssises [ETTTTR T

Security Question

What is the name of your first stuffed animal? ~

Security Answer
teddy bear

1 ]
I

12. The Registration Confirmation page is displayed. An email will be sent to the registered
email address acknowledging successful completion of the registration process.

Figure 15: Registering in CMS Enterprise Portal for an IDM User ID — Step 12

CMS.QOV | Enterprise Portal B8 Applications @Help ¥ © About % Email Alerts

Confirmation *

Your User ID has been successfully registered with CMS Enterprise Portal. An email has been sent to your registered email address.
You can now login.

r / A federal government website managed by the U.S.
}@ Centers for Medicare & Medicaid Services. 7500
Security Boulevard, Baltimore, MD 21244

3.3.2 Requesting Access to the eRPT Application

To request access to the “eRPT Plan User” role, log into CMS Enterprise Portal using your
IDM User ID and follow the steps below. Note: As these steps are to guide you through the

process of setting up your role, they are illustrated using a test user account and hence the

logical order of these steps in your case could differ than that of what is presented here.
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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 IDM User ID and Password.

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

CMS.QOV |Eﬂfefpfise Portal BB Applications @Help ¥ © About X Email Alerts

CMS.gov |Enterprise Portal

Password

[l ! agree to the Terms & Conditions
Login

Forgot your User ID or your Password?

New User Registration

2. Select the checkbox to agree to the Terms and Conditions.

Figure 17: Requesting Access to the eRPT Application - Step 2

[ & MS.QOV Enterprise Portal B2 Applications @ Help + O About X Email Alerts

CMS.gov [

IDMeRPTPlan04

[ | agree to the Terms & Conditions

Login

Forgot your User |D or your Password?

New User Registration

3. Click “Login”.
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Figure 18: Requesting Access to the eRPT Application — Step 3

CMS.gov |E-’"'TE'-'L' 28 Applications @ Help v @ About % Email Aleris

CMS.gov |Er'.f.:_=,rpr

IDMeRPTPlan04

+ | agree to the Terms & Conditions
Login

Forgot your User 1D or your Password?

New User Registration

4. The email address you used while you registered your identity will be the default Multi-factor
Authentication (MFA) mechanism. Click “Send MFA Code” button to receive the MFA code
to your registered email address this time. Note: You would be able to set-up other
protocols as alternative means to receive the MFA code the steps for which are defined in
Section 3.3.6 after which you can pick and choose the MFA mechanism from the drop-down
field (Example: Email, SMS Message, etc.) where to send the code.

Figure 19: Requesting Access to the eRPT Application - Step 4

CM S.QQ‘J | Ent (s s @ Help ~ 0 About =& Email Alerts

CMS gov | Enterprise

9 Multi-factor Authentication

Send MFA Code MFA Code is requirec

Verify

Unable to Access MFA Device or MFA Code?  Cancel

Ri2ie =
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5. Enter the MFA code in the field provided.

Figure 20: Requesting Access to the eRPT Application — Step 5

CMS.gov |En

@Help ~ ﬁ About 2 Email Alerts

6. Click “Verify” button.

CMS.gov [

@ Multi-factor Authentication

Re-send MFA Code 657255

Verify

Unable to Access MFA Device or MFA Code?  Cancel

Figure 21: Requesting Access to the eRPT Application — Step 6

@Help ~ © About = Email Alerts

CMS.gov |ente

7. Click the link “here”.

CMS.gov |nte

® Multi-factor Authentication

Email v
. T

Sending To:
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Figure 22: Requesting Access to the eRPT Application — Step 7

a O JohnBlaze ¥ @ Help™ (% LogOu

My Portal

© Welcome to CMS Enterprise Portal.

Welcome John Blaze to CMS Enterprise Portal.

You |'v9ﬂm’i Electronic Retroactive Processing Transmission (eRPT) application during your registration. You can request access to this application by
clickinl here.]

You m Mt access to other applications by selecting "Add Application” button

8. Click “Select a Role” drop-down field.

Figure 23: Requesting Access to the eRPT Application - Step 8

i= My Apps A O JohnBlaze ¥ @ Help™ 3 Log Out

Request Application Access

= The following is the step-by-step process for requesting a role in a CMS Enterprise Portal application, A summary of each step taken will be shown after each step, You will
be presented with all your role related infermation to review at the last step. Please note that the number of steps and the questions asked will vary depending on the role that
you are requesting and your current level of sccess,

o Select an Application

& Electronic Retroactive Processing Transmission (eRPT)

© select a Role

HE I
1 Select a Role »

@ Enter Reason for Request

9. Select “eRPT Plan User” from the drop-down list.
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Figure 24: Requesting Access to the eRPT Application - Step 9

= My Apps A © JohnBlaze ¥ @ Help™

Request Application Access

= The following is the step-by-step process for requesting a role in a CMS Enterprise Portal application. A summary of each step taken will be shown after each step. You will
be presented with all your role related information to review at the last step. Please note that the number of steps and the questions asked will vary depending on the role that

you are requesting and your current level of access,

eRPT EPOC
eRPT Authorizer 1
eRPT Authorizer 2
FH'Hﬂlﬁ-ﬂ
ERPT Plan User
e
eRPT ROOZ User
o €RPT ROC
eRPT ROO4
eRPT ROO5
ERPT RC
eRPT ROOT User
eRPT ROOR User
eRP 3 User
eRPT RO10 User
eRPT CO User
eRPT Admin User
€RPT Helpdesk

10. Click “Next”.

Figure 25: Requesting Access to the eRPT Application - Step 10

i= My Apps A © JohnBlaze ¥ @ Help™

) Select an Application

" Electronic Retroactive Processing Transmission (eRPT)

" Completed

& Eedit
o Select a Role
Role
eRPT Plan User v

0 Role Description: The user with eRPT Plan User role will be able to login to the eRPT application, submit retroactive and transaction inquiry packages,

respond to review packages, view Final Disposition Reports, Error Reports, and Approval Letters.

I- R
1 1
1 1

@ Complete Identity Verification

@ Enter Business Contact Information

Note: Since the user account used to illustrate these steps is a test user account, the steps to
complete Identity Verification are not illustrated here.
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11. After you complete Identity Verification, provide information in the respective fields of the
Business Contact Information section.

Figure 26: Requesting Access to the eRPT Application - Step 11

MS.QD‘V‘ ||'"-"".-" Enterp Yorta E a O JohnBlaze ¥ @ Help™ [ Log Out
(& Edit

o Enter Business Contact Information
All fields are required unless marked (optional).

Social Security Number

Enter Company Name

Address Line 2 (optional)

Enter Address Line 1

Enter City Select State W

FIP+4 Code [optional) ~

Enter ZIP Code Top

12. After you complete the Business Contact Information section, click “Next”.

Figure 27: Requesting Access to the eRPT Application — Step 12

oV ||".-"|'-,-' Ente oric i= My Apps a O JohnBlaze ¥ @ Help™

Address Line 1 Address Line 2 (optional)
2272 ABC Road

City State
Baltimore Maryland W

ZIF Code ZIP+4 Code (optional)
98576

Company Phone Number Extension (optional)
555-555-5555

Office Phone Number Extension (optional)
Fss-f.ss-ssssl

m Enter Role Details
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13. Enter the Plan Contract Numbers in the “Plan Contract Number” field. When you enter
multiple contracts, separate by a comma.

Figure 28: Requesting Access to the eRPT Application - Step 13

gov |r""'1".‘" Enterpr oric i= My Apps A O JohnBlaze ¥ @ Help™
[ Edit

«’ BCl Updates Completed.

o Enter Role Details

All fields are required unless marked (optional).

@ Enter Reason for Request

Cancel

14. Click “Next”.

Figure 29: Requesting Access to the eRPT Application - Step 14

= My Apps A O JohnBlaze ¥ @ Help¥
& Edit

v B Updates Completed.

o Enter Role Details

All fields are required unless marked (optional).

Plan Contract Number

em————

1+

@ Enter Reason for Request

Cancel
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15. Enter a reason for your request in the field.

Figure 30: Requesting Access to the eRPT Application - Step 15

jov [My Enterprise = My Apps A O JohnBlaze ¥ @ Help™ [ LogOut

All fields are required unless marked (optional).

Plan Contract Mumiber

' Completed
& Edit
a Enter Reason for Request
FWW e s -
| Rl:qucs[lngtl1t-='ucu||tractsl :
---------- - Reason for Request

an for Request” field represents the

sest and can

16. Click “Submit” to submit your request.

Figure 31: Requesting Access to the eRPT Application - Step 16

A © JohnBlaze ¥ @ Help™ 3 Log Out

o Enter Reason for Request

Resason for ecqueest

Requesting these contracts.

1 . |

1
I 1 A
o Top

17. Click “OK”.

Plan User Manual Version 4.3 FINAL 18 Electronic Retroactive Processing Transmission (eRPT)



CMS XLC Getting Started

Figure 32: Requesting Access to the eRPT Application - Step 17

Confirmation

Are you sure you want to proceed?

|

Cancel
I“

18. 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 18

A 0 JohnBlaze ¥ @ Help™ [ Log Out

Your IDM request has been successfully submitted.

Request New Application Access Acknowledgement
Your IDM réquest has been successtully submitted.

Thee tracking numbers lor your request for eRPT Plan User role in Elecironic Retroactive Processing Transmission (eRPT) application are:

» 189311 for Plan Contract Number:
+ 189312 for Plan Contract Number:
= T89313 lor Plan Conlracl Number:
= 789314 or Plan Contracl Number:
* 189315 for Plan Contract Number:

« 8364 for Plan Contract Number:
Please use these numbers in all corespondence concerning this request,
You will recebve a separate emall when each part of your request has been processed.

Onceyour request is approved then you will need to log out and then log back into the Enterprise Portal system (o access the application via the tile on the My Porlal
Landing page. I you are still having irouble, please contact the tier 1 Help Desk associated with your application, ~

“ s

3.3.3  Viewing Your Access to Existing/Pending Role

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.
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Figure 34: Viewing Your Access to Existing/Pending Role — Step 1

My Accoss

My POrtal ° My Profile

© Welcome to CMS Enterprise Portal.

2. The “My Roles” tab within the “My Access” page will list the application(s) you have access
to and your role.

Figure 35: Viewing Your Access to Existing/Pending Role - Step 2

CMS.gov|Mv Enterprise Portal & O JohnBlaze Y @HelpY 6 LogOut

My Access

¥= My Roles © My Pending Requests

© No Applications

You currently do not have access to any CMS applications. You may request access to applications by selecting "Add Application".

3. Click “My Pending Requests” to see your previously submitted requests that are pending to
be approved.

Figure 36: Viewing Your Access to Existing/Pending Role - Step 3

CMS_QD\;‘ ||"-.-'I'-,-' Enterprise Portal i My Apps A O JohnBlaze ¥ @ Help¥ [ LogOut

1
{=MyRoles 1| @ My Pending Requests |

The following is a list of pending requests submitted for approval.

Q Global Filter

Submission Expiration Date
Date = s

Action

@ cancel

RequestID & Application = Role Name = Attributes =

789311 Electronic Retroactve Processing oot pian User Plan Contract Number: Jan7, 2021 Jan 8, 2021
Transmission (eRPT)

789312 s €RPT Plan User Plan Contract Number: Jan7,2021 Jan 8, 2021
Transmission (eRPT)

Electronic Retroactive Processing
789313 - eRPT Plan User Plan Contract Number: Jan7,2021 Jan 8, 2021
Transmission (eRPT)

Electronic Retroactive Processing
789314 P eRPT Plan User Plan Contract Number: Jan7,2021 Jan B, 2021
Transmission (eRPT)

Electronic Retroactive P
789315 CeTonic Reoac Ve TIOCESSING eRPT Plan User Plan Contract Number: Jan7,2021 Jan 8, 2021
Transmission (eRPT)

Electronic Retroacti

789364 L - eRPT Plan User Plan Contract Number: Jan7,2021 Jan 8, 2021
Transmission (eRPT)

#125% v

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 3.3.5 for steps to
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access eRPT from within the Portal. You may receive an email notification when your
request for access is approved or rejected.

3.3.4  Modifying your Access

3.3.41  Scenario 1 Steps - Canceling Your Pending Role Request(s) to eRPT Application
(Before Approval)

1. From the “My Access” page, under the “My Pending Requests” tab click “Cancel” button
corresponding to the row of the contract you want to cancel.

Figure 37: Canceling Your Pending Role Request(s) to eRPT Application, Before Approval - Step 1

A O lohnBlaze ¥ @ Help¥ 3 Log Out

My Access

7= My Roles © My Pending Requests

The ing is a list of pendi | i forapp

Q, Global Filter
Submissi Expiration Date
Request D & Application % Role Name & Attributes & ubmission pirtian
Date % 4

Electronic Retroactive Processi
789311 TOMIC RErOREIVE FIOCESSING  RPT Plan User Plan Contract Number: Jan7,2021 Jan8,2021 @ Cancel
Transmission (eRPT)

I :
g

i il e Pr in
789312 Blectr .c ‘Retroact\re R eRPT Plan User Plan Contract Number: Jan 7, 2021 Jan 8, 2021
Transmission (eRPT)

789313 Electronic Retroactive Processing ooy by jcer Plan Contract Number: Jan7,2021 Jang, 2021
Transmission (eRFT)

789314 - - eRPT Plan User Plan Contract Number: Jan 7, 2021 Jan 8, 2021 @ Cancel
Transmission (eRPT)

il

2. Click “Ok” to confirm your action of cancellation of this pending request and complete the
transaction.

Figure 38: Canceling Your Pending Role Request(s) to eRPT Application, Before Approval - Step 2

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 again.

Select "OK' to continue, Otherwise, select ‘Cancel'.
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3. The screenshot below depicts the acknowledgement of your action from Step 2. You may
receive an email confirmation to your registered email address regarding this action.

Figure 39: Canceling Your Pending Role Request(s) to eRPT Application, Before Approval - Step 3

CMS.QOV |M\/ Enterprise Porfal a © JohnBlaze ¥ @ HelpY [ LogOut

& Confirmation

Your pending role request has been canceled.

My Access

¥= My Roles © My Pending Requests

4. Repeat the steps above for each of the pending requests that you may wish to cancel if you
think they need to be canceled before they are approved.
3.3.4.2  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

CMS.Q'::W |r-,-'. y Enterprise Portal 'y O hnBlaz ¥ @ Help™ [ Log Out
M 55
My Access "

¥= My Roles D My Pending Requests

2. Click the drop-down field under “Actions” column as shown.

Figure 41: Modifying Your Previously Approved eRPT Plan User Role - Step 2

CMS'QQ\_;|I‘-.-1-:.- Enterprise Portal & O JohnBlaze ¥ @ Help™ 2 Log Out

My Access

7= My Roles (1] My Pending Requests

The following is a list of your existing applications and associated roles. You can add roles to these applications below or request access to a different application by selecting
“Add Application”.

Q, Global Filter
Application * Role % Actions
e————
Electronic Retroactive Processing Transmission (eRPT) @ eRPT Plan User || Select Action = I
Showing 1 of 1 récord n 0 | v LT T T T

3. Select “View/Modify Role Details”.
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Figure 42: Modifying Your Previously Approved eRPT Plan User Role - Step 3

CMS.gov ir y Enterprise Portal = B O lohnBlaze ¥ @ Help¥ [ LogOut
My Access
= My Roles 0 My Pending Requests
~
The following is a list of your existing applications and associated roles. You can add roles to these applications below or request access to a different application by selecting
“Add Application”.
& add Role
Q Global Fiter - e ———
Application * Role ¢ @ View / @ Modify Role Details
__________ -
Electronic Retroactive Processing Transmission (eRPT) @ eRPT Plan User Select Action * i
Showing 7 of T record, n 0 -
v
< >

4. Click “Modify”.

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

CMS.gov |r-.-'|-,-' Enterprise Portal i= My Apps & O JohnBlaze ¥ @ Help® 3 LogOut

Role Details

Application

Electronic Retroactive Processing Transmission (eRPT)

Role

eRPT Plan User

Role Details

e======y

" 1
oo |

Pian Contract Numbes t

HO137 H2220

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 “Enter a Reason for Change” field. To illustrate as an example, this test user will
remove contract H2220. Note: If you are adding new contracts to the list of existing
contracts separate your entries by a comma.
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Figure 44: Modifying Your Previously Approved eRPT Plan User Role - Step 5

CMS.gov |f'-.-1-:.-' Enterprise Porta

a 8 JohnBlaze ¥ @ Help™ 3 Log Out

Cancel

Allfields are required unless marked (optional).

e Plan Contract Numbes

HO137

e Ao fon Cha

Removed access Lo conlract H2220,

6. Click “Submit”. You will receive an acknowledgement/confirmation based on this action.

3.3.43  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 45: Removing Your Previously Approved eRPT Plan User Role - Step 1

CMS.'Q':'V If'-.-'.'.-' Enterprise Portal H A O whnblaze ¥ @ Help™ [ LogOut
M 5
My Access My Profio

= My Roles O My Pending Requests

2. Click the drop-down field under “Actions” column as shown.
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Figure 46: Removing Your Previously Approved eRPT Plan User Role - Step 2

My Access

#= My Roles © My Pending Requests

The following is a list of your existing applications and associated roles. You can add roles to these applications below or request access to a different application by selecting
“Add Application”.

Q Global Filter
Application = Role & Actions
—————
ic Retroactive Pr ing T (erPT) @ eRPT Plan User | Select Action ',
Showing 1 of T record [ B 0 e b o -

3. Select “Remove Role”.

Figure 47: Removing Your Previously Approved eRPT Plan User Role - Step 3

My Access
= My Roles © My Pending Requests
-~
The following is a list of your existing applications and associated roles. You can add roles to these applications below or request access to a different application by selecting
"Add Application”.
© add Fole
=
Q, Global Filter | © Remove Role
-
Application * Role & @ View / I?Momry Role Details
Electronic Refroactive Processing Transmission (eRPT) @ eRPT Plan User i Select N:ti.o.n = I
Showing 7 of T record, n 0w -
W
< >
H 13 ”
4. Click “Ok”.

Figure 48: Removing Your Previously Approved eRPT Plan User Role - Step 4

Confirmation

Are you sure you wanl Lo remove Lhis rele?

Once this role is remowed, you will necd Lo request access again Lo have it restored, Select "0K' to
conlinue. heiwise, select 'Cancel’,
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5. You will see an acknowledgement/confirmation based on your action in Step 4. You may
receive an email confirmation to your registered email address regarding your role removal
action.

3.3.5 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. You may
receive an email notification when your request for access is approved or rejected.

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 IDM ID (User ID) and Password in the respective
fields.

Figure 49: Accessing eRPT Application from Within CMS Enterprise Portal - Step 1

CMS.gov | Enterprise Portal B8 Applications @Help v @ About & Email Alerts

B ! agree to the Terms & Conditions
Login

Forgot your User ID or your Password?

Mew User Registration

2. Select the checkbox to agree to the terms and conditions.
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Figure 50: Accessing eRPT Application from Within CMS Enterprise Portal — Step 2

CMS.QO'\!'E"'TE-’E” orta B2 Applications @ Help + O About X Email Alerts

IDMeRPTPlan04

[l ! agree to the Terms & Conditions

Login

Forgot your User ID or your Password?

New User Registration

Figure 51: Accessing eRPT Application from Within CMS Enterprise Portal — Step 3

3. Click “Login”.

CMS.gov |E-'"I1»i~'-fr:=-ri5 ¢ BE Applications @ Help v @ About % Email Aleris

CMS.gov |Enterp

IDMeRPTPlan04

v | agree to the Terms & Conditions

Login

Forgot your User |D or your Password?

