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Instructions to Complete Phase 1 of 2013 Open Payments Registration & Data Submission

Step 1 — Should be Completed

Before reviewing these instructions, you should have already completed the first step in Phase 1 of the
registration and submission process, which required the authorized official for your organization to
register in CMS’ Enterprise Identity Management system (EIDM) to receive an EIDM user ID. Note: The
authorized official is an entity’s executive level officer (e.g., Chief Executive Officer (CEO), Chief Financial
Officer (CFO), Chief Compliance Officer (CCO), president, vice president, or other Officer of the
applicable manufacturer or applicable group purchasing organization) who can legally represent their
organization.

By March 31, 2014 the authorized After the authorized official registers in EIDM, he/she can
official for your entity (or their then manually delegate data submission responsibilities to
others (referred to as authorized representatives). The
. . delegate would obtain the authorized official’s CMS user ID
file of specified 2013 Open Payments and use that information to complete data submission on
information and submititto CMS via | the authorized official’s behalf. This exchange is performed
email to OPdata@cms.hhs.gov. CMS outside of CMS systems.
will only accept data submitted in
CSV format. Please note that only one EIDM registration is needed for
authorized officials representing multiple reporting entities.

designee) must complete a CSV data

Step 2 — Submit 2013 Aggregate Data File Before You Begin Step 2
The second and last step in Phase 1 is submission of a
portion of the required 2013 Open Payments data to CMS, e Ensure that the appropriate technical

which will include corporate profile information and professionals in your organization are

aggregate 2013 payment and investment interest data. familiar with this process including
thoroughly reviewing this document..

How to Prepare the Data Submission File for Phase 1 * Follow provided instructions closely to

create a compliant pipe delimited CSV
file for submission.

e Get help from an IT professional to
answer any formatting questions
specific to your version of Microsoft

o Access the sample template. CMS will only accept data
submitted using this template, in a pipe delimited CSV
format (do not submit data formatted in Excel, Word,

or other applications). Take the steps below to ensure Excel or technology platform, or for
that your CSV file is pipe delimited. alternate ways of creating pipe

delimited CSV files without Microsoft
The sample template is available on the CMS Enterprise Excel.

Portal page that will be displayed following the

completion of EIDM registration (it is also available on the Data Submission and Attestation page of
the Open Payments website). Note that this template differs from the schemas and sample files
posted on the Open Payments website.

e Create your CSV file. CMS recommends using Microsoft Excel in Windows to create your CSV file. To
open and save the pipe delimited CSV file from Microsoft Excel in Windows, please ensure you have
the list separator as a pipe: “|”.
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e Follow these steps if creating a pipe delimited CSV file in Windows Excel 2010. The steps will not be
very different if the user has another version of Excel, but there may be platform differences. Users
should look up equivalent guidance for other versions of Excel or other operating systems if needed,
and consult with their IT staff if they have any formatting questions specific to their version of Excel
or platform, or for alternate ways of creating pipe delimited CSV files without MS Excel. Note that
these instructions are also available in video format on the Data Submission and Attestation page of
the Open Payments website.

Open the Start menu by clicking
the Start button Q in the lower-left

corner of your screen, or by

pressing the Windows logo key (#)
on your keyboard. Then go to the
Control Panel.
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The Clock, Language, and Region
menu will appear. Click on Region
and Language.

The Region and Language window
will appear. Click on Additional
settings button.

% » Control Panel » Clock, Language, and Region

Search Control Panel

Control Panel Home

System and Security
MNetwork and In
Hardware and
Programs

User Accounts and Family
Safety

Appearance and
Personalization

Clock, Language, and Region

Ease of Access

Date and Time
Set the time and date
Add the Clock gadget to the desktop

Region and Language

Change location

Change the time zone

Add clocks for different time zones

Change the date, time, or number format

—

System Formats | Location I Keyboards and Languages | Administrative
Netwol
Format:
Hard
[English (United States) -
Progral
User Ag
S:faerty Date and time formats
Appeal|| Short date: [M{d/yyyy ']
Persony||
Clock ||| Lengdate dddd, MMMM dd, vy -
Ease off | Short time: [h;mmtt vl
Long time: [h;mm;sstt vl
First day of week: | Sunday -

Examples
Short date:

Long date:
Short time:

Long time:

What does the notation mean?

2/28/2014
Friday, February 28, 2014
10:50 PM

10:50:38 PM

Additional settings...
ional formats

Apply

Change keyboards or other input methods

v w @ » Control Panel » Clock, Language, and Region - Search Control Panel

p
Centrel & Region and Language .