New User Registration

4. The email address you used while you registered your identity will be the default Multi-factor
Authentication (MFA) mechanism. Click “Send MFA Code” button to receive the MFA code
to your registered email address this time. Note: You would be able to set-up other
protocols as alternative means to receive the MFA code the steps for which are defined in
Section 3.3.6 after which you can pick and choose the MFA mechanism from the drop-down
field (Example: Email, SMS Message, etc.) where to send the code.
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Figure 52: Accessing eRPT Application from Within CMS Enterprise Portal — Step 4

CMS.gov |Ente s @Hep v @ About X Email Alerts

CMS.QO\J |F_m:-::

@ Multi-factor Authentication

Sending To:
Send MFA Code:
Verify

Unable to Access MFA Device or MFA Code?  Cancel

5% w

5. Enter the MFA code in the field provided.

Figure 53: Accessing eRPT Application from Within CMS Enterprise Portal — Step 5

OHelp ~ o About B Email Alerts

CMS.QD‘J |[r!.1.ﬁ_

@ Multi-factor Authentication

Sending

Verify

Unable to Access MFA Device or MFA Code?  Cancel

6. Click “Verify” button.
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Figure 54: Accessing eRPT Application from Within CMS Enterprise Portal — Step 6

C MS(JOV | En @Help ~ e About = Email Alerts

CMS_QD‘J |I:r‘.1».g:

@ Multi-factor Authentication

Sending To: )
Re-send MFA Code 657255

Verify

Unable to Access MFA Device or MFA Code?  Cancel

7. Click “eRPT".

Figure 55: Accessing eRPT Application from Within CMS Enterprise Portal - Step 7

CMS.‘C_]D\-’ |I'-.-1'-,- Enterp oria & O JhnBlaze ® @ Help™ 3 Log Out

My Porta

1
1 1
1 1
1 1
1 1
i eRPT 1
1 1
1 1
1 1
1

8. Click “Application”.
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Figure 56: Accessing eRPT Application from Within CMS Enterprise Portal — Step 8

CMS,(___]{:.\;|I‘-.-'1-:.: Enter rta A O lohnBlaze ™ @ Help® 3 LogOut

My Portal

9. Based on your action at Step 8, you will see the eRPT homepage (the default view is the
“Actions” tab).

Figure 57: Accessing eRPT Application from Within CMS Enterprise Portal — Step 9

~
eRPT Electronic Retroactive Processing Transmission ERPTPLANUSERO3 ~ Email Notification | User Manual
Actions Search Create Package
—
Actions
Filter Results
D Date Received Message
D 03-29-2019 ” )
09:42:30 There is an EDV - E&D request RVW0329201900026 has been added to the system for contract H0137 from RPC.
D 03-29-2019 A
00:42:25 There is an EDV - E&D request RVW0329201900023 has been added to the system for contract H0477 from RPC.
D 03-29-2019 Package SUB0329201900187 has been rejected by CMS Central Office user Douglas Eggers. Please contact the Central Office user for
09:13:23 additional information.
D 03-29-2019 Package SUB0314201900120 has been rejected by CMS Central Office user Douglas Eggers. Please contact the Central Office user for
09:08:29 additional information.
D 03-29-2019 Package SUB0320201900149 has been rejected by CMS Central Office user Douglas Eggers. Please contact the Central Office user for
nG-n4-nn adrlitional infarmatian -

3.3.6  Adding/Removing Additional MFA Devices

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 Profile” link.

Figure 58: Adding/Removing Additional MFA Devices - Step 1

CM S.-;g':::"-'|""-"'-' Enterprise Portal 1= My Apps a O JohnBlaze ¥ @ Help¥ [ Log Out
. 5
My Access My Profio

7= My Roles O My Pending Requests
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2. Click “Manage MFA Devices”.
Figure 59: Adding/Removing Additional MFA Devices - Step 2

aze ™ @ Help™ G Log Out

View Profile

|_r— First Name:  John
-
Middle Name:
Last Name: Rlaze
.?. I E alion
Date of Birth: 017011901
a Lijangs Fusvonl Email Address: IDMeRPTVAL@gmail.com
O o : Phone Number: 599-559-05585
| el ettt o -l Home Address Line 1z 9999 Patt 5t
1 @ Manage MF
L :
-------- - Home Address Line 2z

3. Click “Register a device”.

Figure 60: Adding/Removing Additional MFA Devices - Step 3

I= My Apps A O JohnBlaze ¥ @ Help™ [ Log Out

Manage Multi-Factor Authentication (MFA) Devices

Dewice Type Identifier Stalus Actions

Email "
Change Profile IDMeRPTVAL@gmMail.com Active
Edit

Register a device

4. Click “Select MFA Device” drop-down field and select the option you want to choose as an
alternate MFA Device.
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Figure 61

: Adding/Removing Additional MFA Devices - Step 4

Wienw Profile

Change Profile

Change Password

Marnage MFA Devices

S QS PEie Qe

“hange Business Contact Informatio

ANge Security Question and Answ

Device Type kdentifier Status Actions

E Emal IDMeRETVAL@amall.com | Active E’:

Register Multi-Factor Authentication (MFA) Device

Adding a MFA Code to your login, also known as Multi-Factor Authentication (MFA), can make your login more secure
by prowiding an extra Layer of pratection to your User 1D and Password

Select the MEA device type that you want Lo use to login
o

I ~

I Select MEA Device:
-

5. In this example, let us select “Text Message (SMS)” as an additional MFA Device Type.

Figure 62: Adding/Removing Additional MFA Devices - Step 5

i= My Apps 3 O JohnBlaze ¥ @ Help

View Profile

Manage MFA Devices

S @ Pk D e

hange Profile
Change Business Contact Informatior
Change Passwort

Change Security Question and Answer

Device Type Identifier Status Actions

- "
Email '
IDMeRPTVAL@gmail.com Active

Edit

Register Multi-Factor Authentication (MFA) Device

Adding a MFA Code to your login, also known as Multi-Factor Authentication (MFA), can make your login more secure

by providing an extra layer of protection to your User ID and Password.

Select the MFA device type that you want to use to login

Interactive Voice E{u-\ﬁnm- (IVR)
—— -
Text Message (SMS)
- -
R oTe Reeicator

Okta Verify

6. Enter the Phone Number to send the MFA code and then click “Send MFA Code”.
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Figure 63: Adding/Removing Additional MFA Devices - Step 6

i= My Apps A O lohnBlaze ¥ @ Help™

Text Message (SMS) ~

D Text Message (SMS)

The SMS aption will send your MFA Cade directly te your mobile device via a text message. This option requires you
to provide a ten (10) digits U.S. phone number for a mobile device that is capable of receiving text messages. Carrier
service charges may apply for this option,

e s ————

1 1

Enter Phome Number 1

! [

Ia -
F

1 Send MFA Code : Cancel
1

7. Enter the code received to the phone number you have provided at the previous step and
then click “Add Device”.

Figure 64: Adding/Removing Additional MFA Devices - Step 7

se Portal £= My Apps & O lohnBlaze ¥ @ Help¥ 3 LogDut

The SM5 aption will send your MEA Cade directly to your mobile device via a text message. This option requires you

Lo provide a te phone number for a mobile device that is capable of receiving Lext messages. Carrier

service charges may apply for

©@The MFA code has been sent to your MFA device. If you are having trouble, we can resend the MFA
code in 30 seconds.

- -

1 g 1
1

] Add Device : Cancel

1 ]

8. If you want to remove the MFA device that you have added, click “Remove” button. The
email address associated to your IDM User ID will be the default MFA authentication
protocol which you may not be able to remove.
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Figure 65: Adding/Removing Additional MFA Devices - Step 8

ize ¥ @ Help™ [ LogOut

Manage Multi-Factor Authentication (MFA) Devices

‘ View Profile Device Type Identifier Status Actions

- >
Email . | ’

Change Profile E Active -
Edit

- —I
& Change Business Contact Information Text Message (SMS) ’0 m— 1
| o CREER

Edit Remaove I

a Change Password | R—

Register a device

o Change Security Question and Answer

‘9 Manage MFA Devices

9. Click “Confirm Remove SMS” to remove your Phone Number from the MFA device list.

Figure 66: Adding/Removing Additional MFA Devices — Step 9

o
n]l Remove MFA - Text Message (SMS)

Please confirm MFA-Text Message (SMS) Removal,

r i

1 Confirm Remove SMS : Cancel

10. For information on how to add additional MFA devices, refer to the Enterprise Portal End
User Guide under the “Help” menu within the CMS Enterprise Portal login page
(https://portal.cms.gov/). Refer to Section 8.6 in the guide — Managing Multi-Factor
Authentication (MFA).
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Figure 67: Adding/Removing Additional MFA Devices - Step 10

@ about B Email Alerts

CMS.gov [Ente

» |agree to the Terms & Conditions

Login

Forgot your User |D or your Password?

New User Registration

How can |
help you?

3.3.7  Updating Your Security Question and Answer

For information on how to update your Security Question and Answer, refer to the Enterprise
Portal End User Guide under the “Help” menu within the CMS Enterprise Portal login page
(https://portal.cms.gov/). Refer to Section 8.5 in the guide — Changing Your Question.

Figure 68: Updating Your Security Question and Answer

@ about B Email Alerts

CMS.gov |Ente

» |agree to the Terms & Conditions

Login

Forgot your User |D or your Password?

New User Registration

How can |
help you?
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3.3.8  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 IDM User ID to log into CMS Enterprise Portal and should have the
“eRPT Plan User” role associated to his/her IDM 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 IDM user account and request access to eRPT application, if you
haven’t done so.

3. The existing Plan User (who will be replaced) should remove his/her “eRPT Plan User” role
from his/her IDM ID, follow the steps documented in Section 3.3.4.3.

3.4 System Organization & Navigation

The menu options allow the Plan User to create a Package, search for Packages, and view the
available 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 69: Exiting the eRPT - Step 1

CMS.QOV |My Enterprise Portal i © TommyHilfiger w @ Help & LogOut
~
eRPT Electronic Retroactive Processing Transmission ERPTPLANUSERO03  Email Notification = User Manual
Actions Search Create Package
—
Actions
Filter Results
D Date Received Message
03-29-2019
D 09:42:30 There is an EDV - E&D request RVW0329201900026 has been added to the system for contract H0137 from RPC. o
D 03-29-2019 i
09:42:25 There is an EDV - E&D request RVW0329201900023 has been added to the system for contract H0477 from RPC.
D 03-29-2019 Package SUB0329201900187 has been rejected by CMS Central Office user Douglas Eggers. Please contact the Central Office user for
09:13:23 additional information.
D 03-29-2019 Package SUB0314201900120 has been rejected by CMS Central Office user Douglas Eggers. Please contact the Central Office user for
09:08:29 additional information.
D 03-29-2019 Package SUB0320201900149 has been rejected by CMS Central Office user Douglas Eggers. Please contact the Central Office user for
09:04:00 additional information. v

2. Upon successful log out, you will see the CMS Enterprise Portal login page.
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Figure 70: Exiting the eRPT - Step 2

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

CMS.gov | Enterprise Portal

Password

v+ Agree to our Terms & Conditions
Login

Forgot your User ID or your Password?

New User Registration

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 — Created by RPC to request supporting documents from Plan Users
for completing the monthly EDV activities. Note: All Review packages should be
responded to by uploading documents to the same Review Package as created by the
RPC.

2. Category Code — A code representing a classification of a retroactive Package type
request.
a) For Submission Package Types:
o Category 2 — Timely retroactive enroliment transactions (including Payment
Validation Adjustments and Caseworker Approved Complaint Tracking Module (CTM)
Cases) that may be submitted to the RPC without additional Regional Office (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.
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o 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. Notify RO Account Managers of any
waivers or exceptions. Please refer RPC’s SOP on their website for the types of
retroactive transactions that require RO Approval.

¢ Complaint Tracking Module (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 where Plans fail to have a best available evidence (BAE) process in
place or will not honor acceptable evidence provided by the beneficiary or
someone on his/her behalf.

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

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

e Special — A customized user Package submitted by the CMS Central Office (CO)
Staff or eRPT Plan Users to RPC. A special submission package will need to be
approved by either the CMS CO or RO.

o 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. Note: This is a sub-category representing a
classification of a retroactive Submission Package type request, applicable only for
Category 3 and Special Submission Package.

b) For Review Package Types:

e EDV (this option is available only on the search page) — A request submitted by the
RPC to a Plan requesting supporting documentation for enroliment related transactions
processed by the Plan in the Medicare Advantage Prescription Drug (MARX) System.
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 Enrollment
and Disenrollment transactions that were submitted to MARX via the batch process
o Enrollment transactions (Transaction Type Code 61) are defined as an action

that initially enrolls a beneficiary into a certain plan contract number and Plan
Benefit Package (PBP) number.

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

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

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

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

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

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

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

e Central Office
¢ Regional Office

4. Regional Office (applicable only to Category 3 and Special Submission package) —
The regional offices 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

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

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

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 in 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 the
supporting Response documents.

¢ Downloading — When the RPC is downloading the Package.

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

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

o Deleted — When a retroactive Package is deleted by the eRPT Plan User, CMS Central
Office, or Administrator user the Package status will be marked as deleted.

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
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spreadsheet for a specific contract.
9. Transaction Type — Type of transaction.

10. Total Submissions — The total number of transactions that are submitted in the
package.

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

12. Created by — The IDM 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.”

13. Proxy Users — A list of persons (no more than 3) authorized to act on behalf of an
eRPT Plan User responsible for creating and submitting a retroactive plan submission
package.

4.2 eRPT Plan User Interface Menu/ Functions

Upon being successful to access the eRPT application within the CMS Enterprise Portal, the
eRPT Plan User can see the following menu options:

e Actions, Section 4.2.1
e Search, Section 4.2.2
e Create Package, Section 4.2.4

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.

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

Viewing a Package and Downloading Package Documents, Section 4.2.5

Update a Submission Package (‘Draft’ status only), Section 4.2.6

Deleting Documents from a Submission Package (‘Draft’ status only), Section 4.2.7
Deleting a Submission Package (‘Draft’ status only), Section 4.2.8

Tracking Packages, Section 4.2.9

View Response Documents added by the RPC through Actions tab, Section 4.2.10
Search and View Response Documents, Section 4.2.11

Completing a Review Package, Section 4.2.12

Note: Plan Users will be able to view/access only the packages and documents created by
themselves or if they are designated as proxy users based on their access to contracts.

The following are the types of packages that can be created by Plan Users via the eRPT
Application User Interface:

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

o
o
O
o
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421 Actions

1.

The “Actions” tab lists all the relevant notifications/ business events specific to the Plan User
who has logged into the eRPT application. Notifications such as the ones related to EDV
Review Packages posted by the RPC requiring the Plan User’s response, RPC’s action on a
Submission Package, Category 3/Special package rejection notification, and Plan EDV
Reports posted by the RPC will be lined up in this Actions list.

Note: By default, the incoming notifications are listed in descending order of date column,
meaning the latest/ most recent ones will be at the top. You may sort this list by the date for
quick access.

Figure 71: Actions Tab - Default View

CMS_gov |My Enterprise Portal ; © TommyHilfiger w @ Help @ Log Out
~
eRPT Electronic Retroactive Processing Transmission ERPTPLANUSERO03  Email Notification | User Manual
Actions Search Create Package
E—
Actions
Filter Results
D Date Received Message
D 03-29-2019 il ~
ioa050 There is an EDV - E&D request RVW(0329201900026 has been added to the system for contract H0137 from RPC.
D 03-29-2019 5
D There is an EDV - E&D request RVW(0329201900023 has been added to the system for contract H0477 from RPC.
D 03-29-2019 Package SUB0329201900187 has been rejected by CMS Central Office user Douglas Eggers. Please contact the Central Office user for
09:13:23 additional information.
D 03-29-2019 Package SUB0314201900120 has been rejected by CMS Central Office user Douglas Eggers. Please contact the Central Office user for
09:08:29 additional information.
D 03-29-2019 Package SUB0320201900149 has been rejected by CMS Central Office user Douglas Eggers. Please contact the Central Office user for
09:04:00 additional information. e

2.

You may use the “Filter Results” field to do a quick search on the list to get to a specific
record on the list. The following screenshot illustrates this.
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Figure 72: Using Filter Results Field in Actions Tab

CMS 0OV ||'-;1'-,-' Enteal 2orto i= My Apps O Tommy Hilfiger w @ Help @ LogOut
~
@RPT Electronic Retroactive Processing Transmission ERPTPLANUSERO3  Email Notification  User Manual
Actions Search Create Package
—
Actions
ot ke do ol ol e ol 1
= Filter Results ’ EOV x ::
U Date Received Message
03-29-2019 s
[_] EDY - E&L
09:42:30 R B
330
[:I Eé :_:5::219 There is an EOV - E&D request RVWO329201900023 has been added to the system for contract HOATT from RPC,
03-28-2019
|j 10:41:03 There is an EDV - EED request RVW0328201900004 has been added to the system for contract H04TT from RPC.
O Di g:; ]ﬂ 12 There is an EDY Request RY N CMS Central Office.
-19-2010
D 8150k There is an EDV Request RW0319201900007 from CMS Cenfral Office, v

11:03:03

3. You may click “Date Received” field to do a sort of the list and as a result the oldest
notifications will show up at the top of the list as shown below. Note: Clicking the “Date
Received” again will bring back the new/latest ones at the top.

Figure 73: Sorting the List in Actions Tab by “Date Received” Field/Column

CMS_QDU !r-..-1-,- Enterg C = My Apps © Tommy Hilfiger w @ Help [ Log Ou

eRPT Electronic Retroactive Processing Transmission ERPTPLANUSERO3  Email Motification  User Manusl

Actions  Search  Create Package
—

Actions

Filter Results | BV

1
| Date Received - | Message
|| St e

01-26-2018 -~

There is an EDV - ESD request RYWO0126201 800001 has been added to the system for contract HO13T from RPC
14:10:01 There is an EDV - E&D request RYWO12620]1 800001 has been added to the system for contract HOL3 7 from RPC,

01-29-2018 : £ i

ere is an EDV - E&D request RVIWG129201800002 has been added to the system for contract HO137 from RPC,
17:99:42 There is an EDV - ESD reguest BYW012 9201 800002 has been added to the system for contract HO137 from RPC,
02-15-2018
There is an EDY - EAD request BYW0215201 800003 has bee) ided to the system for contract HO13T fror .
09-36:08 here js an E&D reguest BYW0215201800003 has been added to the system for contract HO13T from RP
iggéfgls There iz an EDV Reguest RVWO02 15201800003 from CMS Central Office,
03-07-2019
11:59:24

Olo|o|loaipgEd

There is an EDV Request RYWO307201900005 from CMS Central Office, (¥ |

4. Click the link to open the package to view the different sections of the package and/or to
make an update (providing your responses in the case of EDV Review Package).
Alternatively, you may select the checkbox next to the row on the left and click “View
Selected Action” to open the package.
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Figure 74: Open a Package from Actions Tab, 4a

T w i@ Help [ Log Out

@RPT Electronic Retroactive Processing Transmission ERPTRLAMUSER(Z  Eenmil Hetification | Uses Ma

Actlons Search Create Package

Actions

Filter Results | goy

Date Received - Hessage

01-26-2018
14:10:01

01-29-2018
12:39:42

O | O pLd

Thereis an EDV - E&D regusest B FRO1B00002 has been added to the system for contract HO13T from EPC
02-15-2018 =
'33.35'!;3 [hiere is an EDY - E&D regueest VWG LHI01800003 has been added te the system for contract HOO3T froem BPC
10-22-2013
20:06:16

There i a0 EDV Bequest BT 1520 L0000 frgm CMS Cendral Office

03-07-3019
11:50:04

L) ) &

SO T B

There is.an EDYV Request EWIGIT201900005 from CMS Central Offics

Figure 75: Open a Package from Actions Tab, 4b

(]

Date Received - Meiiage
,.---.i
1 O1-26-2018 . . . ; 3
1 1 There isan ECY - ELD request RYWOLM6201800001 has been added to the system for contract HO137 from BPC. o

141001

-
=29 20048

Thereis an EDY - ELD request BYWOL2990 1800007 has been added te the system for contract HO12T from BPC,
122942 1 an EQY - LD requies NOL2920 1 BO0002 hias been added e sysbem aritra 17 froum BB

13- 1520148
093608

EDY - E&D resguuest B0 1520 BOG00T has been added to the system for contract HO13T from RPC,

1::;:-::;49‘ Thege is an EOV Requeest BV 15001200003 from CMS Central Dffice.
03-07-2019
115624

here is an EDY Regueest B F01500005 from THM5 Central Qffice

08 8 a0

03-19-2019
110142

here is an E0Y Reqgueest EYWIE1900 1900006 from CMS Central Qffice

03-19-2019
11:03:03

0

here is an EDY Requeest AYWI319201900007 from CMS Central Ofice

Showing 11 entries (filtered from 158 total entries) 1 row selected

[o=======—==-

L]
1
Acknowledge Selected Actions : View Selected Action :m
|

5. The package opens in a new window.
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Figure 76: Package Window When the Package is Opened

Package ID: RVW0126201800001

}_-....Y. .4..........»4 Submission Documents Response Documents

Package Details

Package ID Status
RVW0126201800001 Downloading

Package Type Last Updated By
Review RPC

Category Last Updated
EDV - E&D 01-13-201922:21:03

Parent Organization Created By
Lutheran SeniorLife RPC

Note: Refer to Sections 4.2.5 and 4.2.6 for the steps to navigate the different sections of the
package to update or view the information/documents contained in the package.