Id clocks for different time zones

format
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The Customize Format window will
appear. Locate the List separator

box and make sure the symbol Contro & Region and Language B

specified is the pipe symbol (|), Syste | ["Fomats | Location | Keyboards and Languages | Adrinisrtive ‘ g
. Networ 's - - 5

usually located at the top right torent ||| @ customize Format

Bt | Change keyboards or other input methods

section of the keyboard below the Progra Numbers |currency [ Tme | Date |

Backspace button (refer to the e Bample

below Image for a VISU3| Of hOW to ggr;::‘ Positive;  123,456,789.00 Megative: -123,456,789.00
locate the pipe symbol | on a o G

keyboard.) Click the OK button. et Decimal symbok

No. of digits after decimal:
Digit grouping symbaol:
Digit grouping: 123,456,789

Negative sign symbol:

List separator: | -
Measurement systen: us. -

| Standard digits: 0123456789 -

Use native digits:

f

Click Reset to restore the syste
numbers, currency, time, and it

JEJEJEJEEJE UG JE b = b
e ) JEJCICICIEIIPIE ) [l
| | GO | G G| G O O D O |
s ]LZ ]Lx ] c (v JLB ]LN ]M ]c ];» ]}; ]%hm 7
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Click Ok to close the prior window.

—_—

¥ » Control Panel » Clock Language, and Region
& guag g

Search Control Panel

e
Contrel & Region and Language all

Systenl | | Formats | Location | Keyboards and Languages | Administrative
Netwa
Format:
Hard
[English (United States) -]
Progra
User A
S:feerty Date and time formats
Appea| | Short date: [Mrdryyy -
Personi/ |
Clock ||| Lona date [dddd, MMMM dd, yyyy -
Ease of|| Short time: [h:mmtt -I
Long time: [hmmsstt -
First day of week: [ Sunday -

What does the notation mean?

Examples

Short date: 2/28/2014

Long date: Friday, February 28, 2014
Short time: 11:09 PM

Long time: 11:09:00 PM

Additional settings...

ld clocks for different time zones

format | Change keyboards or other input methods

e Enter data into the sample template. Now that the list separator has been changed to pipe “|” in
the system settings, the user can enter data into the sample template.

Open the Open Payments Phase 1 CSV
sample template in Excel and enter
your aggregate data for submission.
Do not modify or change the order or
contents of the headings in the
template.
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0 The submitted data should include the following elements, as shown in the template — please
submit only these data elements, and not any detailed data during Phase 1. Note that elements
with an asterisk next to them (*) are required. If your data submission does not include any of
the required data elements, you will be notified that your submission has been rejected:

(0}

(0}
(0}
(0}

O O0O0O0OO0Oo

O O O0OO0Oo

Authorized official’s EIDM user ID*

Registering entity legal name*

Registering entity’s doing business as name*

Registering entity business type* — You must use one of the following categories when
entering this data:

e applicable manufacturer-drugs/biologicals

e applicable manufacturer-devices/medical supplies

e applicable manufacturer-drugs/biological and devices/medical supplies

e applicable manufacturer-physician-owned distributor

e applicable manufacturer-hospital-owned distributor

e applicable manufacturer-distributor/supplier (non-hospital, non-physician-owned)
e  GPO-drugs/biologicals

e GPO-devices/medical supplies

e  GPO- drugs/biological and devices/medical supplies

e  GPO-physician-owned

GPO-hospital-owned

GPO-hospital and physician-owned

GPO-non-hospital, non-physician-owned

e GPO-government-owned

Website address/uniform resource locator (URL) of parent company

Registering entity business address line 1* (required for all addresses)

Registering entity business address line 2

Registering entity city* (required for all addresses)

Registering entity state* (required for U.S. addresses)

Registering entity zip code* (required for U.S. addresses) — If you have a zip code that
starts with a zero, be sure to include the beginning zero (you may need to format the zip
code field as text so the leading zero is not dropped).

Registering entity country* (required for addresses outside the U.S.)

Registering entity province

Registering entity postal code* (required for addresses outside the U.S.)

Registering entity business telephone number*

Aggregate information regarding the applicable manufacturer’s or applicable GPO’s
2013 payment report. Note: If you have aggregate data to report for general payments
or research payments, data for all three of the aggregate data elements is required. For
example, if total aggregate amount is reported for the general payments category, total
number of payments and total number of covered recipients must also be reported.
Aggregate data for at least one of the three categories must be provided for submission
to be accepted:

e (Category 1: Research payments aggregate data:

Total aggregate amount (in dollars and cents) of research payments or other
transfers of value the applicable manufacturer or applicable GPO has provided to
covered recipients or physician owners/investors during the reporting period.
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Total number of payments or other transfers of value made.
Total number of covered recipients (unique/non-duplicate) or physician
owners/investors that were recipients of the payments or other transfers of value

during the reporting period.