6. When you are done reviewing or responding to a package through the “Actions” tab, select
the checkbox next to the left of that “Actions” row and then click “Acknowledge Selected
Actions”; this will remove this row from the “Actions” table. This is ‘not’ a required action, but
this will help you manage the “Actions” list from time-to-time before it becomes too
unwieldy to manage. See screenshot below. Note: You can still retrieve this package using
the “Search” function. See Section 4.2.2 to understand using the search function.
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Figure 77: Using “Acknowledge Selected Actions” Button in Actions Tab

CMS.!-;[T'.-" |".’_ Erite e Portc H Teeremvy Hlhger w all-ﬂlp o Log Out

L Date Beceived Maizage

et

L B
! ol v b There is an FOV - ERO regiest BYWO] 201800001 hs been added b0 the swten for oonteact BT from RE '
1 I'.-i-:][H'l e e eaine e et s . o s 5
===
' 01793018
X | . 1 VW] 20 | i | i | ¥
LGl
‘W 152018
T Wy - L W71 W) r
L | s i F ; N ) ) f i
10-23-2018
n ;r_ e There is an EDV Reguwest ESN0G 15301 B0 from CWS Central Office,
072015 o ;
11:50:28 Ihere is an BV Beguest BVNOICTI0 L S0000% From CHS Central Office,
I3-19-201% f | ; R o "
ereisan FOV Request B30 900006 From CMS Central Office.
0L iere isan EDY Wil i I tral
0G-19-2015
11:03:03 There is an EDV Regwest B0 L5001 S0000T From (WS Central Office,
11:03:03 -

Showing 11 entries (filtered from 158 total entriss) 1 row selected

e e 1

: Arkrowledpe Selected Aotions :m Clear Selected Actlons W
I =

7. You may use the “Clear Selected Actions” button to clear off the check mark within the
check box of all those actions selected by you. This functions like an undo action.

Figure 78: Using “Clear Selected Actions” Button in Actions Tab

CMS gov | My Enferpise Porol & My Apps

A
= Dt Recwived Manunge
o 01-25-2018 : 5
=i 14 :;:l There isam EDV - EAD request EVIWG 126801 S00{ s been added to the system for contract 40137 from BPC £
-, 01-25-2018
' 122043 [here isan EDV - EED reguest BVING 125001 00002 has been added to the system for contract 137 from BP
i 3?.:51;:” Ihere Ban EDV - EED reguest BVIATD L0 BO0003 hes been added to the syetem for contract HI1L3T frem BIPL
- j'.'l-E?-'{-E 18 Thiere isan D0V Beouest BY0W02 15501800003 [rapy CMS Cerylial -
061 Ihere isan teguest IMYIWOT IS0 LA0O00 S Fropy (S Cerlial Offs,
r 1
:.U.li [hiere is an E0Y Reguest RYINOOCTI0 L O ki
B 03192019 i ; )
—- 1150143 There LD Pyt B0 ES20 200 o CS C bl
{11:42
03192019 :
- 11:03:03 There isan EOV Beguesh FYNTDINESH0 | 000 m LS Cenby =
11:03:03 o

Showieg 11 entries [filkered rom 158 totsl sntries] 4 rows s=lected

- -
1 1
re——" ey gy :
1
A |

4.2.2 Search for Packages and Documents

From within the “Search” tab, 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
documents that can be retrieved and viewed by the user.

Plan User Manual Version 4.3 FINAL 45 Electronic Retroactive Processing Transmission (eRPT)



CMS XLC Using the System

The eRPT Plan Users will be able to search for 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 optimize the search results returned.

Note:

e The search screen provides the user with a ‘dynamic’ set of search criterion/ options
depending on what the user is searching for.

e The “Search For”, “Date From”, and “Date To” fields are ‘required’ fields to perform all kinds
of search.

The following are some of the options available to perform a search:

1. Search For — This is a drop-down field with the following values:
Submission Packages
Transaction Inquiry Packages
Review Packages
Final Disposition Reports
Follow-on Final Disposition Reports
Error Reports
o Letters
2. Date From and Date To — Use the built-in calendar feature to select a value for this field.

The date format is MM-DD-YYYY.

o The “Date Form” and “Date To” fields are required fields and must be used by the user
to select the date range in which the Package was saved or submitted. The search will
automatically look for results within the dates provided. For example, if the user is
searching for a draft package or a package pending RO Account Manager approval, the
eRPT application will look for Packages based on the Package’s creation date.

3. Category — The following are the category values to choose from based on the package
searched for.

o Submission Package
= All (default selection)
= Category 2
= Category 3
= CTM

= Payment Validation

O O O O O O

Resubmission
Special
o Review Package
= All (default selection)
= Enrollment Data Validation
= EDV-E&D
= EDV - CANCELLATIONS
= EDV-MARX_UI
= EDV-RACS
4. Package ID — If you know the specific ID of the Package you want to find in the system, you
can enter it in this field.
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5. Status — A drop-down containing values for identifying packages based on their status. The
status values are dynamically populated based on the package type (Submission/
Transaction/ Review Package) and category (Category 2, Category 3, etc.) searched for.
o Submission Packages - Category 2, Resubmission, CTM and Payment Validation

o Al
Draft
Open
In Process
Closed
Downloading

ubmission Packages - Category 3 and Special
All
Draft
Pending Approval
Rejected
Open
In Process
Closed
Downloading
ransaction Inquiry Packages

All
Draft
Open
In Process
Closed
Downloading

o Review Packages

All

Open

Completed

Closed

o Downloading

6. Parent Organization — All Plan Parent Organizations will be listed. You may choose a
parent organization, if desired. This option is not applicable for FDRs, Error Reports, and
Follow-on FDRs.

Note: If your Parent Organization is not available in the drop-down please contact the
MAPD Helpdesk at mapdhelp@cms.hhs.gov (or call at 1-800-927-8069).

7. Contract ID — If the user knows the specific contract ID of the package they can enter it free
form in this field. This field is not applicable while searching for transaction inquiry packages
and approval letters.

OO O0OO0OO0OO0O=00000O0O0CO0OWMOLOO OO

O
O
O
@)

4.2.2.1 Steps to Execute a Search
Let us see the steps involved in searching for “Submission Packages” (for example).
1. Click “Search” tab (the default view is the “Actions” tab).
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Figure 79: Search for a Package — Step 1
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2. Inthe “Search For” field select “Submission Packages” (but, this is the default selection, let
us leave the selection as-is).

Figure 80: Search for a Package — Step 2

aBFT Elecnronk B v P  Toa !
u Sk
[
Search
Cribaria
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1 . A 1
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1 = L] 1 3
F o o o o o o o e e e e e e e e e e ]
V - e Ta i =
L
=
L
Results |

3. Select appropriate values in the “Date From” and “Date To” fields using the respective
calendar buttons (an example is illustrated in the screenshot below). The default value
is today’s date. Click the calendar button to invoke the calendar function to change the date
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values. Alternatively, you can enter the date values using your keyboard in the following

format MM-DD-YYYY.

Figure 81: Search for a Package - Step 3

€RPT Electronic Retroactive Processing Transmission

Actions Search Create Package
—
Se MAY 2019

€« L
MON TUE WED THU FRI SAT SUN
1 2 k) 4 s

L T L] 2 10 n 2

Ny .

4k

fo (Required

4-2019

Results

Category

L1

All

Package ID

Status
All ]

Parent Organization

All

4

Contract ID

4

4. In this example, let us search for all kinds of submission packages within the specified date
range values. So, all other data drop-down and text fields do not need any input in this
example. Move-on to the next step to execute this search.
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Figure 82: Search for a Package — Step 4
€eRPT Electronic Retroactive Processing Transmission R
Actions Search Create Package
—
Search
Criteria
Search For (Required) Category
Submission Packages 3 I All s ‘
Date From (Required) Date To (Required) Package ID
[ 03-01-2019 04-04-2019 ‘ ‘
& & Status
| All s ‘
Parent Organization
| All s ‘
Contract ID
| J
Results
H “ »
5. Click “Search” to execute the search.
Figure 83: Search for a Package — Step 5
€RPT Electronic Retroactive Processing Transmission R
Actions  Search  Create Package
—
Search
Criteria
Search For (Required) Category
Submission Packages ¥ All v
Date From (Required) Date To (Required) Package ID
03-01-2019 04-04-2019
L m__ 1 1 " -
- - Status
All =
Parent Organization
All s
Contract ID
s
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6. The search results are displayed in a tabular format as shown.

Figure 84: Search for a Package - Step 6

CMS.gov |M\/ Enterprise Portal - © TommyHilfiger w @Help @ LogOut
Criteria +
Results -

Total Results: 117

Filter Results

1D Type Category Status Submission Date
SUB(0403201900197 SuUB Category 3 Draft ~
SUB0402201900196 SuB Category 2 In Process 04-02-2019 18:57:13
SUB(0402201900195 SUB Category 2 Draft
SUB(0402201900194 SuUB Special Draft
SUB(0402201900193 SUB Category 3 Draft
SUB(0402201900192 SUB Special Pending Approval
SUB(0402201900191 SUB Special Pending Approval v

v

Chrnina 117 antriac

7. If desired, you can use the “Filter Results” field to further refine this search based on specific
parameters (data elements). See some examples below.

Figure 85: Search for a Package - Step 7a

CMS.QOV | My Enterg orto = My Apps O Tommy Hilfiger w @ Help [ Log Out
Criteria +
Results ot

Total Results: 117

1 I
| L}
1 Filter Results | "category 27| X il
' :
1] Type Category Status Submission Date
[e—————— 1
5UB0402201900196 SUB | Category2 1 In Process 04-02-2019 18:57:13 ~
1 1
SUB0402201900195 SUB : Category 2 : Draft
1 1
SUB0402201900190 SUB : Category 2 : Draft
1 1
SUB0401201900189 SUB | Category2 1 Open 04-01-2019 14:22:51
] 1
SUB0326201900177 SUB : Category 2 : QOpen 03-26-2019 21:33:17
1 1
SUB0321201900155 SUB : Category 2 : Draft
1 1
SUB0321201900154 SUB | Category2 1 Draft v
e !

Chrawdnm A antriae fltarad fram 117 tnbal anbriacl
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Figure 86: Search for a Package — Step 7b

CMS.gOV My Enterprise Portal = My Apps O Tommy Hilfiger w @ Help (% Log Out
Criteria +
Results -

Total Results: 117

o e i e e e e -
1 1
1 FilterResutts[Dra& x
1 al
b o i e e e o 1
1] Type Category Status & Submission Date
SUB0402201900197 SUB Category 3 ] Draft : ~
1
1
SUB0402201900195 SUB Category 2 : Draft 1
1
SUB0402201900194 SUB Special : Draft |
1
1
SUB0402201900193 SUB Category 3 1 Draft :
1
SUB0402201800130 suB Category 2 I Draft :
1
1
SUB0321201900155 SuB Category 2 : Draft |
1
SUB0321201500154 SUB Category 2 : Draft 1 v
]

Chrwing 87 antriac (filtarad fram 117 tatal antriach

8. You can also ‘sort the search results’ by any of the specific column values. To do so, click
the column header (as highlighted). The example screenshots below is a result of column
sort on the “Submission Date” column value.

Figure 87: Search for a Package — Step 8a (Before sorting by “Submission Date” column)

CMS.QOV |M‘.r’ Enterprise Portal = My Apps O TommyHilfiger w @ Help @ LogOut
Criteria +
Results -
Total Results: 9

Filter Results

e e e -
D Type ; Category { Status : Submission Date :
SUB0401201900189 SUB Category 2 Open 0-431-2(;9-14-2;5 ------ IA
SUB0329201900188 SUB Category 3 Open 03-29-2019 13:30:28
SUB0326201900177 SUB Category 2 Open 03-26-2019 21:33:17
SUB0321201900150 SUB Special Open 03-29-2019 13:01:30
SUB0320201900147 SUB Resubmission Open 03-20-2019 20:55:17
SUB0320201900142 SUB Payment Validation Open 03-20-2019 20:42:35
SUB0320201900141 SUB CT™ Open 03-20-2019 20:35:46 9

Chmuing O antriae
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Figure 88: Search for a Package — Step 8b (After sorting by “Submission Date” column)

CMS.gov |My Enterprise Portal - © TommyHilfiger w @Help B LogOut
Criteria +
Results -

Total Results: 9

Filter Results

] Type Category Status Submission Date
SUB0314201900122 SuUB Category 2 Open 03-14-201918:13:38 ~
SUB0320201900139 SuB Category 2 Open 03-20-2019 20:24:52
SUB0320201900141 SuB CT™M Open 03-20-2019 20:35:46
SUB0320201900142 SuB Payment Validation Open 03-20-2019 20:42:35
SUB0320201900147 SuB Resubmission Open 03-20-2019 20:55:17
SUB0326201900177 SuB Category 2 Open 03-26-2019 21:33:17
SUB0321201900150 SuB Special Open 03-29-2019 13:01:30

Chrmineg O antriae

9. Click the “ID” of the respective package (as shown) to open the package and view the
different sections of the package and associated documents.

Figure 89: Search for a Package - Step 9

CMS.gov |My Enterprise Portal = My Apps O TommyHilfiger w @Help @ LogOut
N
Criteria +
Results —

Total Results: 9

Filter Results

iD Type Category ; Status Submission Date

e —————)

: SUB0314201900122 : sus Category 2 Open 03-14-201918:13:38 A

T o -
SUB0320201900139 sus Category 2 Open 03-20-2019 20:24:52
SUB0320201500141 suB CT™ Open 03-20-2019 20:35:46
SUB0320201500142 sus Payment Validation Open 03-20-2019 20:42:35
SUB0320201900147 suBs Resubmission Open 03-20-2019 20:55:17
SUB0326201900177 suB Category 2 Open 03-26-2019 21:33:17
SUB0321201900150 suB Special Open 03-29-2019 13:01:30 v

v

Chawine B anbiac

Note: Refer to Sections 4.2.5 and 4.2.6 for the steps to navigate the different package sections
to update or view the information contained in the package.
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4.2.3 Download Plan EDV Reports

The CMS’ RPC uploads Plan EDV Reports for active contracts in eRPT. Plan Users who are
associated/ have access to the contract will receive an email and a system notification when a
new Plan EDV Report is uploaded to eRPT. Note: eRPT Plan Users who do not have access to
the contract will not be able to view/ download the Plan EDV Report of the contract in question.

The following sub-sections outline the steps for a Plan User to download these reports from
within the eRPT user interface.
4.2.31 From the “Actions” Page

The steps to download the Plan EDV Reports from the “Actions” page is very much similar to
the steps discussed in Section 4.2.1 Actions for downloading package documents. Those steps
are outlined again as below.

1. You may use the “Filter Results” field to do a quick search on the list to get to a specific Plan
EDV Report. The following screenshot illustrates this.

Figure 90: Download Plan EDV Reports from Actions Page, Step 1

CMS.gov |f'~"|‘-,' Enterprise Portal © AmyJacksonw @ Help @ LogOut

eRPT Electronic Retroactive Processing Transmission AJACKSON  Email Notification | User Manual
Actions search EDV Reports Create Package
e
Actions
[
. . 1 1
Filter Results gy, 1
Show | 10 $ |entries : l Plan EDY * I 1
Lo S L
D Date Received Message

1 08-22-2020 i

[_.I 15:19:45 There is a Plan EDV Report for contract H3331 from the RPC,
5:19:

08-22-2020 .

m 15:18:21 There is a Plan EDV Report for contract H2226 from the RPC,

D 0D8-22-2020

There is a Plan EDV Report for contract H1717 from the RPC
15:17:08

Showing 1 to 3 of 3 entries (filtered from 1,000 total entries)

2. Click the respective link to open/ download the Plan EDV Report. Alternatively, you may
select the checkbox next to the row on the left and click “View Selected Action” to
view/download the report.
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Figure 91: Download Plan EDV Reports from Actions Page, Step 2a

CMS.gov |M-‘," En orta = My Apps O AmyJacksonw @Help [ LogOut
~
eRPT Electronic Retroactive Processing Transmission AJACKSON  Email Notification | User Manual
Actions Search EDV Reports Create Package
—
Actions
[ l Filter Results |
Show | 10 s !cninr‘s I PLED X
D Date Received Message
e e e 1
1 08-22:2020 1
i £
D 1 There is a Plan EDV Report for contract H3331 from the RPC. 1
15:19:45
e ——
08-22-2020
There is a Pla eport ntract H2226 the RPC,
D Y here is a Plan EDV Report for contract H2226 from the RPC
D 08:22:2020 There is a Plan EDV Report for contract H1717 from the RPC,
15:17:08
Showing 1 to 3 of 3 entries (filtered from 1,000 total entries)
v

Figure 92: Download Plan EDV Reports from Actions Page, Step 2b

CMS.gov |I‘~.f1'-,»' Enterprise Portal = My Apps O Amy Jacksonw @ Help B LogOut
Actions  Search  EDVReports  Create Package 2
—
Actions
[ Filter Results | pjan ey 1
Show | 10 #+ |entries b
@ Date Received Message
O 25-ZE2020 There is a Plan EDV Report for contract H3331 from the RPC
15:19:45
r———
08-22-2020
1 : There is a Plan EDV Report for contract H2226 from the RPC,
15:18:21
-
£, [Yrazi There is a Plan EDV Report for contract H1717 from the RPC
15:17:08
Showing 1 to 3 of 3 entries (filtered from 1,000 total entries) 1 row selected
o 1
: 1 - :
Acknowledge Selected Actions I View Selected Action : Clear Selected Actions
T Tr T
v

Return to top (800) 927-8069 MAPDHelp@cms.hhs.gov

3. When you are done reviewing the report through the “Actions” tab, select the checkbox next
to the left of that row and then click “Acknowledge Selected Actions” to remove this row from
the “Actions” table. See screenshot below. This is ‘not’ a required action, but this will help
you manage the “Actions” list before it becomes too unwieldy. You may also
temporarily download the report to your local computer workspace to view them.
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Figure 93: Download Plan EDV Reports from Actions Page, Step 3

CMS.QDV |p,‘,1«!.- Enterprise [i = My Apps O Amy Jacksonw @ Help @ Log Out

Actions Search EDV Reports Create Package
—

Actions

Filter Results | pjan epv

Show | 10 %+ |entries

Date Received Message

08-22-2020

There is a Plan EDV Report for contract H3331 from the RPC,
15:19:45

08-22-2020

15:18:21 There is a Plan EDV Report for contract H2226 from the RPC,

1==1

OIRlD ®
| T )

08-22-2020
15:17:08

There is a Plan EDV Report for contract H1717 from the RPC.
Showing 1 to 3 of 2 entries (filtered from 1,000 total entries) 1 row selected

s -
: Acknowledge Selected Actions View Selected Action Clear Selected Actions

Return to top (800) 927-8069 MAPDHelp@cms.hhs.gov

4.2.3.2  From the “EDV Reports” Page
Following are the steps to search for and download Plan EDV Reports:
1. Select “EDV Reports” tab.

Figure 94: Download Plan EDV Reports from EDV Reports Page - Step 1

CMS.gov |Mv Enterprise Portal 1= My Apps O Amylacksonw @ Help O LogOut
A
eRPT Electronic Retroactive Processing Transmission AJACKSON | Email Notification | User Manual
-
r i
Actions search 1 epv Reports | Create Package
s S
Actions
[ 1 Filter Resultsl |
Show ‘ 10 # |entries |
I:] Date Received Message
D adalial There is an EDV Request RVW0824202002149 from CMS Central Office.
16:27:29
] 08-24-2020
L] 16:13:08 Package SUB0824202000053 has been rejected by CMS Central Office user Astro Jetson, Please contact the Central Office user for additional information
D [E:;;g;m Package SUB0824202000054 has been rejected by CMS Regional Office user Tom Tdeole. Please contact the Regional Office user for additional information.
08-22-2020
D 15:26:08 There is an EDV - E&D request RVW0822202002148 has been added to the system for contract R5342 from RPC,
v

I 08-22-2020

There is an FIW - FRN reauest RVINNA27202007 146 has heen added to the swstem for contract H3331 fram RPC

2. Select appropriate values in the “Date From” and “Date To” fields using the respective
calendar buttons (an example is illustrated in the screenshot below). The default value
is today’s date. Click the calendar button to invoke the calendar function to change the date
values. Alternatively, you can enter the date values using your keyboard in the following
format MM-DD-YYYY.
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Figure 95: Download Plan EDV Reports from EDV Reports Page — Step 2

CMS.gov |r‘-.»‘1‘_.-' Enterprise Portal i My Apps O Amy Jacksonw @ Help @ LogOut
~
eRPT Electronic Retroactive Processing Transmission AJACKSON = Email Notification | User Manual
Actions Search EDV Reports Create Package
—
ED JANUARY 2020
({ < TODAY )

‘MDN TUE WED THU FRI SAT SUN
1 2 3 4 5

6 7 8 9 10 M 12 Parent Organization

- All * ‘
20 21 22 23 24 25n ) '
== (Required) Contract ID

25-2020 All H ‘

a

sl

“ v

3. Click “Search” to execute the search. This will pull the Plan EDV Reports for all the contracts
the user will have access to.