Category 2: General payments aggregate data:

Total aggregate amount (in dollars and cents) of general payments or other
transfers of value the applicable manufacturer or applicable GPO has provided to
covered recipients or physician owners/investors during the reporting period
(August 1, 2013 through December 31, 2013).

Total number of payments or other transfers of value made.

Total number of covered recipients (unique/non-duplicate) or physician
owners/investors that were recipients of the payments or other transfers of value

during the reporting period.

Category 3: Ownership or investment interests aggregate data:
Total number of physician owners or investors, or their immediate family members,
who held ownership or investment interest in the entity during the reporting period.

O Please remember:

Do not delete or edit the header
row in the CSV template.

If there is no data to report for a
certain field, leave it blank. DO
NOT enter spaces, “Not
Applicable,” “N/A,” etc.

DO NOT format cells/columns in
the file (unless you have a zip
code that starts with a zero, and
you have to format the zip code
field as text so the leading zero is
not dropped).

Only one data row is allowed in
the CSV file, besides the header
row.

Any files containing all empty data
fields or only SO dollar amounts
listed for all fields that require a
dollar amount submission will be
rejected.

Example of How to Enter Aggregate Data:

Payment or transfer of value scenario:
ABC Company made the following payments to Dr. Jones
and Dr. Smith:

- 8/10/2013: $51.10 to Dr. Jones

- 8/20/2013: $100.20 to Dr. Smith

- 9/20/2013: $101.50 to Dr. Jones

Data to enter into sample template:

. Total aggregate amount (in dollars and cents) of
general payments or other transfers of value the
applicable manufacturer or applicable GPO has
provided to covered recipients or physician
owners/investors during the reporting period (August
1, 2013 through December 31, 2013): enter $252.80
into template

. Total number of payments or other transfers of value
made: enter 3 in total into template

. Total number of covered recipients (unique/non-
duplicate) or physician owners/investors that were
recipients of the payments or other transfers of value
during the reporting period: enter 2 covered
recipients into template
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Save your submission in CSV format. Once data has been populated correctly in the sample

template, save your submission in CSV format as shown below. Be sure to include the authorized
official’s EIDM user ID in the new file name.

To save your submission into
CSV format, go to File, click on
Save As, and select Other
Formats.

In the window that opens,
select CSV (Comma delimited)
and click on the Save button.
The file will save as a pipe
delimited CSV file (provided you
followed the previous steps
described in this document).

&

CES e s e S

o
@ - = x

all possible file types.
Save As [F12) |
23 Excel Options | | X Exit Excel ||
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D Mew Save a copy of the document | T ¥ Clear E = [ Data validation er ¢mr Lg
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@ Prepare » | by OpenDocument Spreadsheet
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e
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Publish a copy of the workbook as a PDF ar
PS file.
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o
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2
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24
25
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= Libraries Excel Macro-Enabled Template Data Tools Outline
) Documents | Excel 97-2003 Templiate
Text (Tab delimited) "
Unicode Text b . &
XML Spreadshect 2003

Microsoft Excel 5.0/35 Workbook
CSV (Comm delimited)
Formatted Text (Space delimited)
Text (Macintosh)
Text (M5-DOS)
CSV (Macintosh)
CSV (MS-DOS)
DIF (Dats Interchange Format)
SYLK (Symbolic Link)
File name: Excel Add-In
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€ Network
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Optional step: To make sure the
file saved correctly with the
pipe delimiter, open the filein a
text editor such as Notepad.

Follow these directions to view
the contents of the CSV file you
created in Notepad.

Open the Notepad program. Go
to File, then to Open.

Make sure the file type
dropdown in the bottom right
corner of the window is set to
All Files. Navigate to where you
saved your CSV file and double-
click it, or single click it and hit
Open.

Save

Save As...

Print...

Exit

Page Setup...