Figure 96: Download Plan EDV Reports from EDV Reports Page — Step 3

CMS.gov |“~’1 y Enterprise Portal 3 O AmyJacksonw  @Help  © LogOut
eRPT Electronic Retroactive Processing Transmission AJACKSON  Email Motification = User Manual
Actions Search EDV Reports Create Package
—
EDV Reports
Criteria -
Search For (Required) Parent Organization
| Plan EDV Reports ¥ All B
Date From (Required) Date To (Required) Contract ID
| 01-26-2020 08-25-2020 All s
i &
= e
1 1
1 1
e —— 1

4. The search results (Plan EDV Reports) are displayed as shown in the screenshot below
based on the search criteria entered above. To view/ download a report, click the respective
Plan EDV Report.
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Figure 97: Download Plan EDV Reports from EDV Reports Page — Step 4

CMS,gOV |M‘/ Enterprise Portal = My Apps O AmyJacksonw @ Help  ® LogOut
Actions  Search  EDVReports  Create Package 2
—
EDV Reports
Criteria +
Results -
Total Results: 417
Filter Resultsl | I
Show | 10 ¢ |entries
ContractID Parent Organization Month Year
H2226 Lutheran SeniorlLife August 2020
H3331 Lutheran SeniorLife August 2020
H1717 Lutheran SeniorLife August 2020
H3331 Lutheran SeniorLife August 2020
H1717 Lutheran SeniorLife August 2020
v
w1717 itharan Canind ia PP EYEYS

5. To view/ download a report, click the respective link in the “Contract ID” column.

Figure 98: Download Plan EDV Reports from EDV Reports Page — Step 5

CMS.QOV |M-,» Enterprise Portal = My Apps © Amy Jacksonw @ Help ® Log Out
Actions  Search  EDVReports  Create Package i
L]
EDV Reports
Criteria +
Results -

Total Results: 417

Show | 10 % |entries H\tchcsullsI | I
Contract ID Parent Organization Month Year
]
1 H2226 1 Lutheran SeniorLife August 2020
b e !
H3331 Lutheran SeniorLife August 2020
H1717 Lutheran SeniorLife August 2020
H3331 Lutheran SeniorLife August 2020
H1717 Lutheran SeniorLife August 2020
Liithaean Saninel ifa Assensse *

If you want to search for Plan EDV Reports for a specific Plan contract only, select a
contract from the “Contract ID” drop-down field. For example, the logged in Plan User
selects H1717 from the “Contract ID” drop-down field and then click “Search” again.
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Figure 99: Download Plan EDV Reports from EDV Reports Page — Step 6

CMS.gov |My Enterprise Portal = My Apps © Amy Jac
Actions Search EDV Reports Create Package
I
EDV Reports
Criteria
Search For (Required) Parent Organization
‘ Plan EDV Reports s All s
Date From (Required) Date To (Required) Contract ID
‘ 01-26-2020 ‘ ‘ 08-25-2020 ‘
H1717
m 2] H2226
H3331
R3444
R5342

7. The search results (Plan EDV Reports) are displayed as shown in the screenshot below
based on the search criteria entered above for contract H1717. To view/ download a report,
click the respective Plan EDV Report.

Figure 100: Download Plan EDV Reports from EDV Reports Page — Step 7

CMS.QOV |My Enterprise Portal O AmyJacksonw @ Help @ LogOut
EDV Reports
Criteria +
Results -

Total Results: 76

Show | 10 $ |entries Filter Resu ltsI I
Contract ID Parent Organization Month Year
H1717 Lutheran SeniorLife August 2020
H1717 Lutheran SeniorLife August 2020
H1717 Lutheran SeniorLife August 2020
H1717 Lutheran SeniorLife August 2020
H1717 Lutheran SeniorLife August 2020
H1717 Lutheran SeniorLife August 2020
H1717 Lutheran SeniorLife August 2020
H1717 Lutheran SeniorLife August 2020

8. If desired, you can use the “Filter Results” field to further refine the search based on specific
parameters (data elements). See screenshot below. In this case, the original search results
were filtered to show Plan EDV Reports for the month of July.
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Figure 101: Download Plan EDV Reports from EDV Reports Page — Step 8

CMS.QOV My Enterprise Portal = My Apps © Amy Jacksonw @ Help @ LogOut
EDV Reports
Criteria +
Results -

Total Results: 417

Show [ 10 ¥ ientries 2L anmi
------
Contract ID Parent Organization Month Year
R5342 Lutheran Seniorlife July 2020
R5342 Lutheran Seniorlife July 2020
H1234 Lutheran SeniorLife July 2020
H1234 Lutheran SeniorLife July 2020
H1717 Lutheran Seniorlife July 2020
H5417 Lutheran SeniorLife July 2020
H1717 Lutheran SeniorLife July 2020
H5417 Lutheran SeniorlLife July 2020

9. You can also ‘sort the search results’ by any of the specific column values. To do so, click
the respective column header (as highlighted). The example screenshots below is a result of
column sort on the “Month” column in ascending order (January, February, etc...). To sort it
in descending order, click the column header “Month” again.

Figure 102: Download Plan EDV Reports from EDV Reports Page — Step 9

CMS.gOV ||.'\"JI y Enterprise Portal E O Amy Jacksonw @ Help @ Log Out

Filter Results ‘

Show | 10 3 |entries

Contract ID Parent Organization r Month - : Year
L -
H2226 Lutheran Seniorlife April 2020
R5342 Lutheran SeniorlLife April 2020
H1717 Lutheran SeniorLife April 2020
H5417 Lutheran SeniorLife April 2020
H1234 Lutheran SeniorLife April 2020
H2226 Lutheran SeniorLife April 2020
R5342 Lutheran Seniorlife April 2020
H3331 Lutheran SeniorLife April 2020
H2226 Lutheran SeniorLife April 2020
Hiz234 Lutheran SeniorlLife April 2020
Showing 1 to 10 of 417 entries sl e 4 e et

424 Create Package

In eRPT, Plan Users can use the “Create Package” function to create the following types of
packages:

¢ Submission Packages, and
e Transaction Inquiry Packages.
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The term ‘Package’ refers to a request submitted by Plan Users from Medicare Managed Care
or PDP Organizations for RPC to process the retroactive request or a package could be a
review package created by RPCs to be responded to by Plan Users. A package within the eRPT
application consists of three main parts:

o Package Details
o Information about the Package such as Package Type, Category, Parent Organization,
Contracts, etc.
e Submission Documents
o  For Submission & Transaction Inquiry Packages - All the supporting documents
that are required by the RPC to process the Package (refer to the RPC website for
details).
o  For Review Package - All the supporting documents requests that are submitted by
RPC for review and response from the Plan User (refer to the RPC website for details).
o Response Documents
o  For Submission & Transaction Inquiry Package - Documents that are added by the
RPC after processing the package.
o  For Review Package - Supporting documents that are submitted by eRPT Plan Users
for the EDV review request.

Each of the packages created within the eRPT application is 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 needs to upload all the required documents to a
Package for successful submission of the Package to the eRPT application. Appendix D (Table
10: Package Documents) lists all the document types that are required to submit a package
successfully.

The packages created in the eRPT application will follow different workflows based on the
package type and category of the package.

4241 General Submission Package Workflow

A Submission (Category 2, CTM, Payment Validation, and Resubmission) or Transaction
Inquiry Package follows the general workflow. The following are the steps involved in the
workflow:

e The package is created and submitted by the eRPT Plan User with all the required
documents.

o The package is downloaded by the RPC.

e The Plan User (and the designated proxy users) will receive a notification within their
“Actions” tab about package being downloaded by the RPC and a notification via email is
also sent to the user’s registered email address.

¢ The RPC will begin adding FDRs and Error Reports to the package for specific contracts
associated to the package.

e The respective eRPT Plan User (and the designated proxy users) 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.

The following sub-sections (4.2.4.1.1 and 4.2.4.1.2) illustrates the above steps with
screenshots.
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424.1.1  Create Package — Category 2 Submission Package

The following steps will guide you through creating a Submission Package taking “Category 2”
as an example. The steps are the same for other Submission Packages (CTM, Payment
Validation, Resubmission and LI-NET packages).

1. Click “Create Package” tab (the default view is the “Actions” tab).

Figure 103: Create Submission Package — Category 2 Package: Step 1

CMS.QOV |My Enterprise Porfal O Tommy Hilfiger v @ Help @ Log Out
[a)
eRPT Electronic Retroactive Processing Transmission ERPTPLANUSERO3 = Email Notification = User Manual
1 1
Actions Search | Create Package |
— I -------
Actions
Filter Results
D Date Received Message
03-29-2019
D 09:42:30 There is an EDV - E&D request RVW0329201900026 has been added to the system for contract H0137 from RPC. 2
D ggjizzglg There is an EDV - E&D request RVYW0329201900023 has been added to the system for contract H0477 from RPC.
D 03-29-2019 Package SUB0329201900187 has been rejected by CMS Central Office user Douglas Eggers. Please contact the Central Office user for
09:13:23 additional information.
D 03-29-2019 Package SUB0314201900120 has been rejected by CMS Central Office user Douglas Eggers. Please contact the Central Office user for
09:08:29 additional information.
D 03-29-2019 Package SUB0320201900149 has been rejected by CMS Central Office user Douglas Eggers. Please contact the Central Office user for
09:04:00 additional information. bt

2. Provide the following details to complete the “Package Information” section and then click

“Continue”:

a) Package Type — “Submission Package” is the default selection.

b) Category — By default, the “Category’ drop-down field displays “Category 2”. In this
example, we want to create a “Category 2” package, so leave this as-is.

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 Medicare Advantage
Prescription Drug (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”.
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Figure 104: Create Submission Package — Category 2 Package: Step 2

CMS.gov |My Enterprise Portal - O TommyHilfiger w @Help @ LogOut
Actions Search Create Package (3
——

Create Package

Package Information -

I o If the submission package is for multiple Medicare-Medicaid Plan (MMP) parent organizations, choose "MMP Demo States Only".

Package Type Category

“»
4

‘ Submission Package ‘ Category 2

Parent Organization

“»

‘ Aetna Inc.

Documentation + v

3. Click “Continue”.

Figure 105: Create Submission Package - Category 2 Package: Step 3

CMS.gov |Mv Enterprise Portal & My Apps © TommyHilfiger w  @Help (% Log Out

Actions Search Create Package
fi——]

Create Package

Package Information -
I o If the submission package is for multiple Medicare-Medicaid Plan (MMP) parent organizations, choose "MMP Demo States Only".

Package Type Category

L13
L13

‘ Submission Package ‘ Category 2

Parent Organization

L13

‘ Aetna Inc.

Documentation + v

4. The “Documentation” section is displayed. Click “Add Files” to upload documents to the
package.
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Figure 106: Create Submission Package - Category 2 Package: Step 4

CMS_gOV |My Enterprise Portal © Tommy Hilfiger w @ Help ® Log Out

Documentation — (o

o This package has been saved as a draft. You may continue modifying the package or return to it at another time. RPC Submission
Spreadsheet must be an Excel File Only (XLS or XLSX file) under 40 MB in size.

‘w.‘ Select files
‘-‘\!‘/ Add files 10 the upload queue and click the start button

Document Type Filename Status

Drag files here.

5
5. Select the files you want to add and then click “Open” on the pop-up window. To select multiple
files, hold ‘ctrl’ key and click the file name.

1 ©AddFiles : 0% v ‘

Figure 107: Create Submission Package - Category 2 Package: Step 5

e Choose File to Upload
:(-) - 4 . ¢ ThisPC » Desktop » RPC documents for Testing v G Search RPC documents for Te... 0@
Organize « MNew folder = @ @
& Favorites MName Date mc:c[ifiecl Type A

B Desktop B RPC_!@Transaction_Inquiry_Template_03-13-2018.xlsx Microsoft Excel W.
4. Downloads B RPC !Submission_Spreadsheet VAL_H2220 01-25-2019.xlsx Microsoft Excel W...
= Recent places B Retroactive- !Submission_Spreadsheet VAL_H0137_10_18-18xlsx Microsoft Excel W...
B ReviewPackage_SupportingDocumentation xdsx Microsoft Excel W...
& OneDrive - Scope Infotech Inc B RPC !Submission_Spreadsheet DEV_H2226_01-25-2019.xlsx Microsoft Excel W.
£:| RPC !Submission_Spreadsheet DEV_NoContracts_01-25-2019.xlsx Microsoft Excel W...
1% This PC £ RPC !Submission_Spreadsheet DEV_H3331_01-25-2019.dsx Microsoft Excel W...
ju Desktop B Retroactive |Submission_Spreadsheet_DEV_H2226_10_18.xlsx Microsoft Excel W...
| Documents B Retroactive |Submission_Spreadsheet DEV_H1717_12_18.xlsx Microsoft Excel W...
4 Downloads eRPTtestDoc2_Coverletter.pdf Adobe Acrobat D...
a Music Doc'seRPTtestDocl_Documentation.pdf Adobe Acrobat D...
=| Pictures B Retroactive |Submission_Spreadsheet_VAL_HO137_10_18.xlsx Microsoft Excel W...
& Videos E=:| RPC_Submission_Spreadsheet_06-03-2015xls Microsoft Excel 97...
%\1 Local Disk (C:) eRPT -~ ~n8Approval_Letter - - Copy.pdf Adobe Acrobat D...
= HP_RECOVERY (D) eRPT-testDoc_§ARADocumentation - pdf Adobe Acrobat D...
= HP_TOOLS (E:) eRPT-testDoc2_§~Coverletter - pdf Adobe Acrobat D...
Ef:| MMCO Retroactive Submission_Spreadsheet_template_03-04-2... Microsoft Excel 97...
&h MNetwork Approval Letter.pdf Adobe Acrobat D...
. Bl RARAC O Ratrnartive Sibhmicrinn Gnreadchest tammnlste DA 7 17:31 DM Mirracnét Eveal G7 . ¥
File name: v | | Custom Files (*.pdf:* xlsg*xls) w

Cancel
6. Click “Start Upload” to upload the documents to the system.

Note: Before you perform this step/action, following are some tips to keep in mind:

Plan User Manual Version 4.3 FINAL 64 Electronic Retroactive Processing Transmission (eRPT)



CMS XLC Using the System

a) Ensure that the right document type from the drop-down is displayed as appropriate to
each file: RPC Submission Spreadsheet, RPC Supporting Documentation, and RPC
Submission Cover Letter.

b) The user must upload at least one document for each of the following document types for
successful submission of the Package. Refer to Table 10 to view the appropriate eRPT
Document Type Values for each of these documents.

e RPC Submission Cover Letter (PDF file),
o RPC Submission Spreadsheet (XLS or XLSX file), and
e RPC Supporting Documentation (PDF file(s)).

c) 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. Refer to
Section 4.4 for steps to convert an XLSM format document.

d) 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.” In this case, first gain access to the contract before you do so.

e) 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”.

Figure 108: Create Submission Package - Category 2 Package: Step 6

CMS.QOV IMV Enterprise Portal © Tommy Hilfiger w @ Help @ Log Out

Documentation - o

o This package has been saved as a draft. You may continue modifying the package or return to it at another time. RPC Submission
Spreadsheet must be an Excel File Only (XLS or XLSX file) under 40 MB in size.

Y Select files
“" B Addies to the upload queus and click the start button
Document Type Filename Status
RPC Submission Spread5heet — RPC Submission_Spreadsheet_VAL_H2220_01-25-2019.xlsx 0% @ Delete
RPC Supporting Documentation & | eRPT-testDoc_§wxxDocumentation -.pdf 0% @ Delete
RPC Submission Cover Letter $ | eRPT-testDock SCoverietter -.pdf 0% @ Delete

-
1
© Add Files L © startUpload | 0% v

7. Upon successful upload, the file upload message is displayed. Click “OK”.
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Figure 109: Create Submission Package - Category 2 Package: Step 7

Documentation =

o This package has been saved as a draft. You may continue modifying the package or return to it at another time. RPC Submission
Spreadsheet must be an Excel File Only (XLS or XLSX file) under 40 MB in size.

Select files
¥ Add files io the upload queue and dick the start button
Message from webpage l
Document Type Status
‘ RPC Submission Spreadsheet a 1, 3files) uploaded and saved successfully. \ 100% © Delete
= 1
. N 1 :
[ RPC Supporting Documentation s 1 zs ‘: 100% @ Delete
______
‘ RPC Submission Cover Letter § | eRPTtestDoc2 §CoverLetter -.pdf 100% @ Delete

© Add Files | @ Stop Upload I“F‘JuadEd 2o bl 100%

8. Click “Continue”.

Figure 110: Create Submission Package - Category 2 Package: Step 8

® Log Out

CMS.gov |Ev1y Enterprise Portal i= My Apps © Tommy Hilfiger w @ Help

Spreadsheet must be an Excel File Only (XLS or XLSX file) under 40 MB in size.

W Select files
L | W Add files 1o the upload queue and dlick the start button

Document Type Filename Status
‘ RPC Submission Spreadsheet $ RPC Submission_Spreadsheet_VAL_H2220_01-25-2019.xlsx 100% © Delete
‘ RPC Supporting Documentation & | eRPT-testDoc_SxxxDocumenl tation -.pdf 100% © Delete
‘ RPC Submission Cover Letter & | eRPT-testDoc2_sCoverietter -.pdf 100% Delete
© Add Files 100%
e ——————
i ; -
1 Continue ]
L !

v

9. The “Proxy Users” section is displayed. Adding proxy users to a submission package is
optional. To add proxy user(s), enter a valid IDM user ID of the Plan User you want to add

as a proxy as shown in the following screenshot and click “Search User”.
Note: The following are some preconditions to keep in mind:

a) Adding proxy user(s) is contingent upon the successful upload of the required
documents to the package based on the previous steps.
b) You can add up to three (3) proxy users to a submission package.
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c) The eRPT system will not let you add a proxy user to the package if the user does not
have access to all the contract(s) contained in the RPC Submission Spreadsheet.

Figure 111: Create Submission Package - Category 2 Package: Step 9

CMS.QOV |M\,r Enterprise Portal = My Apps O TommyHilfiger w @ Help ® Log Out
Documentation +
A
Proxy Users -
I 0 Proxy users must have been previously assigned access to all of the contracts in the RPC Submission Spreadsheet above.
Enter Proxy User ID
-
1 | ERPTPLANUSERO1 .: D User Id User Name
! 1
m No data available in table
Return to top (800) 927-8069 MAPDHelp@cms.hhs.gov
,-’*‘ E A federal government website managed by the U.S. Centers for Medicare & Medicaid Services. v
s E 1S W S T S TR S ST S v —

10. The search results will be displayed as follows. Click “Add User” if you are sure to add the
selected user as proxy to the package.

Figure 112: Create Submission Package — Category 2 Package: Step 10

bV |M y Enterprise Portal = My Apps © Tommy Hilfiger w
| ERPTPLANUSER

—————————— £ D User id User Name

No data available in table

Showing 0 entries
A Please validate the proxy user information provided below.

User Name

[
ANGUS FERGUSON ‘

Parent Organization

Scope Infotech ‘
L

Contract List

11. Click “OK”.
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Figure 113: Create Submission Package — Category 2 Package: Step 11

bV | My Enterprise Portal i= My Apps O Tommy Hilfiger w
| ERPTPLANUSER

I:l User Id User Name

Showing 1 entries

ERPTPLANUSERO1 ANGUS FERGUSON

A Please validate the proxy user information provided below.

User Name Message from webpage u

‘ ANGUS FERGUSON

I ERPTPLANUSEROT - has been added successfully.

Parent Organization

I o I
‘ Scope Infotech |L ,,,,,,,,, Jl

Contract List

12. To delete a proxy user, i) select the check box next to the proxy user and ii) click “Delete
User”.

Figure 114: Create Submission Package — Category 2 Package: Step 12

CMS.gov |My Enferprise Portal i © Tommy Hilfiger w @ Help
Documentation +
Proxy Users

I 0 Proxy users must have been previously assigned access to all of the contracts in the RPC Submission Spreadsheet above.

Enter Proxy User ID

‘ User Id User Name
==

1 I ERPTPLANUSER01 ANGUS FERGUSON
Search User 1 1

13. You can click “Save Package” to save the package as a draft or click “Submit Package” to

submit the package to the eRPT system. In this example, let us choose to submit the
package.

Note:
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a) A submission package is automatically saved to the system after the user has completed
the “Package Information” section and chosen to click “Continue” (Steps 1 to 3 of this
section).

b) Packages can be retrieved through the “Search” functionality. For detailed steps on how
to find a package using search, refer to Section 4.2.2.

Figure 115: Create Submission Package — Category 2 Package: Step 13

CMS_QOV IM\/ Enterprise Portal = My Apps O Tommy Hilfiger w @ Help

Documentation +

Proxy Users -
I 0 Proxy users must have been previously assigned access to all of the contracts in the RPC Submission Spreadsheet above.