Ctrl+P

it - Hepas TP N 15

File Edit Format View Help

[ Pictures
H Videos

/% Computer

| Open =
—~—
([ 1 » PipeDelim = [ 43| [ Search Pipe Delim £l
Organize v Mew falder =~ [l @
T Name Date modified Type
3/2/20143:16 PM  Microsoft

14 Downloads

(5 Recently Change| |44 sample
|| Public
B Desktop
= Libraries
& Music

% Recent Places

[ Documents

File name: Sample

Encodling: | ANSI
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The CSV file contents will - sarple-Notepot I - i

File Edit Format View Help

appear Wlthln the NOtepad EIDM_USER_ID|REGISTERING_ENTITY_LEGAL_NAME | REGISTERING_ENTITY_BUSINESS_NAME | REGISTERING_ENTITY_BUSINESS_TYPE | PARENT_COMPANY_W
samplel23|pharma, Inc|pharma, Inc|applicable manufacturer-drugs/biologicals|pharma.com|122 main st||pharmaville|mp|11111]]]

’5°
window. If you see your data

fields separated with the pipe
(]) character, your file saved
correctly and is ready to be
emailed to Open Payments. If
you see your data fields
separated with a comma, any
other delimiter, or no delimiter
at all, repeat all of the above
steps or seek help from your IT
staff. Close the Notepad
window without saving.

I ] 0

o  Email your data submission to CMS. After you have saved your submission in CSV format and
confirmed that it is a pipe delimited CSV file, you may send your aggregate data submission to CMS
at OPdata@cms.hhs.gov.

e Format your email subject line as follows: “EIDM User ID” [Note: Insert authorized official’s EIDM
user ID] then “— Open Payments Email Submission for 2013 Reporting Entity and Payment Aggregate
Data.”

e Do not attach multiple files to your email submission. Only one aggregate data file attachment is
allowed for each individual email submission.

e Email confirmation. When the data submission is received by CMS via OPdata@cms.hhs.gov, the
Open Payments Help Desk will review the attachment. The Help Desk will reply directly to the
submitter, letting him/her know if the submitted data meets all requirements or if there is a
problem, such as missing data elements or invalid formatting.

e General CSV file guidelines if you DO NOT use the Windows Excel instructions detailed here:

0 Fields with embedded pipe must be delimited with double quote characters. For example, if
the business name is ABC|Co, then write it in the CSV file as "ABC|Co". Please note that the
pipe character in ABC|Co is not a delimiter here, just an example of an embedded pipe.

0 Fields that contain double quote characters must be surrounded by consecutive double quotes.
For example, ABC “Associated Business Company” would convert to "ABC "Associated Business
Company""

O Fields with embedded line-breaks are not allowed.

0 For Macintosh operating systems, it is recommended to use TextEditor to open and edit the
files.
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Support Resources

As described throughout this document, a sample CSV template is available for you to download
(accessible via the CMS Enterprise Portal page that will be displayed following the completion of your
EIDM registration, or on the Data Submission and Attestation page of the Open Payments website); use
it to fill-in your entity’s data. Refer to the instructions within this document for details and guidelines for
creating pipe delimited CSV files in Windows Excel 2010, and note that these instructions are also
available in video format on the Data Submission and Attestation page of the Open Payments website.

If you have any questions about these instructions, using the sample template, or the two-phased
approach to 2013 Open Payments registration and data submission, please contact the Open Payments
Help Desk at openpayments@cms.hhs.gov.

What Happens Next

Once you submit your Phase 1 data file to CMS on behalf of your entity and receive the email
confirmation, CMS (during Phase 2) will utilize your submitted data within the Open Payments system to
create your entity profile and prepare for Phase 2 data submission (unless the Help Desk follows up with
specific problems noticed in your submitted data).

When the Open Payments system launches for Phase 2 of data submission (approximately May, 2014),
the authorized official in the officer role will need to:
e Use their EIDM user ID from Phase 1 and finalize Open Payments registration for the entity and
the authorized official by providing additional information within the Open Payments system,
e Confirm the accuracy of the entity profile data that was submitted in Phase 1 and pre-populated
in the Open Payments system for Phase 2, and
e Upload or enter, submit, and attest to the accuracy of the detailed 2013 payment data.

In addition, in Phase 2 the authorized official will also be able to delegate actions and roles to others at
their entity, so they can also use the Open Payments system to upload or enter, submit, and attest to
the 2013 data.

Note: After registration in the Open Payments system, the authorized official can nominate authorized
representatives within their organization who can perform system functions on their behalf such as data
submissions, corrections, attestations, etc. Any authorized representatives must obtain their EIDM user
ID and register in the Open Payments data system to perform any functions.

We encourage you to sign up to receive emails about Open Payments. CMS uses our listserv to

communicate to stakeholders about important program timelines and updates. To sign up for the
listserv, visit http://go.cms.gov/openpayments.

Contact the Open Payments Help Desk at openpayments@cms.hhs.gov with any

questions.
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