Enter Proxy User ID

‘ D User Id User Name

m [ ERPTPLANUSERO1 ANGUS FERGUSON
Delete User

14. The package has been successfully submitted. Click “OK” or Esc key to acknowledge the
message window.

Figure 116: Create Submission Package — Category 2 Package: Step 14

Actions Search Create Package
e

Create Package

Package Information Message flommebpage -
1., Package D SUBD402201900196 has been submitted for processing.
o If the submission package is for ose "MMP Demo States Only".
e———— I
1 oK 1

Package Type

424.1.2  Create Package — Transaction Inquiry Package

1. Click “Create Package” tab (the default view is the “Actions” tab).
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Figure 117: Create Package — Transaction Inquiry Package: Step 1

CMs_gOV |My Enterprise Portal = My Apps O TommyHilfiger w @ Help ® Log Out
~
eRPT Electronic Retroactive Processing Transmission ERPTPLANUSERO3 = Email Notification ~ User Manual
o —— :
Actions Search I Create Package 1
— o i
Actions
Filter Results
D Date Received Message
03-29-2019
] 09:42:30 There is an EDV - E&D request RVW0329201900026 has been added to the system for contract H0137 from RPC. fad
D 03-29-2019 "
DA There is an EDV - E&D request RVW0329201900023 has been added to the system for contract H0477 from RPC.
D 03-29-2019 Package SUB0329201900187 has been rejected by CMS Central Office user Douglas Eggers. Please contact the Central Office user for
09:13:23 additional information.
D 03-29-2019 Package SUB0314201900120 has been rejected by CMS Central Office user Douglas Eggers. Please contact the Central Office user for
09:08:29 additional information,
D 03-29-2019 Package SUB0320201900149 has been rejected by CMS Central Office user Douglas Eggers. Please contact the Central Office user for
09:04:00 additional information. o

2. Provide the following details to complete the “Package Information” section and then click

“Continue”:

a) Package Type — Select “Transaction Inquiry Package” from the drop-down field.

b) 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 an incident ticket.

Note: If this package is for multiple MMP parent organizations, choose “MMP Demo States
Only”.

Figure 118: Create Package — Transaction Inquiry Package: Step 2

CMS.QOV |My Enterprise Portal 3 © TommyHilfiger w @Help ( LogOut

Actions Search Create Package
——

Create Package

Package Information -

I 0 If the submission package is for multiple Medicare-Medicaid Plan (MMP) parent organizations, choose "MMP Demo States Only".

Package Type

@

‘ Transaction Inquiry Package

Parent Organization

“»

‘ Aetna Inc.

Documentation -+ v
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3. The “Documentation” section is displayed. Click “Add Files” to upload documents to the
package.

Figure 119: Create Package — Transaction Inquiry Package: Step 3

CMS_QOV |M‘)" Enterpris © TommyHilfiger w @ Help [ Log Out

Documentation - )

o This package has been saved as a draft. You may continue modifying the package or return to it at another time. RPC Submission
Spreadsheet must be an Excel File Only (XLS or XLSX file) under 40 MB in size.

=

%y Select files
K" FJI Add files to the upload queue and click the start button

Document Type Filename Status

Drag files here.

: © Add Files : 0% v

4. Select the files you want to add and then click “Open” on the pop-up window. To select multiple
files, hold ‘ctrl’ key and click the file name.

Figure 120: Create Package — Transaction Inquiry Package: Step 4

2 Choose File to Upload
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5. Click “Start Upload” to upload documents to the system.

Figure 121: Create Package — Transaction Inquiry Package: Step 5

© Tommy Hilfiger w @ Help @ Log Out

CMS.gov |M‘,»' Enterprise Portal = My Apps
Documentation - ~
o This package has been saved as a draft. You may continue modifying the package or return to it at another time. RPC Transaction
Inquiry Request must be an Excel File Only (XLS or XLSX file) under 40 MB in size.
@MW, Selectfiles
b !) Add files to the upload queue and click the start button
Document t Typ Filename Status
RPC Transaction Inquiry Request & | ARpC_Transaction Inquiry_Template 03-13-2018.xlsx 0% @ Delete
v

1
© AddFiles | © StartUpload | o%

6. Upon successful upload, the file upload message is displayed. Click “OK” in the pop-up
message window.

Figure 122: Create Package — Transaction Inquiry Package: Step 6

O Tommy Hilfiger w» @ Help

CMS.gov |My Enterprise Portal

Documentation

o This package has been saved as a draft. You may continue modifying the package or return to it at another time. RPC Transaction
Inquiry Request must be an Excel File Only (XLS or XLSX file) under 40 MB in size.

Select files
" Add files 1o the upload queue and click the start button -
Message from webpage ﬂ
Document Type Status
RPC Transaction Inquiry Request - ! _ 1file(s) uploaded and saved successfully. 100% @ Delete
= 1
I |j
e 1

© Add Files | © Stop Upload I Uploaded 1/1 files 100%

7. Click “Continue”.
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Figure 123: Create Package — Transaction Inquiry Package: Step 7

CMS.gOV |MV Enterprise Portal = My Apps O Tommy Hilfiger w @ Help
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I Inquiry Request must be an Excel File Only (XLS or XLSX file) under 40 MB in size.

N Select files
‘\"‘ B Add files fo the upload queue and click the siart button

Document Type Filename Status

RPC Transaction Inquiry Request % | RPC_Transaction_Inquiry_Template_03-13-2018.xsx 100% @ Delete

© Add Files 100%

8. You can add proxy users (up to three (3) users) to a transaction inquiry package, if desired.
9. You can click “Save Package” to save the package as a draft or click “Submit Package” to
submit the package to the eRPT system. In this example, let us choose to submit the
package. Note:
a) A transaction inquiry package is ‘automatically’ saved to the system after the user has
completed the “Package Information” section and chosen to click “Continue” (Steps 1 to
2 of this section).
b) Packages can be retrieved through the “Search” functionality. For detailed steps on how
to find a package using search, refer to Section 4.2.2.

4242 Category 3 and Special Submission 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 involved in the workflow:

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

o If the package is a LI-NET submission, the Plan User is required to select the Subcategory
value as “LI-NET".

e Foran LI-NET package, the Plan User is not required to select the “Approval Authority.”

e If the package is not an 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. The LI-NET packages are the only

Plan User Manual Version 4.3 FINAL 73 Electronic Retroactive Processing Transmission (eRPT)



CMS XLC Using the System

packages that fall 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 an LI-NET

Package) or accessed via “Actions” tab to add the “Approval Letter” or reject the package.

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

o The package is downloaded by the RPC.

o The Plan User (and the designated proxy users) will receive a notification within the
“Actions” tab of the eRPT application about the package being downloaded by the RPC
and a notification via email is also sent to the user’s registered email address.

o 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.

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

e |f CMS RO Account Manager (or CMS CO User) rejects the Package the workflow steps will
take the following approach:

o The Package Approver is required to add the rejection notes to reject the package.

o The Plan User (and the designated proxy users) receives a notification within the
“Actions” tab of the eRPT application and a notification via email is sent to the user
informing that the package has been rejected.

o The Plan User may need to create a new package.

42421  Create Package — Category 3 Submission Package

All Category 3 and Special Packages (exception being the 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 or the CMS Central Office User. The
LI-NET packages are the only packages that fall under the discretion of CMS Central Office
User for their review and approval.

The following steps will guide you through creating a Submission Package taking “Category 3”
as an example. The steps are the same for creating a Special Submission Package also.

1. Click “Create Package” tab (the default view is the “Actions” tab).
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Figure 124: Create Submission Package — Category 3 Package: Step 1

CMS_gOV |M‘y‘ Enterprise Portal = My Apps © Tommy Hilfiger w @ Help ® Log Out
~
eRPT Electronic Retroactive Processing Transmission ERPTPLANUSERO3  Email Notification  User Manual
em———— ¥
Actions Search : Create Package :
— e ———— - o
Actions
Filter Results
D Date Received < Message
D gif—jﬁglg There is an EDV - E&D request RVW0329201900026 has been added to the system for contract H0137 from RPC. ey
D 03-29-2019 x
09:42:25 There is an EDV - E&D request RVW0329201900023 has been added to the system for contract H0477 from RPC.
D 03-29-2019 Package SUB0329201900187 has been rejected by CMS Central Office user Douglas Eggers. Please contact the Central Office user for
09:13:23 additional information.
D 03-29-2019 Package SUB0314201900120 has been rejected by CMS Central Office user Douglas Eggers. Please contact the Central Office user for
09:08:29 additional information
D 03-29-2019 Package SUB0320201900149 has been rejected by CMS Central Office user Douglas Eggers. Please contact the Central Office user for
09:04:00 additional information ~

2. Provide the following details to complete the “Package Information” section and then click

“Continue™

a) Package Type — “Submission Package” is the default selection.

b) Category — Select “Category 3” from the drop-down list.

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 an incident ticket.

Note: If the submission package is for multiple MMP parent organizations, choose “MMP

Demo States Only”.
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Figure 125: Create Submission Package — Category 3 Package: Step 2

CMS_QOV |M\/ Enterprise Portal © Tommy Hilfiger w @ Help ® Log Out
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Actions Search Create Package
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Create Package
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Package Type Category
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Parent Organization Subcategory (Optional)

W
“»
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|
3. Select “Regional Office” from the “Approval Authority” drop-down field.

Figure 126: Create Submission Package - Category 3 Package: Step 3

CMS.QOV |My Enterprise Portal O TommyHilfiger w @Help ® LogOut
Actions Search Create Package ()
N
Create Package
Package Information —
I o If the submission package is for multiple Medicare-Medicaid Plan (MMP) parent organizations, choose "MMP Demo States Only".
Package Type Category
‘ Submission Package ] ‘ Category 3 ] ‘
Parent Organization Subcategory (Optional)
‘ Aetna Inc. s ‘ s ‘
Approval Authority
‘ Regional Office H] ‘
Regional Office v

[ !
4. Select the appropriate Regional Office from the “Regional Office” drop-down field. In this
example, “CMS Regional Office 01 — Boston” has been selected.
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Figure 127: Create Submission Package - Category 3 Package: Step 4

CMS.QOV |My Enterprise Portal E © TommyHilfiger w @ Help @ LogOut
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5. Select a contract from the “Regional Office Account Manager Contract” drop-down field that
you would like to associate to the package.

Note:

a) The contract selected at this step ‘must’ be included within the “RPC Submission
Spreadsheet” that you will upload in the next section. If not, the system will not let you
upload the spreadsheet at the time of document upload.

b) If you do not find any contract in the “Regional Office Account Manager Contract” drop-
down field, you will see the following error message.

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

e You may have selected the wrong region,

e None of the contract(s) associated to your IDM 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).”
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Figure 128: Create Submission Package - Category 3 Package: Step 5
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6. Select the Regional Office Account Manager from the “Regional Office Account Manager”

drop-down field.
Note:

a) If there is no Regional Office Account Manager in eRPT for the selected contract, you

will see the following error message:

“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.”

b) Unless the selected contract has a Regional Office Account Manager in eRPT, you
cannot proceed to the next step in the submission process.

Figure 129: Create Submission Package - Category 3 Package: Step 6

© Tommy Hilfiger w @ Help ® Log Out
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7. Click “Continue”.

Figure 130: Create Submission Package - Category 3 Package: Step 7

CMS.QOV ||V|y Enterprise Portal = My Apps © Tommy Hilfiger v @ Help @ LogOut
Parent Organization Subcategory (Optional) i
Aetna Inc. s ‘ s
Approval Authority
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o s e 1
1 1
1 Continue 1
| Syt 1
v

8. The “Documentation” section is displayed. Click “Add Files” to a Package.

Figure 131: Create Submission Package - Category 3 Package: Step 8

CMS.QOV |My Enterprise Portal E O Tommy Hilfiger w @ Help ® Log Out

Documentation - A

0 This package has been saved as a draft. You may continue modifying the package or return to it at another time. RPC Submission
Spreadsheet must be an Excel File Only (XLS or XLSX file) under 40 MB in size.

4y, Select files
L\? —/J Add files to the upload gueue and click the start button.

Document Type Filename Status

Drag files here.

© Add Files 0% L

9. Select the files you want to add and then click “Open” on the 'pop-up window. To select multiple
files, hold ‘ctrl’ key and click the file name.
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Figure 132: Create Submission Package — Category 3 Package: Step 9

2 Choose File to Upload
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10. Click “Start Upload”.

Note: Before you perform this step/action, the following are some tips to keep in mind:

a) Ensure that the right document type from the drop-down is displayed as appropriate to
each file: RPC Submission Spreadsheet, RPC Supporting Documentation, and RPC
Submission Cover Letter.

b) The user must upload at least one document for each of the following document types
for successful submission of the Package. Please note that for a “Special” submission
package, the “RPC Submission Spreadsheet” is the ‘only’ required document to the
package. Refer to Table 10 to view the appropriate eRPT Document Type Values for
each of these documents.

e RPC Submission Cover Letter (PDF file),
o RPC Submission Spreadsheet (XLS or XLSX file), and
e RPC Supporting Documentation (PDF file(s)).

c) 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. Refer to
Section 4.4 for steps to convert an XLSM format document.

d) 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 will not be uploaded successfully. The status of the upload
will display as “Failed.” In this case, first gain access to the contract before you do so.

e) For a Category 3 or Special Submission packages (not referring to the LI-NET sub-
category of package), the “RPC Submission Spreadsheet” must include the contract that
was selected in the previous screen (the contract you selected in Step 5 of this process)
as one of the contracts. Otherwise, the system will not let you upload the Submission
Spreadsheet and you will see an error. The status of the upload will display as “Failed”.

Plan User Manual Version 4.3 FINAL 80 Electronic Retroactive Processing Transmission (eRPT)



CMS XLC Using the System

Figure 133: Create Submission Package — Category 3 Package: Step 10

CMS.gov |My Enterprise Portcl = O TommyHilfiger v @Help B Loy
Documentation - i
0 This package has been saved as a draft. You may continue modifying the package or return to it at another time. RPC Submission
Spreadsheet must be an Excel File Only (XLS or XLSX file) under 40 MB in size.
@™ Select files
L\‘k"} Add files to the upload queue and click the start button
Document Type Filename Status
RPC Submission Spreadsheet ] ‘ RPC Submission_Spreadsheet_VAL_H2220_01-25-2019.xlsx 0% @ Delete
RPC Supporting Documentation ] ‘ eRPT-testDoc_§xxxDocumentation -.pdf 0% @ Delete
RPC Submission Cover Letter s ‘ eRFT-testDoc2_§CoverLetter - pdf 0% | @ Delete
o e e
© AddFiles | © Startupload | 0% v

11. Upon successful upload, the file upload message is displayed. Click “OK” in the pop-up
message window.

Figure 134: Create Submission Package — Category 3 Package: Step 11

Documentation

o This package has been saved as a draft. You may continue modifying the package or return to it at another time. RPC Submission
Spreadsheet must be an Excel File Only (XLS or XLSX file) under 40 MB in size.

Select files
| §/ Add files to the upload queue and click the start button

Message from webpage

Document Type Status

‘ RPC Submission Spreadsheet $ ‘ Bl 3 file(s) uploaded and saved successfully. 100% @ Delete
1 1

RPC Supporting Documentation s 1 oK : 100% @ Delete
| ———

‘ RPC Submission Cover Letter S | emPT-testDoc2_sCovertetter -.pdf 100% @ Delete

© Add Files | @ Stop Upload | Unlp=ted 32 dee 100% v

12. Click “Continue”.
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Figure 135: Create Submission Package — Category 3 Package: Step 12
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13. The “Proxy Users” section is displayed. Adding proxy users to a submission package is
optional. To add proxy user(s), enter a valid IDM user ID of the user you want to add as a
proxy as shown in the following screenshot and click “Search User”.

Note: The following are some tips to keep in mind:

a) Adding proxy user(s) is contingent only upon the successful upload of the required
documents to the package based on the previous steps.

b) You can add only up to three (3) proxy users to a submission package.

c) The eRPT system would not let you add a proxy user to the package if the user does not
have access to all the contract(s) contained in the RPC Submission Spreadsheet.

Refer to the previous section (Section 4.2.4.1.1, steps 9 to 12) to add proxy user(s) to the
package as the preconditions and the steps involved in adding proxy users are the same for
all packages.

14. You can click “Save Package” to save the package as a draft or click “Submit Package” to
submit the package to the eRPT system. In this example, let us choose to submit the
package.

Note:

a) A submission package is ‘automatically’ saved to the system after the user has
completed the “Package Information” section and chosen to click “Continue” (Steps 1 to
7 of this section).

b) Packages can be retrieved through the “Search” functionality. For detailed steps on how
to find a package using search, refer to Section 4.2.2.
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Figure 136: Create Submission Package — Category 3 Package: Step 14

ICMS.gov |My Enterprise Portal : O Tommy Hilfiger w @ Help
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15. The package has been successfully submitted. Click “OK” or ‘esc’ key to acknowledge the
message window.

Figure 137: Create Submission Package — Category 3 Package: Step 15

Actions Search Create Package
e————— %)

Create Package

Packace Inforrnation Message from webpage ﬂ =

I L Package ID SUB0402201900196 has been submitted for processing.
o If the submission package is for ) ose "MMP Demo States Only".

Package Type

4243 Review Package Workflow

A Review Package (also called as EDV 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 creates a Review Package for a particular Plan Contract and transaction type.
System Notifications are added to the “Actions” tab within the eRPT application for users
who have access to the contract and an email notification is sent to the user’s registered
email address regarding this event.

e The eRPT Plan User views the notification and reviews the submission documents uploaded
by RPC.
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o The eRPT Plan User responds to the Package by providing all the required Response
documents within the specified due date. For the due date, refer to RPC’s web site at
http://www.reedassociates.org/ or contact RPC Client Services team at
clientservices@reedassociatescpas.com (Email) or 402-315-3660 (Phone).

o 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: The Review package should not be responded by creating a Submission Package. Refer
to Section 4.2.12 for the steps involved in responding to/ completing a Review Package.

4.2.5 Viewing a Package and Downloading Package Documents

This section explains the steps the user needs to take in viewing the package information and
downloading package documents (if desired) of a Submission Package. These steps form a
basis to find and view all kinds of packages (Submission/Transaction Inquiry/Review Packages).

Note: The Plan User will ‘only’ be able to view/access packages created by them or packages
for which they are a proxy user.

1. Search for packages as illustrated in Section 4.2.2. The following screenshot is a result of
search of all “Closed” packages. Note: You may be able to reach a package from the
“Actions” tab, if that package is in that list (See Section 4.2.1).

Figure 138: Viewing a Package and Downloading Package Documents — Step 1

CMS.QOV |My Enterprise Portal i O Tommy Hilfiger w @ Help ® Log Out

searcn

Criteria +
Results

Total Results: 5

Filter Results

1] Type Category Status Submission Date
SUB0208201800011 suB Category 2 Closed 02-08-2018 17:35:10
SUB1106201700174 SuUB Category 3 Closed 11-06-2017 20:25:45
SUB1106201700169 SuB Special Closed 11-06-2017 20:28:13
SUB1106201700163 suB Category 2 Closed 11-06-2017 15:55:29
SUB0622201700126 suB Category 3 Closed 06-22-2017 15:26:34

Showing 5 entries

2. Click the “ID” of the specific package of interest in the result grid to view it.
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Figure 139: Viewing a Package and Downloading Package Documents - Step 2

Results -

Total Results: 5

Filter Results
D ¢ Type Category ¢ Status ¢ Submission Date
_________ -
1
1 SUB0208201800011 : SUB Category 2 Closed 02-08-2018 17:35:10
]
SUB1106201700174 suB Category 3 Closed 11-06-2017 20:25:45
SUB1106201700169 suB Special Closed 11-06-2017 20:28:13
SUBL1106201700163 SUB Category 2 Closed 11-06-2017 15:55:29
SUB0622201700126 SUB Category 3 Closed 06-22-2017 15:26:34

Showing 5 entries

3. The system displays the “Package Details” of the package. You may use the scroll bar to
the right to view all the related attributes of this package. Note: The package is in “Closed”
status and is no longer editable by the user.

Figure 140: Viewing a Package and Downloading Package Documents - Step 3

Package ID: SUB0208201800011

Submission Documents Response Documents

Package Details

Package ID Status
SUB0208201800011 Closed

Package Type Proxy Users

Submission

Filter Results

Category
Category 2 UserId : User Name

Parent Organization ANGUS
ERPTPLANUSERO1 FERGUSON

Aetna Inc.

4. To view the package documents, click the “Submission Documents” tab. The “Submission
Documents” tab is displayed.
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Figure 141: Viewing a Package and Downloading Package Documents - Step 4

Package ID: SUB0208201800011

-
1 1
Package Details :)-mm-.u ision Docume w;-u4| Response Documents
I
1

» Package Documents

5. Clicking the arrow to the left of “Package Documents” will expand this section and display all
the associated Submission Documents submitted by the Plan User. See the following
screenshots.

Figure 142: Viewing a Package and Downloading Package Documents - Step 5a

Package ID: SUB0208201800011

Package Details F;J nission Document: 4 Response Documents

—y—
o backage Documents
(- |
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Figure 143: Viewing a Package and Downloading Package Documents - Step 5b

Package Details submission Documents Response Documents

|~ Package Documents

Filter Results

Filename Document Type

MMCO Retroactive Submission Spreadsheet SSNRI 10-31- RPC Submission
17.xlsx Spreadsheet

RPC Supporting

Test documents.pdf .
Documentation

RPC Submission Cover
Letter

Test documentsl.pdf

6. Click the checkbox to the left of the document you want to download. In this example, we
click the top check box to illustrate downloading all the documents of the package and then
click “Download Selected Documents” button as shown; you may otherwise click the
checkbox next to that individual document that you wish to download. Alternatively, you may
click the filename of the document that you want to view/download.
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Figure 144: Viewing a Package and Downloading Package Documents - Step 6

Filter Results I &
r---l
1
: @ : Filename S Document Type
ol
&  RecSubmission Spreadsheet VAL H2220 01-25-2019.xlsx RBCSubrmission
Spreadsheet
eRPT-testDoc Documentation -.pdf s Suppor‘t.lng
Documentation
@ eRPT-testDoc2 Coverl etter -.pdf AT R T
Letter
Showing 3 entries 3 rows selected
CE R e e e e EEE S L]
1
: Download Selected Documents :
=== 3
v
7. Click “Open” to view the document or use the “Save” options to save it to your local
computer workspace.
Figure 145: Viewing a Package and Downloading Package Documents - Step 7
V]  RPCSubmission Spreadsheet VAL H2220 01-25-2019.xlsx O e
Spreadsheet
E‘ eRPT-testDoc Documentation -.pdf R Support.lng
Documentation
El eRPT-testDoc2 Coverl etter -.pdf R ey
Letter
Showing 3 entries 3 rows selected
Download Selected Documents
v
Do you want to open or save SUB0418201900253.zip (1.01 MB) from portalval.cms.gov? COpen Save = Cancel x

8. Click “Response Documents” tab to view/download the documents in this section in the
same manner as illustrated in the previous steps as that for the documents in the
“Submission Documents” tab.

Note: The “Response Documents” will be uploaded by RPC and will not be available if the
status is marked Draft, Pending RO Approval, or Open. Additionally, Response documents
can only be accessed by the Plan User (who is the package creator) and designated proxy
users of the package. You may also refer to Section 4.2.10.
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Figure 146: Viewing a Package and Downloading Package Documents - Step 8

Package ID: SUB0208201800011

1
Package Details Submission Documents :Fx 1se Docums rv—‘ 1
1

+ Final Disposition Reports

Error Reports

9. Click the “Close” button on the top right or use the “esc” key to close the package.

426 Update a Submission Package

Note: Only Submission Packages that are in ‘Draft’ status can be updated. For other packages
not in “Draft” status, you may want to reach out to the MAPD Helpdesk at 1-800-927-8069 or
mapdhelp@cms.hhs.gov to submit your request. Your request will be analyzed for an
appropriate resolution and next steps will be suggested.

Follow the steps below to update a “Draft” submission package. The steps are the same to
update a transaction inquiry package in “Draft” status.

1. Search for packages as illustrated in Section 4.2.2. The following screenshot is a result of
search of all “Draft” packages within a specific time period.

Figure 147: Update a Submission Package — Step 1

CMS.QOV |My Enterprise Portal 3 © TommyHilfiger w @ Help [ LogOut

Search

Criteria +

Results -

Total Results: 52

Filter Results

D Type Category Status Submission Date
SUB0403201900197 SuB Category 3 Draft ~ %
SUB0402201900195 suB Category 2 Draft
SUB0402201900194 suB Special Draft
SUB0402201900193 suB Category 3 Draft
SUB0402201900190 suB Category 2 Draft
SUB0321201900155 SuB Category 2 Draft
SUB0321201900154 SuB Category 2 Draft < v
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2. Click the “ID” of the package that you want to update.

Figure 148: Update a Submission Package — Step 2

Results -

Total Results: 52

Filter Results

1D ¢ Type ¢ Category & Status ¢ Submission Date ¢
SUB0403201900197 SUB Category 3 Draft A
SUB0402201900195 SuUB Category 2 Draft
SUB0402201900194 SUB Special Draft
SUB0402201900193 SuUB Category 3 Draft
rSTJE(;lo-ZE[;.;OEI-E)()-l SUB Category 2 Draft

3. Click “Update Mode”.

Figure 149: Update a Submission Package - Step 3

Package ID: SUB0402201900190 fosc———————— : o
o f
Submission Documents Response Documents
Package Details
Package ID Status
SUB0402201900190 Draft
Package Type Proxy Users
Submission i
Filter Results
Category
Category 2 User Id = User Name ¢
Parent Organization No data available in table
Aetna Inc. Chihsin e aotiioe i

4. Click “Submission Documents” tab to add documents or change the uploaded documents.
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Figure 150: Update a Submission Package — Step 4

N
e T

' : e 1
e LBl Submission Documents | Response Documents
1

Package ID: SUB0402201900190

Package Information

Package Type Category
SuB

<

Category 2

5. Click “Add Files” to upload all the required documents to the package.

Figure 151: Update a Submission Package — Step 5

Close
@ Add files to the upload queue and click the start button o~

Document Type Filename Status

Drag files here.

1
I © Add Files : 0% W

6. Ensure the appropriate “Document Type” value from the drop-down is selected and then
click “Start Upload”. Since this is a Category 2 package, the following documents are
required to complete the package:
¢ RPC Submission Spreadsheet
e RPC Supporting Documentation
e RPC Submission Cover Letter.
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Figure 152: Update a Submission Package - Step 6

CMS.QOV lMy Enterprise Portal © Tommy Hilfiger w @ Help ® Log Out

Documentation

0 This package has been saved as a draft. You may continue modifying the package or return to it at another time. RPC Submission
Spreadsheet must be an Excel File Only (XLS or XLSX file) under 40 MB in size.

i) Select files
(
“:’ 'f Add files to the upload queue and dlick the start button

Document Type Filename Status

-

RPC Submission Spreadsheet s

RPC Submission_Spreadsheet VAL H2220_01-25-2019.xlsx 0% © Delete

-

RPC Supporting Documentation & | eRPT-testDoc_§wxxDocumentation -.pdf 0% @ Delete

RPC Submission Cover Letter $ | eRPT-testDoc2_§Coverletter -.pdf 0% @ Delete

r
© AddFiles | © StartUpload ‘I 0% v

Note: Before you perform the above step/action, the following are some tips to keep in mind:

a) Ensure that the right document type from the drop-down is displayed as appropriate to each
file: RPC Submission Spreadsheet, RPC Supporting Documentation, and RPC Submission
Cover Letter.

b) The user must upload at least one document for each of the following document types for
successful submission of the Package. Refer to Table 10 to view the appropriate eRPT
Document Type Values for each of these documents.

e RPC Submission Cover Letter (PDF file),
o RPC Submission Spreadsheet (XLS or XLSX file), and
e RPC Supporting Documentation (PDF file(s)).

c) 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. Refer to Section 4.4
for steps to convert an XLSM format document.

d) 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.” In this case, first gain access to the contract before you do so.

e) 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”.

7. Click “OK” on the message window pop-up.
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Figure 153: Update a Submission Package - Step 7

Documentation - ~

o This package has been saved as a draft. You may continue modifying the package or return to it at another time. RPC Submission
Spreadsheet must be an Excel File Only (XLS or XLSX file) under 40 MB in size.

Select files
_/* Add files 1o the upload queue and click the start button.
| Message from webpage n_’
Document Type Status
‘ RPC Submission Spreadsheet 3 Bl 3 filels} uploaded and saved successfully. 100%  © Delete
| rmm——— -
: - a 1 o« |
RPC Supporting Documentation v 1 1 100% @ Delete
______ -
‘ RPC Submission Cover Letter $ | eRPT-testDoc2_§Coverletter -.pdf 100% @ Delete

© Add Files I © Stop Upload I Upopiied 2% Mles 100% v

8. If you want to add proxy users, navigate to the “Package Details” tab. As shown, the
package under update does not have any proxy users yet. The further steps will help you to
complete this section.

Figure 154: Update a Submission Package - Step 8

Parent Organization e 1B
1 1
Banner Health = : ErpayUsers :
: 1
1
1 D Userid User Name 1
Contracts : :
1 " ;
: No data available in table :
: 1
Contract ID o Count ! I
Type : :
1 1
PBP 1 : :
1 Enter Proxy User ID 1
REINSTMT 1 : !
1 1
1
Ret Disenrl 24 1 :
1 1
1 1
e e e e e e e e e e e i
Total Submission Count v
\

9. Enter a valid IDM User ID of a Plan User in the “Enter Proxy User ID” field and click “Search
User”.
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Note: Adding proxy users to a submission package is optional. The following are some
tips to keep in mind:

a) Adding proxy user(s) is contingent upon the successful upload of the required
documents to the package based on the previous steps.

b) You can add up to three (3) proxy users to a submission package.

c) The eRPT system will not let you add a proxy user to the package if the user does not
have access to all the contract(s) contained in the RPC Submission Spreadsheet.

Figure 155: Update a Submission Package — Step 9

Showing 0 entries B

PBP 1
REINSTMT 1
Enter Proxy User ID
Ret Cancel 1
ERPTPLANUSERO1
Ret Disenrl 1

-

1

Ret Enrl 3 : Search User :
1

Showing 5 entries

Total Submission Count

7

m Save and Submit

10. Click “Add User”.
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Figure 156: Update a Submission Package - Step 10

REINSTMT I A
Enter Proxy User ID

Ret Cancel i
ERPTPLANUSERO1

Ret Disenrl 1 T

1 1
]
Ret Enrl 3 : Add User : Clear Results

Showing 5 entries

Please validate the proxy user information
Total Submission Count provided below.

i

User Name

ANGUS FERGUSON

Parent Organization

11. Click “OK” in the window message box.

Figure 157: Update a Submission Package — Step 11

PBP 1 Showing 1 entries A
REINSTMT 1
Ret Cancel Message from webpage
Ret Disenrl
y I \ ERPTPLANUSERO1 - has been added successfully.
Ret Enrl o B Clear Results
Showing 5 entries EEEsES==s 1
1 OK 1
s =1

aviim FlEd>e vauudle L€ proxy user information
Total Submission Count

provided below.
7

User Name

ANGUS FERGUSON

12. The proxy user has been added as shown.
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Figure 158: Update a Submission Package - Step 12

Parent Organization A

A&D Charitable Foundation, Inc.

L1

Contracts
D Userid User Name

1
1
1
1
1
1
1
:
Filter Results l 1
1
1
: D ERPTPLANUSEROL  ANGUS FERGUSON
1
1
1
1

ContractID ~ Transaction Type ¢ Count ¢
PBP 1 Showing 1 entries
T 1
REINSTMT 1 Delete User
Ret Cancel 1 Enter Proxy User ID

| |

13. After making the required updates, you can submit, close, or switch to view only mode by
using the appropriate buttons at the top. Note: Unless you submit the package the status of
the package will remain as “Draft”.

Figure 159: Update a Submission Package - Step 13

Package ID: SUB040220190019%0 = ———————

F._,_u'_g_! ‘_._A_g_% Submission Documents Response Documents

Package Information

Package Type Category
SuUB

O

Category 2

Parent Organization

[ 1 | (S i Sp—

4.2.7  Deleting Submission Documents from a Submission Package

Note: The documents uploaded to a Submission Package can only be deleted when the
package is in “Draft” status. Only the Package Creator or designated proxy user(s) can delete
documents from a draft package.

In the eRPT application, when documents uploaded to a draft package are deleted, the action is
permanent, and the document cannot be retrieved. These steps are the same in the case of a
transaction inquiry package as well.

1. Select the check-box next to the document and click “Delete” as illustrated.
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Figure 160: Deleting Submission Documents from a Submission Package - Step 1a

Package Details

- Package Documents

D0 ®

O

submission Documents Response Documents Notes
Filter Results
Filename < Document Type ¢ Delete ¢
Retroactive RPC Submission x
Submission Spreadsheet VAL1 H0477 3 19.xlsx Spreadsheet Delete
. RPC Supporting r>-<----1
eRPT-testDoc Documentation.pdf . H 1
Documentation j Delete 1
S =
RPC Submission Cover x
eRPT-testDoc2 Coverletter -.pdf ubmisst v
Letter Delete

2. To delete multiple documents at one time, select all the documents to delete and click
“‘Delete Selected Documents” as illustrated. Note: You may use the top check box at the
table header row to select all documents.

Figure 161: Deleting Submission Documents from a Submission Package - Step 1b

(w]

K

O

Showing 3 entries

Filename

Retroactive
Submission Spreadsheet VAL1 HO0477 3 19.xlsx

eRPT-testDoc Documentation.pdf

eRPT-testDoc2 Coverletter -.pdf

2 rows selected

. 1
1 1

Download Selected Documents : Delete Selected Documents :
L

A
Filter Results ‘
Document Type ¢ Delete ¢
RPC Submission X
Spreadsheet Delete
RPC Supporting X
Documentation Delete
RPC Submission Cover X
Letter Delete
____________________ - (V]

You will see a delete confirmation message window pop-up confirming your action. Click “OK” in
the pop-up to acknowledge.

4.2.8

Deleting a Submission Package

Note: Only Submission 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
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the application and cannot be retrieved. A draft Package can only be deleted by the Package
Creator or designated proxy user(s).

1. Click “Delete” from the top right-hand corner of the package screen after you have opened a
package. The successful package delete message will be displayed. Click “OK” to
acknowledge.

Figure 162: Deleting a Submission Package — Step 1

~

B EECD EETESS | Submission Documents Response Documents

Package ID: SUB0402201900190

Package Details

Package ID Status
SUB0402201900190 Draft
Package Type Proxy Users
Submission ]

Filter Results |

2. Click “OK” in the message window pop-up to confirm action.

Figure 163: Deleting a Submission Package - Step 2

~

)— Package Detail '-—‘ Submission Message from webpage E3

Package ID: SUB0402201900190

PaCkage Details e Are you sure you want to delete SUB04022019001907

Package ID
et 1
SUB0402201900190 !____T(___,: Cancel

Package Type ' PTOXY USErs

429 Tracking Packages

A Package can be tracked in the eRPT application by referring to the status of the Package.
Refer to Section 4.1 eRPT Terminology to understand the different statuses that a package can
take depending on the package type and category.

To view the statuses of your packages, follow the steps as outlined in Section 4.2.2, Search.
The screenshot below is a result of a search conducted on all packages within a specific time
period.
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CMS.gov |My Enterprise Portal

Figure 164: Tracking Packages

© Tommy Hilfiger w @ Help ® Log Out

Criteria

Results

Total Results: 117

ID

SUB0403201900197

SUB0402201900196

SUB0402201900195

SUB0402201900194

SUB0402201900193

SUB0402201900192

SUB0402201900191

Chawing 117 antriac

suB

suB

sus

suB

sSuB

SuB

suB

Type

Category
Category 3
Category 2
Category 2
Special
Category 3
Special

Special

Filter Results

Submission Date

Draft

In Process 04-02-2019 18:57:13

4210 View Response Documents Uploaded by RPC Through Actions Tab

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:

e FDR
o Error Report

e Transaction Inquiry Response

All response documents to a Submission Package are added for a Plan contract. The response
documents added on a package can be viewed only by users who have access to the
Submission Package. When a response document is added by the RPC, the package
creator and proxy user will receive a system notification within the eRPT application, and
an email sent to their registered email account with a message indicating the action RPC
has taken on the package. 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 << Package ID >>.
e There is an Error Report uploaded by RPC for Package << Package ID >>.

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 << 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. It will be added for a contract number and all the users who have
access to the contract number will have access to the document. When RPC adds a
Follow-on FDR document the Plan User will be informed of their action within the
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“Actions” tab and an email notification will be sent to the user’s registered email
address. The eRPT Plan User will receive the following message in the notification for a follow-

on FDR:

¢ A Follow-On FDR has been added to the system for contract << Contract ID >>.

To view response documents added by RPC to a package via the “Actions” tab:

1. The “Actions” tab will be the landing page for the users and will display the lists of actions for
the user. Click the message link of a package you want to open and view its response
documents. Note: Alternatively, select the checkbox next to that row and click “View
Selected Action” to open the package. See the screenshots that follow.

Figure 165: View Response Documents Through Actions - Step 1a, To View FDR

eRPT Electronic Retroactive Processing Transmission

Actions Search Create Package
—
Actions
D Date Received * Message
11-06-2017
D 17:08:07 There is an Error Report uploaded by RPC for Package SUB1106201700169,
etk el L -
D AL00-201T | There is FDR(s) uploaded by RPC for Package SUB1106201700163. :
17:09:13 1
--------------------------- J
11-06-2017
D There is an Error Report uploaded by RPC for Package SUB1106201700163.
17:09:19 R e
D 1;??:20” There is an Inquiry Response uploaded by RPC for Package T1Q1106201700006,
D i},-log-:fl? A Follow-On FDR has been added to the system for contract H2220 from RPC,

ERPTPLANUSERO3  Email Notification  User Manual

Filter Results

Figure 166: View Response Documents Through Actions - Step 1b, To View Error Report

€RPT Electronic Retroactive Processing Transmission

Actions Search Create Package
—
Actions
D Date Received ~ Message
[ 1
11-06-2017
D 1 There is an Error Report uploaded by RPC for Package SUB1106201700169. 1
17:08:07 1 1
_______________________________ -
11-06-2017
D There is FDR(s) uploaded by RPC for Package SUB1106201700163.
17:09:13
D 11062017 There is an Error Report uploaded by RPC for Package SUB1106201700163.
17:09:19
O 1;:??:::17 There is an Inquiry Response uploaded by RPC for Package TIQ1106201700006,
-06-2017
D i;?guzfl A Follow-On FDR has been added to the system for contract H2220 from RPC.

ERPTPLANUSERO3  Email Notification  User Manual

Filter Results
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Figure 167: View Response Documents Through Actions - Step 1c, To View Follow-On-FDR

eRPT Electronic Retroactive Processing Transmission

Actions Search Create Package
EE—
Actions
l:l Date Received -~ Message
D 1:1’3:02_'?17 There is an Error Report uploaded by RPC for Package SUB1106201700169.
D 11-06-2017 There is FDR(s) uploaded by RPC for Package SUB1106201700163.
17:09:13
D 1;3512:” There is an Error Report uploaded by RPC for Package SUB1106201700163.
D 11-06-2017 = " 2
1711552 There s an Inquiry Response uploaded by RPC for Package TIQ1106201700006,
D 11-06-2017 1 :
17:13:04 1 AFollow-On FDR has been added to the system for contract H2220 from RPC. i

ERPTPLANUSER03 = Email Notification  User Manual

Filter Results

Figure 168: View Response Documents Through Actions — Step 1d

eRPT Electronic Retroactive Processing Transmission

Actions Search
—
Actions
l:’ 11-06-2017
17:08:07
ey 11-06-2017
Liv]y
1 .| 17:09:13
L
[l 11-06-2017
17:09:19
E’ 11-06-2017
17:11:52
E’ 11-06-2017
17:13:04

Date Received

Create Package

Message

There is an Error Report uploaded by RPC for Package SUB1106201700169.

There is FDR(s) uploaded by RPC for Package SUB1106201700163.

There is an Error Report uploaded by RPC for Package SUB1106201700163.

There is an Inquiry Response uploaded by RPC for Package TIQ1106201700006.

A Follow-On FDR has been added to the system for contract H2220 from RPC.

ERPTPLANUSERO3 = Email Notification = User Manual

Filter Results
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Figure 169: View Response Documents Through Actions - Step 1e

CMS.gov |M":f Enterprise Portal © TommyHilfiger v @Help B LogOut

i i ~
11-06-2017

D 17:08:07 There is an Error Report uploaded by RPC for Package SUB1106201700169. 2
11-06-2017

@ 17:09:13 There is FDR(s) uploaded by RPC for Package SUB1106201700163.

O ﬁ:gs:fg” There is an Error Report uploaded by RPC for Package SUB1106201700163.

O ﬁ:i’fég” There is an Inquiry Response uploaded by RPC for Package T1Q1106201700006.
11-06-2017

D 17:13:04 A Follow-On FDR has been added to the system for contract H2220 from RPC.
11-06-2017

D 171312 A Follow-On FDR has been added to the system for contract H2220 from RPC.
11-07-2017

O There is an Error Report uploaded by RPC for Package SUB1106201700174, i

14427
Showing 134 entries 1 row selected

r 1
Acknowledge Selected Actions : View Selected Action : Clear Selected Actions

Return to top (800) 927-8069 MAPDHelp@cms.hhs.gov

2. The package opens in a new window. Select “Response Documents” tab.

Figure 170: View Response Documents Through Actions - Step 2

Package ID: SUB1106201700163 n
oo
B e EETESS Submission Documents : Response Documents :
e ———— i
Package Details
Package ID Status
SUB1106201700163 Closed
Package Type Proxy Users
Submission .
Filter Results
Category
Category 2 User Id ~ User Name ¢
ParentOrganization ERPTPLANUSERO1 ANGUS FERGUSON
2 v
Premier Health Partners CRDTDI ANIICERN? TAMMY LIl EIGER

3. Click the arrow to the left of “Final Disposition Reports”.
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Figure 171: View Response Documents Through Actions - Step 3

Package ID: SUB1106201700163

Package Details Submission Documents [ CE T ECR LT T e
r'l
1 i—'inal Disposition Reports
==l
+ Error Reports

4. Click the document to open and view it. Alternatively, you may click the checkbox
corresponding to that document and click “Download Selected Documents”. Alternatively,
you may click the checkbox corresponding to that document and click “Download Selected
Documents” to download the selected documents.

Figure 172: View Response Documents Through Actions - Step 4a

raiea

S ful
D Filename ¢ Contract ¢ T ¢ Trans ¢ Created Date ¢ ]
Trans Count
Count
0 - A q 2017-11-06
TestD t0.pdf1 H2220 10 5
g i 22:09:13.878608
2017-11-06
.p
D TestDocument0.pdf H2220 10 5 22:09:13.431351
(0  restbocumento.pdf H2220 10 5 2L n

22:09:13.014154
Showing 3 entries

Total Successful Trans Count: 30

Total Failed Trans Count: 15

Download Selected Documents
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Figure 173: View Response Documents Through Actions - Step 4b

Failed I
[w] - : Successful )
Filename Contract < Trans Created Date
Trans Count
Count
r---l 2017-11-06
1 Ly B
i V] TestDocument0.pdf
L _._ _: 12220 19 3 22:09:13.878608
2017-11-06
.pdf
D TestDocument0.pd H2220 10 5 22:09:13.431351
7-11-
[J  Testbocumento.pdf H2220 10 5 2urdesin

22:09:13.014154
Showing 3 entries 1 row selected

Total Successful Trans Count: 30

Total Failed Trans Count: 15

Note: The steps discussed in this section apply to “Error Reports” and “Transaction Inquiry
Response” also.

4211 Search and View Response Documents

The Search feature (discussed in detail in Section 4.2.2) in the eRPT application can also be
used for searching the following types of response documents:

e FDRs
e Follow-on FDRs
e Error Reports

The steps to perform a search in this instance are similar to that of finding a Submission
Package (as discussed in Section 4.2.2.1). Follow the steps below.

1. Here we search for “Follow-on Final Disposition Reports”. So, ensure you select the
appropriate value in the “Search For” drop-down as shown in the screenshot below and
provide specific values for the “Date From” and “Date To” fields (To select the dates, use the
calendar buttons as discussed in Section 4.2.2.1). If you know the contract for which you
want to retrieve the Follow-on FDR, you may enter the contract number in the “Contract ID”
field (in this example, we leave it blank).
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Figure 174: Search and View Response Documents — Step 1

eRPT Electronic Retroactive Processing Transmission

Actions Search Create Package

—
Search
Criteria
__________________________ 1
1 Search For (Required) 1 Contract ID
1 1
1 Follow-On Final Disposition Reports |1 s
1 1
1 ) ) 1
| DateFrom (Required) Date To (Required) 1
1 1
1 | 01-01-2016 ‘ ‘ 04-08-2019 1
1 1
- & !
1
e e —————— -
Results
H “ »
2. Click “Search”.
Figure 175: Search and View Response Documents — Step 2
eRPT Electronic Retroactive Processing Transmission
Actions  Search  Create Package
—
Search
Criteria
Search For (Required) Contract ID
Follow-On Final Disposition Reports s s

Date From (Required) Date To (Required)
01-01-2016 ‘ 04-08-2019
=] 5]
[e——————— -
1 1
1 1
o e o e o e e 4
Results

3. Click the “ID” of the specific Follow-On FDR to view the document.
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Figure 176: Search and View Response Documents — Step 3

Actions Search Create Package

—
Search
Criteria +
Results -
Total Results: 5
Filter Results
D Contract Successful Trans Count Failed Trans Count
[ I
: View Follow-On FDR : H0137 1 0
View Follow-On FOR H2220 10 5
View Follow-On FDR H2220 10 5
View Follow-On FDR HO137 1 0
View Follow-On FDR H0137 2 0

v
Shnwing & entries

4. Click “Open”, to open/view the document. You may click “Save”, or “Save as” if you wish to
save the document to your local computer workspace.

Figure 177: Search and View Response Documents — Step 4

Internet Explorer

What do you want to do with
_A1001001A17F08B51143176156.xlsx?

Size: 11.3KB
Type: Microsoft Excel 12
From: portalval.cms.gov

< Open

< Save as

Cancel

4212 Completing a Review Package

The Review Packages are uploaded by RPC to eRPT for specific contracts to support
their data validation review request. Responses to Review Packages include Plan
documentation supporting EDV Review Requests or other reviews designated by CMS.
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In the following sections we will discuss how an eRPT Plan User can:

e Search and View Review Packages, Section 4.2.12.1
e Access Review Packages via Actions tab, Section 4.2.12.2
e Upload/Submit Response Documents to a Review Package, Section 4.2.12.3

42121 Search and View Review Packages

The search function is discussed in detail in Section 4.2.2. The search for Review Packages is
similar to that of searching for Submission Packages and Documents/Letters. Refer to Section
4.2.2.1 for the steps to perform a search.

1. In this case, select “Review Packages” for the “Search For” field on the “Search” screen as
shown in the screenshot.

Figure 178: Search and View Review Packages — Step 1

eRPT Electronic Retroactive Processing Transmission

Actions Search Create Package
—

Search

Criteria

-
1 Search For (Required) Category

@

1| Review Packages | All

Date From (Required) Date To (Required) Package ID

‘ 05-14-2019 05-14-2019 |

=] & Status
| All s
Parent Organization
| All %
Contract ID
| N

Results

2. Select appropriate date values for “Date From” and “Date To” fields using the respective
calendar buttons (as illustrated in Section 4.2.2.1 Steps to Execute a Search) and click
“Search”. Note: You may provide values to other drop-down/ free-text fields based on the
information you know.
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Figure 179: Search and View Review Packages — Step 2

@RPT Electronic Retroactive Processing Transmission

Actions Search Create Package
—
Search
Criteria
Search For (Required) Category
‘ Review Packages $ | | All $ ‘
e ———————— N
| Date From (Required) Date To (Required) 1 Package ID
1 [ [
|‘ 05-14-2019 05-14-2019 }I | ‘
1 1
1 1
1 ] & 1 Status
[ Ry SRy S S, -
[ ;]

Parent Organization

[ 3

Contract ID

Results

3. Click the “ID” of the respective package to open and view.

Figure 180: Search and View Review Packages - Step 3

CMS_QOV |M'v Enterprise Portal © Tommy Hilfiger w @ Help @ LogOut
searcn
-~
Criteria +
Results -
Total Results: 7
Filter Results
Fe————— {1 _i Type < Category Status ¢ Submission Date
1
1 RVW0329201900026 : RVW EDV - E&D Open 03-29-2019 13:42:29
1
__________ -
RVW0329201900023 RVW EDV-E&D Completed 03-29-2019 16:18:00
RVW0328201900009 RVW EDV-E&D Closed 03-28-2019 18:34:54
RVW0325201900008 RVW EDV-E&D Open 03-25-2019 21:05:51
RVW0319201900007 RVW EDV-E&D Downloading 03-19-2019 17:24:34
RVW0319201900006 RVW EDV - E&D Open 03-19-2019 15:01:42
RVWO0307201500005 RVW EDV-E&D Downloading 03-13-2019 21:07:16
v

Showing 7 entries

4. Select “Submission Documents” tab to view/download the document uploaded by RPC to
create this package.
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Figure 181: Search and View Review Packages - Step 4

N
=

Package ID: RVW0329201900026

Response Documents

Package Details

Package ID Status
RVW0329201900026 Open
Package Type Last Updated By
Review RPC
Category Last Updated
EDV - E&D 03-29-2019 13:42:29
Parent Organization Created By
v
Commonwealth Care Alliance, Inc. RPC

5. Click the arrow to the left of the package documents to view the document uploaded by
RPC.

Figure 182: Search and View Review Packages - Step 5

=

Package ID: RVW0329201900026

Package Details Fihii)‘h'.':‘--"fiij"-‘-;'i"-ni.*ii-..{:é'_' Response Documents

==
: ’ }ackage Documents
—_—

6. Click the filename of the document to open and view it. Alternatively, you may wish to
download the document by selecting the checkbox next to the document and click
“Download Selected Documents”.
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Figure 183: Search and View Review Packages - Step 6a

A
Package Details Submission Documents Response Documents
~ Package Documents

Filter Results i E
D Filename ¢ Document Type ¢
e e S S S S &
D : Commonwealth Care Alliance, Inc. Monjur : Enrollment Data Validation (EDV) Request
| Ahmed-MMP-pin . EDV - E&D.xls : Spreadsheet
S S S S S

Showing 1 entries

Download Selected Documents

Figure 184: Search and View Review Packages - Step 6b

A
Package Details Submission Documents Response Documents
~ Package Documents

Filter Results | ‘

E Filename ¢ Document Type ¢

 Enrollment Data Validation (EDV) Request

P == ——— |

1

: Download Selected Documents :
1

[ By

—————————————————————— o (V]

7. Click “Open” to open/view the file. You may click “Save” or “Save as” to save the file to the
local workspace of your computer.
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Figure 185: Search and View Review Packages - Step 7

What do you want to do with
RVW0329201900026_A1001001A19C29A94230A36300....

Size: 15.9 KB
Type: Microsoft Excel 2003
From: portalval.cms.gov

__________________________________________________ :
2 Open i
1

1

1

= Save as

Internet Explorer “

The file won't be saved automatically.

Cancel

4.212.2 Access Review Packages via Actions Tab

1. When a Review Package is uploaded by RPC for a contract, all Plan Users who have
access to that contract will receive an email and a system notification. The system
notifications are added to the “Actions” tab. The functions of the “Actions” tab is discussed in

Section 4.2.1.

Figure 186: Actions Tab — Default View

Actions Search Create Package

Actions

03-29-2019
09:42:30

03-29-2019
09:42:25

03-29-2019
09:13:23

03-29-2019
09:08:29

Date Received ¢

CMS.QOV II\/Iy Enterprise Portal © TommyHilfiger w @ Help  ® LogOut
A
eRPT Electronic Retroactive Processing Transmission ERPTPLANUSERO3  Email Notification =~ User Manual
Filter Results
Message
There is an EDV - E&D request RVW0329201900026 has been added to the system for contract HO137 from RPC. [
There is an EDV - E&D request RVIW0329201900023 has been added to the system for contract H0477 from RPC.
Package SUB0329201900187 has been rejected by CMS Central Office user Douglas Eggers. Please contact the Central Office user for
additional information.
Package SUB0314201900120 has been rejected by CMS Central Office user Douglas Eggers. Please contact the Central Office user for
additional information.
Package SUB0320201900149 has been rejected by CMS Central Office user Douglas Eggers. Please contact the Central Office user for
v

O o0 0o o0 0o

03-29-2019
09:04:00

additional information.
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2. You may use the “Filter Results” field to do a quick search of the list as shown in the
following screenshot.

Figure 187: Using Filter Results Field in Actions Tab

CMS.QOV |I‘«,f‘|~,.- Enterprise Portc = My Apps © Tommy Hilfiger w @ Help [ Log Out
@RPT Electronic Retroactive Processing Transmission ERPTPLANUSERO2 = Email Notification  User Manual
Actions Search Create Package
E—

Actions
-
1
: Filter Results | gpy
e N
D Date Received Message
03-29-2019
D 09:42:30 There is an EDV - E&D request RYW0329201900026 has been added to the system for contract H0137 from RPC, =
D 03-29-2019 5 i ..‘ s . 9 -
09:42:25 There is an EDV - E&D request RVW(0329201900023 has been added to the system for contract H04T77 from RPC.
D 03-28-2019 . " "
10:41:03 There is an EDV - E&D request RYW0328201900009 has been added to the system for contract HO477 from RPC.
D 043 019 There is an EDV Request RVIW0325201900008 from CMS Central Office.
17:05:51
03-19-2019
D 11:03:03 There is an EDV Request RVW0319201900007 from CMS Central Office, v

3. Click the link to open the package to view the different sections of the package and/or to
make an update (providing your responses in the case of an EDV Review Package).
Alternatively, you may select the checkbox next to the row on the left and click “View
Selected Action” to open the package.

Figure 188: Open a Review Package from Actions Tab, 3a

O Tommy Hilfiger w @ Help ® Log Out

~
eRPT Electronic Retroactive Processing Transmission ERPTPLANUSERO3  Email Notification = User Manual
Actions Search Create Package
—
Actions
Filter Results | ¢py %
D Date Received Message
O |&»me f here i an FDV._E&D request RW0329201500026 has been added o the system for coniract HO137 from REC.| A
L H

[l ggii;glg There is an EDV - E&D request RYW0329201900023 has been added to the system for contract HO477 from RPC

D 23-2;!3;)19 There is an EDV - E&D request RVW0328201900009 has been added to the system for contract H0477 from RPC,

D 2?;:;?19 There is an EDV Request RVW0325201900008 from CMS Central Office,

a ﬁé;g;”g There is an EDV Request RVW0319201900007 from CMS Central Office, v
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Figure 189: Open a Review Package from Actions Tab, 3b

CMS.gov |My Enterprise Portal = My Apps O TommyHilfiger w @ Help @ LogOut
E Date Received © Message ¢ A~
—_——
1 03-29-2019
1 1 09:42:30 There is an EDV - E&D request RVW0329201900026 has been added to the system for contract H0137 from RPC. o
[ | e
D 03-29-2019 ;
09:42:25 There is an EDV - E&D request RVW0329701900023 has been added to the system for contract H0477 from RPC.
D 03-28-2019 .
10:41:03 There is an EDV - E&D request RVW0328201900009 has been added to the system for contract H0477 from RPC.
D ??555;019 There is an EDV Request RVW0325201900008 from CMS Central Office.
D Tfolz-;;lg There is an EDV Request RVW0319201900007 from CMS Central Office.
D ?i”é?jzmg There is an EDV Request RVW0319201900006 from CMS Central Office,
O ?ffg:_'fflg There is an EDV Request RVW0307201900005 from CMS Central Offic i
Showing 11 entries (filtered from 134 total entries) 1 row selected
P 1
Acknowledge Selected Actions ||| View Selected Action : Clear Selected Actions
e :
Return to top (800) 927-8069 MAPDHelp@cms.hhs.gov (¥

4. The package opens in a new window. You may navigate to the different sections of the

package to view the “Submission Documents” uploaded by RPC and submit/upload your
response documents from within the “Response Documents” tab (this part is discussed in
Section 4.2.12.3.

Figure 190: Review Package Window When the Package is Opened

Package Details

Package ID
RVW0329201900026

Package Type

Review

Category
EDV - E&D

Parent Organization

A
Add Documents m

Package ID: RVW0329201900026

Submission Documents Response Documents

Status
Open

Last Updated By
RPC

Last Updated
03-29-2019 13:42:29

Created By

Commonwealth Care Alliance, Inc. RPC
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4212.3 Upload/Submit Response Documents to a Review Package

1. To upload response documents to a Review Package that needs your action, search and
open the package as discussed in the previous sections 4.2.12.1 or 4.2.12.2 and select
“‘Response Documents” tab. Note: You can upload response documents only when the
status of the package is “Open”.

Figure 191: Upload/Submit Response Documents to a Review Package - Step 1

Close

Package ID: RVW0329201900026

Package Details Submission Documents HEH DL L I T e i

» Package Documents

2. Click the arrow to the left of the “Package Documents” section.

Figure 192: Upload/Submit Response Documents to a Review Package - Step 2

Add Documents m

Package ID: RVW0329201900026

Package Details Submission Documents |[:CH LT EC LIS T S8

=1
b rackage Documents

3. Click “Add Documents”.
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Figure 193: Upload/Submit Response Documents to a Review Package - Step 3

Package ID: RVW0329201900026 e

Package Details Submission Documents Response Documents

_~ Package Documents

There are currently no documents to display

4. Scroll to the bottom where you see the “Add Files” button and click it.

Figure 194: Upload/Submit Response Documents to a Review Package — Step 4

Close
QP A fies to the upload queue and click the start button. "
Document Type Filename Status
Drag files here.
ittt Aot 1
i : i
: © Add Files | 0% v
o .

5. Select the documents that you want to upload and click “Open” in the windows file upload
box. To select multiple files, hold ‘ctrl’ key and use your mouse to multi-select documents.
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Figure 195: Upload/Submit Response Documents to a Review Package - Step 5

e Choose File to Upload
'E—) - 1 . b ThisPC » Desktop » RPC documents for Testing v & Search RPC documents for Te... 0@
Organize MNew folder M @
i y ~
A Favorites Name Date modified Type
B Desktop B RPC_!@Transaction_Inquiry_Template_03-13-2018.xlsx Microsoft Excel W
& Downloads £ RPC !Submission_Spreadshest_VAL_H2220_01-23-2019xlsx Microsoft Excel W
l.u' Recent places (7] Retroactive- |Submission_Spreadsheet VAL HO137_10_18-18.xlsx Microsoft Excel W

!j_; ReviewPackage_SupportingDocumentation.xlsx Microsoft Excel W

@& OneDrive - Scope Infotech Inc B RPC !Submission_Spreadsheet_DEV_H2226_01-25-2019xlsx Microsoft Excel W

£ RPC !Submission_Spreadshest_DEV_MoContracts_07-25-2019.xlsx Microsoft EBxcel W

% This PC 5] RPC !Submission_Spreadsheet_DEV_H3331_01-25-2019.xlsx Microsoft Excel W
= Desktop 7] Retroactive !Submission_Spreadsheet_DEV_H2226_10_18:xdsx Microsoft Bxcel W

| Documents B Retroactive !Submission_Spreadsheet_DEV_H1717_12_18:dsx Microsoft Bxcel W

& Downloads eRPTtestDoc2_CoverLetter.pdf Adobe Acrobat D

W Music Doc'seRPTtestDoc]_Documentation.pdf 1074720181 Adobe Acrobat D

=| Pictures 1| Retroactive !Submission_Spreadsheet_VAL_H0137_10_18xdsx 10/4/201811:44 AM  Microsoft Excel W

gl Videos B RPC_Submission_Spreadsheet_06-03-2015.xls 2017 1:32 PM Microsoft Excel 97

& Local Disk (C:)
(a HP_RECOVERY (D)
a HP_TOOLS (E9)

RPT -~ ~n§¥Approval_Letter - - Copy.pdf
eRPT-testDoc_§onnDocumentation - pdf
eRPT-testDoc2_§~Coverletter -.pdf

B MMCO Retroactive Submission_Spreadsheet_template_05-04-2016....

/20171114 AM  Adobe Acrobat D

/2772017 3:41 PM

Adobe Acrobat D
27 Adobe Acrobat D
[13/2017 456 PM  Microsoft Excel 90

€ Network Approval Letter.pdf 4/2017 436 PM Adobe Acrobat D
BT RAMC N Ratraactiie Cobhmicrian Gnreadchast tamnlate DA 1NCINTA 1/17/93017 12.31 DAA Mirrnenft Fvral O7 <

< >

File name: w | Custom Files (*.pdfi*adsi*xls)  w

Cancel
6. Click “Start Upload” to upload the file to the system.

Figure 196: Upload/Submit Response Documents to a Review Package - Step 6

~

Add files to the upload queue and click the siart bution.

Document Type Filename Status

RPC Supporting Documentation 2 ReviewPackage_SupportingDocumentation.xlsx 0% &

———————

© AddFiles | O StartUpload | 0% o

s |

7. Click “OK”.
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Figure 197: Upload/Submit Response Documents to a Review Package - Step 7

Document Type Filename Status

RPCSupporting Documentation 3 ReviewPackage_SupportingDocumentation.xlsx 100% @

Message from webpage

h 1 file(s) uploaded and saved successfully.

Using runtime: html5

© Add Files © Stop Upload = Uploaded 1/1 files 100% v

8. If you have uploaded all the supporting documents that you feel are required to complete
this package, then scroll up and click “Finished Adding Docs”.

Figure 198: Upload/Submit Response Documents to a Review Package - Step 8

Package ID: RVW0329201900026 ey -

Package Details Submission Documents Response Documents |

I o Accepted File Types: pdf, xls, xlsx. Max File Size: 40MB

Select files
Add files to the upload queue and click the start button.
Document Type Filename Status
RPC Supporting Documentation % ReviewPackage_SupportingDocumentation.xdsx 100% @

9. Click “Submit” if you want to submit this action.
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Figure 199: Upload/Submit Response Documents to a Review Package - Step 9

Package ID: RVW0329201900026 _———————a -

1
1 1

Package Details Submission Documents iﬁ sponse Document: ﬁ-i

Package Documents

Note:

a) Until you click “Submit”, RPC will not be able to process the review package. Your
submission marks the package status as “Complete”.

b) Once you submit the package, it is recommended that you click “Acknowledge Selected
Actions” button from within the “Actions” tab to close out this item. This is ‘not’ a required
action, but this will help you manage the “Actions” list before it becomes too unwieldy
to manage.

c) You can still retrieve this package using the “Search” function. See Section 4.2.2 to
understand using the search function.

d) If the package was submitted by mistake and the Plan Users have 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. Unless the request to reopen falls within the RPC’s
due date of the review package response submission, it is unlikely that the package
will be reopened. For further questions/concerns, you may contact RPC Client Services at
clientservices@reedassociatescpas.com or 402-315-3660.

4.213 Accessing the User Manual

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

Note:

e The eRPT Plan User manual can also be accessed at the following MAPD Helpdesk web
page: https://www.cms.gov/Research-Statistics-Data-and-Systems/CMS-Information-
Technology/mapdhelpdesk/index.html.

e The PDF version of this User Manual is compatible with a screen reader such as JAWS and
works well with Adobe Reader that offers several tools and features to enhance your
reading and viewing experience. To limit potential browser issues when opening PDF files
while using JAWS, it is recommended that you first save a copy onto your computer before
opening it. For more information, refer to the link below:
https://www.adobe.com/content/dam/acom/en/accessibility/pdfs/accessing-pdf-sr.pdf.
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Figure 200: Access User Manual via “User Manual” Link

CMS.QOV l[\,-‘l-y' Enterprise Portal = My Apps O Tommy Hilfiger w @ Help @ Log Out
eRPT Electronic Retroactive Processing Transmission ERPTPLANUSERO3 = Email Notification | User Manual |
e o -
Actions Search Create Package
—
Actions
Filter Results | gpy
D Date Received © Message
D g:fg:glg There is an EDV - E&D request RVW0329201900026 has been added to the system for contract H0137 from RPC. &
D 03-29-2019 i
09:42:25 There is an EDV - E&D request RVW0329201900023 has been added to the system for contract H0477 from RPC.
D 03-28-2019 i
10:41:03 There is an EDV - E&D request RVW0328201900009 has been added to the system for contract H0477 from RPC.
D ﬁ-g::;na There is an EDV Request RVW0325201900008 from CMS Central Office.
D Ti’éiozglg There is an EDV Request RVW0319201900007 from CMS Central Office. v

Figure 201: Access User Manual — Download

/:.‘ eRPT-Plan-User-Manual- X \\ N

&« C | & https//www.cms.gov/Research-5tatistics-Data-and-5Systems/CMS-Information-

Centers for Medicare & Medicaid Services
C M S CMS eXpedited Life Cycle (XLC)

CENTERS FOR MEDICARE & MEDICAID SERVICES

Electronic Retroactive Processing Transmission (eRPT)

Plan User Manual
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4.3 Notifications

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

431  System Notifications (Actions Table) in Actions Tab

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

A response document was added by the RPC to a Submission Package.

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

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

RPC downloads the package.

RPC has uploaded a Review Package or a Follow-on FDR for a contract that a Plan
user has access to.

e RPC has uploaded a Plan EDV Report for a contract that a Plan user has access to.

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

Table 2: eRPT System Notifications (Actions Table)

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>.

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
#>.

Plan EDV Report There is a Plan EDV Report for contract <Contract ID> from RPC.

4.3.2 Email Notifications

These are system-generated notifications sent to the user’s email address (registered within
their IDM profile) when the following events occur 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>.
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Event Name Event Description

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

Response uploaded

EDV Request (Review
Package) uploaded

RPC.

There is an EDV Request <Package |D> for contract <Contract #> from

Follow-on FDR uploaded

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

Plan EDV Report

There is a Plan EDV Report for contract <Contract ID> from RPC.

Note: The system will send only one (1) email daily by the end of the day detailing all such
events mentioned above. The system will not send an email notification if none of the events

listed above

have occurred.

The screenshots below are some examples of what the daily email notification may entail.

Figure 202: Sample Email Notification to eRPT Plan User Role, Example Email 1

eRPT Application Email Notification - 03/29/2019 inbox x &5
ERPT@cms.hhs.gov Fri, Mar 29, 11:02PM ¥  4u

tome -

Dear User ERPFTPLANUSERDZ,

The following notification is assigned to your EIDM User ID ERPTPLANUSERD3. Please logon to Enterprise Portal

application to review these items which are assigned to you and act accordingly.

and access eRPT

Package ID Notification Description Date Submitted
Package SUB032020190014% has been rejected by CMS Central Office user Douglas Eggers. Please contact the Central Office user for additional 2019-03-29
SUB0320201500149 |information. 09:04:00.758
Package SUB0314201900120 has been rejected by CMS Central Office user Douglas Eggers. Please contact the Central Office user for additional 2019-03-29
5UB0314201500120 |information. 09:08:28.767
Package SUB0329201900187 has been rejected by CMS Central Office user Douglas Eggers. Please contact the Central Office user for additional
SUB0329201500187 |information. 2019-03-2905:13:23 89
2015-03-2%
RVW0325201900023 | There is an EDV - E&D request RVIW0329201900023 has been added to the system for contract H0477 from RPC. 09:42:25.137
2015-03-29
RVWO0325201900026 | There is an EDV - E&D request RVW0329201900026 has been added to the system for contract HO137 from RPC. 09:42:30.416

This is an automatically system generated email. Please don't reply to this email. Contact the MAPD Help Desk via email mapdhelp@cms.hhs.gov (via Phone 1-800-927-
8063), if you have any questions or concerns related to this email.
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Figure 203: Sample Email Notification to eRPT Plan User Role, Example Email 2

~
eRPT Application Email Notification - 08/16/2020 nbex = ~ & B
ERPT@cms.hhs.gov Sun, Aug 16,2:19 PM (9 days ago) Y7 4=
tome ~
Dear User AJACKSON,

The following notification is assigned to your IDM User ID AJACKSON. Please logon to Enterprise Portal [ — and access eRPT application to review these items which are
assigned to you and act accordingly.

Package ID Notification Description Date Submitted

N/A There is a Plan EDV Report for contract H1717 from the RPC. 2020-08-16 14:05:35.484
NA There is a Plan EDV Report for contract H2226 from the RPC. 2020-08-16 14:05:40.912
N/A There is a Plan EDV Report for contract H3331 from the RPC. 2020-08-16 14:05:41.751
N/A There is a Plan EDV Report for contract R5342 from the RPC. 2020-02-16 14:05:43.346
NfA There is a Plan EDV Report for contract H1717 from the RPC. 2020-08-16 14:05:44.901
NfA There is a Plan EDV Report for contract H2226 from the RPC. 2020-08-16 14:05:45.704
NfA There is a Plan EDV Report for contract H3331 from the RPC. 2020-08-16 14:05:46.551
M/A There is a Plan EDV Report for contract R5342 from the RPC. 2020-08-16 14:05:48.678
N/A There is a Plan EDV Report for contract H1717 from the RPC. 2020-08-16 14:05:50.341
N/A There is a Plan EDV Report for contract H2226 from the RPC. 2020-08-16 14:05:51.143
NfA There is a Plan EDV Report for contract H3331 from the RPC. 2020-08-16 14:05:52.016
N/A There is a Plan EDV Report for contract R5342 from the RPC. 2020-08-16 14:05:54.309

4.3.2.1 Email Notification Preferences

1. Click “Email Notification” link from within the application user interface.

Figure 204: Email Notification Link

O Tommy Hilfiger w @ Help

ERPTPLANUSER03} Email Notification 1 User Manual

eRPT Electronic Retroactive Processing Transmission

Actions Search Create Package
e

Actions

Filter Results | gpy

I:' Date Received < Message &
D 03-29-2019 " ~
09:42:30 There is an EDV - E&D request RVW0329201900026 has been added to the system for contract H0137 from RPC.
D 03-29-2019 .
09:42:25 There is an EDV - E&D request RVW0329201900023 has been added to the system for contract H0477 from RPC.
D 03-28-2019 ’
10:41:03 There is an EDV - E&D request RVW0328201900009 has been added to the system for contract H0477 from RPC.
D [1)?;':52?19 There is an EDV Request RVW0325201900008 from CMS Central Office.

O ﬁfé;_’;; 1o There is an EDV Request RVW0319201900007 from CMS Central Office. v

2. By default, you are subscribed to receiving the daily email notifications. If you wish to
unsubscribe, select “Unsubscribe” radio button and then click “Save”.
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Figure 205: Email Notification — Change Email Notification Preferences

Email Notification Preferences

@) Subscribe

m=——n

1 () WUnsubscribe

4.4 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.
¢ 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 &
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 206: XLSM Documents

Organize « |1_7,| Open = Share with - Print E-mail Burn Mew folder
» 1 Favorites Documents library
ERPT
» = Libraries | ERPT Prod
B EDV Validation Spreadsheet - Copy.xs
& Homegroup EEDV Validation Spreadsheet xlsx
) EWjImport File REINSTMT.xlsm
» M Computer
@_} Proposed_RPC_Status_Request_template.xds
= E]Reginr'|aI_Office_Apprnval_Letter_Examplﬂ.pdf
- €l Network i )
E]Reg|UnaI_Of‘ﬁce_Appro\ral_Letter_ExampleE.pdf

I%]RPC Submission Spreadsheet.xlsm. I

ARDE Chimmartina Dasimmentatinm meAd
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Note: Please convert the RPC Submission Spreadsheet document to XLS after it has been
completed with all the required information and validated using the validation function available
within the spreadsheet.

Locate the complete RPC Submission Spreadsheet on your local directory.

Open the RPC Submission Spreadsheet by double clicking on the document.

Click File ->Save As.

Select Excel 97-2003 Workbook (*.XLS) from Save as type drop-down.

Click Save.

The following Microsoft Excel — Compatibility Checker will be displayed to the user.
Click Continue.

NOoO O WN -

Figure 207: Convert XLSM Document — Compatibility Checker
[ Microsoft Excel - Compatibility Checker W patibility Checker | e |

‘ The following features in this workbook are not supported by earlier |
wversions of Excel. These features may be lost or degraded when you save
0 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 g i
One or more cells in this workbook contain data 1 1
validation rules which refer to values on ather "
worksheets, These data validation rules will not be Bind Help
saved, Excel 97-2003
Location: 'SCC "

One or more rells in this warkhnok contain data 7 [T

Check compatibility when saving this workbook.

Copy to Mew Sheet [ Continue ] I Cancel J

8 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
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 208: Convert XLSM Document — Error

A problem occurred while uploading afile fo the senver.
| FaultMessage: Unforiunaiely this document fype is not authorized and cannat be uploaded to ERPT. RPC Submission Spreadshestdls

.

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.
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5. Troubleshooting & Support

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

5.1 Error Messages

Based on the error message the user should contact the MAPD Helpdesk at 1-800-927-8069 or
mapdhelp@cms.hhs.gov. The user will need to create an incident ticket with the helpdesk.

The user will need to provide the following information when reporting the issue:

User’s First and Last Name

User’s IDM ID

Contact information (email and phone are preferred)
Package ID, if known

Error Message and screenshot, if applicable

Steps followed to create the issue, if applicable.

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
to 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
from a package.

11. Unable to a delete a package.

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

13. Unable to upload documents
to a review package.

14. Unable to determine the
status of the package.

15. Reopen a Review Package.

16. Unable to access eRPT user

interface.
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 Packages

User |Create View Update Delete Search Add Comments

Group Docs
Plan X *X X* *X *X X All eRPT Plan Users having an IDM ID and
User an approved eRPT Plan User role in IDM 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.

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

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

o 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
(Packag Add Documents to a Package.

e o Create Access - The Plan User has
Creator)

complete access to create a package.

o 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.

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.

o 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.

User
Group
Plan
User

Table 6: EDV Review Packages and Plan EDV Reports

Create View Update Delete Search Add Comments
(Soft) Docs

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

All eRPT Plan Users having an IDM 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.

e 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.

Plan
User

X eRPT Plan User who have access to valid
eRPT contracts in IDM will have access to the
Plan EDV Report for contracts they have
access to when RPC uploads the report to
eRPT for the contract in question.

User
Group
Plan
User

Table 7: Transaction Inquiry Packages

Create View Update Delete Search Add Comments
(Soft) Docs
X *X *X *X *X *X All eRPT Plan Users having an IDM ID and
an approved eRPT Plan User role in IDM 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
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User Create View Update Delete Search Add Comments

Group (Soft) Docs
created by the Plan User

e * Limited Add/Upload documents - The

Plan User can add/upload documents to
a Transaction Inquiry Package that was
created by that Plan User.

Note: Asterisk means the user will have

limited access to the functionality.

Plan User|X X X *X X X The Package Creator (Plan User) will be
(Package able to Create, Update, Read, Delete,
Creator) 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.

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

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

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

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

The following table lists the document upload functions that will be available for the Plan Users

under Submission Documents and Response Documents tab.

Table 9: Document Upload Functions

Type of User Package Type -

Category Code

Submission Documents

Response Documents

Plan User Submission Package | ¢ RPC Submission Spreadsheet | N/A
— Category 2 e RPC Supporting Documentation
¢ RPC Submission Cover Letter
Plan User Submission Package | ¢ RPC Submission Spreadsheet | N/A
— Category 3 e RPC Supporting Documentation
o RPC Submission Cover Letter
Plan User Submission Package | ¢« RPC Submission Spreadsheet | N/A
— Special e RPC Supporting Documentation
¢ RPC Submission Cover Letter
Plan User Submission Package | ¢ RPC Submission Spreadsheet | N/A
— Resubmission e RPC Supporting Documentation
e RPC Submission Cover Letter
Plan User Transaction Inquiry | ¢ RPC Transaction Inquiry N/A
Package Request
Plan User Review Package N/A RPC Supporting
Documentation
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Appendix D: Package Documents

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

creation/ submission.

Note: Please refer to Reed and Associates website at http://www.reedassociates.org/ (refer to
section CMS-RPC) regarding RPC’s SOP, the required documentation and documentation format
that needs to be submitted for the 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 Submission 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 Submission 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 Submission 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 RPC Submission Cover
Letter and RPC Supporting Documentation
to Special Submission Package is
‘optional’.

RPC Submission 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 Submission 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 Submission Cover Letter
RPC Submission Spreadsheet
RPC Supporting Documentation

Transaction Inquiry
Package

¢ Inquiry Request form (XLS or XLSX file)

RPC Transaction Inquiry Request

Review Package

e EDV Validation Spreadsheet (XLS or
XLSX files)

e Supporting documents (PDF, XLS, or
XLSX file(s))

Enrollment Data Validation (EDV)
Request Spreadsheet
RPC Supporting Documentation
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Appendix E: Keyboard Interaction Shortcuts

The following table lists the keyboard interaction shortcuts to navigate the application using

keyboard only.

Keyboard Shortcut

Keyboard Interaction —

While the Date Picker is

Table 11: Keyboard Interaction Shortcuts

Description of the Shortcut

Date Picker:
open, the following key commands are available.

Page Up

Move to the previous month

Page Down

Move to the next month

Ctrl + Page Up

Move to the previous year

Ctrl + Page Down

Move to the next year

Ctrl + Home

Open the date picker if closed

Ctrl/Command + Home

Move to the current month

Ctrl/Command + Left

Move to the previous day

Ctrl/Command + Right

Move to the next day

Ctrl/Command + Up

Move to the previous week

Ctrl/Command + Down

Move to the next week

Enter

Select the focused date

Ctrl/Command + End

Close the date picker and erase the date

Escape

When focus is on a tab,
Up/Left

Keyboard Interaction — Tabs:

Close the date picker without selection

he following key commands are available.
Move focus to the previous tab. If on first tab, moves focus to last tab.
Activates focused tab after a short delay.

Down/Right

Move focus to the next tab. If on last tab, moves focus to first tab. Activates
focused tab after a short delay.

Ctrl + Up/Left

Move focus to the previous tab. If on first tab, moves focus to last tab. The
focused tab must be manually activated.

Ctrl + Down/Right

Move focus to the next tab. If on last tab, moves focus to first tab. The
focused tab must be manually activated.

Home Move focus to the first tab. Activates focused tab after a short delay.
End Move focus to the last tab. Activates focused tab after a short delay.

Ctrl + Home Move focus to the first tab. The focused tab must be manually activated.
Ctrl + End Move focus to the last tab. The focused tab must be manually activated.
Space Activates panel associated with focused tab.

Enter Activates or toggles panel associated with focused tab.

Alt/Option + Page Up

Move focus to the previous tab and immediately activate.

Alt/Option + Page Down
When focus is in a pane

Ctrl + Up

Move focus to the next tab and immediately activate.
, the following key commands are available.

Move focus to associated tab.

Alt/Option + Page Up

Move focus to the previous tab and immediately activate.

Alt/Option + Page Down

When focus is on a head
Up/Left

Keyboard Interaction — Tabs with Accordion:

Move focus to the next tab and immediately activate.

er, the following key commands are available.
Move focus to the previous header. If on first header, moves focus to last
header.

Down/Right Move focus to the next header. If on last header, moves focus to first header.
Home Move focus to the first header.
End Move focus to the last header.
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Keyboard Shortcut  Description of the Shortcut
Space/Enter Activate panel associated with focused header.

When focus is in a panel, the following key commands are available.
Move focus to associated header.
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Appendix F: Acronyms

Table 12: 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

IDM Identity Management

IE Internet Explorer

LI-NET Limited Income Newly Eligible Transition
LIS Low Income Subsidy

MAO Medicare Advantage Organization

MAPD Medicare Advantage Prescription Drug
MA-PDP Medicare Advantage Prescription Drug Plan
MARX Medicare Advantage Prescription Drug System
MFA Multi Factor Authentication

MMP Medicare-Medicaid Plans

PACE Program for All-Inclusive Care for the Elderly
PBP Plan Benefit Package

PDF Portable Document Format

PDP Prescription Drug Plan

RAC Residence Address Change

RO Regional Office

RPC Retroactive Processing Contractor

SCC State County Code

SOP Standard Operating Procedure

URL Uniform Resource Locator

XLC eXpedited Life Cycle

XLS Excel File
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Appendix G: Glossary

Table 13: 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
Disposition
Report

A report indicating the CMS processing status for RPC initiated transactions. These
submissions are a result of RPC’s inability to process due to CMS system errors;
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
Organization

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

Plan EDV Report

This is an EDV Report specific to each Plan contract in eRPT.

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 MARX post MARx
R&M release. Upon receipt of the documentation, the RPC shall review the
documentation submitted for the sampled transactions to verify the
documentation provided by the organization supports the transaction submitted
to CMS.

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

6. Special - A customized user Package submitted by the CMS Central Office
Staff or Plan Users (with CMS approval) to RPC.

7. Resubmission - Timely retroactive 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'{reégcl;); 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 H: Referenced Documents

Table 14: Referenced Documents

Document Name Document Location and/or URL IDs:tt;ance
eRPT R8 Requirements Document Scope Infotech SharePoint site 08/26/2020
eRPT R6 Business Requirements Scope Infotech SharePoint site 02/28/2019
Document

eRPT R5 Business Requirements Scope Infotech SharePoint site 08/31/2017
Document

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 I: Record of Changes

Table 15: Record of Changes

Version# | Date

3.0

02/09/2016

Anand Srinivasan

| Author/Owner ‘ Description of Change

= Updated with the EIDM process flow to inform the
eRPT Plan User the steps involved in registering
and requesting access to eRPT application role
and contracts within EIDM.

= Updated for appropriate use of Acronyms
throughout the document and the corresponding
Acronyms table.

e Updated the User roles names to be consistent
throughout the document (eRPT Plan User, CMS
CO and CMS RO Users), where applicable.

3.1 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 DRAFT

01/20/2017

Anand Srinivasan

= Updated the following sections:

e Submission-Category 3 and Special Package
Workflow
Create Package — Submission Package
Create Package — Transaction Inquiry Package
Search Package
Delete Uploaded Supporting Documentation
from a Draft Package

e System Notifications
= Added the following new sections:

e Accessing the User Manual

e Email Notification Preferences

e Email Notifications

3.3 FINAL

01/27/2017

Anand Srinivasan

PSO Approved to baseline.

3.4 DRAFT

12/10/2018

Anand Srinivasan

Updated Section 3 for eRPT-CMS Enterprise Portal
integration.

3.4 FINAL

01/04/2019

Anand Srinivasan

Approved Final Version (508 compliant).

4.0 DRAFT

05/15/2019

Anand Srinivasan

Updated for Release 6 — 508 Compliance re-design of
interface.

4.0 FINAL

05/29/2019

Anand Srinivasan

Approved Final Version (508 compliant)

4.1 DRAFT

8/27/2020

Anand Srinivasan

e Added Section 4.2.3 Download Plan EDV Reports.

e Updated the following sections to include Plan EDV
Report: Section 4.3.1 System Notifications (Actions
Table) in Actions Tab and Section 4.3.2 Email
Notifications.

o Updated Table 6: EDV Review Packages and Plan
EDV Reports to include Plan EDV Report access
by the Plan User role.

4.1 FINAL

09/04/2020

Anand Srinivasan

Section 508 compliant.

4.2 FINAL

09/15/2020

Anand Srinivasan

Business Owner Approved and Final Version.
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Version# | Date Author/Owner | Description of Change
4.3 DRAFT | 01/28/2021 | Anand Srinivasan | Updated Sections 3.3.1, 3.3.2, 3.3.3, 3.3.4, 3.3.5,
3.3.6, and 3.3.7.

Updated EIDM to IDM in all references throughout.

4.3 FINAL 02/12/2021 | Anand Srinivasan | Business Owner Approved and Section 508 compliant
Final Version.
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Appendix J: Approvals

The undersigned acknowledge that they have reviewed the eRPT Plan User Manual

and agree with the information presented within this document. Changes to this eRPT
Plan User Manual 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/ COR
Role: CMS Approving Authority
Signature: Date:
Tammie Hill, Taylor Perry, and John
Print Name: Campbell
Title: eRPT Business Owners
Role: CMS Approving Authority
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